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Introduction

Welcome to the FrontRunner Professional Online Manual

This is your gateway to everything you need to know while working in your system.

The menu on the side lists the most common tasks associated with the system and how to access the
information to create, edit, integrate, showcase, and print.

Please use the Search function at the top right if you don’t see what you need in the menu. Once a keyword
or phrase is entered, the pages with that keyword or phrase are listed and the words are highlighted in
yellow on each applicable page.

If you have any questions or require additional information, don’t hesitate to contact us at
support@frontrunner360.com.

Login to Your System

Enter the URL (ending in .frontrunnerpro.com) to access the login screen. The username and password
must be entered every time you login. When asked if you would like the browser to save your password
please choose the “Never for This Site” option. This will prevent unauthorized access to your data.

If you prefer to have a hard copy version of any page contained within this manual, select
the Print icon at the top right. If you would prefer to download the entire manual for future
reference or to print what you need for the office, click on Download as PDF below the left
menu.

*

Please note that usernames and passwords are case sensitive. (ex. password and
Password are not the same).*
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Videos

Step-by-step videos are available for many features within the FrontRunner system. They are short-and-to-
the point and can be found in the FrontRunner Manual YouTube Playlist.

New to the System? >>
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New to the System?
If you’re new to FrontRunner and require a few quick tips to get you started on the main components of the
system, the information below will help.

Login to Your System

Go to your website and click on Admin in footer of site (or enter the URL – ending in .frontrunnerpro.com –
to access the login screen.) The username and password must be entered every time you login. When
asked if you would like the browser to save your password please choose the “Never for This Site” option.
This will prevent unauthorized access to your data.

Add a Record

Below is a brief step-by-step description to create / add a new record. For a more detailed description,
please visit the website record page:

• Main > Records
• Mouse over the ‘Add a New Record’ button at the top right. For a basic record, choose either Web

Only or Book of Memories.
• Enter all basic information.
• Use dropdowns to select Place of Death and Clergy. If the locations are not visible, Add a new

location.
• Choose from one of the three options for Donations: Family Preferred Charities, Charity of Your

Choice, or No Donations
• Add Visitation, Service, Interment, Reception details.
• Enter the life story or obituary (information can be pasted from another source if already written).
• Click Save at the top right.

Please note that usernames and passwords are case sensitive. (ex. password and
Password are not the same).*
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To choose a theme and add photos, select Book of Memories in the left menu. For a more detailed
description, please visit the Book of Memories page.

• On the Theme page, select a category to display all the available themes. Click on any of the themes
to preview.

• Manage Photos – select Upload a New Photo and then Add to locate the photo(s) on your computer.
If there is more than one photo, designate one of them as the primary by clicking on Set as Primary
below the image.

• Save.

The record will publish to your website and automatically create a Book of Memories. If you do not see the
record, return to ‘Web Details’ and on top right, click on Edit Record Settings. Make sure the first option
(Publish to Web) is marked as Yes.

Edit a Record

Once you login, the Main > Records page displays. All current records will be visible. If you need to access
another type of record, either enter the name in the Search box, click on the first letter of the deceased’s
last name, or choose from the left menu to display:

• Current Records
• Past Records
• All Records
• Standard Records
• Web Only Records
• Pre-Need Records

Once you locate the correct record, click on it to open. Navigate to the section that requires changes. Click
on Save at top right to make the changes live.

Edit the Website

To make changes to your website content, open the Website tab at the top of your desktop. Navigate to the
page that requires changes and (in most cases) click on Edit Content. Certain pages also contain header
and footer sections; if so, buttons to edit those will appear at the top right. A detailed description of the
editing capabilities (adding a photo, changing text, creating a hyperlink) can be found on the Wireframe
Editing page. To add / delete / hide / re-name a page, please refer to the Manage Website section of the
manual.
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Edit Website Home Page – Wireframe

If you have a wireframe website, the home page is full of widgets than can be easily edited by hovering over
the section and clicking on Edit. More details about each section (including the Welcome Message) can be
found in the Wireframe Editing section of the manual.

Videos

Step-by-step videos are available for many features within the FrontRunner system. They are short-and-to-
the point and can be found in the FrontRunner Manual YouTube Playlist.

New Pulse Dashboard >><< Introduction

Once changes have been made to the website, click Save at top right, Publish in the left
menu, then the ‘Publish’ button in the top right. Until your changes are published, they will
only be visible within administration mode and not on the live website.

!
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~New~ Pulse Dashboard
In December 2014, FrontRunner officially released its new Pulse system. The video below explains one of
the major changes we have made with the new software— the Dashboard.

With the dashboard your firm now has key information at your fingertips, without having to jump around to
multiple screens. The new system will help you better understand the effectiveness of your online presence,
with features such as:

- Our integration with your Google Analytics account gives your staff a snapshot of what visitors are doing
on your website.
- The Search History section will help your staff better understand what families are looking for on your
website.
- The new Record Analytics section displays information like your cremation rate, as well as the degree of
activity that your Book of Memories memorial websites are receiving.

At FrontRunner we also believe in helping your business grow by providing you online tools to both generate
revenue and save you money. You will have quick access to these tools on your dashboard:

- Our Simply One section demonstrates the commissions you are earning on your website
- The Loyalty Reward section provides quick access to your loyalty rewards account
- The Staples Advantage button offers an easy link to your Staples account login page. In partnership with
Staples, FrontRunner has negotiated great discounts on office products for your firm!

On top of all this, you will have access to great features such as a daily calendar, event schedule,
notification center, the message center, and a customizable quick links feature for you and your staff.

If you do not already have this feature turned on, please contact us for more information.

Please see the video below for an overview of the Dashboard features.

Help Resources >><< New to the System?
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Help Resources
Please use the Help Desk section, found from your Main tab, when you have a question or technical issue
with something in your system.

You will find a list of helpful tools we have to better serve our clients.

• User Manual
• Frequently Asked Questions
• Policies
• Submit a Support Ticket
• Training Documentation

Top Support Questions >><< New Pulse Dashboard
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Top Support Questions
As you work your way through the FrontRunner system, you may come across a section that is new or
you’ve never worked in before. This manual is intended to address any support issues that may arise but we
thought it also might be helpful to outline the most common support questions. If you are unable to find the
answers to any issues that may arise, don’t hesitate to contact us by submitting a ticket via the form at the
bottom of this page.

1. For some reason, I am no longer able to print forms. Why has this stopped working?

The majority of printing issues in the system stem from not having the latest version of Java installed on
your computer or the web browser has disabled Java from running.

• For clients using a PC: Go to www.java.com and download and install the latest version of Java.
Once that’s done, in Firefox, check in “Tools”, then “Add-ons” and then “Plugins”. You should see an
item named “Java Platform SE”. Be sure that it is enabled.

• For Mac users: Apple has its own version of Java so check for any software updates. Once the
software is up-to-date, try printing again.

You will now have to let your computer know that it’s safe to run Java from your site.

For Windows users, click the “Start” icon in the lower left corner of your screen, and in the “Search for
Programs” field enter “Java”. You’ll see one of the options listed is “Configure Java”. Select that. In the
window that opens, select the “Security” tab. The security is generally set to high, and it’s best to leave it
there. You’ll also see an option to “Edit Site List”. Select that and in the next window select “Add” and then
enter the URL for your domain. You can copy and paste the address bar from your system log in page. It
should look like this “https://(yourfuneralhome).frontrunnerpro.com”. Don’t copy any other data past the
“com”. Click OK to complete. Once that’s done, close it and you’re done.

For Apple users, to access the Java console, open your System Preferences, then select Java. Once it
opens, proceed with the same steps as above.

2. How do I add a local charity as the Family Preferred charity?

If you have searched the Master Database for a charity and can’t find it, you will need to add it to your
database. This often happens when you need to add a new trust fund for a family or if there is a small
community organization that is not a registered charity.

FrontRunner Professional FrontRunner Manual - 1

Page 15 of 589



Go to System Settings > Databases > Charities. All charities ever added will be visible. To add another one,
click on “Add a Charity” in the upper right corner. Be sure to enter all necessary information including the
fulfillment method. Once the charity is added, return to the record and click the drop down for Non-
Charitable Organizations. Locate the charity and Add it to the Family Preferred list. Save.

3. Why aren’t all the changes I made to the website showing up?

If you have made and saved your website changes within administration but those changes aren’t visible on
the live site, you probably missed the “Publish” step:

• First check to be sure the page or pages aren’t “Hidden”. You can check that in the web editor site
map.

• In the website editor, select Publish. The new screen will display the last published date. Select the
Publish button. This process will send all the changes to your live site. If you have a larger website,
the publishing process could take a minute or two.

• Once the Publish process is complete, check the live site. If you still don’t see the changes, refresh
your browser.

4. Why aren’t the submitted condolence messages showing in the Book of Memories?

If a condolence message is not visible in the Book of Memories, it may have been marked as Private. To
check that, open the record to edit:

• If it’s a Standard record, select Book of Memories > Tributes to view all submitted messages. If a
condolence message is marked as Private, that will be displayed with the message. To change that,
select Edit beside the message and set the Private option to No. Save.

• In Web Only records, go directly to Tributes. Follow the same instructions as above.

There is also a chance that the person who posted a condolence didn’t do so on the Book of Memories.
They may have submitted to legacy.com or tributes.com and expected the condolence to be visible on the
Book of Memories. You may want to do a Google search for the name of the deceased to see if there’s
anything on another site.

5. Why can’t I post my story to the Book of Memories?

The system has a filter that checks all messages for inappropriate words. If it finds one, the story won’t post.
At times, the filter may seem a little oversensitive but it’s best to be safe than sorry. If the filter is blocking a
submission, you can still get the message to post to the Book of Memories by following these steps:

• In the Book of Memories, start the condolence or story submission process. Enter all the information
and then type one letter in the message field. Submit that.
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• Open the record and select Tributes. Find the message you just submitted and select Edit. Copy and
paste the rest of the message and Save. This step will ensure the message is posted on the the Book
of Memories.

6. How do I correct a mistake in a message or delete a message entirely from the Book of Memories.

Open the record. Any message submitted to a Book of Memories (Candle, Condolence, Donation, or Story)
can be edited in the record.

• If it’s a Standard record, select Book of Memories > Tributes. Locate the message that needs to be
corrected (Edit) or removed (Delete). Save.

• In Web Only records, go directly to Tributes. Follow the same instructions as above.

7. I’ve added a new record but it’s not appearing on the Current Services List and now I can’t find it
anywhere in the system. Where did it go?

Most often, if you are unable to locate a record that you saved in the system, the Date of Death was not
added. That date is vital information in the system because it determines whether a record is Current or
Past.

Go to “All Records” and enter the name of the deceased in the search field and click Search. Once the
record is located, check to make sure the Date of Death has been entered correctly.

8. I lit a candle and want to pay by check/cheque. What is the mailing address?

Please make the check/cheque payable to FrontRunner Professional and send to the following address:

FrontRunner Professional
6A Clarence Street
Kingston, Ontario
Canada
K7L 5H8

9. I’m trying to pay for a memorial candle with my credit card but I continue to receive a message that the
transaction is declined. What’s going on?

For the cardholder’s protection, if the information entered is not an exact match with what the credit card
company has on file, the transaction will be declined by the credit card company. Suggest the purchaser
contact their credit card company to verify all information and, if necessary, enrol the card in their security
process. (Verify by Visa / MasterCard SecureCode)
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10. Why is Google Maps not showing the correct location?

Google Maps isn’t perfect but there is an easy fix if the location is not displaying properly.

System Settings > Databases > Locations. Find the location and click on it to display all the information. If
the address is correct, you will need to enter the GPS Coordinates for the location:

• Open Google Maps and find your exact location on the map.
• Right click and from the pop-up window, select “What’s Here”.
• Refer to the Google Maps search bar where you will see a set of numbers separated with a comma.
• Copy the first number (not the comma) and paste it in the first coordinate field.
• Copy the second number, including the hyphen at the beginning of the number. Paste that in the

second field. Save and test the map again.

11. Why are there duplicate photos showing in the Book of Memories?

Open the record > Book of Memories > Manage Photos. Check the file names of the photos that have been
uploaded. If there are any that have duplicate file names, they will have to be deleted, re-named, and then
uploaded again.

12. Why is the Book of Memories getting spammed?

It’s important to activate “captchas” in your system in order to prevent spam (computer generated posts with
junk links and messages). There are several captcha options but we recommend the “Simple Math” captcha.
To set the captcha for your system follow the steps below.

• Main > Book of Memories > Global BOM Settings.
• Go to the option labelled Captcha Preference for BOM pages.
• Set it to Simple Math (or Google or Candle Count).
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To remove spam messages from the Book of Memories, go to the record and select Tributes where you can
edit or delete any submitted message.

13. Why won’t the DVD render? It’s stuck!

If a DVD is stuck in render mode and won’t complete, it may have something to do with special characters
contained within the file names of photos. There may also be an issue if you’ve uploaded music for the
video. Make sure that the file type is correct for the music. Please contact us to restart the video by
submitting a ticket below.

14. Why is the Book of Memories link not posting to our funeral home Facebook page?

The Book of Memories link may not post if the connector hasn’t been set up OR the connection is linked to
your personal Facebook page rather than your business page.

To set up the Facebook connector, follow these steps:

• In the Main Tab select Book of Memories
• At the bottom of the second column of options, select Facebook Page Management.
• Read the Description and be sure you understand it before selecting Click Here to Begin.
• At the Facebook App, read the description and select the page option you prefer.
• Be sure to select your Facebook business page and not your personal page.
• Save.
• Close the tab and return to the FrontRunner system.
• Select the Facebook Record Management option. (Just “Facebook” in newer systems)
• Read the description for the explanation on how to use this section.
• The connector will check and upload any new listings every fifteen minutes.

Should you need to make changes to a listing, you can delete the original on your Facebook page
and then Re-Post the updated listing.

15. How do charities receive any donations made through the Book of Memories?

My Tribute Gift handles all online credit card donations. The umbrella charitable organization receives and
handles credit card donations for all registered charities in North America. The payment process takes
approximately three weeks; the accumulated funds with all the details pertaining to each donation are sent
directly to the charity.

If the donor has checked with the charity and the charity states that it never received the money, have them
check for any donations from My Tribute Gift.
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If you have concerns about any donations, you can contact My Tribute Gift directly at 1-855-355-8141, email
info@mytributegift.org, or mail to 3495 14th Avenue,
Markham, ON, L3R 0H4.

16. How do I turn off donations in the Book of Memories?

Open a record and go to Web Details > Donations. There are three options: “Family Preferred Charities”,
“Display to Donor: Charity of your choice”, and “No Donations”. Select No Donations and the Donation
option will be removed from the menu within the Book of Memories.

17. How do a I remove a former employee from our staff web page?

Website > Edit > Site
Navigate to your staff page and click on Edit Content at top right
In the Staff Listing Control Panel, click on the employee’s name to be removed so it’s highlighted.
Hit Delete

If you would prefer to hide the listing rather than delete it entirely, edit the listing and choose No beside the
Visible option. Save.

18. A visitor to our site stated that they lit a candle by credit card but they don’t see the candle lit on the
website and they didn’t receive a receipt?

Sign in to the IMS and open the record for the deceased. Go to “Tributes” (in a Web Only record…in a
Standard record go to Book Of Memories and then Tributes). In the Tribute section you will be able to see
every condolence, shared story, donation, and candle message. If you don’t see the purchasers information
and candle message there, you can check the Candle Log in your Simply One Account. That will show all
candle purchases through your site in the date range that you set. If you can’t find the candle there, chances
are the candle purchase was never completed. After taking those steps, if necessary, send a support ticket
to us with all the details, including the name of the deceased, the name of the purchaser, and the date of the
purchase, and we’ll see if there ever was a transaction completed.

19. I’m trying to log into my system but I keep getting an error. (Also, “We’ve just gotten a new computer
and I can’t find the login page for our system”).

When logging in, be sure that you’re at the correct login page. Verify that the Customer ID number is
definitely yours. We have seen people end up at the wrong login page and wonder why their credentials
didn’t work. Also remember that the Username and Password are case sensitive, therefore, if you have any
capitals in your Username or Password make sure you are entering it that way.
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If you’ve lost the address for your login page due to getting a new computer or from a computer crash,
simply go to the home page of your website, scroll right to the bottom of the page and click on “Admin”. That
will open the login page to your system in a new tab.

20. I keep getting an error message when trying to push records to FrontRunner from SRS, DA, etc.

Check to be sure that you’ve entered data in all required fields. Also check that you have entered everything
correctly, especially email addresses. We generally see errors when a location address has been omitted or
entered incorrectly.

21. How do I create a family login, and do families receive email notifications for photos, stories,
condolences and donations?

In the first call sheet you will see a section labelled “Family Interactive Edition”. Check the box that says
“enable”. Once you’ve done that it will generate a username & password, which you can change at any time.
You’ll also see a field labelled “Family Interactive and Condolence E-mail List”. This is where you add the
families email address so they receive photo, story, condolence and donation notifications. You can add as
many email addresses as you need, just separate each address with a comma.

22. How do I add or remove a user from my system?

Log into the IMS and select System Settings. Once that opens, select “User Profiles” in the first column of
options. The page will open to a list of the current users in your system.

To add a new user, click on the “Add User” icon in the upper right of the screen. Enter all their information
and be sure to click Save.

To edit the information for a user, or to delete a user, click on their name and the information panel will
open. Make the necessary changes and click Save. You’ll also see the option in the upper right of the
screen to “Delete”, which will remove the user completely.

23. Visitors to our website have informed us that they uploaded photo’s and stories but they don’t see
them in the Book of Memories.

In most cases, this is a result of the Photo / Story Approval System being turned on, either for a particular
record, or for your entire site.
Log into the IMS and in the Main tab, select Book of Memories. In the second column of options you’ll see
the “Approve Photos” and “Approve Stories” options. If there are any items there, they will need to be
approved or rejected. This will have to be done by the funeral home staff, or by family members that have
been provided the login credentials for the Book of Memories.
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To turn the approval system on or off for your entire system, once again, in the Main tab select Book of
Memories, then Global BOM Settings. You’ll see the setting option in the “Default Book of Memories
Settings” section. They can be set to On or Off for all records.

You can also turn them On or Off for individual records if required. In the record under the “Book of
Memories” Theme section, you’ll see the option to either use the Global Settings, or turn the option on or off
for that particular record.

Submit a Support Ticket >><< Help Resources
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Submit a Support Ticket
Please make sure you have checked our other help resources before submitting a ticket.

To submit a ticket to our support team, navigate to your Main tab > Help Desk > Support Request.

Choose your method of contact.

Fill out the requested fields and be as detailed as possible. Some detail may include:

• Record name
• The area of the system you are using
• Error message, if you received one

When complete, click the ‘Send Request’ button.

Policies >><< Top Support Questions
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Policies
All FrontRunner policies related to billing, support, and cancellation are listed below. You will also find the
ULA (User License Agreement), that outlines all details related to your account with FrontRunner. If you
have any questions about any of the policies, don’t hesitate to contact your Success Coach.

• Support Policy
• Cancellation Policy
• Payment Policy
• User License Agreement

Support Policy >><< Submit a Support Ticket
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Support Policy
We take our support policies seriously and when a customer is in need of help, we focus on their needs until
a solution is found. With our funeral home background, we treat all Emergency Support requests with the
same attention as our customers do when a family calls during their time of need!

Methods of obtaining support:

• Email or request a phone call: There is a support form you can fill out which will be emailed to our
support team letting them know your question and whether you want an email or call back. Navigate
to Main > Help Desk > Support Request.

• Live Chat: If this feature is available in your system, you can request a live chat with a support
representative. If the chat shows as offline, your question will be emailed to our support team.

• Emergency After Hours Support: Our support team is available by phone or email after hours.
There is a $65 fee per phone call (anytime outside of 8am-5pm EST, also including holidays).

Cancellation Policy >><< Policies
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Cancellation Policy

FrontRunner Professional
Cancellation Agreement
Confidential
This document contains proprietary information and may not be reproduced, transmitted, or translated in
any manner without the specific consent of FrontRunner Professional. This includes third party competitor
vendors. All of terms of cancelation are contained in your user license agreement which you agreed to upon
activation and continued use of your software where you agreed to provide FrontRunner with 30 days’
notice prior to cancellation.

Cancellation Policy Overview

We deeply regret your decision to cancel your system and services with FrontRunner Professional. We
genuinely wish that you would have reached out to us and we could have resolved any Issues that may
have caused this to happen. At FrontRunner we know your time is valuable and do not engage in the
practice of unsolicited phone calls to try and sell you something. Rather, it is our hope that if you have any
concerns or issues that you would like to address, that you feel free in contacting us at any time by phone or
email and we will help resolve and Issues you are having. Our team of talented and experienced staff are
always standing by to help you.

In today’s competitive market, funeral firms are facing tremendous pressure from the endless number of
new website and management companies, all claiming to have a better product that can save you money.
Many use unscrupulous and deceitful tactics to confuse funeral homes that may not be technology savvy.
Through Illegal tied selling practices, many funeral homes are being forced to switch their website or
management software if they wish to continue to use software that their firm has been using for years. We
hope this hasn’t be the case with your firm. Furthermore, FrontRunner rigorlessly attempts to create
meaningful shared revenue programs to help insure that our technology comes at little to no cost to our
clients. Claims of companies citing to save you money, or provide a “no-cost” solution, are simply out of
touch with all that our systems generate clients who use them. All these vendors disrespect the loyalty and
trust families placed in your firm when providing them with a permanent Book of MemoriesTM Memorial
website as part of your services and all negate the potential liability and backlash this can have with your
families when trying to talk you into, or force you into switching.

Sometimes, our clients forget that the Book of Memories permanent memorial websites that have attracted
so many new families over the years are very different than anything on the market and was the reason why

FrontRunner Professional FrontRunner Manual - 1

Page 26 of 589



they chose FrontRunner over everyone else in the first place. They are cherished and embraced hundreds
of thousands of families who use them on a regular basis to interact with family and friends. They were
designed to instill loyalty between the families you serve and your firm. In turn FrontRunner had hoped for
your loyalty in return.

Contrary to the claims of predatory website companies, the Book of Memories™ records contain information
and settings entered by families behind the password protected area that simply cannot be reproduced or
brought over in any another website provider. With so many families contacting FrontRunner directly to
obtain their username and password for login, most clients have no idea of how many families will be
impacted by the cancellation.

We designed our Cancellation Policy to try and help funeral directors avoid falling prey to these schemes
and emphasize the consequences on your families and long term effects on the loyalty built in your
community. If you find this cancellation policy tough, please understand that it is done so to try and help you
avoid falling prey to these schemes.

This is an electronic form allowing you to fill out your details within the editable boxes.

The undersigned acknowledges that the cancellation of the software will result in:

1. Loss of Functionality

• The loss of all Book of Memories™ memorial websites of the deceased that family and friends
financially supported through the memorial candle program and were told, through the firm’s website,
would remain on in perpetuity for future generations.

• The loss of features and functionality that families and the public engaged in with the firm’s Book of
Memories™ portion of their website, including but not limited to signing up for automated and real
time notifications.

• The loss of username and passwords that have been assigned to families either from the firm or
through direct contact with FrontRunner. Families will no longer be able to access or use the features
and functionality of managing private messages and words of support, e-thank you cards, photo
sharing, linkages and other operations.

• The loss of all private condolences saved behind the family login section.

• The immediate break in all linked sites within the social media space connected to the Book of
Memories™.
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• The loss of the automatic obituary postings as well as all previous postings of records on
ObitsForLife.com / BookofMemories.com / ObitTree that families may have been charged by the
funeral home to post.

• The loss of all services and solutions such as National and Regional branded programs that are only
available to FrontRunner clients.

• The loss of any territory that the firm may have been protected under with the Exclusive client
Program offerings of FrontRunner Products and Services.

2. Liability
The cancelation of your system will result In the Immediate removal of the Book of Memories™ memorial
websites that many families will be utilizing or logged into. Everything they have been working on behind
their private logged in area will be lost. This will result in the loss of functionality that the family may be
using.

You have financially benefitted from utilizing the Book of MemoriesTM Memorial Websites that were
promoted to the families and public you have served as being kept in perpetuity on your firms site. The
removal of these memorial websites may give rise to claims of liability from families and the public who
purchased memorial candles through the firm’s website to have the deceased’s Book of Memories™ remain
as a permanent memorial website, and / or believed they have paid to have these Book of Memories
Websites remain in perpetuity as part of the services they paid your firm for in their contract with the funeral
home. As such, by virtue of you cancelling your system, you agree to save FrontRunner Professional or any
of its affiliates, partners or associates harmless from any potential litigation resulting from the cancellation of
the software which could result in lost business or revenue to you, or from any third party or class action
claims against the funeral home by any family or public for the lost services or commitments that result from
the cancellation.

This liability, both morally and legally requires FrontRunner Professional to electronically notify all family
members or member of the public who interacted with and continue to actively interact with these Memorial
Websites and inform them that the funeral home has decided to cancel the continuation of the Book of
Memories™ Memorial Website for their loved one.

3. Copyright material
You, as the client, acknowledged through the User License Agreement that your system was provided under
license and that all content and graphics included with the system remain the property of FrontRunner
Professional. Furthermore, you agree not to use or allow any copyright content and licensed graphics that
were provided as part of the licensing of the FrontRunner software and owned by FrontRunner to be shared
with any third party or new website provider in the creation of your new website. You acknowledge that

FrontRunner Professional FrontRunner Manual - 1

Page 28 of 589



certain content such as, but not limited to, condolence messages, stories, poems and shared photos posted
by the public may be copyright protected and should only be transferred with the express written consent of
the individual or individuals who submitted this content. You further agree that your domain(s) and data
cannot be transferred until all outstanding fees and liability sign-off is forwarded to FrontRunner via
registered mail.

4. Fees on cancelation
The user acknowledges that there will be a one-time fee of $500 (Five hundred dollars) upon cancelation
for a backup of the client’s website data. This fee is mandatory and website domains will not be released
until paid. Any form of electronic scrapping of data by the client or their new website provider will be deem
theft of data without the signoff and will be subject to swift legal action.

For any client cancelling their management system, the fee will be $1,500 (One thousand Five Hundred
Dollars) for a complete data backup of management data and contracts. Payment must be made in full first
before data is released.

5. Loss of all services and solutions
Most clients fail to understand all of the integrated components of your website which makes it deferent than
anything on the market and used to drive high Search Engine Rankings and more families to their firm.
Cancellation of your Website or Management System with FrontRunner will result in the immediate loss of or
access to all national and Regional Business Systems, Matrix listings and any other products or services
offered by FrontRunner or its affiliated companies. In an effort to help you assist you, we will maintain your
system for a period of (6) months and reinstate it at no charge should you find your new service provider is
not living up to the expectations you were promised or the service you had become accustom to as a
FrontRunner client, provided your territory is still open and territorial business systems are still available in
your area.

Note: In recent times, FrontRunner has been the victim of a relentless, calculated offensive orchestrated by
a rival start-up, Funeral Tech. Formed by a small group of disgruntled former FrontRunner employees, most
of whom were unable to distinguish themselves within FrontRunner’s high-performance culture, Funeral
Tech has launched a malicious, disruptive campaign aimed at undermining FrontRunner’s credibility, both
among its existing clients and within the funeral service community. These attacks have included corporate
espionage, relentless attempts at poaching of employees, and engaging in gossip and sophomoric pranks at
industry and public events. It has been malicious and hurtful to our entire family, our company and our
valued employees. As such, In order to help reinforce the gravity of your cancelation decision with
going to this company, FrontRunner has adopted a tough policy that any existing client that chooses
to support these types of business practices and ethics by moving to FuneralTech will forgo their
ability to return or access any FrontRunner or its affiliates services or solutions in the future. Funeral
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Tech has been provided with this cancelation policy and are aware of the ramifications to clients that switch
to them.

As always, FrontRunner Is committed to working closely with all clients to help resolve any issues or
concerns they are having and we encourage you to speak with us prior to any consideration of cancelling
your solution.

6. Alternatives to Cancellation
As an alternative to cancellation, we provide you with two options.

Switch to a no cost hosting starter website:
If the cancellation was financially motivated, or done in conjunction with misleading information that caused
you to enter into a new contract with a different provider, we offer the option to continue with a free website
with zero hosting over the term of the new contact you have signed, or in perpetuity after your contract is
fulfilled.

Support all existing Book of Memories™ records online at www.BookofMemories.com or within your
new website:
You may opt to keep all your existing Book of Memories™ records online at www.BookofMemories.com for
a fee of $30 per month. This will help avoid any fallout with families and the community after removing
records that they supported financially.

If you would like to pursue either of these options, please speak to your Success Coach.

7. Working with Your Local Website Provider
If the decision to cancel is based on you wanting to deal with a local website provider, please know that as
funeral professionals ourselves, we respect the importance in working with local companies.
Most local website providers admit that they do not have the expertise to program at the level of the
FrontRunner website and provide all of the associated Inter linked websites facing consumers, and if they
did, it would be cost-prohibitive to try and do so. However, there is still a lot your local website provider can
do with your existing software. Many firms retain local website designers to create the look of the local
funeral home’s site. Other firms have their local provider manage the website and add all records and
content. In addition, FrontRunner has available a plug in Book of Memories feature that your local website
provider can easily install on your local website allowing you to maintain all past Book of Memories records,
and the ability to continue to add new ones with each new family served. FrontRunner is always pleased to
work closely with these local website providers. Talk to your Success Coach if this is something that would
help you with your decision.

8. Cancellation Notice
I, the undersigned, acknowledges and accepts the conditions of the cancellation agreement
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and am providing a signed copy of this agreement and a valid credit card to cover all fees applicable as set
forth in this cancelation agreement. Upon receipt, we ask that FrontRunner unlock all domains you control
for our firm.

Payment Policy >><< Support Policy
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Payment Policy
To help ensure a proper billing system for our FrontRunner Professional clients, it is important to outline a
payment policy that we feel will benefit yourself and your staff. If you have any questions regarding the
payment policy, feel free to email accounting@frontrunner360.com.

All invoices may be viewed through your system. Billing notifications will also be sent to you by email and
are expected to be paid within 15 days of the invoice date. Should any invoice exceed the allowable term, a
late payment fee may be charged.

If you are a client outside of Canada, you will be billed in U.S dollars.

Late Payment Policy

1. 15 days overdue (30 days after invoice is issued): You will be notified within the system that the
invoice is overdue.

2. 45 days overdue (60 days after invoice is issued): FrontRunner reserves the right to automatically
deduct the overdue payment from your Simply One Account.

3. 75 days overdue (90 days after invoice is issued): You will be unable to access any features within
your FrontRunner system until the invoice is paid in full. Once your invoice is paid, log out of the
system and log back in to gain full access.

4. 105 days overdue (120 days after invoice is issued): FrontRunner reserves the right to shut down your
website, meaning the website will no longer be visible online to the public.

Payment Options:

Checks / Cheques – Please allow 5 business days for payments to reach us by mail if mailed within
Canada and 7-10 business days if mailed within the United States.

Please note that for any licensing and hosting fees, we only accept payment made by check / cheque if a
client is set up on an annual account

Please make checks / cheques payable to:
FrontRunner Professional
6A Clarence Street
Kingston, Ontario
K7L 5H8, Canada

*
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Online payment (by credit card) – if you have not authorized FrontRunner Professional to automatically
collect your invoices, and you wish to pay by credit card, you may request a pre-authorization form or you
have the choice to pay your invoice online by accessing the administrative portion of your system. We
accept Visa, MasterCard, and American Express. All credit card processing is completed by Internet Secure
(IS). Internet Secure is a trusted third party processing company that FrontRunner Professional has used for
more than 10 years.

Credit Card – the client is required to fill out a pre-authorization form and fax it in to 866-728-0681. This
form requires details of your credit card number, address and signature. Click here for a copy of form or
email accounting@frontrunner360.com.

Declined Credit Card Policy

It is the client’s responsibility to update any new credit card information to prevent their credit card from
being declined. Contact us as soon as you receive your new credit card information to avoid account
disruption.

If a client’s credit card declines, Internet Secure will notify the owner of the credit card automatically by e-
mail. Clients will be subject to a $25 administration fee.

User License Agreement >><< Cancellation Policy
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User License Agreement

FrontRunner Professional – User License Agreement
Amended – July 25, 2015
h3. INTRODUCTION

Please read this USER LICENSE AGREEMENT (“Agreement”) carefully and make sure that you fully
understand it. You will have the opportunity to accept or reject the terms of this Agreement during the
installation process. You may not activate or use any of the FrontRunner Solutions, herein after called
“SOFTWARE”, unless you agree to the terms of this Agreement during the activation process. If you accept
the terms of this Agreement and activate the SOFTWARE, you effectively become the USER. The
SOFTWARE is a proprietary product of FrontRunner Professional Inc. (“FRP”). It is protected by copyright
law and international treaty. Any loading, use, or operation of the SOFTWARE, other than as specifically
permitted herein, is unauthorized and in violation of applicable copyright law and international treaty. For
purposes of this agreement, SOFTWARE refers to the web based system and associated media (whether
DVD, web-based or otherwise), printed materials, provided content, including online and electronic
documentation, and all accompanying items. This Agreement may be modified from time to time by FRP at
our sole discretion. Upon such modification, the modified agreement will be posted at all times within the
Support Help Desk of the SOFTWARE for the USERS to review. Upon any modification to this Agreement,
the USERS continued use of the SOFTWARE shall be governed by the modified Agreement and shall be
deemed to be an acceptance of the modified Agreement, which for all purposes set forth herein shall be
deemed the Agreement. If for any reason the USER does not agree to be bound by any of the modifications,
the USER may not continue to use the SOFTWARE or the associated business programs and services
affiliated with it.

1. SHARED REVENUE PROGRAMS
The USER will be provided with a number of Shared Revenue Programs which the USER may use. These
shared revenue programs include, but are not limited to Memorial Candles, Heartfelt Sympathies Flower
Ordering, Heart-in- Diamond, Sympathy Cards, and Sympathy Store. Your percentage of all revenues
generated through your system will be placed in the respective Shared Revenue account for each program.
Balances can be viewed at all times in your system. FRP reserves the right to debit any Shared Revenue
Account for any amounts owing to or billed by FRP for services, including but not limited to hosting fees,
support fees, additional service work, domain renewals and upgrades. The entire program is designed to
allow clients to fund aggressive online strategies through these newfound revenues without having to spend
from their general account.
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2. LIMITATION OF USE OF THE SOFTWARE
The USER is authorized to only use the SOFTWARE for its intended purpose in the ordinary course of
business solely for the benefit of the USER. The USER is not permitted to translate, disassemble, reverse,
compile, or make derivative works of the SOFTWARE, nor may the USER modify or alter any portion of the
SOFTWARE, including developing new functionality to the SOFTWARE. The USER shall not post, transmit,
re-transmit or store material on or through any of the services or products, which in FRP’s sole judgment is
(i) in violation of any local, provincial, state or federal law or regulation, (ii) threatening, obscene, indecent,
defamatory or that otherwise could adversely affect any individual, group or entity (collectively, “Persons”) or
(iii) violating the rights of any person, including real or potential infringement rights protected by copyright,
trademark, trade secret, patent or other intellectual property or similar laws or regulations. The USER shall
not upload any scripts into their hosting space or use the SOFTWARE for any unsolicited emailing or spam
activities. The USER acknowledges that any unauthorized use of the SOFTWARE causing any disruption to
the function of the web servers or breaches of security will result in a breach of this Agreement and may
result in the immediate termination thereof. The USER may access and use the SOFTWARE from any
computer at any location where there is an Internet connection. Where multiple user access is granted
under the license, multiple individuals may log into the SOFTWARE simultaneously from multiple locations.

3. INTELLECTUAL PROPERTY RIGHTS
All title and intellectual property rights in and to the SOFTWARE (including but not limited to any images,
content, photographs, animations, video, audio, music, text and applets, incorporated into the SOFTWARE),
the accompanying printed materials, are owned or licensed by FRP. The SOFTWARE is licensed, not sold.
In the event of any cancelation of use of the software, any copying or electronic scrape of any data, content,
graphics or any other copyright or trademark materials by the USER or the USER’s agent into any newly
transferred website will constitute theft and will be governed by strict legal enforcement. All title and
intellectual property rights associated with the content that is not contained in the SOFTWARE but may be
accessed through use of the SOFTWARE, is the property of the respective content owner and may be
protected by applicable copyright or other intellectual property laws and treaties. Use of any online services
which may be accessed through the SOFTWARE may be governed by the respective terms of use relating
to such services.

4. PASSWORD AND SECURITY
FRP shall provide an initial password and account designation for the USER. It is recommended that a
USER change the initial password the first time the SOFTWARE is accessed and monthly thereafter. The
USER is solely responsible for maintaining the confidentiality of the USER passwords and accounts, and is
fully responsible for all activities occurring under the USER passwords or accounts. The USER agrees to
notify FRP immediately if they notice unauthorized use of their password or account or any other breach of
security. FRP cannot and will not be liable for any damage or loss arising from a USER’s failure to comply
with this section.
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5. EQUIPMENT FOR YOUR USE
The USER shall be responsible for obtaining and maintaining all telephones, computer hardware, Internet
access points and other equipment needed for access to and use of the SOFTWARE and for any/all
charges related thereto.

6. SUPPORT
Basic support as provided with the SOFTWARE at no-charge and includes access to an online User Manual
/ Videos and the ability to contact FRP via email if the SOFTWARE is malfunctioning. Basic support also
includes assisting a USER via e-mail or other electronic means with information on how to use the
SOFTWARE. In the event that the USER cannot find the answer to a question through the Support Help
Desk options, the USER may submit an email support request detailing the problem. Email support is
checked frequently throughout the day however, FRP reserves the right to respond to support e-mails within
a 48 hour period during regular business hours. Regular business hours are Monday – Friday, 8am to 5pm
EST. Should the USER require support via phone, a fee of $45 per incident during business hours and $65
per incident after hours will be automatically charged against the USER’S portion of their Shared Revenue
accounts.

7. TRAINING
Each System include a no-charge 2 day training session for up to (2) staff at the Technology Center located
at 6A Clarence Street Kingston Ontario Canada. Additional One-on-one over the phone training can be
purchased for an additional fee as well as training sessions at the FrontRunner Training Center located at
6A Clarence Street Kingston Ontario Canada.

8. CONTENT CONTROL
All content and graphics provided by FRP as part of the website and SOFTWARE shall remain the property
of FRP and may not be reproduced or copied. All custom USER Content input by the USER and stored on
FRP server computers shall at all times remain the property of the USER. All content submitted by the
public will remain the property of the individual submitting and will be strictly protected against any
unauthorized access or use by any FRP personnel or other agent without the express written consent of the
author other than outside the normal course of server administration by the authorized server administrator.
The USER will only use the SOFTWARE and services for lawful purposes and the USER will not store or
provide any content, graphics, images or user content, or link to any material that violates foreign, federal,
state or local law, or is deemed generally offensive. Should FRP become aware that the USER has violated
this section, FRP may, at our option, remove the content, graphics, images or user content in violation and
immediately terminate this Agreement. If hosting is terminated, FRP, at its sole discretion, may reinstate
hosting upon adequate showing of the USER’s right to use the content, graphics, images or user content. All
content on the USER’s website must be legally obtained and not in violation of copyright law. This includes
content transferred by FRP from USER’s existing website to the new FRP website, as well as all website
content that is subsequently added by USER. If USER is unsure if content on their previous website is
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copyrighted, USER should contact their previous website provider prior to transferring their content. FRP will
not be held responsible for legal and/or financial charges resulting from a copyright infringement.

9. OTHER CONTENT OR SERVICES
Through the USER’s use of the SOFTWARE, the USER may receive content or services provided through,
or in connection with, individuals or entities other than FRP including, without limitation, data, links, articles,
graphic or video messages, photographs, text, software, music, sound, graphics or other materials or
services (collectively, the “Other Content or Services”). The USER understands and agrees that they will not
obtain, as a result of the use of the SOFTWARE, any right, title or interest in or to such Other Content or
Services delivered via the SOFTWARE or in any intellectual property rights (including, without limitation, any
copyrights, patents, trademarks, trade secrets or other rights) in and to such Other Content or Services.
FRP hereby expressly disclaims any liability for any such Other Content or Services, including but not
limited to any errors or omissions in any such Other Content or Services, or for loss or damage or injury of
any kind incurred as a result of the use of any such Other Content or Services posted, transmitted,
advertised or otherwise made available to the USER through or in connection with the SOFTWARE.

10. MODIFICATIONS TO THE SOFTWARE
FRP reserves the right at any time to disable, enable, modify, or discontinue, temporarily or permanently,
any features or functions of the SOFTWARE, with or without notice, obligation or liability to the USER or to
any third party.

11. UPGRADES
FRP will continue to add new applications and features to the SOFTWARE to help ensure the USER always
has the most advanced offerings on the market. Under the new Pulse Business System, all upgrades to the
SOFTWARE will be at no-charge to the USER. In some cases however, new features or applications,
products will be at an additional cost.

12. HOSTING / LICENSING FEES
FRP will provide dedicated server computers with an Internet address for storage and access of content,
USER content, and the web based SOFTWARE, equivalent with best practices and reasonable commercial
standards. FRP will employ best efforts in providing advance notice to USERs of scheduled server
computer/network outages. Hosting fees will be billed annually or quarterly at the USER option. Hosting /
Licensing fees will be subject to change. FrontRunner reserves the right to debit the USER’s shared
revenue accounts for any outstanding monies owed.

13. ADDITIONAL HOSTING FEES
The USER acknowledges that a number of National and Regional Marketing Business Systems added by
the USER will require additional Hosting and Listings Fees over and above their normal system hosting fee.
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14. MANAGED DOMAIN HOSTING
All domain names purchased through or switched to FRP will be registered to and owned by the USER. In
consideration of the domain names purchased for the USER by FRP, the USER agrees to pay FRP at the
time service is provided. The minimum period for the registration of a domain name will be one year. When
the USER registers or transfers a domain name, the domain name(s) will be automatically renewed for an
additional year unless FRP is previously advised of a change within 60 days of the renewal period. If for any
reason FRP is not able to take the payment from the USER, and the USER fails to respond to our notices,
the domain name registration will be allowed to expire. It is the USER’s responsibility to keep their contact
information current, along with payment method information and the expiration date if using a credit card.

15. EMAIL POLICY
FRP does not host or provide an email service but suggests the use of Google’s email solutions. This is
done to ensure peace of mind and maximum privacy to the USER and alleviates any concerns about emails
being seen by FRP. Any fees incurred by the USER with regards to their Google accounts will be paid to
Google directly. FRP does provide an initial account set-up service that will come at a cost to the USER.
Any software set-up for mail clients such as Outlook, Thunderbird, etc. or any mobile mail clients are the
sole responsibility of the USER.

16. DATA BACK-UP
FRP will back-up the SOFTWARE content and records in a commercially reasonable manner on a daily
basis. FRP will not be responsible for lost content or lost User content. FRP will provide, at the USER’s
expense, an electronic copy of the backup content and records in a CSV file format upon written request.
Standard back-ups are intended for disaster recovery, not the restoration of individual files. As with any
software, traditional or web based, client data files can be accidently deleted by USERs and may require re-
input by USERs in these situations.

17. RECORD SCRAPES
If the USER requests a record scrape from their old management system or website, FRP will, for a fee,
make every effort to accurately bring over the existing data. The USER understands and acknowledges that
from time to time, other companies will rearrange or modify a USER’s data to make it difficult, if not
impossible, for FRP to successfully capture all information. As such, we request that the USER attempt to
provide FRP with a clean, CSV-formatted file. The USER agrees to save FRP harmless if the data integrity
and accuracy of the scraped records are not successfully reflected in the USER’s new SOFTWARE. The
USER further acknowledges that it is their responsibility to verify the records are correct and that the cost of
the record scrape will still become due and payable even if the process is unsuccessful.

18. CONTENT SCRAPES
The USER understands and acknowledges that FRP will make every effort to bring content over from the
client’s existing website but cannot guarantee its accuracy unless provided in a digital Microsoft Word
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Document provided to us by the client. Additionally, the USER agrees to save FRP harmless from any
litigation resulting from the transfer of any copyright protected copy or images that have been used on their
existing site, or that the client adds to their new website at any time in the future.

19. PAYMENT PLANS
The USER opting to use the payment option agrees to pay FRP the current published rate at the time of
signing this Agreement. At the end of the payment option period, the USER will continue to pay a monthly
fee for hosting / licensing of the SOFTWARE according to the terms and conditions published at the time of
signing. The USER and FRP acknowledge that the monthly fee for hosting / licensing may be subject to
change over time. The USER agrees that in the event of cancellation by either party prior the complete
payment option period, the full amount of the remaining SOFTWARE price will become payable
immediately. The USER also agrees to allow any revenue generated funds from the SOFTWARE to first go
towards any outstanding balances owed to FRP.

20. DISCLAIMER OF WARRANTIES AND LIMITATION OF LIABILITY
Under no circumstances, including negligence, will FRP be liable to the USER or anyone else for any
indirect, special, incidental, punitive, exemplary or consequential damages (including damages that arise
from loss of anticipated revenue, loss of information or material of any kind, loss of profits, loss of business
and injury to property, even if FRP have been advised of the possibility of such damages) that arise in
connection with or as a result of USER’s use or inability to use the SOFTWARE or liability with hosted
domains. These include but are not limited to the USER’s reliance on any materials, content, information,
websites, software or products obtained on the website, or mistakes, omissions, interruptions,
communications failures, deletion of files or emails, errors, defects, viruses, Trojan horses, delays in
operation or transmission, or any failure of performance, or theft, destruction or unauthorized access to your
records, programs or websites. Some states and provinces do not allow the exclusion or limitation of liability
for consequential or incidental damages and in such states and provinces, FRP’s liability is limited to the
greatest extent permitted by law.

21. TERMINATION
FRP reserves the right to discontinue any Internet-based services provided to the USER or made available
to the USER through the use of or in connection with the SOFTWARE if the USER does not abide by the
terms and conditions of this Agreement or should any relevant remunerations, purchasing commitments
and/or payments not be made by the USER to FRP. Furthermore, FRP reserves the right to terminate
services to any USER that engages in any unnecessary, rude and abusive behavior with any FRP staff
during the time of FRP’s attempts to assist the USER. This Agreement may be terminated by the non-
defaulting party if a party fails to perform or comply with this Agreement or any provision hereof. Either party
may terminate this Agreement for convenience at any time upon the giving of thirty (30) days written notice.
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22. SERVICE CANCELLATION
The USER may cancel the SOFTWARE by sending an e-mail to cancellation@FrontRunner360.com to
request discontinuance of the SOFTWARE. The USER will be required to sign the SERVICE
CANCELLATION AGREEMENT, which will be provided by FRP. The USER will also cease the use of and
destroy all materials including graphics and content obtained from the SOFTWARE or from FRP. The USER
is encouraged to review all of the legal requirements surrounding the cancellation of their system, as it may
seriously impact existing families’ usage, which could result in legal action against the USER by the family.
The USER acknowledges that the FRP system is much more than a website; it is highly interactive
SOFTWARE that allows by-the-minute interactivity with families, the public and the communities the USER
serves depending on features selected. The USER will remain liable for all outstanding payments and fees
due at the time of cancellation. The USER further agrees that the USER’s domain and data cannot be
transferred until all outstanding fees and liability sign-off is forwarded to FRP via registered mail.

23. MISCELLANEOUS
This Agreement will be governed by and construed under the laws of the Province of Ontario Canada
without reference to its choice of law principles. The USER consents to the jurisdiction and venue of the
courts of the Province of Ontario Canada.

24. ACCEPTANCE
By selecting the “I ACCEPT” button (On-Line User License Agreement), the USER hereby agrees to all
terms contained within. Following acceptance, the button will no longer appear, indicating that the USER
accepted this Agreement during activation.

Frequently Asked Questions >><< Payment Policy
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Frequently Asked Questions
Here are topics of common questions regarding different areas of your system.

• Book of Memories
• Forms
• General
• Management
• Memorial Candles for the Funeral Home
• Memorial Candles for the Purchaser
• Records
• Stationery
• Website

Training Documentation >><< User License Agreement
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Training Documentation
Below you will find a link to each system type. Within each, we have provided a breakdown of each of the
training sessions that will take place. Click on each link for information on that topic. From there, you will
find a print icon located in the top right. Please feel free to print off each section or bookmark this page for
future help.

• Book of Memories Standalone
• Perfect Website
• WebSuite
• Total Business Solution

Book of Memories Standalone >><< Frequently Asked Questions
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Book of Memories Standalone
For Book of Memories Standalone clients, we have provided a breakdown of each of the training sessions
that will take place. Click on each link for information on that topic. From there, you will find a print icon
located in the top right. Please feel free to print off each section or bookmark this page for future help.

Training 1: System Setup, Creating a Record, and Book of Memories Overview

• Your FrontRunner Desktop
• Records
• Announcements
• Global BOM Settings
• Approve Photos
• Approve Stories
• SimplyOne Account

System Setup

• System Profile
• General Settings
• Flower Order Settings
• Frequent Charities
• Add & Edit Users in System
• Databases

Create a Record

• Intro to Creating a Record
• Family Login
• Add Place of Death
• Add Clergy
• Add Charitable Donations
• Add Service Details
• Add Notice

Book of Memories Features
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• Select a Theme
• Add Photos
• Memorial Program
• Photographic Memories
• Service Recording
• Tributes
• Insignias
• Print Condolences
• Book of Memories Overview

Perfect Website >><< Training Documentation
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Perfect Website
For Perfect Website clients, we have provided a breakdown of each of the training sessions that will take
place. Click on each link for information on that topic. From there, you will find a print icon located in the top
right. Please feel free to print off each section or bookmark this page for future help.

Training 1: System Setup, Creating a Record, and Book of Memories Overview

Desktop/Main Overview

• Your FrontRunner Desktop
• Records
• Announcements
• Global BOM Settings
• Approve Photos
• Approve Stories
• SimplyOne Account

System Setup

• System Profile
• General Settings
• Flower Order Settings
• Frequent Charities
• Add & Edit Users in System
• Databases

Create a Record

• Intro to Creating a Record
• Family Login
• Add Place of Death
• Add Clergy
• Add Charitable Donations
• Add Service Details
• Add Notice

FrontRunner Professional FrontRunner Manual - 1

Page 45 of 589



Book of Memories Features

• Select a Theme
• Add Photos
• Memorial Program
• Photographic Memories
• Service Recording
• Tributes
• Insignias
• Print Condolences
• Book of Memories Overview

Training 2: Website Editing

• Intro to Website Editing
• Editing the Home Page
• Add Photo
• Create Link/Hyperlink
• Add Staff Members
• Add Facility Photos
• Add Products
• Add Business Listing

• Managing Your Website
• Organize Pages
• Create a New Page
• Page Settings
• Upload a File

• Making Your Website Changes Live

Marketing Center

• Ad Library

WebSuite >><< Book of Memories Standalone
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WebSuite
For WebSuite clients, we have provided a breakdown of each of the training sessions that will take place.
Click on each link for information on that topic. From there, you will find a print icon located in the top right.
Please feel free to print off each section or bookmark this page for future help.

Training 1: System Setup, Creating a Record, and Book of Memories Overview

Desktop/Main Overview

• Your FrontRunner Desktop
• Records
• Announcements
• Global BOM Settings
• Approve Photos
• Approve Stories
• SimplyOne Account

System Setup

• System Profile
• General Settings
• Flower Order Settings
• Frequent Charities
• Add & Edit Users in System
• Databases

Create a Record

• Intro to Creating a Record
• Family Login
• Add Place of Death
• Add Clergy
• Add Charitable Donations
• Add Service Details
• Add Notice
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Book of Memories Features

• Select a Theme
• Add Photos
• Memorial Program
• Photographic Memories
• Service Recording
• Tributes
• Insignias
• Print Condolences
• Book of Memories Overview

Training 2: Website Editing

• Intro to Website Editing
• Editing the Home Page
• Add Photo
• Create Link/Hyperlink
• Add Staff Members
• Add Facility Photos
• Add Products
• Add Business Listing

• Managing Your Website
• Organize Pages
• Create a New Page
• Page Settings
• Upload a File

• Making Your Website Changes Live

Training 3: Virtual Showroom

• Intro to Virtual Showroom
• Create a Virtual Showroom
• Edit a Virtual Showroom
• Launch a Virtual Showroom
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Marketing Center

• Ad Library

Total Business Solution >><< Perfect Website
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Total Business Solution
Below is a breakdown of each of the training sessions that will take place. Click on each link for information
on that topic. From there, you will find a print icon located in the top right. Please feel free to print off each
section or bookmark this page for future help.

Training 1, part 1: System Setup

Desktop/Main Overview

• Your FrontRunner Desktop
• Records
• Announcements
• Global BOM Settings
• Approve Photos
• Approve Stories
• SimplyOne Account
• Directory

System Setup

• System Profile
• General Settings
• Flower Order Settings
• Frequent Charities
• Databases > Charities
• Products

Data Setup

• Quickfill & System Data
• Employee Maintenance
• Obituary Templates
• Invoice Setup

Pricing Setup

FrontRunner Professional FrontRunner Manual - 1

Page 50 of 589



• Package Pricing

Arranging Director Admin

• Change an At Need Contract Number
• Change a Preneed Contract Number
• Void an At Need Contract
• Void a Preneed Contract
• Delete an AddOn
• Sales Tax Setup
• Maintain Forms
• Define Default Data Field Visibility on Client Screens
• Configure Text Message Notifications
• Maintain Password and User Accounts
• Email Address(es) to Use for Obituary Communications

Training 1, part 2: Create a Record, Book of Memories Overview

• Create a Record
• Book of Memories Overview

Training 2: Website Editing

• Intro to Website Editing
• Editing the Home Page
• Add Photo
• Create Link/Hyperlink
• Add Staff Members
• Add Facility Photos
• Add Products
• Add Business Listing

• Managing Your Website
• Organize Pages
• Create a New Page
• Page Settings
• Upload a File

• Making Your Website Changes Live
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Training 3: Virtual Showroom

• Create a Virtual Showroom
• Edit a Virtual Showroom
• Launch a Virtual Showroom

Marketing Center

• Ad Library

Getting Started with Your System >><< WebSuite
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Getting Started with Your System
Once you login to your FrontRunner system, you will be able to access everything you need to manage your
records, website, forms, showrooms, stationery, dvd creator, the Book of Memories, marketing tools and so
much more. The pages listed below cover off all aspects of your system settings, which need to be current
at all times. The information entered here helps populate many of the various features throughout the
system. You can access and update the settings at any time.

• Your FrontRunner Desktop
• System Profile
• General Settings
• Flower Order Settings
• Frequent Charities
• Add & Edit Users in System
• Databases
• Product Database
• Billing Options
• FAQs on General Issues

Your FrontRunner Desktop >><< Total Business Solution
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Your FrontRunner Desktop
The Main desktop appears after login. The grey tabs across the top link to the main applications of the
system and remain visible and accessible at all times. The information below covers the primary functions of
left side menu items including Records, Announcements, Book of Memories Settings, SimplyOne (billing)
account, Directory, and Help Desk.

Records >><< Getting Started with Your System

The QuickLaunch button at the bottom left of your browser window provides quick access to
different areas of this system including the Logout link.*
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Records
This section allows you to quickly access or create a new record.

Navigate to Main > Records.

The Records section, by default, will display all current records. To view any other types of records, select a
category from the secondary navigation.

Select the Advanced Search button, to widen the search to:

• First Name
• Last Name
• Client Number
• Date of Death
• Service Date
• Assigned Director – use the drop down to select the name of the funeral director. Note: These names

pull from your User Profiles.

The order of the records can be changed within the record search. Select any one of the column titles above
the names.

Mouse over to see the types of records. Select one to begin creating a record:

• Standard Record – this type of record allows you to enter all detailed information required for forms.
• Web Only Record – this type of record allows you to enter information only needed for the website.

You may choose the record for quick entry and switch to a standard record later.
• Pre-Need Record – this type of record allows you to pre-arrange a funeral. It can be switched from a

pre-need to an at-need (standard record) at a later date.
• Book of Memories – this type of record can be used for families who have not used your services but

would like a Book of Memories for their loved one. It will be posted on your website the same way as
all others.

Announcements >><< Your FrontRunner Desktop /
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Announcements
Check out the latest announcements from FrontRunner Professional.

Navigate to Main > Announcements.

When an announcement is selected, a pop-up window provides three options:

• Previous – will go to the previous message
• Archive Message – will save your messages in an archived section
• Next – will go to the next message

Archived messages will become visible if you select ‘Show archived messages’ found at the bottom of the
announcements list. Once clicked, the archived announcements show at the bottom of the list.

Book of Memories Settings >><< Records /
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Book of Memories Settings
Learn about the settings in your Book of Memories. Some of the information you will find in the secondary
navigation is for information purposes only.

Navigate to Main > Book of Memories.

Below you will find a breakdown of other pages and how they work.

• Global BOM Settings
• Approve Photos
• Approve Stories

Global BOM Settings >><< Announcements /
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Global BOM Settings
The Global Book of Memories section allows you to set up your captcha preference, date formats, rotation
options for photo frame, and the approval process for photos and stories.

Navigate to your Main > Book of Memories > Global BOM Settings.

Global Book of Memories Settings

• Display BOM Tunnel Page: Check the box for a tunnel (main) page of the Book of Memories to open
when a record is selected on the website.

• Captcha Preference for BOM Pages: In order to eliminate spam/junk messages from being submitted,
a captcha will ensure that anyone who submits a form is in fact a real person. Click on the drop-down
to choose one of the options. We recommend using Simple Math.

Default Book of Memories Settings
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These are the default settings, which you can override, if necessary, within individual records on the Theme
page > Book of Memories Settings.

• Photo Approval – choose ‘On for all records’ if you want the family or funeral firm to approve the
photos before they go publicly on the Book of Memories.

• Story Approval – choose ‘On for all records’ if you want the family or funeral firm to approve the
stories before they go publicly on the Book of Memories.

• BOM Menu DOB/DOD Format – select how the date of birth and date of death should appear (ex.
2014-06-30 or June 30, 2014)

• BOM Service Details DOB/DOD Format – select how the date of birth and date of death should
appear (ex. 2014-06-30 or June 30, 2014) within the service details. This setting only applies to date
formatting above the menu in specific themes.

• Photo Frame Images (photo frame in top banner of Book of Memories) – select one of the following:

1. All Photos – Every photo uploaded, to a record or by online visitors, will be placed in the rotation.
2. Primary Photo Only (No Rotation) – Only the photo selected as the primary photo within a record

will display.
3. Active Photo Only (No Rotation) – Will display either the primary photo (if one has been

designated), the first photo in Manage Photos, or a place-holder image if no photos are added to a
record.

Approve Photos >><< Book of Memories Settings /

The above two settings (relating to date formats) will only affect the formatting located
above the left-hand menu in TN, BOFL, and Bass Mollett themes. Other themes, which
display the year of birth and death in the header, are not affected.

!
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Approve Photos
Any online visitor who shares a photo, and if the funeral home has the approval process turned on, will allow
the funeral home to approve any photos that have been uploaded within the Book of Memories.

Navigate to your Main tab > Book of Memories > Approve Photos.

For any photo(s) you approve, click inside the ‘Approve’ radio button beside the photo(s). For any photo(s)
you do not approve, click inside the ‘Remove’ radio button beside the photo(s). To approve or reject all
photos, use the buttons in the top right.

When complete, select the button.

Any photos that were approved, will now appear within the Book of Memories.

Approve Stories >><< Global BOM Settings /

If you wish to turn the approval process off, refer to the Global BOM Settings page. If you
would like to leave the approval process up to the family, make sure you have created and
provided them with a login to their loved one’s Book of Memories.
*
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Approve Stories
Any online visitor who shares a photo, and if the funeral home has the approval process turned on, will allow
the funeral home to approve any photos that have been uploaded within the Book of Memories.

Navigate to Main > Book of Memories > Approve Photos.

For any photo(s) you approve, click inside the ‘Approve’ radio button beside the photo(s). For any photo(s)
you do not approve, click inside the ‘Remove’ radio button beside the photo(s). To approve or reject all
photos, use the buttons in the top right.

When complete, select the button.

Any photos that were approved, will now appear within the Book of Memories.

Facebook Integration Setup >><< Approve Photos /

If you wish to turn the approval process off, refer to the Global BOM Settings page. If you
would like to leave the approval process up to the family, make sure you have created and
provided them with a login to their loved one’s Book of Memories.
*
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Facebook Integration Setup
Facebook is a great tool for individuals, businesses, organizations, and brands to share their stories and
connect with people, including potential clients.

Facebook Pages, like timelines, can be customized by adding apps, posting stories, hosting events, and
more. Engage and grow your audience by posting regularly. People who like your Page and their friends will
see updates in their News Feeds.

You can create a Facebook page through your personal account.

Facebook Integration

Funeral homes can easily post online obituaries to their Facebook Page through the Book of Memories with
minimal set-up required. This will allow anyone who has liked your Facebook Page to view your recent
services and connect to their Book of Memories on your website to read the full obituary, service details,
leave condolences and also link back to your funeral home website. This is particularly helpful in
communities where local newspapers don’t publish every day and you want to be able to connect with your
community at large faster.

Note: Only the official representative of an organization, business, celebrity or band is
permitted to create a Facebook Page.*

If you would like to activate the Facebook Integration in your system, contact your Success
Coach.*
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Connect Your Facebook Page

Main > Book Of Memories > Facebook Page Management > Manage Facebook Pages

1. Under the section Manage Facebook Pages, select the Manage your Facebook pages to begin.

2. A new window will open with your Facebook account logged in. If you are not already logged in, please
log in now.

3. You will be prompted with a couple of permission notifications. To proceed, please follow the prompts:

Prompt 1:
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Prompt 2:

Prompt 3:

Prompt 4: If you have multiple profiles attached to one account (Personal & Business Pages), you will be
asked to select which Page you would like to connect to. Use the dropdown for Page Options to select your
Business Page.
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Disconnect your Facebook Page Account
Should you need to disconnect and unlink your Facebook Page account, select the Unlink your Facebook
account. We have also provided a Troubleshooting help section under the Unlink Facebook Account
section.
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Post Obituary to Facebook
Web Only & Standard Record: Click Here to Push Obituaries to Facebook

Facebook Record Management

Facebook searches for new records every 15 minutes; your record will auto post at that
time.*
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To update an obituary already posted to Facebook, delete the record from your Facebook page and then go
to Main > Book Of Memories > Facebook Record Management. Click the Re-Post button to the right of the
record.
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If you have a Twitter account and would like your obits to push to it as well, download the Twitter app from
your Facebook account. Anything that is posted to Facebook will then post to Twitter.

SimplyOne Account >><< Approve Stories

Note: The record will say ‘Pending’ until it auto posts to Facebook (15 minutes). There is no
way to change how the information appears / displays in Facebook.*
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SimplyOne Account
This section provides the details of all revenue generation transactions (candle, flower, cards).

Navigate to Main > SimplyOne Account.

The account details all transactions related to the revenue generating features within the Book of Memories
(candles, flowers, cards) and displays the amounts earned by your firm.

Balance Sheet

To view the overall Simply One Account balance sheet, choose specific dates or select one of the preset
ranges: Today, Week So Far, Month To Date, or Year To Date. The information displayed covers what has
been earned and spent during your dates selected.
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Transaction Log

Choose a specific date range and click on Reload Data. This will display all candle, flower and card
transactions from that specific date range.
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Candle Log

Select a specific date range and then ‘Reload Data’. The Candle Log displays the purchaser, the name of
the deceased, how much was spent, and how much your funeral home earned from each transaction.
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Flower Log

Select a specific date range and then ‘Reload Data’. The Flower Log displays the purchaser, the name of
the deceased, how much was spent, and how much your funeral home earned from each transaction.

Card Log

Select a specific date range and then ‘Reload Data’. The Card Log displays the purchaser, the name of the
deceased, how much was spent, and how much your funeral home earned from each transaction.

Directory >><< Facebook Integration Setup
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Directory
The Directory section allows you to add / edit information for Company Contacts, Staff, Businesses and
Suppliers.

Navigate to your Main tab > Directory.

Select the button located at the top right.

Enter a name and choose a category.

Enter a ‘payable to’ name (optional).

Enter the mailing address and contact information.

When complete, click the button.

To edit a contact, select the icon beside a category, select a contact, and make the changes. Click

when done.

System Profile >><< SimplyOne Account /
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System Profile
Your System Profile is where you enter all the location information for your funeral home,

Navigate to System Settings > System Profile > Profile.

Complete or modify the following information:

• Company Name
• Copyright Name
• Branch Name (allows the system to distinguish between multiple branches if the company name is the

same)
• Business Code Number
• Funeral Home License Number
• Tax Number
• Call Volume (annual)
• Address information.
• Phone Number
• Fax Number (if applicable)
• Contact Person (primary contact)
• Contact Email – this is primary contact’s email address, which will also be displayed on your website
• Website Address (URL)
• Email for Website Forms (email address where all forms submitted by online visitors should be sent;

separate multiple addresses with comma and space)
• Email for QuickSearch Reports (email address to receive reports of searches done on website by

online visitors; separate multiple addresses with comma and space)
• Email for billing information (email address to receive all invoicing; separate multiple addresses with

comma and space)
• List the communities you serve (separate multiple communities with comma and space)
• List any additional keywords you would like to use that relate to your firm (ex. pre-arrangement,

cremation, family owned, etc.)
• Show birthdays on the web (birth dates of deceased)

The System Profile is very important; it is the core source of information that populates
many key areas of the website. It is also crucial to keep the information up-to-date at all
times to continue receiving important updates.

!
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• Enable Death Anniversary Notification (email notification on 1st anniversary of the deceased’s death
anniversary).

If your funeral firm has more than one location (branch), make sure all are listed. If they are not, create a

new profile using the button at the top right. If a location’s profile is already open, you will
not see this button until you save.

General Settings >><< Directory

Always remember to SAVE all changes before exiting the page.*

FrontRunner Professional FrontRunner Manual - 1

Page 75 of 589



General Settings
This page details how to define how long a record is set as current in your system and how to disable prices
on our website with a single click of a button.

Navigate to System Settings > System Profile > General Settings.

Complete the Funeral Module Settings:

• Number of days a record is current: Select the number of days a record will be considered current on
your website; after that number of days has passed, the record will be classified as a past service.

• Guestbook Monitoring Email (email address where all condolence messages will be sent).

Complete the Product Catalog Module Settings:

Disable all prices on the web: Check the box to hide all prices for products on your website.

Flower Order Settings >><< System Profile

Always remember to SAVE all changes before exiting the page.*
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Flower Order Settings
Heartfelt Sympathies

A Dignified Approach to Expressions of Sympathy
Heartfelt Sympathies offers respectful memorial options for families that demonstrate the love and support
of family members and friends when they are needed most. This secure, online portal to personalized
products allows visitors to order flowers, memorial cards, and send sympathy baskets.

Navigate to System Settings > System Profile > BOM Flower Order Settings.

Click on . All Heartfelt Sympathies participating florists in your area are listed at the bottom of the
page. (Contact Support if you have a preferred florist that isn’t listed.)

The florist configuration tool allows you to designate local florists as ‘First Choice Florists’ and ‘Preferred
Florists’.
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Click when done.

When an online visitor places an order:

• Heartfelt Sympathies will randomly select a florist (if more than one) from the First Choice list.
• If no First Choice florists are available to process and deliver an order, Heartfelt Sympathies will

randomly select a florist from the Preferred list.

Florists can be added and removed from the First Choice and Preferred Florist lists at any
time. Follow the instructions above to add and once added, the button will become
visible. Simply click on it to remove a florist from either section.
*
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• In the event that none of your chosen florists are able to fulfill an order, Heartfelt Sympathies will work
with other local florists to ensure the delivery is made.

For more information about Heartfelt Sympathies, contact support@heartfeltsympathies.com.

Frequent Charities >><< General Settings
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Frequent Charities
The Frequent Charities section allows you to build a database of the commonly chosen charities. This will
eliminate the need to search for a particular charity every time when creating records.

Navigate to System Settings > System Profile > Frequent Charities.

These are all registered charities and only accept payments by credit card.

Use the Charity bar to find a charity. Use the dropdown for State/Province and City to narrow your search.
Click ‘Search’ when done.

Select the ‘Add to Frequent’ button.

Add & Edit Users in System >><< Flower Order Settings

Although a charity may be registered does not mean your local charity is. If your local
charity is not found, you will need to add it into your charities database.

!

FrontRunner Professional FrontRunner Manual - 1

Page 80 of 589



Add & Edit Users in System

Navigate to System Settings > User Profiles > Users.

Select the ‘Add User’ button at top right and then complete the following mandatory fields:

• Username
• Password
• Security Question – enter a security question. If your login information is ever forgotten, this is how

we verify it is you
• Answer – answer to your security question. If your login information is ever forgotten, this is how we

verify it is you
• First Name
• Last Name
• Email Address
• User is an administrator (check if user requires access to view / edit other user profiles or system

billing)
• Save your changes.

All users created in the system will be visible in the middle of your screen. To edit any of the profiles, click
on a name and the edit screen will appear on the right. Save.

Databases >><< Frequent Charities

It is highly recommended that each person logging into the system has his or her own
individual User Profile. It only takes a few second to create a profile.*
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Databases
The database section in your FrontRunner system was created to help reduce the amount of time it takes to
create records and utilize the many additional features. We recommend that you designate a period of time
to build the database; once the information is added, it can be easily accessed from various parts of the
system. Enter the information once – and you won’t have to enter it again.

Navigate to System Settings > Databases.

The number of databases available depends on your FrontRunner system. All available options are listed
below.

Physicians

1. Select the ‘Add Physician’ button at the top right.
2. Enter the name of a physician. Enter the registration number and contact information if this is

pertinent to your record keeping.
3. Select whether the entry is a Medical Examiner or Certifier.
4. Save

Clergy Members

1. Select the ‘Add Clergy Member’ button at the top right.
2. Enter the name of a clergy member and email address. Add the additional contact information if this is

pertinent to your record keeping.
3. Clergy Approves Receiving Anniversary Notifications – check the box if the clergy member approves.
4. Anniversary Notification – once an email address is entered and the box is checked that indicates the

clergy member has approved receiving email notifications. The clergy member will receive notice one
week prior to the anniversary of death for any record that he/she is associated.

Check the disable notification box if you do not want emails sent to this clergy member.*
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1. Save

Charities

1. Select the ‘Add Charity’ button at the top right.
2. Visible (option to hide charity within the Book of Memories)
3. Name of Charity
4. Make Checks Payable To (only if different than name of charity)
5. Charitable Registration Number (located on the charity’s website)
6. Select where check should be mailed
7. Complete the mailing address information only if the check will be sent to the charity.
8. Add any additional contact information if this is pertinent to your record keeping: the information will

not display within the Book of Memories.
9. Save

Wake Services

1. Select the ‘Add Wake Service’ button at the top right.
2. Enter the name of a special service that can be held for a family (ex. Knights of Columbus, Holy

Name, Rosary, etc…)
3. Save

Locations

1. Select the ‘Add Location’ button at the top right.
2. Add the street address, city, province/state and postal/zip in order to generate an accurate Google

map.
3. Test Map to confirm accuracy. If not accurate, locate the GPS coordinates of the location.
4. GPS Co-ordinates (add only if address doesn’t display properly in Google Maps)
5. Check the box if the location is inside city limits.
6. Specify the type(s) of location. Check all that apply.
7. Save
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Cities

Most cities are already entered in the system. Only add a city when it is not visible as a selection when
creating a record, form, or stationery.

Industries

Add the name of an industry if you require the information to populate the fields for a record, form, or
stationery.

Product Database >><< Add & Edit Users in System

To find the GPS Coordinates of a specific location: Right-click the location in Google
Maps and select ‘What’s here?’ The coordinates will appear under the search box.*

FrontRunner Professional FrontRunner Manual - 1

Page 84 of 589



Product Database
Add and edit all of your products and services. If you are a Matthews customer, all products will be pre-
loaded into the product catalog for you.

Navigate to System Settings > Catalogs > Products.

Add Categories

Click the ‘Add Categories’ button. Enter the name (ex. Stainless Steel). Select the classification (ex.
Merchandise: Caskets). Save.

Add Products

Select the ‘Add Product’ button at the top right. Select click here to add image to upload a picture. A window
will pop-up. Select Browse and locate the image from your computer. Once the image opens, it will load in
the window. Double-click on the image to load it to the box.

Enter information about the product and choose whether pricing information will be visible on the website.
Choose the category that best suits this product. Save.

Edit Products

Use the to expand all categories until you find the product to edit. Once selected, the product will appear
on the right side of the screen. Save.

Product Add-Ons

Go to the Product Add-Ons section to add pricing to all corners and cap panels in the catalog. (These are
preloaded for Matthews clients.) Add prices if using the Virtual Showroom, which showcases merchandise
and pricing.

If there are no categories on the left, add these before adding products.!

Note to Matthews clients: The information in grey, supplied in product specs, can not be
edited.*
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Billing Options >><< Databases
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Billing Options
You can access all FrontRunner billing information at any time. If you have any questions regarding an
invoice or one of the policies, don’t hesitate to contact Accounting.

Navigate to System Settings > Account Management.

• current invoices
• billing history
• billing inquiry (form submission)
• redemption history (credits redeemed)
• payment policy
• cancellation policy

There are various ways to pay an invoice. The buttons across the top of each invoice detail your options.
Each invoice can also be printed for your records.

Simply One Available

The credit amount in your SimplyOne Account will display. The totals are calculated from the revenue
generators within the Book of Memories (candles, flowers, cards).

Pay With Simply One

If there are Simply One credits/funds available, these can be applied toward the invoice. Click the button to
redeem. If the total is less than the invoice, once redeemed, the remaining balance will display.

Pay With Credit Card

Once you choose to pay by credit card, you will be taken to a new screen where you can enter the card
information.

Hosting Fees

FrontRunner offers quarterly or annual invoices. If you choose to pay by credit card, please complete our
pre-authorization form and email it to accounting@frontrunner360.com or fax to 866-728-0681.

Quarterly Hosting Invoice: This option allows you to pay once every three months by credit card only.
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Annual Hosting Invoice: This option allows you to pay by credit card or check/cheque.

If you would like to pay via check/cheque, please mail it to:

FrontRunner Professional, Inc.
6A Clarence Street
Kingston, ON Canada
K7L 5H8

FAQs on General Issues >><< Product Database

To avoid late payment, please make sure you send the check/cheque at least 10 business
days prior to the due date.*
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FAQs on General Issues
Below are a list of common questions regarding general issues. If you are still unable to find a solution to
any problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: My password doesn’t work anymore. I logged into the system earlier today but I can no
longer access. What happened?

Answer: The usernames and passwords are case sensitive. You need to enter the information the same way
it is set up in your system. If the issue persists, try logging in from another computer. This may be a
computer error, not a system error.

Question: Can anyone access our system?

Answer: No. Only those people with profiles (that include usernames and passwords) have the ability to
access the system.

Question: What security measures have been taken to prevent someone from accessing our system
and changing the content?

Answer: In conjunction with the recorded log, users only have 3 attempts to log into the administration area
of your system before being “locked out”. If there are more that 3 unsuccessful attempts, our servers track
the computer that the person is using and blocks any further attempts. Our improved security features
require everyone to type in their username and password every time they log in. This helps prevent
strangers from accessing your data.

Question: How long can I be logged into our system? Is there a time limit?

Answer: There is no time limit, however there is a “time out” limit for those who remain logged in but leave
their computer. The limit is equal to 3 hours of non-activity time. We recommend logging out of your system
whenever you step away from your computer. This will prevent unauthorized people from viewing, modifying
or compromising your data.

Question: What happens when I have exceeded the “time out” limit?

Answer: You will know that the “time out” limit has been exceeded and you try clicking on any button or
menu item in the system. You will be presented with the initial login screen. We recommend saving your
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work and then logging out of the system whenever you step away from your computer. This will ensure no
loss of your data and prevent unauthorized people from viewing, modifying or compromising your data.

Question: I am being asked to clear my cache. What does that mean and how do I do that?

Answer: The cache is where your browser files are stored so you don’t have to download file every time you
need them. When we update files, caches need to be cleaned because the cached data is out of date.
Different versions will have different steps. Try this link – choose your web browser and version to access
the appropriate steps for your computer.

Question: How do I take a screen shot?

Answer: To do a screen shot, open the page you need to capture and follow these instructions:

1. Press CTRL+SHIFT+Print Screen on your keyboard. Nothing will “happen” right away – wait as the
screen shot is taken and placed on your clipboard.

2. Open Microsoft Paint (usually found under the Start Menu > Accessories)
3. In paint go to the “Edit” menu and select “Paste”
4. In paint go to the “File” menu and select “Save As”
5. Name the file and save it to a folder or your computer’s Desktop.

Question: How do I change the time or date in my system?

Answer: The time and date in your FrontRunner system is tied directly to your computer clock, which adjusts
to time zone and daylight savings settings. To change the time/date, click on the time/date display on your
computer’s task bar (usually located close to volume, battery and internet signal icons). The time/date
settings can also be accessed and modified through your computer’s Control Panel.

Question: Why does FrontRunner choose a minimum screen resolution of 1024×768 and how do I
check/change my screen resolution to make sure my computer meets the minimum requirements?

The resolution of 1024 × 768 was chosen after determining the most common resolution as more people opt
for larger monitors.

640 × 480pixels – .06% market share
800 × 600pixels – 4.5% market share
1024 × 786pixels – 37% market share
The remaining % are higher resolutions.

To change your monitor’s resolution, visit the following website that provides step by step instructions.
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Add / Edit / Remove a Deceased’s Record >><< Billing Options
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Add / Edit / Remove a Deceased’s Record
The information listed below will allow you to create a record, push it to your website, and automatically
create a Book of Memories. A Basic Record includes most of the information that is required for the online
tribute. (Once the basic record is created, navigate to the Book of Memories page). Record Management
includes all the fields required for creating forms and stationery. Each records comes equipped with its own
settings to – among other things – publish, reformat, delete, and push to Facebook.

You can change any record type from one to another (if available in your system) at any time through the
Record Settings.

• Create a Basic Record
• Create a Management Record
• Record Settings
• Post Your Obits to Facebook
• FAQ – Records

Standard Records include First Call fields and information to populate forms and
stationery.
Web Only Records appear on the website and don’t require a lot of information.
Pre-Need Records allow you to enter all pre-arrangement information.
Book of Memories Records contain the same data but are intended for families your
funeral home has not served.

*

If you need to edit an existing record, navigate to Main > Records to access all current,
past, and pre-need records.*
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Create a Basic Record
A Basic Record includes most of the information that is required for the online tribute. Once it’s created, the
information can be accessed on the website and the Book of Memories.

Create a Record
Navigate to Main > Records. Hover over the ‘Add a New Record’ button
at the top right. For a basic record, choose either Web Only (families you
have served) or Book of Memories (families you have not served).

Basic Information

• Branch: Select which branch, if more than one company location, is managing the service.
• Publish to Web: Once saved, the information will automatically publish to the website.
• Current/Past: Force to be current if, for example, a person passed away six months ago but the

memorial takes place tomorrow. The record appears as a current service on your website. Note:
change the status back to ‘Automatic’ following the service otherwise it will remain current forever.

• Enter the remaining basic information

• Video Link: URL of a third party company’s video tributes.
• Webcast Link: URL of a third party company’s webcasting.

All date fields contain a calendar icon for quick entry. This tool is not recommended for the
Date of Birth.*

Once all information is added to a basic record and saved, refer to the Book of Memories
section that include information about adding photos, selecting a theme, adding insignias,
etc.
*
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• Family Login
• Add a Place of Death
• Add Clergy
• Add Charitable Donations
• Add Service Details
• Add a Notice

Family Login >><< Add / Edit / Remove a Deceased’s Record
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Family Login
More and more families are taking ownership of their loved one’s Book of Memories and appreciate the
opportunity to connect and engage with family and friends using these online tools.

Family Interactive Edition

The system automatically generates a Family Username and Family Password. (Both can be changed to
what the funeral home or family prefers.)

This allows the family to login to their loved one’s Book of Memories to view private condolences and flower
cards, change the theme, approve any photos or stories (if the approval process is turned on), upload
photos, share stories, and send e-thank-you cards to anyone who signs the guest book.

Family Interactive and Condolence Email List: Add the email addresses of any family members who
would like to receive the family login information (and future login changes) and all condolences. If there is
more than one address, click ‘Add E-mail.’ The condolences are sent once a day to email addresses
entered. (All condolences are filtered for any inappropriate words.)
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What does the family login allow access to do?
Once a family is logged in, there are numerous features that
they have access to:

View Private Condolences – Families can view the private
condolences left for them through the Book of Memories
(posters have the ability to choose whether their condolence is
submitted privately or publicly).
View PDF Flower Cards – Families can view details on the
floral arrangements ordered through the Book of Memories.
Send E-Thank You Cards – Families can easily send e-thank
you cards to anyone who has submitted a condolence,
purchased a memorial candle or purchased a floral
arrangement through the Book of Memories
Upload a Photo
Share a Story about their loved one to the Book of Memories
Approve Photos or Stories posted to the Book of Memories If your funeral home is utilizing the Approval
System, the family can also log in to approve photos or stories of their loved one.
Update the Book of Memories Theme – Families have the ability to change the look and feel of the
memorial website by simply choosing a new theme.
Change Password – Families can update the password to their login family login.

<< Create a Basic Record
Add a Place of Death >>

Condolences, stories or photos cannot be deleted through the family login. Only the funeral
home has the ability to delete submissions. Condolences and Stories can be deleted from
the Tributes section of a record. Photos can be deleted from the Manage Photos section of
a record.

*
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Add a Place of Death
Select the Place of Death location from drop-down or ‘Add’ a new location. A pop-up window will appear. To
learn how to add a location, refer to Databases. If the person passed away at home, check the box ‘For
Current Record Only’ when adding the location.

Add Clergy >><< Family Login
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Add Clergy
Select a Clergy Member from the drop-down or ‘Add’ a new clergy member. A pop-up window will appear.
To learn how to add a clergy member, refer to databases.

Add Charitable Donations >><< Add a Place of Death
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Add Charitable Donations
The Book of Memories offers online visitors an opportunity to make a charitable donation in the deceased’s
name. This easy-to-use feature is processed through My Tribute Gift Foundation and an official tax receipt
is automatically generated and issued with every donation.

There are three donations options:

*Family Preferred Charities: *

1. Select from Frequent List: Once list is built, click the ‘Add to Preferred Charities’ to select for this
record.

2. Select from Master Database: These are all registered charities and only accept payments by credit
card. Use the search bar to find a charity then select the ‘Add to Preferred Charities’ button. If the
charity is frequently chosen, ‘Add to Frequent’. This will eliminate the need to search for a particular
charity every time when creating records. Note: Use the dropdown for State/Province and City to
narrow your search. Note: Local chapters of particular charities may not be included in the database.

3. View Charities Selected: Lists all charities designated as preferred charities for this record.
4. Non-Charitable Organizations: All non-registered charities added to your Charities Database. Select

and then ‘Add’.

No Donations: The charitable donation option within Book of Memories is unavailable.

Display to Donor: Charity of your choice: Donor can choose to donate to any charity in the deceased’s
name. (Create a frequent list in the system to provide online visitors with a few ideas about local and
popular charitable organizations.)
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Add Service Details >><< Add Clergy
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Add Service Details
The Service Details section of the Book of Memories automatically generates a Google map so online
visitors can verify the location and directions to the visitation, service, interment and reception.

Visitations

Once the number of public visitations is selected, a corresponding number of sections will appear. Select
the visitation location or Add a new location. A pop-up window will appear. To learn how to add a location,
please refer to Databases. Enter the dates and times. Follow the same steps for any private visitations.

Service

Select the service location or Add a new location. A pop-up window will appear. To learn how to add a
location, refer to Databases. Enter the date and time. If the service is private, check the box to Hide Service
Date on Web.

Additional Services

To incorporate additional, personalized services in the Book of Memories, click on ‘Additional Services’ in
the left menu. (If that is not an option in the record, check with your Success Coach to add it.) Once the
page is accessed, ‘Add New Service’ at top right. The following fields are mandatory:

• Service Name
• Service Date
• Location
• Service Time

If the Location is new (has not been entered in the system), add the location name and address information.
Add any additional information and Save. This information will be automatically added to the main and
service details pages within the Book of Memories. This feature can be used to complement or replace the
existing service and visitation fields.

Service Options

Information added here will be accessible if accessing stationery program.
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Interment

Select the interment location or Add a new location. A pop-up window will appear. To learn how to add a
location, refer to Databases.

Reception

Select the reception location or Add a new location. A pop-up window will appear. To learn how to add a
location, refer to Databases.

Add a Notice >><< Add Charitable Donations
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Add a Notice
Enter the Life Story or Obituary. The text can also be pasted from any program such as Microsoft Word. If
information is added to both fields, only the obituary will display in the Book of Memories.

Create a Management Record >><< Add Service Details
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Create a Management Record
While the basic records in the FrontRunner system will populate all of the fields for the Book of Memories,
the management records cover a lot more details and will allow you to auto-populate forms and stationery.
Starting with the First Call, the management record includes numerous sections and fields; once information
is added, it can be accessed from various other parts of the system. The FrontRunner one-write technology
is intended to make the management of your records that much easier.

Main > Records

Mouse over ‘Add a New Record’ at the top right and select either:

• Standard Record to enter all information required for forms.
• Pre-Need Record to enter all information required for pre-

arrangement.

• First Call
• Deceased Info
• Consultation
• Family Information
• Military Information
• Life Story
• Services
• Cemetery
• Additional Services
• Donations

It is helpful to separate the at-need and pre-need records into their own categories. The
designation can be changed to at-need at any time by accessing the Record Settings.*

FrontRunner Professional FrontRunner Manual - 1

Page 104 of 589

https://www.youtube.com/embed/3LzuCjG_xsk?rel=0
https://www.youtube.com/embed/3LzuCjG_xsk?rel=0


• Create Obituary/Send to Newspapers

First Call >><< Add a Notice
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First Call
Fill in all applicable information. FrontRunner’s one-write technology will push content to corresponding
locations throughout the system.

Deceased Information

• Branch – If more than one location, select which branch is managing the service.
• Salutation, Given Name, * Middle Name – include all middle names, Last Name, Suffix – if applicable,

and Nick Name – This name will appear with surrounding quotations after the middle name(s).
• Gender – The template color will change to either green or pink.
• Marital Status
• Date of Death – Use the calendar icon for quicker entry.

Family Interactive Edition

• The system automatically generates a Family Username and Family password. (Both can be
changed to what the funeral home or family prefers.) This allows the family to login to their loved
one’s Book of Memories to view private condolences and flower cards, change the theme, approve
any photos or stories (if the approval process is turned on), upload photos, share stories, and send e-
thank-you cards to anyone who signs the guest book.

• Family Interactive and Condolence Email List: Add the email addresses of any family members
who would like to receive the family login information (and future login changes) and all condolences.
If there is more than one address, click ‘Add E-mail.’ The condolences are sent once a day to email
addresses entered. (All condolences are filtered for any inappropriate words.)

Place of Death

• Copy Address From – Use the dropdown to pull the same address information from another source.
• Place of Death – If the location is not contained within the dropdown, ‘Add.’ A pop-up window will

appear. To learn how to add a location, please refer to Databases.
• Country, State/Province, City – If the city location is not contained within the dropdown, Add . A pop-

up window will appear. To learn how to add a city, please refer to Databases.
• Address, Apt/Unit, Zip/Postal Code
• Locality is
• District/County/Township
• Medical Examiner – If the physician’s name is not located within the dropdown, ‘Add.’ A pop-up

window will appear. To learn how to add a physician, please refer to Databases.
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• Body Released
• Date Admitted
• Check one of the following: Residence, Nursing Home, Hospital, Hospice or Other.
• Hospice Facility Name – If applicable
• Inside City Limits
• Medical Record Number
• Transferred from other facility

Informant Information

• Copy Address From – Use the dropdown to pull the same address information from another source.
• Salutation, First Name, Middle Name – include all middle names, Last Name, Maiden Name – if

applicable, and Suffix – if applicable.
• Email Address
• Phone Number, Cell Phone Number
• Country, State/Province, and City – If you do not see a city in the dropdown, ‘Add.’ A pop-up window

will appear. To learn how to add a city, please refer to the Databases.
• Address, Unit / Apt, and Zip/Postal Code
• Relationship to the deceased

Next of Kin

• Copy Address From – Use the dropdown to pull the same address information from another source.
• Same as Informant – Check the box if the next of kin is the same as informant. If so, all informant

information will automatically populate the fields below.
• Salutation, First Name, Middle Name – include all middle names, Last Name, Suffix – if applicable,

and Maiden Name – if applicable.
• Email Address
• Relationship to deceased
• Phone Number and Cell Phone Number
• Country, State/Province, and City – If you do not see a city in the dropdown, ‘Add.’ A pop-up window

will appear. To learn how to add a city, please refer to the Databases..
• Address, Unit / Apt, and Zip/Postal Code

Executor

• Copy Address From – Use the dropdown to pull the same address information from another source.
• Same as Informant – Check the box if the executor is the same as the informant. If so, all of that info

will automatically populate the Executor fields.

FrontRunner Professional FrontRunner Manual - 1

Page 107 of 589



• Salutation, First Name, Middle Name – include all middle names, Last Name, Maiden Name, and
Suffix.

• Email Address
• Relationship to deceased
• Phone Number and Cell Phone Number
• Country, State/Province, and City – if the city is not contained in the dropdown list, ‘Add.’ A pop-up

window will appear. To learn how to add a city, please refer to the Databases.
• Address, Unit / Apt, and Zip/Postal Code

Check List

• Date of Call – Use the calendar icon.
• Time of Call
• Authorization to Embalm

Use dropdowns to select how below will be obtained.

• Clothing
• Social Security Number/Social Insurance Number
• Parents Names
• Parents Birth Place
• Photos

Appointment

• Appointment Place
• Appointment Date – Use the calendar icon.
• Appointment Time
• Assigned Director
• Special Notes

Deceased Info >><< Create a Management Record
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Deceased Info
Vital Information

Most of the information in this section will be populated if First Call information was entered. The following
are fields not included within the First Call.

• Maiden Name – If applicable.
• Race
• Of Hispanic Origin
• Video Link – Enter the URL of a third party company used for video tributes. (There is no option to

upload a video directly into this system.)
• Social Insurance Number/Social Security Number
• Religious Denomination

Residence Information

• Copy Address From – Use the dropdown to pull the same address information from another source.
• Country, State/Province, and City – if the city is not contained in the dropdown list, ‘Add.’ A pop-up

window will appear. To learn how to add a city, please refer to the Databases.
• Address, Apt/Unit, Zip/Postal Code
• County
• Length of Residence – In years

Birth & Death Information

• Place of Birth (Facility)
• Country of Birth, State/Province of Birth, City of Birth – if the city is not contained in the dropdown list,

‘Add.’ A pop-up window will appear. To learn how to add a city, please refer to the Databases.
• Date of Birth, Date of Death, and Time of Death
• Age at Death Years – The age will automatically populate once the date of birth and date of death

have been entered.
• Age Less Than a year
• Hospital Code
• Birth Certificate Number and Birth Certificate Issuer
• Death Occurred at Hospital – If applicable, select hospital department
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Next of Kin

These fields will be populated if information was entered in the First Call fields.

Consultation >><< First Call
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Consultation
Body Release Status

Select whether the body has been released and is ready to be picked up.

Personal Effects

• Personal Effects – Separate each with a comma.
• Clothing Special Instructions
• Jewellery Being Supplied.
• Jewellery Being Returned
• What and to whom – Enter what jewellery will be returned and to whom.
• Photos Provided
• Photos Returned
• Video Provided

Check List

These fields will be populated if information was entered in the First Call fields.
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Donations

There are three donations options:

Family Preferred Charities:

1. Select from Frequent List: Once list is built, click
the ‘Add to Preferred Charities’ to select for this
record.

2. Select from Master Database: These are all
registered charities and only accept payments by
credit card. Use the search bar to find a charity then
select the ‘Add to Preferred Charities’ button. If the
charity is frequently chosen, ‘Add to Frequent’. This
will eliminate the need to search for a particular
charity every time when creating records. Note: Use
the dropdown for State/Province and City to narrow
your search. Note: Local chapters of particular
charities may not be included in the database.

3. View Charities Selected: Lists all charities
designated as preferred charities for this record.

4. Non-Charitable Organizations: All non-registered
charities added to your Charities Database. Select and then ‘Add’.

No Donations: The charitable donation option within Book of Memories is unavailable.

Display to Donor: Charity of your choice: Donor can choose to donate to any charity in the deceased’s
name. (Create a frequent list in the system to provide online visitors with a few ideas about local and
popular charitable organizations.)

Family Interactive Edition

The system automatically generates a Family Username and Family Password. (Both can be changed to
what the funeral home or family prefers.) This allows the family to login to their loved one’s Book of
Memories to view private condolences and flower cards, change the theme, approve any photos or stories
(if the approval process is turned on), upload photos, share stories, and send e-thank-you cards to anyone
who signs the guest book.
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Family Interactive and Condolence Email List: Add the email addresses of any family members who
would like to receive the family login information (and future login changes) and all condolences. If there is
more than one address, click ‘Add E-mail.’ The condolences are sent once a day to email addresses
entered. (All condolences are filtered for any inappropriate words.)

Family Information >><< Deceased Info
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Family Information
Select ‘Add Relation’ located at the top right.

Fill in all applicable information:

• Relation Type
• Relation to deceased

Choose all that apply:

• Predeceased
• Contact
• Next of Kin
• Informant
• Executor

Enter information for this family member:

• Salutation, First Name, Middle Name, Last Name, Suffix, and Maiden Name – if applicable.
• Country, State/Province, and City – if you do not see a city contained in the drop down list, ‘Add.’ A

pop-up window will appear. To learn how to add a city, please refer to Databases.
• Address 1 & 2, Unit/Apt., and Zip/Postal Code
• Phone Number and Cell Number
• Email Address
• Birth Country, Province, City – if you do not see a city contained in the drop down list, ‘Add.’ A pop-up

window will appear. To learn how to add a city, please refer to Databases.
• Employer
• Date of Birth
• Add Relation Tasks, Occupation and Age
• Save

Once the Relation is added, the Family Information section will include the ability to
Edit or Delete.*
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Military Information >><< Consultation
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Military Information
Military Info

• Deceased in Military
• Branch of Service
• Date Enlisted and Date Discharged – Use calendar icon.
• Honorable Discharge
• Serial Number
• Veteran File Number
• Veteran Alias

Flag Recipient

• Person Receiving Flag
• Country, State/Province, and City – if you do not see a city listed in the drop down, ‘Add.’ A pop-up

window will appear. To learn how to add a city, refer to Databases.
• Address and Zip/Postal Code

Flag Applicant

• Military Remarks
• Country, State/Province, City – if you do not see a city listed in the drop down, ‘Add.’ A pop-up

window will appear. To learn how to add a city, refer to Databases.
• Address and Zip/Postal Code
• Relationship to the deceased

Flag Issue Point

• Name
• Country, State/Province, and City – if you do not see a city listed in the drop down, ‘Add.’ A pop-up

window will appear. To learn how to add a city, refer to Databases..
• Address and Zip/Postal Code
• Relationship to the deceased

Life Story >><< Family Information
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Life Story
Career

• Education Level – highest level.
• Enter the type of work performed by the deceased.
• Select the industry the deceased was employed in. – if you do not see a industry listed in the

dropdown, ‘Add.’ A pop-up window will appear. To learn how to add an industry, refer to Databases.
• Type in any other careers.

Special Interests

List any sports or other interests.

Hobbies

List any hobbies.

Obituary

• Life Story – enter a life story.
• Obituary – copy and paste the obituary from any program used to write it.

If information has been entered into the Life Story and Obituary fields, only the obituary will appear in the
Book of Memories.

Services >><< Military Information
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Services
Visitation

• How Many Public Visitations – once selected, a corresponding number of public visitation sections will
appear.

• Visitation Location – if a location name is not listed in the dropdown, ‘Add.’ A pop-up window will
appear. To learn how to add a location, please refer to Databases.

• Use the calendar icon to select the visitation date(s).
• Select the visitation times.
• How Many Private Visitations – once selected, a corresponding number of private visitation sections

will appear.
• Use the calendar icon to select the visitation date(s).
• Select the visitation times – private visitation times will NOT show up on the deceased’s Book of

Memories.
• Visitation Extra Information
• Visitation Music Supplied
• Visitation Music

Wake Services

• How Many Wake Services – once selected, a corresponding number of wake service sections will
appear.

• Select the wake service – if a wake service is not listed in the dropdown, ‘Add.’ A pop-up window will
appear. To learn how to add a wake service, refer to the Databases.

• Use the calendar icon to select the wake service date(s).
• Select the wake service time(s).

Service

• Service Location – if a location name is not listed in the dropdown, ‘Add.’ A pop-up window will
appear. To learn how to add a location, please refer to Databases.

• Service Time
• Service Date – use the calendar icon to select the date. If this is a private service, check the Hide

Service Date box.
• Number of Church Pews Required (Family Members)
• Number of Church Pews Required (Guard)
• Number of Church Pews Required (Pall Bearers)
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• Number of Church Pews Required (Other)
• Service Hymn
• Service Scriptures
• Service Extra Info. – add any extra information for the public.

Service Options

• To add a pall bearer (as many as required), type the name and ‘Add.’ The name will appear on the
right. To remove, click on the name to highlight and then ‘Remove.’

• To add music (as many as required), type the name and ‘Add.’ The song name will appear on the
right. To remove, click on the name to highlight and then ‘Remove.’

Clergy

Select the clergy member(s). If a clergy member is not listed in the dropdown, ‘Add.’ A pop-up window will
appear. To learn how to add a clergy member, refer to the Databases.

Disposition

• Type of Disposition
• Examiner Approved
• Location – if a location name is not listed in the dropdown, ‘Add.’ A pop-up window will appear. To

learn how to add a location, please refer to Databases.
• Disposition Date – Use calendar icon.
• Country, State/Province and City – if a city is not listed in the dropdown, ‘Add.’ A pop-up window will

appear. To learn how to add a location, please refer to Databases.
• Address and Zip/Postal Code
• Body Embalmed – Check the box if the body is being embalmed.
• Embalmer’s Name & License

Reception

• Private Reception (will not appear on Book of Memories if private)
• Reception Location – if a location name is not listed in the dropdown, ‘Add.’ A pop-up window will

appear. To learn how to add a location, please refer to Databases.
• Reception Extra Info
• Reception Announcement

Cemetery >><< Life Story

FrontRunner Professional FrontRunner Manual - 1

Page 119 of 589



Cemetery
Interment Location – if a location name is not listed in the drop-down, ‘Add ‘. A pop-up window will appear.
To learn how to add a location, refer to the Databases.

Interment Extra Info – if applicable

• Cemetery Location – Gate
• Cemetery Location – Lot
• Cemetery Location – Section
• Cemetery Location – Gravesite

Additional Services >><< Services
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Additional Services
To incorporate additional, personalized services in the Book of Memories, click on ‘Additional Services’ in
the left menu. (If that is not an option in the record, check with your Success Coach to add it.) Once the
page is accessed, ‘Add New Service’ at top right. The following fields are mandatory:

• Service Name
• Service Date
• Location
• Service Time

If the Location is new (has not been entered in the system), add the location name and address information.
Add any additional information and Save. This information will be automatically added to the main and
service details pages within the Book of Memories. This feature can be used to complement or replace the
existing service and visitation fields.

Donations >><< Cemetery
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Donations
These fields will be populated if information was entered in the Consultation fields.

There are three donations options:
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Family Preferred Charities:

1. Select from Frequent List: Once list is built, click the ‘Add to Preferred Charities’ to select for this
record.

2. Select from Master Database: These are all registered charities and only accept payments by credit
card. Use the search bar to find a charity then select the ‘Add to Preferred Charities’ button. If the
charity is frequently chosen, ‘Add to Frequent’. This will eliminate the need to search for a particular
charity every time when creating records. Note: Use the dropdown for State/Province and City to
narrow your search. Note: Local chapters of particular charities may not be included in the database.

3. View Charities Selected: Lists all charities designated as preferred charities for this record.
4. Non-Charitable Organizations: All non-registered charities added to your Charities Database. Select

and then ‘Add’.

Display to Donor: Charity of your choice:

Donor can choose to donate to any charity in the deceased’s name.

No Donations:

The charitable donation option within Book of Memories is unavailable.

Create Obituary/Send to Newspapers >><< Additional Services
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Create Obituary/Send to Newspapers
Once your obituary / notice template is created within the system, it takes minimal effort to produce a
finished product once the standard record information is entered. You can then create a notice and submit it
to newspapers with only a few clicks of the mouse.

Within your record, click Notices.

Notice Compiler
The obituary will automatically populate with all the vital statistics, service information, and visitation dates
entered. The first notice created is called ‘Notice 1’ in the drop-down.

• Select a template for the obituary.
• Choose a photo. Either add a new photo or choose from the drop-down list that contains each

uploaded photo for the record. (Newspapers accept photo resolutions ranging from 150-200 dpi.)
• Include URL box to link to the deceased’s Book of Memories.
• Check the Use Notice as Obituary on Web box to have the obituary appear on the website.
• To add more than one notice, ‘Create a New Notice.’
• To add a new notice using the same template, Create a Copy.
• To delete a notice, choose an item from the drop-down and Delete Notice.

Newspaper Insertions
1. Use the Notice drop-down to select which notice to insert in a newspaper.
2. Select the ‘Add a new Newspaper for insertion’ button.
3. Select a newspaper.
4. Add New Date; user the calendar icon.

If you are sitting with the family, use the font drop-down to choose a larger size so it is
easier to read.*

If your template is missing information: Once the content loads from the record, changes
can be made. Often times, information is missing because it wasn’t entered in the Family
Information section of the record.
*
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5. Enter any additional information.

• To change newspaper insertion dates: ‘Remove’.
• To remove a newspaper and all of its information, ‘Remove this Newspaper’.

Print the Summary/Approval Form
Use the Notice drop-down to select which notice to copy; this will generate a print preview.

• To print the notice: ‘Print Full Notice Review’
• To print off a summary for the family to sign for approval, ‘Print Summary / Authorization Form’.

Submit to Newspapers
Use the Notice drop-down to select which notice to submit. Select ‘Email Submission’ for each applicable
newspaper.

The email address will be the main email address listed in your System Profile.

Copyright Notice

Adding Newspapers/Setting up Templates

Newspaper Subscriptions

Navigate to System Settings > Notice Compiler > Newspaper Master List.

• Select the country and city to find the available newspapers.
• Select the newspaper name and Subscribe.

Navigate to System Settings > Notice Compiler > Newspaper Subscriptions.

It’s recommended that a copyright notice is added to every notice to help protect your
obituaries as intellectual property. A printable copy will be available.*

By entering pricing information, the system will generate an estimated cost.*
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• Add
• Enter the newspaper Name, Address, State/Province, and Country
• Flat Rate ($) – if applicable
• Number of Lines
• Extra Line Rate ($) – if applicable
• Picture Rate ($) – if applicable
• URL Rate ($) – if applicable
• Footer Rate ($) – if applicable
• Schedule – Select when the newspaper is published.
• Allows URL? – Select whether this newspaper allows a URL.
• Contact Information – Enter the contact name, email and phone number for up to three contacts for

the newspaper.
• Save

Template Builder

Navigate to System Settings > Notice Compiler > Template Builder.

From the Select Template drop-down, choose ‘New Template’; type in a
name and whether to make the template the default template.

• Deceased Info: First Name – space – Middle Name – space – Last Name
• Type the words ‘passed away’ in the box – space.
• Death Details: Date of Death – space.
• Type the words ‘at the age of’ – space.
• Click the Age (at death) field.
• Once your template is fully built, Save Template .

Use the + to select fields. Add a space between each field chosen.*
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Edit an Existing Template

From the ‘Select Template’ drop-down, choose the template to edit. Click inside the white text box to edit.
Use the + to locate the category field and click on it to add to the white box (where the cursor is located).
Save Template.

Create a Book of Memories Page >><< Donations
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Create a Book of Memories Page
The Book of Memories are beautiful and permanent online tributes of loved ones. A wonderful and easy way
to preserve cherished memories, a Book of Memories is automatically created once a record is created in
the FrontRunner system. Working with the family, funeral firms can further personalize each tribute with a
unique theme, photos, and a slideshow. Online visitors can view service information, post and view
condolences, share photos and stores, order floral arrangements, light a memorial candle and/or make a
charitable donation in the deceased’s name.

More and more families are taking ownership of their loved ones’ Book of Memories and embracing all of the
features as a way to connect with friends and relatives.

This section will help your firm learn how to personalize each Book of Memories and explain to families how
the features work.

Once a record is open, further personalization options can be found in the Book of Memories section in the
left menu.

• Select a Theme
• Add Photos
• Memorial Program
• Photographic Memories

At top right of your screen, click on ‘Preview for Web’ at any time to view and Save when
complete.*
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• Service Recording
• Tributes
• Insignias
• Print Condolences
• Book of Memories Features
• FAQs on Book Of Memories

Select a Theme >><< Create Obituary/Send to Newspapers
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Select a Theme
You can choose from dozens of themes to apply to a Book of Memories. The themes have been created to
capture various interests and hobbies that will allow you to further personalize each online tribute.

Once a category is selected, the corresponding themes within that category will display. Click on any of the
themes for a preview.

Additional options for this record:

• Disable funeral home candle box if you do not want your funeral home’s name to appear on a candle.
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• Disable Anniversary Notifications if you do not want the funeral home, clergy, or anyone who signs the
guestbook to receive an anniversary notification for this record.

• Include this record on the Veterans Memorial Wall, if app is activated.
• Include this record on the Fallen Heroes Wall, if app is activated.
• Photo Approval System – change setting (On / Off) for this record only if different than the Global

BOM Settings.
• Story Approval System – change setting (On / Off) for this record only if different than the Global BOM

Settings.
• Set theme as default – allows you to set one theme as the default for all records, all male records, or

all female records.
• Photo Frame Images (photo frame in top banner of Book of Memories) – select one of the following:

1. All Photos – Every photo uploaded to a record will be placed in the rotation.
2. Primary Photo Only (No Rotation) – Only the photo selected as the primary photo within a record

will display.
3. Active Photo Only (No Rotation) – Will display either the primary photo (if one has been

designated), the first photo in Manage Photos, or a placeholder image if no photos are added to a
record.

• BOM Menu Date of Birth/Death Date Format – change date format setting for this record only if
different than the Global BOM Settings

• BOM Service Details Page Date of Birth/Death Date Format – change date format setting for this
record only if different than the Global BOM Settings

Click on ‘Preview for Web’ to view and Save when complete.

Add Photos >><< Create a Book of Memories Page

The Fallen Heroes Wall was created to represent the services of those men and women
who have given their lives in the line of duty as a police officer, firefighter, or emergency
medical technician. Fallen Heroes also include military personnel, including Coast Guard
and Army Reserve, who died in active service. The Veterans Memorial Wall includes the
names of those who have had extensive experience in a particular field, especially military
service.

*
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Add Photos
It’s recommended that at least one photo is added to the Book of Memories; it will be displayed on your
website’s home page and in the top banner of the Book of Memories. More photos can be added to each
record and can then rotate within the top banner of the Book of Memories (See Global BOM to adjust
settings) and/or be used to create photographic memories (slideshow) and digital video tributes (DVTs).

Here are the key features:

1. Add up to 50 photos at a time
2. Drag and drop functionality means no more zip files
3. Photos can be rotated
4. 5 mb / photo file size limit
5. Upload .jpg, .gif, or .png files

Manage Photos

There are 2 options to add photos to a record.

Add Files

• A pop-up window will appear to locate the photo(s) on your computer.
• Either double click on the file or click once and hit open. (Up to 50 photos at a time can be uploaded.)
• Once all photos have been added, click on Start Upload

Drop Files (Drag & Drop)

• Locate the photo(s) on your computer and click once to highlight.
• Drag and drop the photos to where it says ‘Drop files here…’
• Click on Start Upload
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Adjust Your Photos

Below each photo, there are a number of options:

• Click on the arrow buttons to rotate image counter-clockwise or clockwise.
• Once the images are loaded in the system, choose ‘Set as Primary’ option below one of the photos.

That primary photo will appear as background in left menu and depending on your Global BOM
Settings, can display as the first / only photo in the upper banner of the Book of Memories.

• Adjust image focal point – drag the box or use the corners to adjust the image focal point (center of
photo) to ensure that the most important part of the image remains in view when displayed in the
Book of Memories. For example, if a person’s head is off to the side of the photo, it may not display
properly unless adjusted. The focal area size is predetermined based on the Book of Memories theme
chosen.

• Edit Caption to add a text description of the photo

Delete a Photo

Under each photo will be a link to delete. Click that to remove your photo.

<< Select a Theme
Memorial Program >>

Hold down the shift key while clicking on photos to select multiple photos grouped together
in one folder; use the Ctrl key to select multiple photos not grouped together in one folder.*
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Memorial Program
This feature allows you to upload a PDF file of the memorial program for those online visitors, unable to
attend the service, to download from the Book of Memories.

• Browse on your computer to locate the PDF file and either double click on the file or click once and hit
open.

• Upload memorial program.
• A message box will let you know that the file has uploaded.

Photographic Memories >><< Add Photos
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Photographic Memories
This features allows you to create a slideshow that will display in the Book of Memories. Each slideshow can
include multiple photos and an audio selection.

• Select a song from the Audio drop-down. Click on ‘Preview Music’ to listen to any of the options.
• Click ‘Add Frame’ to select photos.
• Click on any/all images that you would like to include in the slideshow. Select Done. Click on ‘Upload

New Photo’ to upload additional pictures from your computer.

• All selected photos will appear in the timeline. Hover over photos to access edit icons: delete, move
right, move left.

• Save

Service Recording >><< Memorial Program
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Service Recording
This feature allows you to upload an audio recording of the funeral service or eulogy (up to 9 MB /
approximately 10-15 minutes). Book of Memories visitors can click on a link to listen to it at any time. This is
a nice feature for those who were unable to attend the service.

• Browse to locate the audio file on your computer.
• Upload service recording
• A message will appear when the file has been uploaded.

Tributes >><< Photographic Memories
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Tributes
This section allows easy access to view, edit, and delete:

• Memorial Candles
• Condolences
• Shared Stories
• Donations
• Memorial Trees

Every record contains this section, which allows your firm to make any necessary corrections for online
visitors. Click on Edit for any tribute to make changes or Delete.

Insignias >><< Service Recording
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Insignias
Affiliations can be applied to each record. The logos/emblems/images for church groups, service
organizations, wars, nationalities, etc. are available. This feature is greatly appreciated by families that
would like to highlight their loved ones’ interests, passions, and favorite organizations.

Either:

• Choose a category from the dropdown and all affiliations within that category will become visible in
Affiliations List.

• Add Insignia
• Remove an insignia by clicking on the graphic to highlight and select ‘Remove Highlighted’
• Save

Or:

• Type the affiliation name into the Affiliation Search field to access specific organizations within the list.
• Once located, click Add Insignia to display.
• Save
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Print Condolences >><< Tributes
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Print Condolences
This feature allows you to print NEW (all those that have not previously been printed) or ALL condolences
for the family.

The page(s) can be printed with (printer icon without X) or without (printer icon with X) a watermark
background. Once selected, the system creates a PDF file that can also be saved on your computer or
emailed to the family.

Book of Memories Features >><< Insignias
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Book of Memories Features
The information below will allow you to better understand how all the features within the Book of Memories
work. If a family member or someone in the community calls / writes asking for more information, this page
details best practices and how to access particular features.

Service Details

The Service Details page displays the location, date and time of the
service and visitation(s).

Online visitors can access a map for each location listed; a detailed
Google map will open in a new browser window where visitors can
enter their start address to generate driving directions. Google pulls
information entered in the locations database to generate these
maps so it is important to enter the complete address information. If
all information is entered correctly but the map is still not displaying
the correct location, right click and move the marker and then enter
the GPS settings. To find the GPS settings, enable in Google Maps
(click on Maps Labs link – then LatLng Marker), save changes, right
click on marker, and select Drop LatLng Marker.

Obituary/Notice

The obituary will display along with the primary photo selected.

Video Tribute

This section will appear if you are using the FrontRunner / Tukios
DVD program or if a third-party URL is added to open a video (ex:
YouTube).

Webcasting

This section will only appear if this app is activated in your system.
Online visitors can click ‘Watch Webcast’ to view.
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Condolences & Tributes

This section will show all condolence messages, candle messages, flower orders and donations. Once any
of these messages have been entered in the Book of Memories, they can be viewed or modified by the
funeral home administrators within the system’s administration. Once changes are made, the message(s)
will be immediately updated in the Book of Memories.

How to Send an Online Condolence

• Online visitors must enter their name and email address with the condolence message.
• There is an option to make the condolence message private. These messages will not be shown in

the Book of Memories but families can access all messages, including private ones, through the
Family Login feature or via email (within the Family Interactive Edition).

• Post Condolence
• Online visitor have the option to provide feedback about the Book of Memories.
• Online visitors can access the Condolences page where they have the option to make the condolence

private (if originally set to be public), and modify or remove it completely.
• Anyone who leaves a condolence message has the option to be sent an email one week prior to the

first anniversary of death.

Light a Memorial Candle

• Online visitors can choose to Light a Memorial Candle for 1 month, 1 year, or permanently.
• There are three payment options: check/cheque, PayPal, or credit card. (the 1 month option is not

available if payment will be made by check/cheque)
• Add the name how it should be displayed on the candle.
• Enter a message up to 500 characters.

The next step will depend on the method of payment:

Check/Cheque:

Enter personal contact information and captcha information. Submit. Send check/cheque to the mailing
address provided. If a payment has not been received within 14 days, the candle will be removed.

PayPal:

Select the country and state/province and enter captcha information. Check out with PayPal. Verify that all
the information is correct – Complete Submission.
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Credit Card:

Enter personal contact information and captcha information. Submit. Verify that all the information is correct
– Proceed to Payment. Enter cardholder information (matches credit card statement) – Continue. A
message will appear that states whether the transaction was approved or not. If the transaction is approved,
the candle will then be displayed. If the transaction is declined, please visit
www.memorialcandlesupport.com to find a solution.

Anyone who lights a Memorial Candle has the option to be sent an email one week prior to the death
anniversary as a reminder that it has been one year since the passing of the deceased.

Send Flowers

The information that appears is based on what the funeral home has set for its BOM Flower Order Settings.

Plant a Memorial Tree

Planting a memorial tree is a thoughtful, unique way for your visitors to remember their loved ones who have
passed away. The tree will be planted in the area of greatest need according to a planting schedule of the
American Forests Organization/Canadian Institute of Forestry. The purchaser can choose to have a
memorial card sent to their home, or a person of their choosing, and their name and message will be listed
in the Book of Memories and on the Honoring a Life website.

1. Enter the name of the person purchasing the tree
2. You can leave a message for the family, which will be made public. This step is optional. Click

‘Continue to Checkout’.
3. Verify Item(s): Verify your item, and click Next.
4. Billing/Shipping: Fill out your billing and shipping information. Click Next.
5. Confirm Order: Confirm that your order and the details you entered are correct. Click Checkout, and

you will be directed to pay via PayPal.
6. Payment: Enter credit card details, billing information and contact information. Click Pay Now.

Editing a Memorial Tree Message

Once a candle message has been placed within the Book of Memories, it can be viewed or
modified by the funeral home through the system administration. Once changes are made,
the message will be immediately updated in the Book of Memories.
*
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If someone has purchased the planting of a Memorial Tree and they contact you to edit the message that
they have left with the tree, you are able to do this for them:

1. Login to your system and go to the record that the memorial tree message was left for.
2. Click on Tributes in the left menu, and then Edit Memorial Tree on the right, for the message you need

to edit. This will take you to your Honoring a Life dashboard.
3. Click the green Edit button, and edit the message.
4. Click Save.

Saving the changes will automatically publish the updated message to your website, as well as the Honoring
a Life website.

Send a Sympathy Card

Sympathy Cards within the Book of Memories are an interactive way for visitors to choose a card,
personalize it, and then have it sent directly to the funeral home or the family for only $5. All processing and
shipping is handled by our partner Blue Bird.

• Once a theme for the card is chosen, additional options include: Date to Send Card, Add a Return
Address, Add a Signature to the inside of card, Add a note to the inside of card.

• Fill out Recipient Information.
• Choose the quantity of cards required and Add to Cart.
• Continue Shopping, Clear Cart, Edit Billing Info or Checkout. After all billing information has been

entered and the payment is made through a secure site, the information is sent to Blue Bird to prepare
and distribute.

For inquiries regarding order status or delivery, click here.

This does not edit the card. Please contact Honoring a Life to update the card.!

If you have any questions about the program, please contact Honoring a Life.*

FrontRunner Professional FrontRunner Manual - 1

Page 144 of 589

http://honoringalife.org
http://honoringalife.org
mailto:support@honoringalife.org
mailto:support@honoringalife.org
http://www.bluebirdcards.com/index.php/contacts/


Place a Donation

Even though the donation process is straight-
forward, these directions will help prepare
administrators to handle any phone calls from
donors-in-distress. Here’s the simple 12-step
process:

1. Enter the amount you would like to
donate.

2. Choose the Family Preferred charity (if
one has been noted) by clicking ‘Select
Charity.’ If the family has not stated a
preference, find a charity by using the
search field.

3. Once the charity is chosen, the charity’s
information will display.

4. If the selected charity is correct, select the Proceed button.
5. Complete all fields under Donor Information.
6. Complete all fields under Payment Information.
7. Type in your name (individual, group, organization, company) and select the type of message from

the Choose a Message drop down. Type in a message or paste a pre-written message into the
Message field.

8. Select whether or not you would like to receive more information about the charitable organization.
9. Enter any additional notes to send to the charity.

10. When complete, select the Proceed button.
11. Verify that all the information is correct. Select Proceed.
12. The online notification will indicate that the transaction has been completed. A receipt will be sent via

email.

Memories

This section will display all stories and photos shared by family and friends. The slideshow is created by the
funeral home and continues to build with photos uploaded by online visitors.

As part of the email notification system, your funeral home will be notified when a donation
is made.*
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Email a Friend

The Email a Friend option enables a visitor to send a friend or family member a link to the deceased’s Book
of Memories.

• Enter name and email address.
• Enter friend’s name and email address.
• Choose an Email Template by selecting one of the two available messages.
• Email Your Friend.

Share on Facebook

• Use the arrow buttons to Choose the Thumbnail image to be visible on the news feed. Check the box
“No Thumbnail” if you would prefer that no image is displayed.

• Where it says Write something, enter a display title.
• From the Share dropdown, choose to share the link on your own timeline, on a friend’s timeline, in a

group, on a page you manage, or in a private message.
• Select the Share Link button to share the direct link to the deceased’s Book of Memories.

Subscribe to RSS Feed

The RSS Feed section allows online visitors to subscribe to a Book of Memories to keep them updated on
any changes.

• Use the drop down to select which program will run the RSS Feed. If your program is not within the
list, select ‘Choose Application’ and locate the program on your computer.

• The links shown on the right are previous RSS Feeds. Select any one to open or ‘Subscribe Now.’
• There are two options: Home Page is used if your web browser sets up this program as your home

page and Google Reader is recommended if you do not have a home page as described above.
• Login to the program.
• The navigation on the left side will contain any subscriptions such as the RSS Feed (shown at bottom

of image).

Share on Twitter

The Share on Twitter section allows online visitors to share a link to a Book of Memories with Twitter
followers. Login to Twitter and the system will generate a tweet that contains the link. Your own message
can be entered after the link. Click Tweet and then view.
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Subscribe Via Email

This feature allows Book of Memories visitors to sign up for email notifications for any updates including
new condolences, new stories, etc. The email notifications are sent once a day.

• Enter your email address and ‘Subscribe to Updates.’

Upload a Photo

• Select Add Files.
• Locate the image(s) on your computer. Select up to 10 pictures (5 MB per picture) at a time. Click the

first picture, hold the Control key down on your keyboard, then select the other pictures. If you only
need one, either double-click the photo or click on it once and select the Open button.

• Enter a description for the photo(s).
• Start Upload.

Upload a Story

Selecting a photo for the story is optional and you can choose from the available photos listed or upload
your own in the ‘Upload a Photo’ section of the Book of Memories.

• Enter a name and email address.
• Select from the photos displayed.
• Enter the story title.
• Your Story – Write the story in the space provided or if it is located in another program, copy and

paste into this section. Notice the Bold and Italics options for text. Also, if you paste the story in this
field, click on the eraser in the menu to remove unwanted formatting from another program.

• Preview to review the story.
• Submit This Story or edit the information.
• Once the story is submitted, the online visitor will receive a thank you message.
• Close Window

The funeral home has the option to either turn on or turn off the approval process. If the
approval process is not activated, all photos will immediately load into the Book of
Memories. If the approval process is on, the photo must be approved by the funeral home or
family (from within the Family Login) before becoming visible to the public.

!
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Family Interactive Login

When a family uses their login capabilities, they will be able to:

• View and print all public and private condolences.
• View flower cards from all flower orders.
• Upload photos and stories.
• Approve photos and stories that have been shared by online visitors.
• Send e-thank you cards.
• Change the Book of Memories theme.
• Change the password for the family login.

Sending E-Thank You Cards

The E-Thank You Card system allows families to design and send an electronic thank you card to anyone
who has included an email address with their condolence, candle, or donation.

• Next
• Select a card design by clicking on the image.
• Use the drop-down to add a preset message. Once the message is chosen, it can be edited.
• Enter the family’s name and email address for replies.
• There will be a preview at the bottom. Review and make any corrections, if needed.
• Next
• Select all recipients of the e-card or Select All to include everyone.
• Next
• Review. Next
• Once sent, there will be a message stating that the e-card has been marked for delivery and should

be received within 24-48 hours.

FAQs on Book Of Memories >><< Print Condolences

The funeral home has the option to either turn on or turn off the approval process. If the
approval process is not activated, all stories will immediately load into the Book of
Memories. If the approval process is on, the story must be approved by the funeral home or
family (from within the Family Login) before becoming visible to the public.

!
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FAQs on Book Of Memories
Below are a list of common questions regarding the Book of Memories. If you are still unable to find a
solution to any problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: How do I delete/modify a condolence message, candle message, story, or donation written
in the Book of Memories?

Answer: To hide, modify or delete a specific tribute saved within a particular record:

1. Open the record in question.
2. Navigate to Book of Memories > Tributes or Tributes > Modify Tributes.
3. Scroll to the tribute you need to delete/modify.
4. Select the ‘Edit’ or “Delete” button.
5. If editing, Save your changes.

Question: I am receiving condolences through my email but they are not appearing on the website.
Why?

Answer: Visitors are able to specify whether a condolence is private or public. All condolences are emailed
to family members but if the condolence is private, it will not be visible on the Book of Memories.

Question: Why am I not receiving condolence emails any more?

Answer: verify your email address in your settings.

1. Navigate to System Settings > System Profile > General Settings.
2. You will see a field called “Guest book monitoring e-mail”. This is the funeral home email where all the

condolences will be sent.
3. Make sure the email address is current and correct.
4. Click “Save Settings” at top right.

If the email address listed is correct, check your spam/junk mail folders.

Question: Why aren’t the maps generated by Google Maps working for us?
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Answer: If Google is not generating a correct map, check your locations database to ensure that all address
information fields are filled out and correct. Google requires all information to generate the proper map.

1. Navigate to System Settings > Databases > Locations.
2. Click on the location name.
3. Verify all the information is correct.

If the information is correct, you can set up GPS Coordinates to help. To find the GPS Coordinates of a
specific location: Right-click the location in Google Maps and select ‘What’s here?’ The coordinates will
appear under the search box.

Question: How can I set up a Book of Memories for a family even though the service was not with
our funeral home?

Answer: A Book of Memories works the same way as a Web-only Record.

1. Navigate to your Main > Records.
2. Mouse over the ‘Add a New Record’ button at top right.
3. Select the ‘Book of Memories’ option.

To learn how to add this type of record, refer to the Create a Book of Memories Page section.

Question: Why aren’t the photos and stories shared by families appearing in the Book of Memories?

Answer: The approval process for photos and stories is currently on in your system. These need to be
approved by either the family, from within the Family Login, or the funeral home, from within the Approve
Photos or Approve Stories section, before they become visible in the Book of Memories.

Question: How does a family member remove a photo that has already been approved and is visible
in the Book of Memories?

Answer: The family is not able to remove a previously approved photo. The funeral home can do this by
opening the record and navigating to Book of Memories > Manage Photos. Click on the ‘Delete’ link located
under the photo that needs to be removed.

Question: Why is there no picture appearing for a record listed on the Current Services page?

Answer: Each record needs one photo designated as the primary picture.
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1. Open the record and navigate to Book of Memories > Manage Photos.
2. Select ‘Set as Primary’ under one photo.

The picture will then load at the left and appear on the Current Services page.

Question: How do I completely remove the candles from the Book of Memories?

Answer: There is no way to completely remove the candle images from the Book of Memories. Please feel
free to visit our Memorial Candles section for more information.

Question: Can we remove the verification code in the Book of Memories? It can be hard to read.

Answer: It can be removed however, we highly recommend choosing a different captcha (verification box)
instead to prevent spam emails from posting in the Book of Memories.

1. Navigate to your Main > Book of Memories > Global BOM Settings > Captcha Preference for BOM
Pages.

2. There are four options:

• Do not display Captchas (removes the verification box)
• Google Re-captcha (standard Google verification)
• Simple Math (ex. what is 12+11)
• Candle Count (ex. enter the number of lit candles at the top of the page)
• When complete, click Save Settings.

Question: I do not want the Book of Memories home page displayed when a deceased’s name is
clicked on. How can we set up the link to go immediately to the Book of Memories?

Answer Yes, you can turn off the home page.

1. Navigate to your Main > Book of Memories > Global BOM Settings.
2. Remove check from the ‘Disable BOM Tunnel Page’ box.
3. Click Save Settings at top right.

Question: How can I help a family that keeps receiving an error message when trying to post a story/
condolence to the Book of Memories.
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Answer: Error messages can be caused by our security filters blocking the posting. The system’s filter
checks all messages for inappropriate words. If one is found, the message won’t be posted. The filters are
overly sensitive but it’s better to be safe than sorry. If the filter blocks a submission, funeral homes can post
a message for the family. In the Book of Memories, start the condolence or story submission process. Enter
all the information such as name and email address of person submitting then enter one letter in the
message field. Submit.

1. Go to the record > Book of Memories > Tributes.
2. Locate the message and select Edit.
3. Copy and paste the rest of the message into the field and Save.

The message will then be visible on the Book of Memories.

Question: What happens when people make a donation through the Book of Memories? When do the
charities receive their money?

Answer: My Tribute Gift handles all credit card donations for all registered charities in North America
through the Book of Memories. The “umbrella” charity organization processes the payments every three
weeks and sends the accumulated funds to the charity with all the details pertaining to each donation.
Those charities registered on ACH (direct deposit) will receive the funds faster than those that are mailed
checks. The My Tribute Gift website offers ACH registration and a secure login for the charity to directly
access their donation data at any time. The charity can find current info on all the donations, check on funds
waiting to be processed from the site, and have funds deposited directly to account with as few delays as
possible. Charities can find out more information at the My Tribute Gift website. If you have concerns about
any donations, contact My Tribute Gift. Contact information is below.
1-855-355-8141
info@mytributegift.org
3495 14th Avenue, Markham, ON, L3R 0H4
www.mytributegift.org

Question: Is there a way to upload a large number of photos to a record all at once?

Answer: Yes.

1. Go to the folder on your computer that contains the photos you want to upload.
2. Highlight all of the photos that you want to add to the record and then right click.
3. In the pop-up window, go to “Send to” and select “Compressed (zipped) folder”.
4. Give the folder a name you’ll remember.
5. Go to Manage Photos within the record and select “Upload New Photo”.
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6. Click “Add” and select the compressed folder.
7. Finish the upload process and all photos contained in that zipped file will be added to the record.

Question: How do I help a person who says their credit card is good but the transaction is declined
when trying to light a candle?

Answer: Transactions are either accepted or declined by the credit card company. If what the card holder
entered doesn’t match exactly what the credit card company has on file for that card, the transaction will be
declined for the card holder’s protection. In situations like this, it’s best to suggest that the person contact
their credit card company to verify that their information is correct.

Question: Why are some people who are trying to pay for a candle directed to a web page asking
them to enter a lot of personal information?

Answer: FrontRunner is not asking for or storing any personal information. This is a security feature set up
by credit card companies. Visa has Verify by Visa. Master Card has Secure Code. There are various other
security features created by credit card companies. Should a person contact you about this, suggest that
they contact their credit card company or to visit their website for more information.

Question: How do I add a local charity as the Family Preferred charity?

Answer: If you have searched the Master Database for a charity and can’t find it, you will need to add it to
your database. This often happens when you need to add a new trust fund for a family or if there is a small
community organization that is not a registered charity.

Go to System Settings > Databases > Charities. All charities ever added will be visible. To add another one,
click on “Add a Charity” in the upper right corner. Be sure to enter all necessary information including the
fulfillment method. Once the charity is added, return to the record and click the drop down for Non-
Charitable Organizations. Locate the charity and Add it to the Family Preferred list. Save.

Question: How do I correct a mistake in a message or delete a message entirely from the Book of
Memories?

Answer: Open the record. Any message submitted to a Book of Memories (Candle, Condolence, Donation,
or Story) can be edited in the record.

• If it’s a Standard record, select Book of Memories > Tributes. Locate the message that needs to be
corrected (Edit) or removed (Delete). Save.

• In Web Only records, go directly to Tributes. Follow the same instructions as above.
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Record Settings

Records can be edited or deleted at any time.

The Edit Record Settings buttons is visible once a record is open in Web
Details. There are multiple options:

Post to

Facebook:

If your firm has a Facebook account and the set up is complete, the app can be integrated within the Pulse
system to ensure that when a Book of Memories goes live, the link to it will post to your Facebook page. If
you do not app this app and would like more information, please contact your Success Coach:
success@frontrunner360.com.
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Publish to Web:

When the record is ready to publish to the Book of Memories, set to Yes.

Current/Past:

Force a record to be current if, for example, a person passed away six months ago but the memorial takes
place tomorrow. The record can be forced to be current and will appear as a current service on the website.
Note: The status needs to be changed back following the service otherwise it will remain as current forever.

File Number:

The number is automatically generated: initials of the funeral home, the date the record is created, and the
record number for that day. This number can be replaced with your funeral home’s own filing numbers.

Deceased in Military
Person Making Call
Branch
Mode – Web Only or Standard
Service For – Adult, Infant, Still Born, or Other.
Status
Type of Disposition
Service Type

Add Record to Fallen Heroes Wall >><< FAQs on Book Of Memories

Delete Record – option is visible on Edit Records Settings pop-up.*
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Add Record to Fallen Heroes Wall
The Fallen Heroes Wall was created to represent the services of those men and women who have given
their lives in the line of duty as a police officer, firefighter, or emergency medical technician. Fallen Heroes
can also include military personnel, including Coast Guard and Army Reserve, who died in active service.

To add the deceased’s name to the Fallen Heroes Wall, open the Record > Book of Memories > Theme.

Check the box beside ‘Include this record on the Fallen Heroes Wall’ in the Book of Memories settings
section.

Select the ‘Save’ button.

Add Record to Veterans Memorial Wall >><< Record Settings

To activate this feature in the system, contact your FrontRunner Success Coach.*

This field will not be available to check in separate management company systems. It can
only be accessed through the record in FrontRunner.*
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Add Record to Veterans Memorial Wall
The Veterans Memorial Wall allows you to add the names/records of those who have had extensive
experience in a particular field, especially military service, to a wall/page on your website.

To add the deceased’s name to the Veteran Memorial Wall, open the Record > Book of Memories > Theme.

Check the box beside ‘Include this record on the Veterans Memorial Wall’ in the Book of Memories settings
section.

Select the ‘Save’ button.

Post Your Obits to Facebook >><< Add Record to Fallen Heroes Wall

If you would like to activate this feature in the system, contact your FrontRunner Success
Coach.*

This field will not be available to check in separate management company systems. It can
only be accessed through the record in FrontRunner.*
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Post Your Obits to Facebook
Facebook is a great tool for individuals, businesses, organizations, and brands to share their stories and
connect with people, including potential clients.

Facebook Pages, like timelines, can be customized by adding apps, posting stories, hosting events, and
more. Engage and grow your audience by posting regularly. People who like your Page and their friends will
see updates in their News Feeds.

You can create a Facebook page through your personal account.

Note: Only the official representative of an organization, business, celebrity or band is
permitted to create a Facebook Page.*

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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Facebook Integration

Funeral homes can easily post online obituaries to their
Facebook page through the Book of Memories with minimal
set-up required. This will allow anyone who has liked your
Facebook page to view the Book of Memories summary, read
the obituary, and link to the funeral home website. This is
particularly helpful in communities where local newspapers
don’t publish every day.

Main > Book Of Memories > Facebook Page Management.

Follow the instructions and select the Click Here to Begin
button. This will open your Facebook page. Click the Go To
App button.

Note: Make sure your name is listed under the About This App section. The funeral home
page will be chosen in the next step.*
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Only the funeral home or business page where obituaries will post are displayed in the ‘Manage Your
Pages’ section. Click the ‘X’ to the right of any additional pages to remove them.

Leave the Post on your behalf section as is.

Click Allow. A new page will ask for verification of which page(s) will post obituaries. Select your funeral
home page and click Save. Click OK to return to the FrontRunner system.
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Post Obituaries on Facebook

Open a record and click on Edit Record Settings. Select Yes – Post to Facebook and then Save.

Facebook searches for new records every 15 minutes; your record will auto post at that time.
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To update an obituary already posted to Facebook, delete the record from your Facebook page and then go
to Main > Book Of Memories > Facebook Record Management. Click the Re-Post button to the right of the
record.
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If you have a Twitter account and would like your obits to push to it as well, download the Twitter app from
your Facebook account. Anything that is posted to Facebook will then post to Twitter.

Mobile Case Management >><< Add Record to Veterans Memorial Wall

Note: The record will say ‘Pending’ until it auto posts to Facebook (15 minutes). There is no
way to change how the information appears / displays in Facebook.*
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Mobile Case Management
Whether controlled on a smaller cell phone screen or a larger screen such as an iPad or tablet, the Mobile
Manager uses responsive technology that auto-adjusts its sizing to be highly functional on any sized device.
Some of the features include the ability to add new deceased records, edit existing records, create and
modify obituaries, view today’s service schedule, access a rolodex of business contacts, submit support
requests, access past death records through an easy-to-use search function, and view system
announcements.

This app is for the use of our funeral home clients, not their families.

• If you don’t have a mobile site, click on Admin at bottom of page.
• If you do have a mobile site, click on ‘Full Site’ and then scroll to ‘Admin’ at bottom of page.

Once you click on ‘Admin’, the login screen will appear. To save the site as a bookmark/icon on your
iPhone*:

• Hit the share icon.
• Select ‘Add to Home Screen’
• Select what you would like to call the icon.
• Select ‘Add’ or ‘Save’

To save the site as a bookmark on your Android phone*:

• Save to Bookmarks
• Choose a label name.
• Select ‘Add to Home Screen’.
• Select ‘Add’ or ‘Save’

Enter your Username and Password to access the system.

If you would like to have access to this app, contact your FrontRunner Success Coach.*

These directions will vary depending on the type of smartphone and browser being used.*
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Choose to View Records – Create Record – View Schedule – or Logout

View or Edit Records: All records will be listed. Click on the one to view or edit. All Basic Information will be
accessible to change. Scroll down to the section that requires changes and enter the information. Press
‘Save Record’ at bottom right of screen.

Click on the ‘Home’ Button at top left of screen at any time to return to the main screen.*
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To access additional options, press ‘Options’ at top right of screen.

Press ‘View/Edit Tributes to access ‘Memorial Candles’. Press the ‘Memorial Candles’ arrow button at
bottom right of screen to access ‘Condolences’, ‘Donations’, and ‘Shared Stories’.

Press the ‘Back to Record’ button at top left of screen to return to the ‘Edit Record’ screen.
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To change the Book of Memories theme, choose the ‘Category’ and then ‘Theme’ to select. Scroll down to
see all other available options:

• Disable Funeral Home Candle
• Disable Anniversary Notification
• Photo & Story Approval System Settings
• Press ‘Save’ at top right of screen when complete.
• Press ‘Back’ at top left of screen to return to the ‘Edit Record’ page.
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To access today’s schedule, press Services, Visitations, or Dispositions from the schedule screen.

Note: Add to home screen or bookmark on newer devices (top) or on older devices (bottom):
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FAQs on Records >><< Post Your Obits to Facebook
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FAQs on Records
Below are a list of common questions regarding records. If you are still unable to find a solution to any
problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: I am trying to upload an image but it’s not working. What am I doing wrong?

Answer: The most common reason why an image won’t load, is its size. Before uploading, please ensure
that the size of the image is equal to or smaller than 1280×1024 pixels. Optimizing images for the web is
also recommended. This can be done by adjusting the DPI to 150 or lower. Also, it’s important to note that
the bigger the image, the longer it will take to load for your online visitors. Another common problem is
photo file names. The names should not contain any special characters (commas, #, &, apostrophes, etc..)
otherwise the image may break. Rename the photo using only numbers and letters before uploading it into
the system.

Question: I’ve just created a new record and I can’t find it under Current Services. Where did it go?

Answer: There are two reasons that a new record may not be saved as a Current Service.

1. The date of death was not entered and saved. Without a date, the system is not instructed to place
the record in the Current Services category and will instead file it under Past Services category by
default.

2. The date of death is prior to the number of days a record is considered current in your system. This
can be adjusted through a) System Settings > Profile > General section > Number of days a record is
current or b) Record > Web Details > Basic Information > Current/Past. This will force a record to be
current within the system but change it back following the service otherwise it will remain ‘current’
forever.

Question: I have set a record to be current but it is not showing up on the home page of my website.
Why?

Answer: The home page will only list a certain number of names. Example: If you go to the current services
page on your website, the specific record may be on page 2 listed as the 12th record. Your home page may
only show 8 records.

Question: How can I show more records on my Current Services page?
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Answer: Login to your system and navigate to Website. Go to Current Services page and click Edit Page
Details > Edit Content. You will see a drop down for “Number of records per page”. Choose a number and
then click on Save.

Question: How can I sort the records on my website by service date?

Answer: Login to your system and navigate to Website. Go to Current Services and click on Edit Page
Details > Edit Content. You will see a drop down for “Current Funeral listing order”. Choose ‘By date of
death’; ‘By last name’; or ‘Service date’. Save.

Question: The information I’m entering is not saving properly. How can I fix this?

Answer: If you are experiencing save issues, please make sure you only have one browser window open at
a time. If that isn’t the problem, try clearing your cache (refer to the FAQ – General) or close all windows
and navigate back to your site login page. By following any one of these steps, you should be able to save
the information without any issues.

Question: How do I delete a funeral record?

Answer: There are times that you may need to delete a funeral record from the system. However, if you only
want to remove the funeral record from the website, simply hide the record instead.

To hide a record:

1. Open the record.
2. Select the “Edit Record Settings” button at the top right.
3. Change the “Publish to Web” drop-down menu to No.

To completely delete a record from the system:

1. Open the record.
2. Select the “Edit Record Settings” button at the top right
3. Click the “Delete Record” button.

Question: We create our own videos. How can I upload them into records?
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Answer:There is currently no option to upload your videos into the system. If you use another third-party
company, copy its URL into your record in the Video Link field. However, there are two options within the
system to create Digital Video Tributes. Contact your Success Coach for more information.

Question: Why can’t I see the new file number I have added to a record?

Answer: File numbers are automatically generated when a new record is created. These numbers can be
changed at any time but your browser may not immediately update the information.
This can be resolved by a ‘refresh’ or a ‘cache clear’.

1. To refresh, press F5 on your keyboard or click the refresh button at the top of your browser. If a
refresh does not work, proceed to step 2.

2. Clear your cache by going to Tools at the top of your browser > Options. The various browsers use
different settings but you will be presented with options to view or delete Browsing History. This will
clear the browser’s memory and the new file number will be visible the next time the record is loaded.

Question: How can I find an older record that is not appearing within the list?

Answer: To locate an older record in the system, go to Main > All Records. This will display all records in the
system. Type in the name in the search box or click on the first letter of the deceased’s last name. There is
also an Advanced Search option to filter your search by name, client number, service date and/or date of
death.

Question: How can I change the length of time that records are listed as ‘current’?

Answer: To adjust the length of time that records are listed as current:

1. System Settings > System Profile > General Settings.
2. Change the days to a smaller or greater number.
3. Save.

Question: How can I delete a record?

Answer: To delete a record, open the record through the Main tab.

1. Click on “Edit Record Settings” at top right.
2. Click on “Delete Record” at bottom right in new window.

Question: How can family members receive condolence emails?
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Answer: When a record is created, funeral homes have the option to build a condolence email list. Any
emails listed will receive condolences once a day. There are various reasons why families are not receiving
these emails:

• The email address was spelled incorrectly in the record
• The email addresses were not separated by commas when they were entered. *Note there are no

spaces in the comma separated list. Example: john@smith.com,mark@smith.com,debbie@smith.com
• The emails have not been sent by the system yet.

If this issue persists, contact us to trace and verify the e-mails sent.
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Edit / Publish Your Website
You can access the administration of your website at any time to add, edit, and delete content; rename,
hide, or move pages; and update your messaging and links for online visitors. Changes can be made and
published quickly.

Navigate to your Website tab in the top menu of the system to display your website’s home page.

To make changes to a website page, navigate to the page. Depending on the page module, you will see one
of two menu options:

• Edit Details: Edit the page title, enter search keywords and descriptions, and access all of the
modules. Modules are different page types that determine how the page will function.

• Edit Security: Access security to apply secure (login) access to a page outside of administration.
• Edit Header: Add additional content to the top of the page.
• Edit Content: This button is used most often to change the page content (text, pictures, hyperlinks).
• Edit Footer: Add additional content to the bottom of the page.

Mouse over ‘Edit Page Details’ to access:

• Edit Content: This button is used most often to change the page content (text, pictures, hyperlinks).
• Edit Details: Edit the page title, enter search keywords and descriptions, and access all of the

modules. Modules are different page types that determine how the page will function.

To maximize the screen for editing, select above the menu on left. You can
Expand the Menu at any time to access menu items.*
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• Edit Security: Access security to apply secure (login) access to a page outside of administration.

• Web Page Editing
• Manage Web Page Settings & Files
• Advanced Website Editing
• Wireframe Editing
• Publish Website
• FAQs on Website
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Web Page Editing
Basic Website Editing

A WYSIWYG module (What You See Is What You Get) is the default module for all new pages and
functions like Microsoft Word.

Edit Page – Click on the icon to access all menu feature icons of this module.

Type in text to the page or copy and paste from another source.

Once complete, the font, font size, font style and color of the text can be changed BUT this is not necessary.
The website design incorporates a default font and font size to ensure a consistent look on all pages.

Text Styling Options: bold, italic, underline or strike-through
Styles: Apply pre-defined combinations of various formatting options to block and inline elements.

Most pages use the WYSIWYG editor within the main body, header and/or footer. While the
page loads, some code will appear for a brief time; this is the HTML generated by the
module.
*

If you are copying and pasting from another source it is highly recommended to copy and
paste into Note Pad first, then copy and paste into your Web page.

!
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Normal: Apply pre-defined block-level combinations of various formatting options.
Font: Change the typeface, font size, color, or background color of the text.

Text Layout: Set alignment to left, center, right or justified.

Rich Text: Create a numbered or bulleted list.

Other Basic Editing Topics:

• Add a Photo
• Create a Link/Hyperlink

Add a Photo >><< Edit / Publish Your Website
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Add a Photo

Place the cursor where you would like the picture to display either on a new line (larger image) or at the
beginning of a paragraph (text to wrap around a smaller image).

Select the icon then the Image – Insert an Image icon.

A pop-up window will appear with the following options:

My Images

These images are currently loaded in the system. Scroll through until you find the image you need; click to
highlight and click on OK.

Upload Image
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Browse to the file on your computer and open. There are several ways to adjust the image:

• Auto-resize large images – forces the image to be contained within the actual width of the page.
• Auto-optimize to 60% quality – adjusts the quality of the image to make it faster to download (lower

quality = faster download).
• Change width to ___ pixels – use one of two sizes: 250 for smaller images if you want text to wrap

around or 450 if the image is to appear the full width of the page. You can always shrink down once
the image is on your page.

• Change height to ___ pixels – the height will automatically adjust when width of image is changed (do
not adjust both the width and the height otherwise the image will be distorted).

Image Properties

Once the image appears on your page, double click on it or right click to access > Image Properties.
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• Alternative Text: Add text to describe photo in the event that the image doesn’t display properly for
online visitor and to help with search engine optimization.

• HSpace: Add padding (pixels) to the right/left side of the photo (recommend 10) to create space
between image and text.

• VSpace: Add padding (pixels) to the top/bottom side of the photo. (recommend 10) to create space
between image and text.

• Alignment – select whether the image will sit on the right or on the left. This option is used when you
have a smaller image on your page.

Create a Link/Hyperlink >><< Web Page Editing
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Create a Link/Hyperlink
It only takes a few seconds to create a hyperlink to another page on your website, an external website or
email address, or a file.

Highlight text or a graphic to link and click on the Link icon in menu:

A pop-up window will open. Choose from one of the link options:

1. My Site – link to any page on the website.
2. External or Email Link – link to an email address or URL. *Note: when linking to an external website,

check ‘Open link in new window’.
3. File from my Folder – link to a file (ex: PDF). Note: The file must first be loaded into the system before

linking to it. Click here for information on how to upload a file.

If you need to edit the link once it’s created, right click the link. Link: Change the URL and/or set the Target
to determine how the link will open (ex New window (_blank) option will open the link in a new browser
window).

To delete a link, highlight the link and click the icon to the right of the Link button in the menu.

Add Staff Members >><< Add a Photo
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Add Staff Members
The Staff Directory module allows you to easily add information about your staff as well as pictures. Fill in
the fields and the module will generate a professional page that features names, titles, images, bio and
contact information.

Navigate to the staff page on your website. If you require a new page, refer to Create a New Page.

Click ‘Edit Content’ to access the Staff Listing Control Panel.

• New – add a new staff member.
• Edit – edit an existing staff member listing.
• Delete – delete an existing staff member listing.
• Positions – change the order of how the staff members are listed on the page.
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• Visible – This can be useful if, for example, a particular staff member is on leave and you don’t want
to delete the listing from the directory.

• Position – Ignore – it’s much easier to adjust this by clicking on ‘Positions’ within the Control Panel
• Layout – Specify whether the person’s picture will appear on the left or the right of the text

description.
• Picture – Upload Picture > Add File > Start Upload > Proceed

Only those fields with information added will be visible on the page:*
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Then select the image filename from the dropdown list.

• First Name, Last Name, Title / Position in Company
• Email, URL (website), Toll Free Phone, Office Phone, Fax Number, Home Phone, Mobile Phone.
• Description – a short summary (bio) of the individual or the job they perform.
• Edit ‘MORE INFO’ Page – This will open a WYSIWYG page to enter a more detailed description (bio)

of the staff member that will open from the listing.
• Save

Add Facility Photos >><< Create a Link/Hyperlink
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Add Facility Photos
The Picture Gallery module displays images and descriptions.

Navigate to the Facilities page on your website. If you require a new page, refer to Create a New Page.

Click ‘Edit Content’ to access the Picture Gallery control panel.

• New – add a new picture
• Edit – edit an existing picture
• Delete – delete an existing picture
• Positions – change the order of the pictures on the page

Available fields within each picture listing:

• Visible/Hidden – If an image is hidden, it remains within the control panel but not visible to online
visitors.

• Position – Ignore and use the Positions option within control panel.
• Layout – Determine whether an image will display on the left or right of the descriptions.
• Action when clicked – Select if the picture will open normally, full page or in a new window.
• Picture – Upload Picture to load photos to the website. The main picture should be a larger version of

the thumbnail size.
To upload a picture, Upload Picture > Add File > Start Upload > Proceed
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Then select the image you uploaded from the drop-down menu.

• Title – Choose the font, font size, color and effect
• Description – Choose the font, color and effect
• Save
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Add Products >><< Add Staff Members
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Add Products
The Integrated Product Catalog displays products added to the Product Database. Various products are pre-
loaded into the system but more items can be added at any time.

Navigate to a product page on your website. If you require a new page, refer to Create a New Page.

Add Product

A pop-up window will appear. Use the + to expand the categories until a particular product is located. When
a product is selected, the image will load on the right with the name and code. To add that product to the
page, Add. Repeat until all products for a page are added.
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Change Product Order

There are 4 options:

1. A-Z – list the products alphabetically.
2. List according to pricing (high to low).
3. List according to pricing (low to high).
4. Drag and drop within the list.

When complete, Apply and Done.

To delete a product from the page, select Remove from below the image.

Manage Web Page Settings & Files >><< Add Facility Photos

FrontRunner Professional FrontRunner Manual - 1

Page 189 of 589



Manage Web Page Settings & Files
See one of the topics below to manage your website’s page settings or upload a file.

• Organizing Web Pages
• Create a New Page
• Page Settings
• Upload a File

Organize Web Pages >><< Add Products
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Organize Web Pages
Create, move, rename, re-parent
or delete web pages. The
website navigation can be
restructured within minutes.

Navigate to Website > Manage >
Site Map.

The Site Map is presented in a
tree style layout. All pages
contained within the menus
across the top or left side of the
site are arranged in the order
they appear.

Floating Pages are those pages
not contained within the
navigation. They can only be accessed via a link.

Arrow buttons:

• Dark arrow button pointing right: represents a menu item that has child pages. Click arrow to expand
the menu and reveal all the pages below.

• White arrow button pointing right: represents a menu item that has no child pages.
• White arrow button pointing down: represents an expanded menu.

Move a Page > Select the MOVE button beside the page you would like to move. Select the MOVE HERE
button where the page needs to be located.
Rename a Page > Click on any page name to change the name. A pop-up will appear. Replace Label name
with new page name.
Delete a Page > Select the TRASH button beside the page to be deleted. Please note: this will permanently
delete the page.
Hide a Page > Select the HIDE button beside the page to hide. When a page is hidden, its name will
surrounded by brackets within administration. The page won’t be visible to the public.
Unhide a Page > Select the UNHIDE button beside the hidden page to unhide. The brackets surrounding
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the page name will disappear.
Undo/Redo a Change > Use this feature to reverse changes made in the Site Map. Anytime an action is
performed in the Site Map, it can be undone.

Save

Create a New Page >><< Manage Web Page Settings & Files

Top Menu Navigation: This navigation level is not accessible to edit.
Main Navigation: These pages are visible within the left or middle menus.*
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Create a New Page
Quickly add a new page to your website.

Navigate to Website > Manage > Site Map.

An ADD link is found within each section of the
Site Map. Click on any of the arrows to show
the child pages/sub-pages to locate the
section where the new page will be created.
Click the ADD link at bottom of that section. A
pop-up will appear. We suggest filling in the
following fields to improve your website’s
search engine performance.

1. Label – page name – word(s) visible
within the menu.

2. Page Title – is normally displayed above
the main text on a web page. It’s recommended that the title is different than / expands on the label
name. This will help with your Search Engine Optimization as well as all Quick (keyword) Searches on
the website. If, for example, a page Label is ‘Directions’, the Page Title could be ‘Directions to
‘Funeral Home Name’.

3. Browser Title – is displayed along the top left of the web browser. It can describe the page content
and include important keywords to help with the website’s Search Engine Optimization. The Browser
Title is also indexed by FrontRunner Professional and is used by the Quick Search keyword functions
on the website.

Click Ok.

Once a page is added, it can be moved anywhere in the navigation including Floating Pages*. Use the
arrows to expand the menus and find the spot where the page will be located. Click on the ‘Move’ button
beside the page to be moved. Click on ‘Move Here’ where the page needs to be located. Save.

*Floating pages are not contained within the regular navigation. For visitors to access a floating page, it
must be linked from another page/source. To learn how, refer to the Creating a Link section.

Page Settings >><< Organize Web Pages
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Page Settings
Before adding content, it’s important to edit the page’s settings.

Navigate to Website > Edit > Site: Navigate to the new page. Select the Edit Details button at the top right.
There are 3 sections that should be checked and corrected if required:

• Page Settings – Enter all the necessary information (Page Title and Browser Title)
• Optional Settings – Add search keywords (also called metadata) and descriptions for the search

function.
• Page Action – By default, new pages are set to use the WYSIWYG Module (refer to Website Editing).

There are many page modules; select the one that will best display the page’s information.
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Save. Edit Content to add content to the new page.

Upload a File >><< Create a New Page
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Upload a File
Upload any file such as Word or PDF documents to your website.

Navigate to Website > Manage > Files.

Select one of the Browse buttons to upload a file / document (jpg gif pdf etc.). Locate the file on your
computer and click Open. (When uploading video files, please make sure they are either in a .avi, .mov or
.wmv format.) Up to 5 files can be uploaded at a time. Select Upload File(s). A status pop-up will appear.
When completed, click ‘Close’.

The file(s) will appear in the website’s personal folder. To make the files accessible to online visitors, create
a hyperlink from text or images. To create a link, refer to Creating a Link.

Advanced Website Editing >><< Page Settings
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Advanced Website Editing
Page Modules

There are many different page types you can create.

To determine which module is applied to a page, click ‘Edit Details’. Scroll to
Page Action, the fourth section on the page to find which module is marked. Click
on any module to learn more information.

• WYSIWYG Module – similar to working in Microsoft Word. Edit text, add
photos and hyperlinks.

• Business Directory Module – Quickly generate a listing of local businesses. The module generates a
professional directory that can include a description of the business and contact information including
phone numbers and website URLs. Corporate logos or photographs can also be added to enhance
overall sophistication.

• Calendar Page – Create and manage an online calendar of events.
• Frequently Asked Questions Module – This module creates a professional looking page to display

common questions and answers. The list of questions appears at the top of the page; each is linked to
its answer.

• Open an Email Form – Create a custom e-mail responder form for interactive feedback.
• Open a Guest Book Module – This module encourages online visitors to sign the Guest Book and

leave a comment. This could also be used as a feedback area where others can read comments
about your funeral home services.

• Open a News / Newsletter page – A simple way to create and update a web log or news page. Similar
to a WYSIWG page, your newsletter, upcoming events, images and hyperlinks can easily be posted to
the page. Unfortunately, this module’s mailing list is not equipped to check for SPAM. If you would like
to email newsletters, we encourage you to visit Constant Contact.

• Picture Gallery Module – Add photos, titles and descriptions. When pictures are clicked, a larger
image opens.

• Open a Product Catalog – Use this product module for e-commerce. Quickly generate a product page
where graphic and text orientation is controlled. The header and footer both use a WYSIWYG editor
to help create a professional looking page.

• Open a Poll – An easy way to create a survey and receive results from online visitors.
• Staff Gallery Module – Easily create and modify your staff listings.
• Child Browser Module – View the secondary navigation (child) pages on the main navigation page.
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• Contest Module – Hosting online contests. Features random selection of individuals and
downloadable spreadsheets of entrants’ information.

• External Web Page Module – Page link takes online visitors directly to the external website of an
affiliate or promotional business or organization. The website opens in a new browser window so
visitors never leave your site.

• IMS Integrated Product Catalog – Pull products from the products database and place them on a
product web page. Any updates made to the product database will automatically update the products
added to web pages.
Open a Quote Builder – Allows you to generate a professional price builder of any product, or service
you offer. This highly flexible module automatically calculates the total on the fly providing the user
with an instant total for the goods and services they require. You control whether an item can be
ordered in multiples, is a mandatory item or only one selection per section.

• Site Map Module – Provide an overview of the website and easily navigates to any portion of it from a
single page; search capabilities are also provided.

Uploading a Video >><< Upload a File

If you choose to change the page module on an existing page with content, when the
module is changed, all content will be deleted. If you wish to keep the content, copy and
paste it into another file (Word or NotePad) before changing the module. The old content
can then be copied from other source.

!
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Uploading a Video
It is possible to add a video to web pages. Ideally, the video will be loaded and operational within YouTube
or a similar web system. It can then be linked from your website or the video can be embedded on the page.
Choose the option from YouTube (for example) to Share – Embed video. Copy the code supplied and then
choose Source from the menu.

To display a video that is not contained within YouTube or similar system, it must be in a .swf format. (“Any
Video Converter”: http://www.any-video-converter.com/) Upload the file through the Website > Manage >
Files. Browse to the file and click Open. Access the Source (HTML) of page within menu and add the source
code.

Password Protected Page >><< Advanced Website Editing
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Password Protected Page
By setting up security users, specific web pages can be made visible only to those who have the login
information.

Navigate to Website > Manage > Security Users.

• Add Security User – Enter a User Name, Password, and any Notes (if required).
• Use the Groups dropdown to select the group for this user. If there are no groups in the dropdown,

type a New Group in the field below (New Group).
• Save

Return to the web page to make secure. Choose Edit Security from the top right. Un-check Public and check
specific User(s) or Group(s). Save.

Add Business Listing >><< Uploading a Video
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Add Business Listing
The Business Directory Module quickly generates a listing for businesses in your area. The professional
directory can include a description of the businesses, contact addresses, phone numbers, emails and
external websites.

If you require a new page, refer to Create a New Page.

This module includes header and/or footer editing capabilities.

Select the ‘Edit Content’ button.

• New – Create a new business listing.
• Edit – Edit an existing business listing.
• Delete – Delete an existing business listing.
• Edit Settings – Change the options for this module.

Edit Settings

Inherit database from – This allows you to use the data from an existing Business Directory. It will appear
with the same name used for the menu item.
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It’s not possible to add or remove entries from an inherited directory; changes must be made to the original
directory.

Listing Type – Three types of listings are available:

• By Location – Will display all business listings in a particular location (city) below each header.
• By Category – Will display all business listings in a particular category below each header.
• Alphabetically – Will display all business listings in alphabetical order.

List Specific Category Only – Only those businesses within the designated category will be listed. This is
useful when creating a new page using an inherited Business Directory database, and listing a specific
category.

Order of Cities – Arrange the order that city headers are displayed.

Add a Business

Select the ‘New’ button and enter the business name.

Choose a category for this business (optional) if the listings will be sorted by category. If you do not see a
specific category required, leave the drop down blank and enter the new category name directly underneath
the drop down.

Enter any pertinent company information.

Enter a more info page (optional) to add more information about this company. This create a ‘more info’ link
that opens a pop-up window containing the additional information.

Add a thumbnail picture (optional) to add a company logo.
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When complete, select the ‘Save’ button.

Create a Calendar >><< Password Protected Page

FrontRunner Professional FrontRunner Manual - 1

Page 203 of 589



Create a Calendar
The Calendar Page Module displays upcoming events in a simple and easy-to-read calendar that contains
links to event details. A calendar month will only display if the month contains an event. Events are listed in
chronological order by start date.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• New – Create a new event.
• Edit – Edit an existing event.
• Delete – Delete an existing event.
• Edit Header- Edit the top portion (header) of the page.
• Edit Footer – Edit the bottom portion (footer) of the page.
• Edit Settings – Customize the layout of the calendar.
• Test the Page – View the changes made.

Edit Settings

Calendar Display – Designates the events to be displayed.
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• Show all events – All past and future events in the calendar database will display.
• Show all future events – Only events that occur during and after the current month will display. All

past events remain in the database (and can be edited and saved as a current event in the future) but
are not visible to online visitors.

• Show this month’s events – Only events that occur this month will display. Future and past events will
not be visible.

Calendar Style – Determine the layout of the calendar.

• Full calendar – The entire calendar will display.
• Full calendar without weekends – Only weekdays will display, which is useful if your events only occur

Monday – Friday.

Add an Event

Select the ‘New’ button.

Enter the event information within the WYSIWYG editor (white content window).

Enter the calendar entry information:
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Event Name – Enter a short name for the event that will appear on the calendar.

Short Description – Enter a short description, which will appear when online visitor mouses over the event
name. It is also used in the pop-up when no information is entered in the WYSIWYG editor.

Start Date, M/D/Y – Use the drop downs to choose the start date, which determines where the event is
placed in the calendar.

End Date, M/D/Y – Use the drop downs to choose the end date, which determines where the event is
placed in the calendar.

The event will display each day from the start date to the end date.

Start Time, HH:MM – Use the drop downs to choose the start time, which will display with the event and be
used for sorting purposes unless the No Start/End option is chosen.

End Time, HH:MM – Use the drop downs to choose the end time, which will display with the event and be
used for sorting purposes unless the No Start/End option is chosen.

Display Method – This option determines how the calendar event displays.

• No Start/End – No start or end times will display; the event will be listed with no time.
• Start Time Only – The start time will be visible each day the event is shown on the calendar.
• Start Time Once – The start time will only be visible on the first day that the event occurs.
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• Start/End Each Day – Both the start and end times will display every day of the event.
• Starts/Ends Once – The start time on the first day and the end time on the last day will display; all

other days will not show a start or end time.

*Recurring* – Use the drop downs to select how often this event will occur.

When complete. select the ‘Save’ button.

Guest Book >><< Add Business Listing

Only months with events will be displayed.*

FrontRunner Professional FrontRunner Manual - 1

Page 207 of 589



Guest Book
The Guest Book module creates a guest book that online visitors can sign. All entries are visible on the
website page. Once the page is set up, we suggest that you monitor it from time to time. The option to edit
or remove an entry is available.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• Edit – Modify an entry.
• Delete – Delete an entry.
• Edit header – Edit the top portion (header) of the page.
• Edit footer – Edit the bottom portion (footer) of the page.
• Edit signing header – Edit what visitors see once they sign the guest book.
• Edit settings – Modify such settings as the amount of visible entries per page, add an image, publish

email addresses, etc.
• Test the page – View the changes made.
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Frequently Asked Questions Page >><< Create a Calendar
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Frequently Asked Questions Page
The Frequently Asked Questions module creates a professionally formatted questions and answers page.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• New – Add a new question and answer.
• Edit – Edit an existing question and/or answer.
• Delete – Delete an existing question and answer.
• Position – Change the order of the questions and answers on the page. Click on the question to

highlight and Move Up or Move Down buttons. When complete, select the ‘Submit’ button.

Add a Question

Select the ‘New’ button.
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Type the question in the first window.

Type the answer in the second window.

When complete, select the ‘Save’ button.

Submission/Email Form Page >><< Guest Book
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Submission/Email Form Page
The Interactive Email Forms module creates forms that online visitors can complete and submit. All
submissions are sent to designated email addresses.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button at the top right.

• To edit a form, refer to the different field types below to understand how each functions.
• To build a new form, use the icons described below.

Checkbox:

Creates a checkbox that users can select or
not. More than one selection can be made.

• Select the ‘checkbox’ icon. A Checkbox
Properties pop-up will appear.

• Enter the name assigned to this checkbox.
(ex. Services Required) Enter the value
(option name ex. Pre-arrangement).

• When a form is submitted, the email will
display the Name (Services Required) and
Value (Pre-arrangement) if Pre-arrangement
was selected by online visitor. If multiple checkboxes are created, the name of each one checked by
online visitor will be listed in the email.

Use the Selected checkbox if the box will be automatically checked (default).

When complete, select the ‘OK’ button.

To include multiple values (more than one clicked checkbox) in the email returned to you,
add [] (left and right square brackets) after the name (ex. Services[] ). All values selected
(ex. Pre-arrangement, Funeral, Burial) will display in the returned email as
Services=array(“Pre-arrangement’,“Funeral”,“Burial”).

*

FrontRunner Professional FrontRunner Manual - 1

Page 212 of 589



Radio Button

Creates a circle that can be selected from
various options. Online visitors can only

choose one option.

• Select the ‘circle’ icon. A Radio Button
Properties pop-up will appear.

• Enter the name assigned to this radio
button. (ex. Contact Preference)

• Enter the value assigned to this radio
button. (ex. Phone)

• When a form is submitted, the email will
display the Name (Contact Preference) and Value (Phone) if Phone was selected by online visitor.
Only the value of the one radio button selected will be listed in the email.

Use the Selected checkbox if you would like the radio button to be selected by default.

When complete, select the ‘OK’ button.

Text Field

Insert a text field in the form.

• Select the ‘text’ icon. A Text Field Properties
pop-up will appear.

• Enter the name of the text field.
• The value of this field is most likely the same

as the name.
• Character Width – Enter the number of

characters to define the space required for
the text field. If left blank, the text field’s size
will be determined by the browser.

• Maximum Characters – Enter the maximum number of characters allowed for the text field. (ex. 10
for a phone number with area code and no spaces.) If left blank, the text field’s size will be
determined by the browser.

• Type – use the dropdown to select whether this will be a plain text or password option.

When complete, select the ‘OK’ button.
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Text Area

Insert a multi-line text area.

• Select the ‘multi-line’ icon. A Text Area
Properties pop-up will appear.

• Enter the name of this text area.
• Enter the number of characters required for

the width of the text area. If left blank, the
text field’s size will be determined by the
browser.

• Enter the number of rows required for in the
text area. If left blank, the text field’s size will
be determined by the browser.

When complete, select the OK button.

Selection Field

Insert a selection / drop down field.

• Select the ‘selection’ icon. A
Selection Field Properties pop-up will
appear.

• Enter the name of this dropdown
menu.

• The value is name listed in the email
sent once form is submitted. This
would most likely be the same as the
name.

• Size – Enter the number of options to
be listed in the drop down menu.

• Enter the text and value of the first
item in the drop down menu. The text
is the name of the item that will
appear in the drop down menu. The
value is the name sent in the email.

• Click the ‘Add’ button.
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Repeat the above steps until all options are added for the dropdown menu.

• Use the ‘Modify’ button to change the name of an item in the dropdown menu. To edit a listing from
the first column, click the name and edit the text within the Text field. To edit a listing from the second
column, click the name and edit the text within the Value field.

• Use the Up and Down buttons to change the order of the dropdown items.

When complete, click the ‘OK’ button.

Buttons

Insert a button into the document form.

• Select the ‘button’ icon. A Button Properties
pop-up will appear.

• Enter the name of this button.
• The value will be sent via email and is most

likely the same as above.
• Type – use the dropdown to select the

button type (submit, reset, etc…).

When complete, click the ‘OK’ button.

After building the form, review the additional information below to ensure the information is correct.
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• Additional Form HTML – Add html to enhance the form but only if familiar with html code.
• Destination Email Address – Enter the email address where the form will be sent. If more than one

email address is required, separate each with a comma.

• Subject of Email – The subject line of the email.
• Top of Email message body – Add a brief explanation of the email to ensure recipients understand

the submitted information.
• Thank-You Message – The automatic reply can thank online visitors who submit forms for taking the

time to complete.

When complete, select the ‘Save’ button.

Adding Attachments:

Enter the following code within the Thank-You Message to allow online visitors to attach .jpeg or PDF files
with the form submission.

If you want the email address to pull from System Profile > Email for website forms, check
the box.*
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When online visitors submit a form, they will then be asked if there are any attachments. If yes, their email
programs will open where they can attach the file.

News/Newsletter Article Page >><< Frequently Asked Questions Page
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News/Newsletter Article Page
The Newsletter Article module creates a news page. The module includes a mailing list component with the
ability to send newsletters via email. Information such as announcements and upcoming events with photos
and links can be easily posted or emailed.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• New – Create a new article.
• Edit – Edit an existing article.
• Delete – Delete an existing article
• Edit Header – Edit the top portion (header) of the page.
• Edit Footer – Edit the bottom portion (footer) of the page.
• Edit Settings – Manage the settings for the page.
• Send Newsletter – Manage the email component of the module.
• Test the Page – Preview your page when changes made.

Edit Settings
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• Layout Style – Choose the layout for this article.
• Maximum articles displayed – Enter the maximum number of visible articles.
• Allow older articles – Select whether older articles should be visible.
• Show top articles – Select whether top articles should be visible.
• Maximum top articles – Enter the maximum number of top articles to display.

Add an Article

Select the ‘New’ button.

• Visible – Choose whether the article should be visible or hidden.
• Top Article – Select whether or not this is the top article.
• Title – Enter the title of this article.
• Author – Enter the author of this article.
• Date / Time – Select the date and time.

FrontRunner Professional FrontRunner Manual - 1

Page 219 of 589



Send Newsletter

• Edit Mailing List – Create and edit the newsletter subscription list.
• Edit Newsletter Header – Edit the top portion (header) of the newsletter. The same header will create

consistency.
• Newsletter Details and Articles – Choose the title / subject line of the newsletter, which articles will be

included, and what email address will be used to send the newsletter.
• Newsletter Footer – Edit the bottom portion (footer) of the newsletter. The same footer (ex. contact

information) will create consistency.
• Printable Preview – View how the newsletter would appear when printed.
• Preview and Send Newsletter – Enter your subject line, the sender’s name and email address. Check

which newsletter(s) will be sent.
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Open a Poll >><< Submission/Email Form Page

FrontRunner Professional FrontRunner Manual - 1

Page 221 of 589



Open a Poll
The Poll module creates a survey for online visitors and a results page.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• New – Add a new poll.
• Edit – Edit an existing poll.
• Delete – Delete an existing poll.
• Results – Displays results for a specific poll.
• Edit Header – Edit the top portion (header) of the page.
• Edit Footer – Edit the bottom portion (footer) of the page.
• Edit Results Header – Edit the top portion (header) of the results page.
• Edit Results Footer – Edit the bottom portion (footer) of the results page.
• Edit Settings – Manage the settings of the polls.
• Test the page – Preview the page.
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Add a Poll

Select the ‘New’ button.

• Name – Enter the name of the poll.
• Poll Question – Enter the question for the poll.
• Enter the Poll Options.

Save changes.

Child Browser Module >><< News/Newsletter Article Page
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Child Browser Module
A Child Browser module automatically creates a page that lists all of the secondary or ‘child’ pages of the
current ‘parent’ page.

Using the example below, you will notice when Contact Us (known as the parent page) is hovered over
there are three pages (known is the child pages) within this section.

When the Contact Us page is clicked on, the page loads the sub-pages. This is because the Contact Us
page is set as a Child Browser Module.

FrontRunner has created a new and improved way of displaying child pages. For more
information, please contact your Success Coach.*
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How to Create a Page Using a Child Browser Module

1. From your left navigation, click Manage > Site Map. You want to either create new pages for your parent/
child pages, or use existing pages you have to create your parent/child pages.

2. There are two options:
a) Create a New Page to a section of your site map. When a new page is created, click the arrow beside it
to add more page (sub-pages) underneath/within that section.
b) Reorganize an Existing Page: click the arrow beside a page you want as the parent page. Click the arrow
beside and either “move existing page(s) into that section or “Add” new pages.

3. Click Save.

4. From the left navigation, click Edit.

5. Navigate to your parent page.

6. If you are not seeing your sub-pages on this page, you will need to change the page type to a Child
Browser Module.

7. Change your page to a child browser module: if you have content on your page, you will want to highlight
it all, right-click, and copy.
a) Navigate to Edit Details and change the Page Action section to Child Browser Module.
b) A pop-up will appear, click OK.
c) Save.
d) You will now see the sub-pages on this page.
e) If you copied content in the initial step, then click Edit Header, click inside the editor, hit Ctrl-V to paste.
Save when done.

8. The Edit Header and Edit Footer are optional settings that will allow you to add content to the top or
bottom portions of your page.

<< Open a Poll
Contest Module >>
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Contest Module
The Contest module creates online contests and features random selection of entries with future exclusions
and downloadable spreadsheets. It can also be used as a way to offer online event registration.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button to create a submission form and retrieve data from the entries received.

Edit Form — This is the form that will be filled out and submitted by online visitors. The required fields for
this form are:

• First Name
• Last Name
• Email
• Birth Day / Birth Month / Birth Year
• Additional form fields can be added. For more information, please refer to the Submission/Email Form

Page.

Edit Submission Page – Create a message that will display once online visitors submit the form.
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Edit Settings — Enter the email address where all submissions are sent and set whether visitors can
submit more than once.

Test the page — Preview the page.

Once the contest or event is over, there are several options:

• Select Random — Pick a contest winner randomly.
• Get Spreadsheet — Download a spreadsheet containing information from all entries.
• Get Text — Download a text file containing information from all entries.
• Clear Database — Clear all entries.
• New – Add a new entry.
• Edit – Edit an existing entry.
• Delete – Delete an existing entry.

Linking to Another Website >><< Child Browser Module
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Linking to Another Website
The External Web Page module creates a link to the external website of another business, affiliate, or
organization. The link opens a new browser window so visitors never leave your website.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Details’ button.

Refer to the section called Optional Settings.

In the “Where should the page be opened?’ field, select the ‘Open in a new web browser’ option.

Enter the website address (URL) and include the ‘http://’ before the ‘www’.

When complete, select the ‘Save’ button.

Create a Quote Builder >><< Contest Module
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Create a Quote Builder
The Quote Builder module generates a professional price outline for any product or service offered. The
module automatically calculates the total for online visitors.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

• New – Add a new quote.
• Edit – Edit an existing quote.
• Delete – Delete an existing quote.

FrontRunner has created a new and improved app for creating a quote builder. For more
information, please contact your Success Coach.*
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• Position – Change the order on the page.

Select the ‘New’ button.

Section Header – separate various sections of the quote builder into different categories.

Title – Enter the name of the product or service. ex. Professional Fees, Service Level, Color Sections, etc.

Description – Describe the type of services or products.

How should the items be displayed? – Choose how online visitors can make selections.

• Drop Down Box – Users can view the available selections in a drop down menu and choose a single
option.

• Radio Buttons – Users can only select one option from the list of available choices. When they choose
a different option, the previous choice is automatically de-selected.

• Check Boxes – Users “check” all applicable choices. Check boxes are useful when you want users to
be able to choose more than one option.

Build the quote by adding products and/or services.
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Name – Enter the name of the item as it should appear on the page.

Position – designate the order of each item in the list. (Note: Also see Positions below)

Price – Enter the price of the item. Do not insert the dollar ($) sign as the module adds it automatically.

Status – Select the “default status” of the item.

• Selected – Designate an item to be visible as default when the page opens. Users can select other
options.

• Not Selected – This item is not selected as default.
• Mandatory – Items are already selected and cannot be de-selected or changed.
• Description (optional)
• Considerations (optional)

Positions – This is an easy-to-use feature to help change the order of the items in the Quote Builder. Select
the Positions button in the Control Panel and click an item to move up or down.

Site Map Module >><< Linking to Another Website
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Site Map Module
A Site Map provides an overview of the website and links to all pages. A search function is included.

If you require a new page, refer to Create a New Page.

Select the ‘Edit Content’ button.

* Edit Header – Edit the top portion (header) of the page.

• Edit Footer – Edit the bottom portion (footer) of the page.
• Test the sitemap – Preview the page.

Create a Virtual Tour >><< Create a Quote Builder
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Create a Virtual Tour
FrontRunner is committed to creating a stunning video that represents both the quality of your facility and
the exceptional services you provide for your community.

The Facility Video will include:

• Up to 40 photos of your facility
• Appropriate music
• Text throughout the video that can be provided by your firm or created by FrontRunner
• One request for changes
• Video is provided in MP4 or ISO format
• One web-ready quality copy plus one high definition copy provided

To begin in the creation process, your Success Coach will send you a Facility Tour App Document which will
need to be completed by you.

Provide up to 40 photos that are at its best quality. Large images will shrink but if an image is too small, it
will be added to the video that way.

Sending files is different in each email program. Normally, you can send up to 10 MB using a zipped folder.
To zip a folder, right click on it and click Send to > Compressed (zipped) Folder. If the file size is too big to
send, contact your project manager for other options.

Outline the specific order of the photos and specify the file names.
Include any text/verbiage to be included in the video and specify where (file name).
Indicate where (which web page) the video should be posted.

Add Live Chat >><< Site Map Module

If you are interested in having a virtual tour done for your funeral home, please contact your
FrontRunner Success Coach.*
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Add Live Chat
There are many programs out there to provide you with a Live Chat service to add to your website.

There is one we recommend, and have a few clients using this feature already, callled Comm100. For more
information, please visit the Comm100 website. You can customize a button of your choice. Once created,
send us the code and we can implement it into your website for you.

If you are looking for a free option or different price, try Google searching for a live chat program.

Wireframe >><< Create a Virtual Tour
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Wireframe
The following describes all possible widgets installed on a wireframe website system. The home page
settings are listed first and the child browser page settings can be found at the bottom of this page.

The key to editing content on the home page is to locate in the area that requires
changes. If there are widgets listed below that you would like to include on your home page, please contact
your Success Coach.

Edit Details

Click on the ‘Edit Details’ button at top right of the home page to enter the the page title, search description,
and keywords. This feature will help with your home page’s search engine optimization or SEO. For more
information and to find some helpful tips about SEO, visit the Search Engine Optimization page.
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Slogan

To change the wording of the slogan, above the main menu, click on ‘Edit’ at top left of the field. Once
complete, click on ‘Save Slogan’.

Slider

To add or delete images used for the slider, click on the ‘Edit’ at top left of the slideshow. All images
currently contained within the slider will be displayed.

• Click on the red X to delete an image
• Click on the pencil icon to edit an image.

The same window will appear when an existing image is edited or if ‘Add Slide’ is chosen.*
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Configure Slider: To replace an existing image, click on the Browse button to locate the file on your
computer. Each image can also be linked to another page on your website or to an external website.

• To create a link to a page on your website, type in the page-to-be-linked’s file name (Edit Details >
Optional Settings > What should be web page’s file name?).

• To link to an external website, be sure to add the http:// before the www.

If creating a link, select how the linked page should open: Current Window or New Window.

Once changes have been made, click on Save at top right.

Change Order of Slider Images: Place cursor over the image to be moved and drag and drop it to the new
position. When any changes to the order of the images is made, click on ‘Save Order’ at the top of the
window.

Edit Slider Options: By clicking on the dropdowns, choose either a Fade or Slide transition; choose the
Slide Duration time. To show the slide, check the ‘Show Slide’ box. Once any changes are made, click on
Save.

When all changes to the slider have been completed, click on Done at the top right of the window.
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Navigation

To modify the main menu settings, click on the ‘Edit’ button at top left of the menu. You have the ability to
modify the action by choosing ‘No Dropdown’, ‘Click’ or ‘Hover’. You can also enable flowers and obituary
links on the main menu by checking the applicable boxes. To change the name ‘Obituaries’ to something
else, type the new name in the ‘Obituary Label’ field. Click on ‘Save Navigation’.

Service Listings

The wording for the service listings section can be modified / personalized. Click on the ‘Edit’ button at top
left of the service area. To change the wording from ‘Current Services…’, enter new text in the ‘Current
Service Verbiage’ field. to change the wording from ‘Obituary Notifications’, enter new text in the ‘Obituary
Notification Verbiage’ field. There is also an option to show a photo for each current service; check the box
beside ‘Show Listing Photo’. Click on ‘Save Navigation’.

Welcome Message Menu

Click on any of the menu items and then the ‘Edit’ button below the Welcome button to change the content.

Welcome

Basic editing tools are provided to change the home page welcome message. The top field contains the
wording for the welcome title. (ex. below ‘Why Choose Us?’). To change the image, click on Browse and
locate the file on our computer. You will need to drag your cursor to highlight that focal point in the photo
you want displayed. In the text field, type directly or paste content from another source. The formatting
options available include: bold, italicize, erase formatting, bullets, and inserting a hyperlink.
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News & Events

Click on the ‘Edit’ button at top left of window and then click on ‘Add New News/Event’. Add a ‘Title’ and
enter the ‘Message’ for particular news or upcoming event. Check the ‘Active’ button to ensure the listing is
visible. (Once a listing is created and saved, the options to edit or delete are available.) Click on ‘Save’ and
then ‘Done’.
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Locations & Directions

To change any of the contact information, navigate to your System Profile where the information is
collected. To edit the introductory sentence only, click on ‘Edit’ at top left of window. If left blank, the default
sentence will appear.

Testimonials

Click on ‘Edit’ at top left of window to open the Testimonials editing option. Click on ‘Add New Testimonial’
to enter the name and message. Check the ‘Published’ button at bottom to make testimonial visible. Click on
the ‘Save’ button.

Local Weather

This widget can not be edited. It pulls location information from your System Profile.

Local Airlines

This widget will provide helpful links to website visitors who require flight information. Click on ‘Edit’ at top
left of window and then check all airlines that apply. Click on ‘Save Airlines’.
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Grief Resources

The ’365 Days of Healing’ and ’52 Weeks of Support’ widgets can’t be edited. To remove either one, click on
the ‘Remove’ option at top left of window. Once removed, there will be no way for you to bring it back.
Please contact your Success Coach if you have removed (for billing purposes) or to add back into your
website.
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Helping You Plan & Helping You Grieve

Both fields can be customized with new content, however the titles will remain the same.

Calls to Action

There are four distinct calls to action available. Order Flowers, Immediate Need, Pre-Arrangement and
Obituaries & Tributes. To change the order or add/delete any of the items, click on ‘Edit’ at top left of
window. Drag and drop the items from lower bar to the top section and / or to rearrange the order. Click on
‘Save Calls to Action’. To create a custom call to action, click on the ‘Create Custom CTA’ at bottom right of
window. Fill in all fields and then click on ‘Apply’ and then ‘Save Calls to Action’.
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Social Media

To add links to social media, click on the ‘Edit’ button at top left of window and then drag and drop items
from the lower to the top bar. A ‘pencil’ icon will appear beside each logo added. Click the pencil to add the
URL to your social media account. Click ‘Apply’. Click on ‘Save Social Links’.

Associations

To add all applicable associations, click on ‘Edit’ at top left of menu. Drag and drop association logos from
lower to top bar. (Please notify your Success Coach if there are additional affiliations to be included.) Click
on ‘Save Associations’.
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Child Browser Pages

All child browser pages within a wireframe website provide easy-to-edit options for each section. The child
pages for various sections are listed within their own windows. The image, title and content can all be
changed if necessary. Click on the ‘Edit’ button located at the top left of the browser window.
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The child browser page can be changed (example below – Our Difference) and the text can be edited. To
replace the image, browse to the file on our computer and upload. Drag and drop the the highlighted area to
the part of the image that will be visible in the window. Click on ‘Save Image’ and then ‘Save Child Browser
Item Message’.
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Publish Website >><< Add Live Chat
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Publish Website
Navigate to Website > Publish.

In order for the changes made to the website to be
visible to online visitors, the site must be published.

Select Publish at top right and wait for your changes to be saved. The Publish Status section will display the
last publish date and the number of pages on your website. The publishing process goes through every
page to check for updates so this can take a few minutes.

Note: If your website is not live, publishing changes will NOT push your website live.!
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If you do not see the changes made on the live website:

• Make sure the page changes were saved.
• Make sure the page is not hidden. If it is hidden, the page name will be surrounded by brackets in the

navigation menu within administration.
• Make sure the parent page is not hidden (the page clicked on to get to your page). If it is hidden, the

page name will be surrounded by brackets in the navigation menu within administration.
• Refresh the page by clicking on the F5 keyboard button.

FAQs on Website >><< Wireframe
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FAQs on Website
Below are a list of common questions regarding the website. If you are still unable to find a solution to any
problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: The changes I made to the website aren’t showing up. What did I do wrong?

Answer: If you do not see the changes made on the live website:

• Make sure the page changes were saved.
• Make sure the page is not hidden. If it is hidden, the page name will be surrounded by brackets in the

navigation menu within administration.
• Make sure the parent page is not hidden (the page clicked on to get to your page). If it is hidden, the

page name will be surrounded by brackets in the navigation menu within administration.
• Refresh the page by clicking on the F5 keyboard button.

Question: Why is my website down? Help!

Answer: If your website (www.yourcompanyname.com) is down, it might be a domain name issue. Contact
your domain name provider to verify whether the domain name has expired.
p(banner tip). Your domain name provider may not necessarily be your website provider. To find out your
domain name provider, go to www.networksolutions.com/whois and enter your domain name.

Question: Why am I not receiving any emails through the forms on my website?

Answer: Please make sure the emails have not been directed to your spam or junk folders. If not, it’s
important to check whether the email address information is correct:

1. Login to your system and navigate to System Settings > System Profile.
2. Scroll down to the field called “Email for Website Forms”.
3. Correct the email address.

If correct:

1. Navigate to the Website tab and a website form page.
2. Click on the ‘Edit Content’ button.
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3. Scroll down to ‘Destination Email Address’ to check if email address listed is correct and, if more than
one, they are separated with a comma OR the “Use Email for Website Forms from Profile” box is
checked.

4. Click ‘Save’.
5. Don’t forget to Publish your website.

If everything has been set up properly, try using a different email address. Send yourself a test form to
confirm.

Question: Why is the form on my website not working?

Answer: Confirm that your form page is set up to send forms. Edit Details > Page Action. The radio button
for Open an Email Form must be selected.

If it is:
Verify the email being used for the form is correct. Click close at the top right > click Edit Content. Check the
destination email address.

If it is not:

1. Click close at the top right > Edit Content.
2. Click the Advanced button in the menu and the Source icon.
3. Click anywhere on the page (html code) then Ctrl-A to select all the code.
4. Click Ctrl-X to delete the text.
5. Click close at the top right > Edit Details.
6. Choose the Open an Email Form module then Save.
7. Click Edit Content.
8. Click the Advanced button in the menu and the Source icon.
9. Delete any code.

10. Click Ctrl-V.
11. Save.

Question: Why did the login screen appear when I saved my work on a web page?

Answer: The login screen will appear if no work was saved on your computer for longer than 3 hours. Please
save your changes frequently and save your work before leaving your computer for any length of time.

Question: What are QuickSearch report emails?
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Answer: Whenever a visitor searches for keywords on your website, you will receive an email letting you
know the results of the search. If any results were found, the email lists the number and top results. This
information will help build your website and better assist online visitors. For further information, click here.

Question: Why are hidden pages still appearing on my live website?

Answer: Navigate to Website > Manage > Site Map. Confirm all pages that need to be hidden are in fact
hidden. Click the ‘Hide’ button beside the page name.

Even if primary page (‘parent’) is hidden, all of the secondary (‘child’) pages need to be marked as hidden
as well. The page will not be visible in the menu but visitors searching for particular keywords may be able
to locate the page in the search results.

Question: Why is a current record not appearing on my website’s home page?

Answer: The home page only lists a certain number of records. If, for example, there are 12 current services
yet the home page settings only allow 8 records, there will be 4 records that don’t appear. Online visitors
can follow the link to view Current Services to see all current records.

You can also change the number of visible records on your home page. Go to the Current Services page
and click Edit Page Details > Edit Content. You will see a drop down for “Number of records per page”.
Choose a number and then click on Save.

Question: What does an anchor icon do?

Answer: The WYSIWYG Editor allows the user to link to different pages (hyperlinks) or different parts of the
same page (anchors). If you see an anchor, a link exists to direct users to another section of the same
page.

Question: Why does my full website load on my iPhone even though I’ve checked the mobile website
to appear?

Answer: This is a known issue with the Safari browser on the iPhone. If you’ve ever viewed the full website
on your phone, Safari would have cached it and will continue to display it until the history, cookies and data
are cleared.

1. On your iPhone, go to Settings > Safari > Clear History. A confirmation message will appear.
2. Choose ‘Clear History’ or ‘Cancel’ to continue.
3. Go to Settings > Safari > Clear Cookies and Data. A confirmation message will appear.
4. Choose ‘Clear Cookies and Data’ or ‘Cancel’ to continue.
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Once the cache is cleared, you should be able to view the mobile website.
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Create / Edit Your Virtual Showroom
The Virtual Showroom allows you to showcase products and services. It can be used with a touch-screen
monitor from any location in your funeral home (such as foyer, arrangement office, and selection room) or
from a families home. It can be fully customized by your administrators.

If you would like the Virtual Showroom activated in your system, contact your Success Coach for more
information.

• Create a Virtual Showroom
• Edit a Virtual Showroom
• Launch a Virtual Showroom

To access any of the showrooms, navigate to the Kiosk tab in the top menu of your
FrontRunner system.*
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Create a Virtual Showroom
Navigate to the Kiosk tab.

If you are a Canadian client of FrontRunner Professional or
wish to build your own showroom from scratch, click ‘Add’ at
the top right. If you are a Matthews client, there is a pre-built
and editable showroom available.

There are 2 categories on the left:

• My Showrooms – These are the showrooms created by you.
• Provider Showrooms – These are Matthews pre-built showrooms.

Use the + to expand the Provider Showrooms category and select the Milso Master showroom. The
showroom will load on the right. Select the Copy This Showroom button.

A message will appear “Are you sure?” Click yes. The copied showroom will load under My Showrooms with
the date it was added. Click on your showroom.

Replace the name – ex: ‘Funeral Home Name’ Showroom. Enter a keyword related to this showroom to set
up a new Showroom Domain. Ex. showroom will produce the domain:
“showroom.yourcompanyname.frontrunnerpro.com”, which can be opened on any computer.
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Users
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Select the + to add a User. Create user name, password, first & last names, and an email address. Click on
the green save icon.

When all Users are added, click on the Save button at top right.

Edit a Virtual Showroom >><< Create / Edit Your Virtual Showroom
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Edit a Virtual Showroom
Editing your virtual showroom can consist of changing the style, adding headers and footers, creating
buttons, adding products, and uploading photos and videos.

Navigate to the Kiosk tab at the top. Use the + to expand the My Showrooms category and select the
showroom to edit.

The showroom will load to the right. Scroll down and select Edit This Showroom. Every page can be edited.

Change the Style

The look of the showroom can be changed to ensure a consistent look. Select the Style tab from the bottom
right.

• Font – Adjust the font style for buttons.
• Font Size – Adjust the font size for buttons. If changed, we recommend changing the button size to

match.
• Button Size – Adjust the size of the buttons. If using a touch screen, you may want to adjust to a

larger size. If changed, we recommend changing the font size to match.
• Button Border – Adjust the border that appears around the button.
• Button Spacing – Adjust the space between each button.
• Button Fade – Adjust the feathering on top of the button so it does not appear as a squared image.
• Button Columns – Adjust the number of columns for buttons.
• Product Columns – Adjust the number of columns for products.
• Save This Style

To close the window, click the Style tab.

Headers and Footers

Every page of showrooms contain header (top) and footer (bottom) options.

Click the Edit Header Content button. Type the content and when complete, click Save Header Content.

At any time, you can select Return to System to leave the showroom editor.*
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Editing the footer works the same way except you click the Edit Footer Content button to enter content.
When complete, click Save Footer Content.

Buttons

Adding buttons to your page helps visitors easily link to different areas of the showroom.

Click the Content tab at the bottom right.

Choose an image by clicking the + icon to expand one of the following categories:

• Stock Images – Images provided.
• Uploaded Images – Images uploaded from your computer.
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Enter the Text for button.

Header for navigation is the title to appear in the navigation menu (see below).

Enter the weight and size for the button (optional) or skip and leave as the default. If the page is not to
appear in the top navigation, check inside the Don’t put page in navigation bar box.

The Button action – Choose how the button opens when clicked. When
complete, click ‘Add Button’. To close the window, click the ‘Content’ tab.

Click on the new button to add content or more buttons to the page. Mouse over
the button to display options:

• Delete the button and any content.
• Edit the button (picture or title).
• Copy the button to paste it (and content) on another page. Navigate to the page where the button will

go and “paste here” at the top left.

Add Products

Click the ‘Content’ tab at the bottom right. Navigate to the ‘Add Products to Page’ tab. If products are
missing, add them to the product database. Matthews clients should contact their sales representative if
products are missing.
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Click on the + beside any category to expand the list. When a selection is chosen, the image, name and
code will appear on the right. To add more than one product, hold down the Shift key and the down arrow.

Select ‘Add’ for the selection to appear on the page. To close the window, click the ‘Content’ tab. Mouse
over the product and click the X icon to delete the product off the page.

Product Order Change

Click the ‘Content’ tab at the bottom right. Navigate to the ‘Change Product Order’ tab. There are four
options:
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1. List A-Z alphabetically.
2. List by price (high to low).
3. List by price (low to high).
4. With the list on the left, drag and drop the products.

When complete, select ‘Apply’. To close the window, click the ‘Content’ tab.

Product Add-Ons

For Matthews customers, pricing for all of corners and cap panels can be added through the ‘Product Add-
Ons’ section. You can access the catalog by navigating to System Settings> Catalogs> Product Add-ons.

To add pricing to a product, select that product from the list by clicking on it.
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You will see all of the product information load on the right hand side of your screen. Please enter your retail
price and save your changes.
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Once the pricing has been entered for the Add-ons you will then see them in your showroom/Kiosk.
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If you are selecting any of the add-ons within the showroom it will also update the casket price
immediately to show the changes.
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Add a Photo

Click the ‘Photos’ tab at the bottom right. Click the ‘Browse’ button and locate the photo (must be in .jpg
format) and either double-click on the photo or click ‘open’.

The photo will appear in the list can be added or edited. To close the window, click the ‘Photos’ tab.

Add a Video

Click the ‘Videos’ tab at the bottom right. Click the ‘Browse’ button to locate the video (must be in .FLV
format) and either double-click on the video or ‘open’.

Your video will appear in the list and can be added to any showroom page. To close the window, click the
‘Videos’ tab.

Launch a Virtual Showroom >><< Create a Virtual Showroom

To convert a video file for free, click here.*
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Launch a Virtual Showroom
Launching a showroom would be to showcase your products and services to your families.

Navigate to the Kiosk tab.

Select the + icon to expand the ‘My Showrooms’ category. Locate the showroom name and select the
‘Launch This Showroom’ button. A new window will open with your Kiosk loaded. Click the buttons to
navigate through the showroom. Your families can browse merchandise, services, videos, etc.

Merchandise

• Select the ‘Merchandise’ button from the main page.
• Select the ‘Casket Selections’ button.
• Select the ‘Choose by Material’ button.
• Select any button to open that selection of caskets.
• Select a casket.

Select an image to generate a preview of the casket. In this example, the 18th Hole cap panel was chosen.
There is also an option to view the cap panel image in a larger format.

The ‘Bookmark’ button is used to bookmark merchandise to preview later. Once bookmarked, the
merchandise will be saved within the bookmarks section at the top right.

Matthews products can be customized with casket corners, cap panels, and overlay
embroidery. These options will only appear (within dropdown menu(s) on the left) if
available. A picture will display without customization options if any other manufacturer
product is added. If available, click the arrow to view the image options.

*
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To zoom in on any part of the product, click the ‘Turn Zoom On’ button. Cursor over the section to be
magnified. Click the ‘Turn Zoom Off’ button to stop zooming.

The ‘Compare’ button sets up the products side-by-side across the page. When complete, click ‘Search’ to
view your results.
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Service Offering

Select the ‘Back’ button at the top right until you reach the main page.

• Select the ‘Services’ button. The services area is intended for families to browse the funeral home’s
service offerings.

• Select the ‘Personal Ceremonies’ button and the ‘Dove Release’ personal service. The family can
view any available photos, descriptions and most importantly, the video demonstrating the live
service.

Create / Edit a DVD Slideshow >><< Edit a Virtual Showroom
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Create / Edit a DVD Slideshow
These powerful and easy-to-use digital video tribute programs allow your funeral firm to create stunning and
memorable life event videos for families. The DVDs are greatly appreciated by family members during
memorial services and long after. Your firm can create multiple copies for the family to distribute as
keepsakes.

• FrontRunner DVT
• Tukios DVT
• Animoto DVT
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FrontRunner DVT
In minutes, your firm can create stunning, moving memorial tributes to offer families. Once created, the
video files can be burned to a DVD using a preferred program.

Open a record and navigate to Digital Video Tributes: Create New Project

The Project Options checkboxes will automatically be checked.

1. Check either the ISO or .MPG program to burn the DVD.
2. Leave ‘Include Video Link in Book of Memories’ checked to

ensure the DVD link is visible in the Book of Memories.
3. ‘Display Birth & Death Dates in Video’ – uncheck to

eliminate the information from the video.

• Create a name (ex. family name) for the video. If that information is entered in the record, the name,
date of birth, and date of death will automatically display.

• Next
• Choose the intro for the video. Select the theme pack. By default, the chosen Book of Memories

theme will be included in the dropdown.
• Preview Video to view an example of the theme.
• Next
• Choose photos for the video. All photos uploaded by the funeral home or shared by online visitors

within the Book of Memories will be available. Choose specific pictures or click the Select All link. To
add more photos, Upload Photo. Add Files (or Cancel Upload). Locate the photo(s) on your computer
and open. The photo will load to the pop-up window. Start Upload. If more photos are uploaded,
select all the pictures to add to the video.

• Next
• There are also videos available to use in the video (optional). Select the arrow icon to preview the

video. To add a video, click the + icon. Once added, the name will appear on the right. To remove it,
click the X icon.

• Next

Tip: If the screen appears too small and requires constant scrolling, click the arrow to the
left of Basic Information to view the screen in another tab.*
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• Choose music from the library or upload your own. (Note: The DVD program currently requires a
music track to operate. Contact your Success Coach if you would prefer no music. There is a file
available for upload that contains no sound.) Select the arrow icon to preview the song or click + to
add the song. You may add multiple songs or the same song multiple times.

• Next
• In the video timeline, click a photo and drag it to the left or right to change the order of the photos.

DVT Editing Options

• Add/Edit Motion – Choose the transition. Click on a photo and select Add/Edit Motion. Choose from
the different transition options in the pop-up window. The direction of the arrows indicates which way
the photo will move. Select the transition and APPLY. If no transition is set, by default, the photo will
fade in and out within the center of the slide.

• Edit Photo – UNDO at any time.
• Crop: Cut part of the photo. Click the Crop icon. Drag the box over the part of the photo to display.

Click Apply Crop.
• Straighten: if crooked.
• Auto Contrast: Adjust contrast setting.
• Auto Brightness: Adjust brightness setting.
• Grayscale: Convert a photo to black and white.
• Rotate
• APPLY

• Add Text – Click on a photo and select Add Text. In the pop-up, click the area and add text in Text
Line 1 and Text Line 2 (if required). Keep each line short to ensure the text fits on the slide. APPLY

• Delete Item – Click on a photo and choose delete.
• Next

Download a preview of the video

Render Low-Res Preview: The time needed to render the video will vary depending on the number of photos
and videos included. The preview will automatically start playing.
Click BACK to modify any aspect of the DVD.
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• To purchase additional credits, Buy More Credits. Choose the number of credits to purchase; the
associated cost will appear below. Enter Billing Information and Proceed to Payments or Cancel
Purchase.

• On the secure payment site, the information previously entered will be visible. Continue or modify if
necessary.

• Enter the credit card information and then Submit to Card Issuer
• Available credits will display. Pay with Credits.

Once the payment process is complete, CREATE VIDEO

The video will render and a download link will become visible when the project is complete. Select OK.

For information on printing your case, insert and label, click here.

DVD Copy Protection

To copy protect your DVDs, FrontRunner uses Protect Software that secures your valuable videos
effectively against illegal copies and sharing. Once your ISO file has been generated, open the video editor
and go to step #4. Refer to the bottom section for Copy Protection.

First Time Users – Registration
If you are using this for the first time, you will need to Register. Enter your email address and create a
password. Register. An email will be sent to you. Click the link within to confirm the registration.
A new tab will open when your email is successfully verified. You will be asked to download the ProtectBurn
software. Follow the steps: Save – Open Downloads – Run – Install. You will need to reboot your computer
following installation.

Buy Licenses

Right click over the icon in the icon tray at the bottom right of your computer monitor and click Buy Licenses.
You will need to do this before you can copy protect your DVD.

The project costs depends on your service level. Available Credits will display; click ‘Pay
with Credits’ if there are enough.*

To edit a video already created, click on the project name.*
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• Choose a license option. Add to Cart. Next.
• Enter your email address and password. Next.
• Complete customer information. Next.
• Place Order.
• Complete the credit card information.
• Copy Protect Your File: Locate and open the DiscProtector Video program on your computer. (Some

optional settings will open. The default source is where the ISO file can be found whenever uploading
into the program. The default destination is where the copy protect version will be saved each time. If
you do not choose any settings, you can save each time.) OK. Next.

• Enter your email address and password. Next.
• The File will be for the ISO file you have saved on your computer. Click the Browse button and locate

the file. Double click on the file then Open. Next.
• You will need to choose where you want the protected copy to be saved on your computer. Click

Browse and choose a folder you want it saved in. Also, give the file a name then click Save. Next.
• When process is finished, click Next. Finish.
• You may now upload the protected file in your DVD burning program to create the DVD.

Frequently Asked Questions

Question #1: Is there a way to adjust the speed of the video to allow more time for each photo?
Answer: There is no way to adjust the speed. We suggest 6 seconds per photo transition plus 1 minute
combined for intro/exit videos. A 5 minute song, for example, would be good for 40 photos.

Question #2 What programs do you recommend for burning DVDs?
Answer: There are many options available to burn DVDs; some are free while others are available for
download at a range of costs. We suggest that you take a look at the ratings and how each works to
determine which program will work best for you. Of the various free options available, we can recommend
CD-Burner-XP.

Question #3 I know I need the rights to the music but is it okay if I upload a song I’ve purchased
through iTunes?
Answer: No. Purchasing music does not mean you have the rights to use it. The only exception is through
such sites as www.royaltyfreemusic.com.

Tukios DVT >><< Create / Edit a DVD Slideshow
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Tukios DVT
Tukios offers high-quality tribute videos that are easy and fast to create. Visitors to the website can
purchase a DVD file to burn for themselves or purchase a copy of the DVD or Bookshelf Box Set. Your
funeral home earns a commission on these sales.

Create Your Video

Open a record and navigate to Tukios.

Create Project:

• Enter the Name of the project (ex. deceased’s name)
• Enter the ‘Birth Year’
• Enter the ‘Death Year’
• ‘Create Project’.

If you would like to activate and/or increase the price of the direct-to-consumer products
available in the Tukios system, contact your FrontRunner Success Coach to arrange.*

At any time, click on Back to return to previous screens / options.
At any time, click on Support at the right of the screen to request help with your video
project.
*
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Themes

Click on ‘View Sample’ below to preview any of the numerous themes. Themes showing ‘Book of Memories’
in the bottom left corner match our Book of Memories memorial websites. Click on ‘Select this theme’ to
choose the video introduction. Next.

Media

Select ‘Upload Photos/Videos’.
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All photos from the Book of Memories can be selected but to load additional photos – locate the photo and
video files (unlimited) on your computer – click to highlight – and click ‘Open’ on bottom right of pop-up
window.

Mouse over each photo to access ‘Rotate’, ‘Edit’ and ‘Delete’ options.

• Choose the arrow buttons to rotate left or right.
• Choose the edit option to crop the image, add a caption, choose effects, and add timing to the slide.

Click on the ‘Advanced’ button to access more options (enhance, brightness, redeye, etc.)
• Click on the red X to delete a photo.

Add Text

Click to create a new slide that contains text.

Hold the ‘Ctrl’ key on your keyboard to select multiple files at a time.*
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1. Choose from our Library – select pre-written text from ‘Bible Verses’, ‘Pets’, or ‘Quotes’. Click on the
text to view content on the right of the window. A pop-up window will appear and allow you to edit the
slide – change the background or edit the text.

2. Enter your own text – in the ‘Caption’ box, write (or paste from another source) the text you would like
to include on the slide. Change the background to black, white or themed image.

Click on ‘Select this Text’.

Add Stock Clips

Click to add video clips that can be placed between any series of photos.
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• Click on the + beside any video category. Click on any selection to preview the video on the right.
Click on the white box to create a checkmark beside chosen videos.

• Choose ‘Add Selected Video Clips’

Advanced

Select this option to further customize the video. The Advanced options include selections for Transitions,
Effects and Background. Check the box ‘Remember this configuration for next time’ and then select ‘Save
Video Customization’.
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To arrange the video assets, click and drag to the desired position. Click Next to proceed.

Music

Choose music selections from the library or upload your own.
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Click on the + beside the music categories to view the various artists and songs. Click on the arrow button
to preview any of the music selections. You may add multiple songs.

To add your own music, select the ‘Upload Music’ button to locate the audio file on your computer.

Click Next to proceed.

Preview

A low-resolution preview of the video will be generated. It may take a few minutes or longer depending on
number of images and videos. To share the file (with family members), click “Share Preview’. Click Next to
proceed.

The music screen will show the music length versus the video length as well as the length
of time auto-calculated per slide. To override these settings, click ‘Advanced Settings’.*
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Finalize

Order Checkout.

• Video Generation – There is a one-time fee for generating the digital video copy, which can be used
for burning to a DVD and video hosting via an embedded link. There will be NO additional fees for
subsequent orders.

• Memorial Bookshelf Box DVD Set (optional) includes DVD, a CD of all photographs, and prints of up
to 75 photographs – all contained within a memorial keepsake photo box. Add the quantity of this
keepsake.

• Standard DVD (optional) with matching DVD label and case. Add the quantity of DVD Tribute Videos
in custom jackets.

Billing Information will auto-generate from FrontRunner; to change, click the pencil button.

Place Order – opens the billing entry screen and prompt you to enter credit card information.

Post DVT to Book of Memories

The Tukios home screen displays all video projects by name. Once the video is complete, click on the ‘Add
to BOM’ option to the right of the project name to make it available on a record’s Book of Memories. Once
the video is posted, the option to ‘Remove from BOM’ will become visible if you choose to delete a video
from the Book of Memories.

The Tukios home screen also displays all video orders to date including the order totals and earning:

Animoto DVT >><< FrontRunner DVT

Note: There are many options available to burn DVDs; some are free while others are
available for download at a range of costs. We suggest that you take a look at the ratings
and how each works to determine which program will work best for you. Of the various free
options available, we can recommend CD-Burner-XP. For more information, visit:
http://cdburnerxp-64-bit.en.softonic.com.

*
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Animoto DVT
Animoto offers tribute videos that are easy and fast to create.

Create Your Video

Open a Record > Digital Video Tributes > Create New Video.

Step #1 – Use the dropdown to select a theme.

When you select a Celebration of Life theme, additional images and video clips are automatically created
and transferred to Animoto, along with your selected photos, to create a personalized DVD Tribute video
that includes the decedent’s name and dates, and the funeral home’s name and logo.

• Preview DVD Case – Allows you to view the DVD case using the theme chosen.
• Sample Video – Allows you to view the sample video with the theme chosen.

A theme encompasses additional images and video clips that are specifically designed to complement the
main theme of the video. These interludes are designed to shift the momentum and give a warm cinematic
feel to tribute videos. These are all professionally made and give that “special touch” to your client families.

Step #2 – Selecting a music track for the tribute video. You have three options:

• Select one of FrontRunner’s exclusive tracks for funeral services
• Select a track available in Animoto’s library of music
• Implement your own music

We’ve made it seamless for you by providing the most appropriate music right at your fingertips. Preview
Music to sample our suggested tracks.

If you would like to activate in your system, contact your FrontRunner Success Coach to
arrange.*

Note: Licensing for popular music is the responsibility of the funeral home*
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Step #3 – Select the images you would like to use to create your tribute video.

Photos uploaded to a FrontRunner system’s client records are displayed here. You can mark the photos you
would like included by putting a check mark in the top left corner; click anywhere on the photo for the check
mark to appear/disappear. You can easily choose all photos or un-select all photos. Choose Select All or
De-Select All . To view more photos than the 8 listed, just click Next to take you to the next page. You will
notice this button located centred and directly beneath the photo listing.

Step #4 – Once selections are complete, click Submit to Animoto.

This will gather the name, dates, theme selection, video clips, music selections, photos, and even your
funeral home logo (if FrontRunner Professional has it on file) and send it to Animoto for completion. This
button will take you directly to the Animoto account page.

If you are already logged in this will import all of the assets selected and allow you to put the finishing
touches on the video, otherwise, please log into your account.

Step #5 – You are now in your Animoto account.

This section will let you re-arrange the order of photos. It will also allow you to add any photos or video clips
that the family may have provided or just want included in the video. You can also let your creative side take
over and add in special features such as text boxes, spotlights, or picture enhancements. At anytime you
can drag the slides around and drop them where you wish to place it.

You will notice that there are extra frames located throughout the video, and especially at the
beginning. These are part of the introduction video and theme that are strategically placed

Note: Only family approved photos are listed if the Photo Approval System (Global BOM
Settings) is turned on, otherwise all photos are listed.*

Note: If you want to change the order of the photos, please wait until all assets are
transferred to Animoto. There you will find a simple-to-use interface to re-arrange the
photos.
*

Note: If you have not yet setup an Animoto account, you will need to do so first. After sign-
up is complete, you will be sent to the Animoto Create Video page. You will then be able to
put on the finishing touches.

!
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throughout the video. There is no need to move or delete these pictures/videos unless you choose to
do so. However, we have received tremendous feedback for using this asset throughout our tribute
videos.

This button allows you to add more photos or videos clips to the project, however, we highly
recommend uploading the photos into your FrontRunner system then re-submit to Animoto as a
new project. There is no way to get new photos from Animoto back to your system so they will
not be displayed in the Book of Memories.

Click this button to add a text slide. Once added you can click and drag this slide anywhere in the
timeline.

Here’s a list of suggested text titles:

Male

• Devoted in every aspect of his life
• Touched so many lives. An inspiration to us all
• A husband. A father, a friend
• Guided us Always. Will never forget.
• Forever in our hearts. Memories of a Lifetime
• Always a father first
• Strong Presence, Kind Heart
• Devoted Father, Loving Husband
• An Inspiration to Others; A Family Man

Female

• Devoted in every aspect of her life
• A love of life. A love of family and friends.
• A touch. A smile. Always with us.
• A teacher of life. Thanks for showing us the way
• Forever in our heart. Memories of a lifetime.
• Led by Example. Forever a Mother
• Loved Wife, Devoted Mother
• Kind Woman, Warm Hearted
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Veteran

• Courage Honor Respect. An inspiration to us all
• Serving Our Country. Protecting us all
• Devoted in every aspect of life
• Showing us the way. With unconditional love
• Forever in our hearts. Memories of a Lifetime.
• Duty Honor Loyalty
• Led the Way. Dedicated Soldier

Pets

• With a look. We knew we were loved.
• Faithful forever. Always by our side
• An unforgettable friend. Forever in our heart
• Man’s Best Friend
• Special Place in our Hearts
• Rain, Wind, or Snow. Always by our Side

The spotlight feature highlights a particular image (or multiple images) that tells the Animoto
engines to sustain the slide longer in the video. Each video
is paced according to the rhythm and genre of the accompanying song. The spotlight feature
makes that slide stand out in the final render.

To activate this feature just click on the picture you want spotlighted once and then click on the spotlight
button at the bottom of the page. You can do this to as many pictures as you wish.

Rotate will move the selected photo 90 degrees to the right. Click on the photo you would like to
rotate, then click the rotate button as many times as you like to put the photo in the right
orientation.

This feature will replace the photo chosen and allow you to put it elsewhere in the timeline. Click
on the photo once and then click the duplicate button. This will place the photos side-by-side.

Tip: Hold the CTRL key while clicking on multiple photos and click spotlight once to spotlight
all of them.*
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Once there you can click and drag the photo anywhere in the timeline.

Delete will remove the selected photo.

Click on the photo you would like removed, then click the delete button.

The Shuffle option will re-arrange the order of all images/videos/text slides in a random order,
however, do not ever shuffle your video. Photos and video clips have been placed in a specific
order to help the flow of the video.

Step #6 – When complete, select the Done button.

Step #7 – Choose your music

If you have already selected a music track on the FrontRunner side, then you can skip this step by clicking
on Continue. If you haven’t selected a track yet, click change your soundtrack and you will be walked
through the process of selecting or uploading a music track. (Animoto will always suggest a music track for
you) Animoto music tracks are varied and include songs from many genres: romantic, top 40, classical, new
age, religious, etc.

Select – Allows you to pick music from Animoto’s selection. Browse through the categories. Click the icon to
choose a song.
Upload – Allows you to upload music from your computer. Please make sure you have the proper
permission from the artist or label.

Step #8 – Customize your video.

• Image Pacing – Should be set to ½ speed. This gives the delicate and soothing pace that is
appropriate for a funeral service.

• Video Length – Should be set to Full-Length. The short option limits the video to 30 seconds and this
simply isn’t enough time to communicate the value of a tribute video.

• Video Style – DVT sets the default to The Animoto Original. This is done so that the added interludes
and images complement each other in the best way possible. We encourage clients to try different
styles but we have found the best results by using the original style.

• Options – These options are to play video specific credits at the end of the video, NOT funeral home
specific. This is why we recommend that both boxes be checked prior to continuing. This means that
only the funeral home information will be shown in the video. You will notice that FrontRunner
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Professional automatically puts your funeral home name and logo (as long as it is on file) at the end of
the video.

Step #9 – Enter a title of the video.

Example: In Memory of….

Step #10 – You do not need to enter a description.

Step #11 – For the Producer Name, you can enter your funeral home name.

Step #12 – Advanced Options – enter your funeral home name for the title and your website address for
the URL.

This will place your funeral home name and a link back to your website on the last slide. All information
placed in this section is for the benefit of organizing your videos in Animoto. These fields will have
no effect on the actual video itself or the video on your website once linked.

Step #13 – Select the Create Video button to start the generation process.

Generation times can vary slightly depending on the number of photos and assets used in videos. Creation
should only take minutes. Click on the My Videos link at the top and wait for your video to finish producing.

After you have completed creating a video in Animoto, you may:

• Link it to the Book of Memories Video Tribute
• Print the DVD case sleeve and disc label stationery.
• Transfer to Disk/Media

For more information on using Animoto, please visit the Animoto Helpdesk.

Book of Memories Link >><< Tukios DVT

All videos are kept in the My Videos section of Animoto, which means you don’t need to
store them on your computer and occupy hard drive space. Every time you send information
to Animoto from your FrontRunner System, a new project will be created.
*
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Book of Memories Link
Open a Record > Digital Video Tributes > Enter Video Link for Book of Memories.

If you still have the tab open on your browser for the Animoto page, you should still be at the preview movie
page. If you are not, simply click on My Videos at the top of the Animoto screen. This will take you to the list
of videos you have produced.

Before entering the link for the Book of Memories you want to make sure you are using the best quality for
your video.

• Step #1 – Hover your mouse over the video you want to link.
• Step #2 – Click on Actions button and then select Download.
• Step #3 – Click the Upgrade (Free) button located on the same level as the HD-720p quality of your

video.
• Step #4 – Once the download is done, click on the Refresh the Page to View It button to refresh your

browser.
• Step #5 – Hover your mouse over the 720p video you want to link.
• Step #6 – Click the Action button and select Share.
• Step #7 – A window will pop up. Click the Share the Link option.
• Step #8 – Highlight one of the links then right-click on your mouse and copy.
• Step #9 – You can now go to the FrontRunner side and click on Enter Video Link for Book of

Memories (within the Digital Video Tributes section); right-click in the Video Link space and select
Paste.

• Step #10 – Once pasted, click outside of the video link space for the check mark to appear. This
confirms the link is correct.

• Step #11 – Click Preview Video to ensure that you have used the correct link and click Save Link
when complete.

Manage DVD Sleeve & Label >><< Animoto DVT
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Manage DVD Sleeve & Label
Open a Record > Digital Video Tributes > Print DVD Sleeve and Label.

This process allows you to print the personalized DVD case
sleeves and disc label.

• Step #1 – Use the dropdown to select a theme.
• Step #2 – Select the item to be printed (Don’t forget to load

the printer with the correct paper form).
• Step #3 – Select either Preview or Print .

Change Layout or Text

Select Advanced Printing mode: System Settings > Print Engine > Manage DVD Sleeves and Label

This section will allow you to print the DVD Sleeves and Labels for your Digital Video Tributes. We highly
recommend that if you want to use your own images, take your sleeves and labels to a local printing
company to create for you. Once you have the image on your sleeve and label, you can add it to your
system for printing.

Step #1 – Select the New button.

• Name – Enter the name of the
package (group name). Example:
You could name a group as Prayer
Cards or Remembrance.

• Description – Enter a description
regarding this package name.

• Vendor – Enter the suppliers name.

As you type, it will pull a list of supplier’s
names you have already entered. If this is a new supplier, two new fields will appear:

Step #2 – When complete, select the Save button.

Once your package is added, you have the ability to add stationery into your package. Select the Edit
button.
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Step #3 – From the top left, go to File > New or if you are entering into this package for the first time,
complete the following fields:

• Name – Enter the name of your Sleeve/Label.
• Width/Height – Make sure to include the width and height of the Sleeve/Label (inches).
• Offset – If you find that once your stationery is printed the fields are not aligned properly, you may

adjust the offset (inches), which will adjust the fields to properly align them on your stationery.
• Type – Use the drop down to select the item type you are adding.
• Image – Select the button. Locate the file on your computer and open.
• Fold Type – Choose the fold type for this item.
• Can Print BG – BG stands for background. If you can print the item onto a blank white piece of paper,

with the image and information, you can select yes.

Step #4 – When complete, select the Save button. The item will now load on the screen.

Building your DVD Sleeve/Label

When building a sleeve/label, you need to make sure every there is a field where you want information to be
printed. This will allow the system to pull the requested information to the area of the form where you have
placed a field. To add a field, refer to one of the following fields types to start building:
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Basic Field – This is a field that is straight text. Example: If you need
the first name of the deceased, you can search (on the left side) for the
word Name or First Name. Please keep in mind that some words may
be different in the system than on the form. For example, the field ‘Sex’
is known as ‘Gender’ in the system.

Step #1 – Locate your field from the list and drag it onto the sleeve/
label.

Step #2 – The text that appears within the field on the form is exactly where the text will appear when
printing.

Drag the field to where you would like to place the text. If you have a section that requires more than one
field (ie. First, Middle, Last name of the deceased):

• Add all three fields to the one section
• Group the three fields so they format properly and do not leave any improper spacing. Select the first

field, hold the control key down on your keyboard, then select the other two fields.
• Right click on your mouse over the fields and select Group Together.
• You will see a pop up with separators. By default, it will place a space between each field. Otherwise,

you have the option to separate with a comma, etc…
• Save.

If you are adding a field to a prayer card with a fold, then the field may adjust itself upside
down. When you print, it will place the text properly on your prayer card.*
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Step #3 – Click on the field to resize.

The field needs to be resized to fit the enter area dedicated to the information requested on the form. To do
this, click on the box that appears in the bottom right corner of the field. This will allow you to expand and
reduce the size of the field.

Step #4 – Continue steps 1-3 until you have completed your first row.

When your first row is complete, adjust the alignment so the fields print out in a straight line from left to
right. You will need to group all fields in that row:

• Select the first field, hold the control key down on your keyboard then select the other fields.
• Right click on your mouse over the fields and select Align Vertically.

Static Fields – These are fields we have added to provide certain
functionality:

• Static Text – Allows you to add a new basic field.
• Static Text Block – Allows you to add a block of text.
• Prayer – Allows you to add a section for a prayer. If you are looking

to add a new prayer into the database, please refer to Manage
Text/Prayers.

• Static Date – Allows you to quickly enter a date by using a calendar.
• Today’s Date – Allows you to have the printing date auto populate to the form.
• Static Time – Allows you to have the printing time auto populate to the form.

Photo – This will allow the primary picture of the deceased to load on the form.

• Step #1 – Search for the word photo under the All category.
• Step #2 – Locate the field called Deceased – photo and drag it onto the form.

Brand New Field – Allows you to add a brand new basic field. This is used if you cannot locate a field in
our library.

• Step #1 – Right click over the section where the field needs to appear and select Add Text.
• Step #2 – The words Static Text will appear on the form. Drag the field to where you would like to

place the text.

Note: When your form is complete, you can align all the fields on the left. Follow the same
steps as above except select Align Horizontally.*

FrontRunner Professional FrontRunner Manual - 1

Page 292 of 589



• Step #3 – Click on your field. The field needs to be re-sized to fit the enter area dedicated to the
information requested on the form. To do this, click on the box that appears in the bottom right corner
of the field and drag. This will allow you to expand and reduce the size of the field.

• Step #4 – Right click over the field and select Edit.
• Step #5 – The Label is the name of the field.
• Step #6 – Remove the words Static Text and Save.

It will appear as if there is no field there. If you hover over the section, you will see your new field name
appear. This will allow an option to add text when you are ready to print your form.

Prayer/Poem – Allows you to insert a prayer/poem that was added to your library.

Step #1 – Right click over the section where the prayer/poem needs to appear and select Add Prayer.
Step #2 – The list of prayers/poems will appear. Click through and select the one you would like to add.
Step #3 – Drag the field to where you would like to place the prayer/poem.
Step #4 – Click on your field. The field needs to be re-sized to fit the enter area dedicated to the information
requested on the stationery. To do this, click on the box that appears in the bottom right corner of the field
and drag. This will allow you to expand and reduce the size of the field.

There will be formatting options available to all fields. Click on any field and adjust any one of the
dropdowns (if option available).

When complete, select the Save button. Once the item is built, it will be available to print within each
individual record. This will pull the necessary information from any service and place it on the form.

Print DVD Sleeves & Labels >><< Book of Memories Link
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Print DVD Sleeves & Labels
Open a Record > Printing > DVD Sleeves and Label.

Here you will find a list of sleeves and labels. If there is no sleeve/label listed that you want to print, you will
need to first build the sleeve/label.

Step #1 – Select the Preview button beside the sleeve/label.

Step #2 – All of your record’s information will become visible. By default, it will load the first stationery
item you have uploaded.

Look for the two tabs along the left side:

• Stationery – This shows all stationery uploaded into the package. Click on any to open.
• Fields – This allows you to add any fields to the stationery item.

Step #3 – Select the Enter Data button at the bottom.

There will be two types of boxes:

• White – Information is pulled from the client editor.
• Red – Either information was not entered in the client editor or the FrontRunner system does not

capture the information and it needs to be manually entered each time.

Step #4 – If there are any red boxes, remove the text and enter the information. If there are fields that do
not apply to this record, leave red.

Step #5 – If there are any fields that are not formatted properly or mis-aligned, select the Modify Fields
button.

This will allow you to drag fields or select a field and change the formatting by using one of the drop downs
along the top of the page.

If you complete any of the red boxes with information captured in the client editor, select the
Save to Record button. This will place the information in the client editor for you.*
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Step #6 – Before printing, select the Preview button to display how the form will appear when printed.

Step #7 – Select the Print button.

Manage Text / Prayers >><< Manage DVD Sleeve & Label
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Manage Text / Prayers
Navigate to System Settings > Print Engine > Manage Text/Prayers.

Before building prayer cards/poems, you must scan the item (ie. prayer card) into your computer and save it
as a .jpeg. It is important that your scan is as straight as possible. Once scanned into your computer, you
can then upload it into the FrontRunner system.

Step #1 – Select the New button.

• Name – Enter the title of this prayer/poem.
• Text – Enter the prayer/poem.
• Category – Enter the category for this prayer/poem. Example: Catholic, Protestant, United.

As you type, it will pull a list of category names you have already entered. If this is a new category, once
you enter, it will be remembered for next time.

Step #2 – When complete, select the Save button.

To edit any prayer/poem added to your library, simply click the Edit button.

Transfer to Disc / Media >><< Print DVD Sleeves & Labels
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Transfer to Disc / Media
To transfer to a DVD, click the Download button located at the bottom of the video player. (This button is
seen after generation has taken place) Click the Upgrade Free button located on the same level as the 480p
quality of your video.

Click the Refresh the Page to View It link or click refresh in your browser to open the Download this Video
menu.

Click on ISO (63.03Mb) – your file size may differ – to start the download process. Select Save File and
save it to a location that is easily accessible. (ex. My Videos Folder or another folder you create to save
your videos)

Now all you need to do is burn the disc. Click here to access the Animoto burning page. This will help you
complete the process.

Memory Stick Transfer

To transfer your video to a memory stick, just click the Download button located at the bottom of the video
player. (This button is seen after generation has taken place.)

Click the Upgrade (Free) button located on the same level as 480p quality of your video. This will take a
couple of minutes to upgrade the quality of your video. You can then click on MP4 (26.3Mb) – your file size
may vary. This will allow you to download the file to your computer. Once downloaded, you will be able to
move the file to any available thumb/flash drive you have plugged into your computer.

Arranging Director >><< Manage Text / Prayers

Note: Firefox Users – Once you click Save File, the file will download and there will be a
pop-up message at the bottom corner of your screen to let you know when it’s complete. By
default, it will download to your Downloads folder. To access that folder click on the
windows icon or press the windows key on your keyboard, click on your user name at the
top right corner and click on the Downloads folder.

*
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Arranging Director
The features within the Arranging Director section are for those using the full management system. Search
for clients or import your first calls from either ProComm or ASD.

In the Main menu at the top of your system, select Arranging Director.

The first page to open displays all Active Clients. The system displays At Need Contracts (ANs) and
PreNeed Contracts (PNs) separately. Click on either Show ANs or PNs to display the records you need to
access.

When searching for a particular contract, enter the deceased’s last name in the search field or use either of
the dropdowns to display 25, 50, 100 or All, or refine the search using the Service Date options (1, 3, 6, 9,
12, 24, or All).

The information displayed includes the name, service date, time, and location, date of death, contract
number, paid status, and funeral director. To edit a contract, click on the magnifying glass to the left of the
Name.

There are two ways to add a new client. From the top menu, choose one of the following:

Client Search

This tool is similar to Active Clients page but it allows you to search At Need, PreNeed, or by using the
Flexible Search feature.

Navigate to Arranging Director > Clients > Client Search.
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• Find At Need Client: Click on the dropdown to display all at need clients currently entered in the
system.

• Find PreNeedClient: Click on the dropdown to display all preneed clients currently entered in the
system.

• Flexible Search: This feature allows you to enter the information that you know, no matter how limited.

Click on Search Using Criteria.

Import First Calls

This feature allows you to import first calls from either ProComm or ASD.

Navigate to Arranging Director > Clients > Import ProComm First Calls or Import ASD First Calls.

Once you select on any of the available first calls, click on the ‘Import Selected Clients’ button at bottom of
the page.

It’s important to remember that existing or preneed clients already in the system should not
be imported. And, once a first call is imported, it will not be available for import again.*
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Add New Client
There are two ways to add a new client using the Arranging Director. From the top menu, choose one of the
following:

1. Arranging Director > Clients > Add New Client.
2. Main > Records > Add a New Record (button at top right of screen will direct you to Add New Client)

Once either option is selected, enter the information as described below and click on ‘Add Client’.

• Contract Date: Click on the calendar icon to change the date, if necessary.
• Contract Type: Choose either At Need or Pre-Need
• AN/PN Contract Number: Click on ‘Last Entered AtNeed?’ or ‘Last Entered Preneed?’ to reveal the

most recent contract number entered. This will allow you to create a sequential number.
• At Need Service Date: Click on the calendar icon to select a date and check the Estimated box if the

date has not been confirmed.
• Last, First, and Middle Names

Click on the ‘Add Client’ button. Once the client has been added, the contract will be accessible through any
of the search mechanisms on the Active Clients or Client Search pages.

Summary >><< Arranging Director
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Summary
This section of Arranging Director provides an overview of the service information, vitals information,
payment information, notes from staff, quick printing of forms, and a check list.

Open a record and navigate to Client Arrangement > Summary.

• Click on ‘Show’ to display more information about vitals or payments.
• Use the Notes section to add more information that may be relevant for staff accessing the client

record. Once notes are added, click on ‘Save Notes’.

Frequently Used Forms

This handy tool will allow you to click on any of the forms listed on the right to open a PDF.

The form you open will contain any relevant information entered in the record; the form is automatically
populated with information from record fields.

Check List

Check off any of the tasks that have been completed for this client. If you do not see a specific one required,
enter it into one of the blank fields and click on the checkbox. Click on ‘Save Checklist’ below the list. You
can control what items get listed in your check list. This is done through System Settings > Data Setup >
Quickfill & System Data > click the Check List items category.

Other sections within the client record:

• Vitals
• Services

You can control what forms get listed as a frequent form. This is done through Arranging
Director Admin > Form Library Maintenance > Maintain Forms.*

If there are blank fields when the PDF opens, you can either go back to the record and fill in
all relevant information and then reopen the PDF or you can make changes to the PDF file
and sign, save, and send.
*
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• Contract
• Contacts
• Obituary
• Account
• Add Ons
• Files
• Pre-Need Funding

Vitals >><< Add New Client
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Vitals
This section of Arranging Director provides all the vital information of the deceased.

Open a record and navigate to Client Arrangement > Vitals.

Client Vital Information

Enter all the client information. The more information that is added in these field, the less you will have to
add in separately for the obituary, forms, stationery, and contracts.

Contract Date

Click on the calendar icon to select a date or manually enter the date: XX/XX/XXXX – Month/Day/Year

Deceased Name

The first and last names are required fields.

Fill in all other applicable fields.

Personal Details

When Male is selected, the screen turns green; when Female is selected, the screen turns pink.

Date of Birth & Date of Death – Use the calendar icon or manually enter the date: XX/XX/XXXX – Month/
Day/Year When both fields are filled in, click on the calculator icon beside Age to calculate the age.

Fill in all other applicable fields.

Residence Information

Fill in all applicable fields. For those fields that contain drop-downs (City, Township, etc.), either click on the
drop-down or start to type the name. If the city, for example, is already in the database, the word will
appear. If not, type in the full name and once the record is saved, it will then become a drop-down option.

All information contained within the drop-downs is drawn from the Quickfill & System Data
section of your system. Once information is entered in a drop-down field (and the record is
saved), it will be added to the system data.
*
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Marital Status

Choose marital status and the marriage date, if applicable. Add additional information in this section if
relevant.

Parent Information

Add information about both the father and mother.

Occupation Information

Click on the drop-downs to select the occupation and nature of business or type in the text. Any new fields
entered will automatically populate the drop-down once the record is saved.

Education

Click on the drop-downs for the applicable education field.

Military Service

If the client was a member of the military, select ‘Yes’ from the Veteran drop-down. Fill in all applicable
information and click on the calendar icons to choose the service entry and separation dates.

Religion and Organizations

Select the religion and church from the drop-down options or type it in manually. (Once the record is saved,
any new field will populate the database)

Physician Information

Use the drop-down to access the physicians currently entered in the database. If it is not visible, type in the
information. (Once the record is saved, any new field will populate the database)

Place of Death

Fill in all applicable information. Select from the drop-down options otherwise type in the information
required. (Once the record is saved, any new field will populate the database)

If a drop-down field contains incorrect information, click on the blue arrow buttons to clear
the field.*
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Disposition

Choose the method of disposition and date.

Informant Details

Add the informant’s name and relationship. If the informant has the same address and phone number as
what’s entered for the deceased, click on the ‘Use Deceased’s Addr and Phone Info’ button to the right.

Services >><< Summary

Click on Save at the top right of the screen before exiting the page.!
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Services
This section of Arranging Director allows you to enter all the service information.

Open a record and navigate to Client Arrangement > Services.

Client Service Information

Fill in all applicable fields. Many of the sections on this page contain a location field. If the location is not
contained within the dropdown, type in the name. (Use the blue arrow buttons on right to clear the field, if
necessary.) Click on the calendar icon to select a date.

Click on the ‘Add/Edit Addr’ link and a pop-up will appear to include or amend the address information.
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Service Information

Select the service type, location, date (use the calendar icon or type in the date – XX/XX/XXXX – Month/
Day/Year), and time.

Visitation

There are fields for as many as four (4) different visitations. Add the location and add/edit the address if
necessary. Select the date (use calendar icon), time, and any notes if necessary.

Rosary

Add information if applicable.

Shiva or Repast

Add information if applicable.

Reception

Add location (add/edit address if necessary), date, and time of reception. If the location information is
incorrectly entered, click on the blue arrow buttons on the right to clear the field.
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Additional Details

Add any relevant information pertaining to this record.

Participant Details

Select from the drop-down menus or type in the applicable names. (Once the record is saved, the names
will be entered in the database.)

Crematory & Cemetery

Select the name from drop-down or type in the applicable names. Select the date and fill in any other
relevant details.

Funeral Director / Embalmer

Select the names from the dropdowns or type directly into the field. Add the license numbers. Click on the
blue arrow buttons to clear the field.

Contract >><< Vitals

Once information is added, click on Save at top right of the screen.!
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Contract
This section of Arranging Director allows you to add products and services for the contract.

Open a record and navigate to Client Arrangement > Contract.

Most of the information for this first section is already populated. Click on the calendar icon to populate the
‘Unpaid Balance Due By’ field.

Services

• Select a specific package from the dropdown menu (pulls information from System Settings > Pricing
Setup > Package Pricing.

• The white pricing fields are editable. Edit any of the pricing information if needed.
• Click on the green + icons to add items to any of the sections (Professional and Staff Services, Care

and Preparation of Remains, etc.)
• Once all services (and prices) have been added, the total services displays at the bottom of the

Services section.

Merchandise

All information contained within the dropdown menus of the Contract page has been
entered in the system’s settings. Before information can populate contracts, it must be
entered in System Settings > Catalogs > Products and System Settings > Pricing Setup >
Package Pricing.

*
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There are two sections for each type of merchandise: inventoried and not inventoried. Choose merchandise
from the applicable category.

All merchandise contained within System Settings > Catalogs > Products can be added to the contract by
clicking on the brown file icon located beside each category. A pop-up will appear that includes all available
merchandise.

Scroll through the list to find the applicable product and click on Select . Repeat the process until all
merchandise is selected. The Total Merchandise price is visible at the bottom of the Merchandise section.

To keep track of inventory, all can be managed through System Settings > Arranging
Director Admin > Inventory Control.*
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Disbursements

• The white pricing fields are editable. Edit any of the pricing information, if needed.
• Click on the green + icons to add items to any of the sections.
• Once all disbursements (and prices) have been added, the total disbursements displays at the bottom

of the Disbursements section.

Tax Summary

The tax rate for a particular record can be adjusted manually for each contract. To set up the tax rates to
apply to all contracts, refer to System Settings > Arranging Director Admin > Contract Maintenance > Sales
Tax Setup.

Contract Summary

This section of the contract displays the total charges prior to any discounts. Click on the dropdown to
access the reasons for a discount or type it in and enter any notes. Enter the dollar amount of discount.

Contract Total

Add any assignments for this contract and check off all payment options offered by your firm. Enter any
notes.

Select legal, cemetery or crematory requirements which were explained to the client

Click on any / all that apply to this contract.
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Buyer Information

If the buyer is the same as the informant for this particular record, click on ‘Use Informant Info’ to populate
the fields. If not, enter the information and select whether the buyer is the next of kin.

Contacts >><< Services

Once any information is added (or edited) to the contract, click on Save at top right.*
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Contacts
This section of Arranging Director allows you to add information for necessary contacts.

Open a record and navigate to Client Arrangement > Contacts.

The main page provides fields for additional information as it relates to survivors, preceded, and pallbearers.
Once the information is added, click on the ‘Save’ button below corresponding field.

To create a new contact, click on the ‘Add A Contact’ button at top right. It’s important to designate the
contact as one of the following:

• Next of Kin (NOK)
• Primary Buyer
• Informant
• Executor
• Beneficiary
• Survivor
• Pre-Deceased
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• Pallbearer
• Additional Buyer / Receive Invoices

If the deceased and new contact shared the same address – click on the ‘Use Deceased’s’ button to
populate the fields. Click on the calendar icon for the Date of Birth and Date of Death or enter the
information: XX/XX/XXXX – Month/Day/Year.

Scroll to the bottom of the page to click on the ‘Add Contact’ button.

Obituary >><< Contract
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Obituary
This section of Arranging Director allows you to create an obituary.

Open a record and navigate to Client Arrangement > Obituary.

To create the obituary for a record, choose Default 1 or if you have created your own template(s). If you
want to create your own obituary templates, you can do so from System Settings > Data Setup > Obituary
Templates.

The Default 1 feature pulls information from the record to populate a basic template. Any missing
information from the record will be indicated by () X (). Simply type in the replacement text, edit any of the
information, and click on ‘Save’ at the top right.

The character and word counts are located below both the template editing space.
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As long as you have an email address entered within System Settings > Arranging Director Admin >
Obituary Setup > Email Address(es) to Use for Obituary Communications, you have the option to email this
obituary. Click the ‘Email Obituary’ button. The primary photo you have selected for this record will also be
emailed.

Account >><< Contacts

Once the obituary is saved, a new message will appear at the top of the page: Obituary
Successfully Updated. Web Data Successfully Updated. The obituary will then be visible on
the Book of Memories.
*

You can email the obituary to the family first to get their approval before sending to the
newspaper. You can also save the family’s approval email by uploading it into the Files
section.
*
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Account
This section of Arranging Director summarizes the contract pricing, incorporating adjustments, discounts,
and refunds.

Open a record and navigate to Client Arrangement > Account.

If, for example, a payment is made to this account, click the ‘Add An Entry’ button. A pop-up will appear to
enter the information. The Entry Type drop-down displays the various options:
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• Payment
• Down Payment
• Refund to Family
• Needy Family Discount
• Insurance Funding Fee
• PreNeed Discount
• Early Payment Discount
• Other Discount
• Adjustment
• Collection Agency Fee
• Late Fee

Once the entry is complete, click on the ‘Add Entry’ button at the bottom right.

The Check/Cheque / Transaction Number is not encrypted in the database. Do not enter
confidential information (including credit card details).*
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Once an entry is added, the information will display below with the options to delete, edit, and print.

Enter any additional notes related to this record and click on the ‘Update Notes’ button. The summary can
also be printed. And, to categorize the account as a write-off, click on the ‘Write Off Account’ button. A pop-
up will appear to confirm the action.

Add Ons >><< Obituary
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Add Ons
This section of Arranging Director allows you to create another contract for this client record.

Open a record and navigate to Client Arrangement > Add Ons.

All Add Ons will be displayed. To create a new one, click on the ‘Enter A New Add On’ button.

All available contract information will display. Scroll through the options and enter a dollar amount for any
add ons that are required.

As you scroll, the Update-Values button on the right side of the screen will also scroll. It’s important to
update any new information immediately after it’s entered. A pop-up will appear to indicate that the update is
successful.

Scroll further down the page to confirm the Add On information is correct and then add the Buyer
Information if required.

Files >><< Account

For further information on how to add products/services, see the Contracts section of a
record.*
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Files
This section of Arranging Director allows you to attach files to this client record.

Open a record and navigate to Client Arrangement > Files.

Click on the ‘+Add A File’ button at top right. A pop-up window will appear to browse to the file (no larger
than 3 MB) on your computer. Click ‘Find File’ and then add a File Name and Description. Click on Upload
Document.

The new file will display in the chart below with the options to view, delete, and edit the file name and
description.

Pre-Need Funding >><< Add Ons
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Pre-Need Funding
This section of Arranging Director allows you to add a financial transaction for a pre-need account.

Open a record and navigate to Client Arrangement > Pre-Need Funding.

Click on the ‘Add A PreNeed Funding Entry’ button. Enter all applicable information and click on the ‘Add
Funding’ button at bottom right. The entry information will then display in the table below with the ability to
delete or edit. If any information needs to be changed, click on the ‘Edit Funding’ button at bottom right.

In the table, the Type can be displayed one of four ways: S/I – Standard Insurance; S/T – Standard Trust; I/I
– Inflation Insurance; or I/T – Insurance Trust.

Record Management >><< Files
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Record Management
This section of Arranging Director allows you to manage donations, edit the family login information, and set
the file number, publish status, and current/past settings.

Open a record and navigate to Record Management.

• Donations
• Family Interactive
• File Management

Donation >><< Pre-Need Funding
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Donation
This section of Arranging Director allows you to set up the charities for a record.

Open a record and navigate to Record Management > Donations.

Please refer to another section in our manual called Add Charitable Donations for information on how to use
the feature.

Family Interactive >><< Record Management
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Family Interactive
This section of Arranging Director allows you to create the family with a login to access their loved one’s
Book of Memories and the family email addresses.

Open a record and navigate to Record Management > Family Interactive.

Please refer to another section in our manual called Family Login for information on how to use the feature.

File Management >><< Donation
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File Management
This section of Arranging Director allows you to add or edit the file number, force a record to be current,
publish or unpublish a record from the website, and post a record.to your Facebook page.

Open a record and navigate to Record Management > File Management.

The page provides easy access to the record’s main settings:

• File Number: The system automatically creates a file number. This can be left as is or edited.
• Current / Past: All records are categorized according to the date of death. If, for example, a person’s

memorial is held long after the date of death, the record can be forced to be current so it sits on your
website as a current service. Once the memorial is over, it’s important to adjust this setting back to
Automatic.

• Publish to Web: When the record is ready to publish to the Book of Memories, set to Yes.
• Post to Facebook – If your firm has a Facebook account and the set up is complete, the app can be

integrated within the FrontRunner system to ensure that when a Book of Memories goes live, the link
to it will post to your Facebook page. If you do not app this app and would like more information,
please contact your Success Coach.

Book of Memories >><< Family Interactive
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Book of Memories
This section of Arranging Director will help your firm learn how to personalize each Book of Memories and
explain to families how the features work.

Open a record and navigate to Book of Memories.

Please refer to another section in our manual called Book of Memories for information on how to use the
feature. From this page will be sub-section explain each feature.

Financials >><< File Management
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Financials
This section of Arranging Director allows you to setup your financials.

Navigate to System Settings > Financials.

• Account Register
• Reconcile Account
• Account History
• QuickBooks Export
• Invoices
• Enter P/N Interest

Account Register >><< Book of Memories
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Account Register
This section of Arranging Director allows you to enter, delete, edit, print and view the details of your checks
and deposits.

Navigate to Arranging Director > Financials > Account Register.

Adding checks and deposits are self-explanatory for the most part.

Adding Checks

Click ‘Add a New Check’. Add the check/cheque number, date, amount, and the payee information. Click
‘Add Check’ when done.

The next check and deposit number available are filled in for you. You may override these values but you
may not enter a duplicate a number. You can change the next check or deposit number to use under
System Settings > Arranging Director Admin > Set Last Check or Deposit Number Used.

If you need to Void a check: edit the check and change the Payee to Void and the amount to 0.00.

Deleting a check removes the check from the database which allows you to reuse the check number.

Reconcile Account >><< Financials
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Reconcile Account
This section of Arranging Director allows you to reconcile or balance your account.

Navigate to System Settings > Financials > Reconcile Account.

When you choose to reconcile, or balance, your account you will be presented with the following screen:

Select ‘Balance Account’ after you enter the appropriate data.

If you Opening Balance or Last Balanced On date is incorrect you may modify it under System Settings >
Arranging Director Admin > Set Account Last Reconciled Date and Current Balance.

Check the boxes in the “Clear” column for each transaction. The running totals will update as you select
transactions.
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You may edit or delete transactions and also view the full details of the transactions.

You may add new deposits and checks during your reconciliation without losing your progress. To postpone
your reconciliation until a later time click the ‘Postpone’ button and your progress will be available when you
return to finish your reconciliation.

Click ‘Balance Complete’ when you are done.

Account History >><< Account Register
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Account History
This section of Arranging Director shows all uncleared transactions and any transaction less than two
months old.

Navigate to System Settings > Financials > Account History.

You can view the details of each transaction and perform a flexible search for a particular transaction or
transactions.

Invoices >><< Reconcile Account
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Invoices
This section of Arranging Director allows you to print invoices for any outstanding payments.

Navigate to System Settings > Financials > Invoices.

Check the boxes next to the invoices you wish to print and click the ‘Print Select Invoices’ button. This will
generate a PDF letter for each client which you may print using your browsers Print function. The list of
individuals are the Buyers for each client and any additional contacts defined to receive invoices. The
possible additional recipients are setup and maintained under each client’s Contact tab.

The text of the invoice letter is based on the age of the last payment on the account. You can modify your
text, as well as the signature line, via System Settings > Data Setup > Invoice Setup or by clicking the”
Invoice Text Maintenance” link on top of the page. After the text of the letter each invoice will include an
account summary.

You may define the format of the header of the invoice letters to print the address so that it will be visible in
a standard two-window envelope or for use with a plain front envelope. You define the layout setting under
System Settings > Data Setup > Invoice Setup. Make your selection from the drop down for “Type of
Envelope Used for Mailing”.
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Inventory >><< Account History

If you have trouble printing your invoices make sure that you have the latest version of
Adobe Reader installed on your computer and that you are allowing pop ups from this site
with ALL your pop up blockers.
*
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Inventory
This section of Arranging Director allows you to setup your products and inventory control features.

Navigate to System Settings > Inventory.

• Products
• Inventory Control

Products >><< Invoices
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Products
This section of Arranging Director allows you to setup your products.

Navigate to System Settings > Inventory > Products.

Please refer to another section in our manual called Product Database for information on how to use the
feature.

Inv. Control >><< Inventory
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Inv. Control
This section of Arranging Director allows you to setup your products.

Navigate to System Settings > Inventory > Inventory Control.

This screen shows you a list of you Product Catalog and the current count in inventory for each product.
This is the main control screen to maintain your inventory. Use the Product Database screens to change the
details of a product. The Inventory Control Icons are:

Receive inventory

View/edit existing inventory

Delete inventory

Transfer inventory item

Receive Inventory

When you choose to receive inventory you will be asked for the quantity and pricing details for the
operation. After you add the items you will be given the opportunity to assign serial numbers.
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View/Edit Inventory Details

You may edit the Date Ordered, Date Received, Retail Price and/or Cost for all selected product currently in
stock and unassigned to a client.

Select Inventory to Delete

When you click this icon you will be allowed to select which inventory items or items to delete of this
product.

Transfer Inventory Item

The funeral homes involved in the transfer must have each other defined as transfer locations. These are
set under System Settings > Arranging Director Admin > Inventory Transfer > Maintain Inventory Transfer
Locations.

The transfer occurs based on the data in both funeral homes’ Product Database. If both funeral homes have
the EXACT matching Product Name, Category and Subcategory then the item is transferred directly. If there
is not an exact match you have two options. Option one is to add the sending funeral homes’ details for that
product to the receiving funeral homes’ product database and transfer the item. Option two is to select a
product from the receiving funeral homes’ product database and transfer the item as that selected product.

Forms >><< Products
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Forms
This section of Arranging Director allows you to quickly print forms for a client record.

Navigate to Arranging Director > Forms.

The forms menu shows all of the forms that have been set to be visible and are therefore available for your
funeral home’s use. The forms and their visibility are maintained by the funeral home and company-wide
administrators via System Settings > Arranging Director Admin Form Library Maintenance > Maintain
Forms.

To create a form you simply click the form name. When a form is selected, use the dropdown to select the
client record. When the form opens you may edit any information that is pre-filled on the form and fill in any
other blank fields before printing. Use the File > Print functions from your browser to print the form.

Reports >><< Inv. Control

Data changed or added on a form is NOT saved in the database. To permanently modify
some client data, use the client information editing screens.

!
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Reports
This section of Arranging Director allows you to view from a selection of tabular reports, charts and graphs.

Navigate to Arranging Director > Reports.

• Tabular Reports
• Charts & Graphs

Tabular Reports >><< Forms
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Tabular Reports
This section of Arranging Director allows you to view and/or print from a selection of tabular reports.

Navigate to Arranging Director > Reports > Tabular Reports.

Check the boxes next to the reports you wish to run and click ‘Create Report(s)’. Date and contract number
dialog boxes will open if one of the reports you select need that data to run. All reports selected will use the
same criteria you enter. If you want different criteria for the various reports you must run them another time
entering the different reporting parameters.

When the reports appear you may notice black arrows in the column headings. These arrows indicate the
ability to sort the report by the column data. To sort by multiple columns simply hold down the Shift key
while you select the columns.

This section will not go over each report in detail. The most effective way to learn about
each report is to run it.

!

Please contact your Success Coach if you would like a report that is not on the menu and
we will consider adding it.*
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Printing Reports

Although it is possible to print the reports by printing the screen, you should create and print the PDF
version since it will be correctly and beautifully formatted for you. To generate the PDF for printing first
modify the sort order of the reports , if desired, and then click the PDF generation icon at the top right of the
screen. A new window will open with your PDF document. Print the report(s) by choosing File > Print in your
browser window.

Troubleshooting

If you cannot get your reports to work there are a couple things to check. Most likely the problem is due to
having an old or no version of Adobe® Reader on your computer and/or problems with pop up blockers.
Since the reports open in a new window you may have problems running them if you have a pop-up blocker
or blockers enabled for this site.

Charts & Graphs >><< Reports
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Charts & Graphs
This section of Arranging Director allows you to view from a selection of charts and graphs.

Navigate to Arranging Director > Reports > Charts & Graphs.

The first screen that appears is an overview screen. The dates default to the last twelve months. You may
change the date range of the data by modifying the dates in the Date Range 1 fields and clicking ‘Update
Chart’.
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If you want to view another chart in the library simply choose another chart from the Chart dropdown.
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You will have the ability to enter values for different fields depending upon what is required for a particular
chart. If a chart compares values over two different date ranges you will be allowed to enter dates for both
ranges.

You may also control the chart type used to represent your data. You may select from
Pie Charts, Bar Charts, Column Charts or Line Charts. The most appropriate chart to
use will depend on the data. Rolling over the different sections of the charts and
graphs will give detailed information where available.

Timesheets >><< Tabular Reports
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Timesheets
This section of Arranging Director allows you to access and maintain all timesheet information for all
employees.

Navigate to Arranging Director > Timesheets.

Timesheet Maintenance

Enter the starting date of this timesheet and select the employee. Add or edit data at any time. An
informational message will appear if the timesheet has been previously submitted but Admins will still have
the ability to edit the data.

Pay Period Administration

The ‘View Pay Period’ option will show you all timesheets entered for your selected pay period.

The employees Regular ®, Overtime (O), Sick (S), Vacation (V) and Holiday (H) hours will be detailed. The
annual time off summary will follow the pay period history section. The Earned hours are obtained from the
values entered for the employee via Data Setup > Employee Maintenance. The used hours are calculated
from past timesheets.

Admins will see the following screen via their Timesheet Menu option.*
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After the employee’s name there may be an icon. The ‘envelope with arrow’ icon indicates that this week
has been previously submitted. The ‘lock’ icon indicates that the timesheet has been locked against
employee/non-administrator edits but it has not been submitted yet.

The Print button with create a PDF document of the current pay period and time off summary.

‘Lock User Edits’ prevents employees from editing previously added timesheets. Use this if you are not
ready to email your timesheets but you wish to disable edits.

When you are ready to email your timesheets to whoever you have designated in your setup, (Admin >
Setup Timesheet Values) simply select the pay period and click the ‘Lock and Submit’ button. The
timesheets for this pay period will be emailed and the timesheets will no longer be editable by non-
administrators.

Data Setup >><< Charts & Graphs
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Data Setup
For the Arranging Director, please refer to the items below to learn more about your Data System Setup.

• Quick Fill & System Data
• Employee Maintenance
• Obituary Template
• Invoice Setup
• Check Setup

Quick Fill & System Data >><< Timesheets
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Quick Fill & System Data
This section of Arranging Director allows you to complete a text of values to help speed up data entry.

Navigate to Arranging Director > Data Setup > Quick Fill & System Data.

Quick Fill Data Categories

Add items to a pick list. Within a client record, the pick list will automatically be narrowed down by the
matching text as it’s typed. If there is no match, the item will automatically be added to the category. These
do not need to be added in setup; there is an option to add them as needed from within the record.

Static System Data Categories

A pre-set list of values.

Two important static Quick Fills are the Other Service Items and Other Cash Advance/Disbursement Items.
They are used to populate the dropdown box on a client contract to add additional line items to a contract.

Adding a Quick Fill Item

Click on a category. Click the green + icon to add an item. Enter all of the information and click ‘Add’ when
done. Once added, there are options to remove or edit.

As these values are not automatically added to the lists when they are entered within a
record and must be and maintained via this area, make sure to check each category and
add values during the setup process.

!

Deleting and editing the Quick Fill and Static System list values has no effect on data
previously entered on forms. It only affects the values that will appear in the dropdown lists
in the future. You may wish to perform periodic housekeeping and delete infrequently used
values that were automatically added to the lists by the Quick Fill Auto Add feature.

*
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Employee Maintenance >><< Data Setup
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Employee Maintenance
This section of Arranging Director allows you to enter the data for each of your employees.

Navigate to Arranging Director > Data Setup > Employee Maintenance.

This information is used for general contact information and with the timesheets.

Click the green ‘Add New +’ button. Enter the information about the employee.

For each employee, enter the sick, vacation and holiday hours earned/available for the current year. These
values will be used in conjunction with the timesheets entered to determine the remaining hours on the
Employee Attendance Detail report. The values should be the hours the employee has remaining at the time
the timesheet feature is first used for the current year. For example, if an employee gets 40 hours of
vacation hours each year and they have already taken 8 hours as of the date the timesheet feature is first
used, enter 32 hours for this employee’s available vacation hours.

Click the ‘Add’ button when done. Once added, there will be options to delete or edit.

Once a user is added, go to the Maintain Users section and finalize the set up.

Obituary Template >><< Quick Fill & System Data
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Obituary Template
This section of Arranging Director allows you to create your own obituary templates to speed up the obituary
creation. The templates provide starting points for an obituary that can be modified and saved for each
individual.

Navigate to Arranging Director > Data Setup > Obituary Templates.

Click the ‘Add Template’ button. Enter a template name.

To create the obituary text body, simply enter the text you would like to appear. Wherever client information
needs to appear in the body, just click on the name of the field from the lists on the left and it will
automatically be placed at the current cursor position. The field name will appear with double percentage
characters around the name.

Click ‘Add Template’ when done. Once done, there will be options to delete or edit.

Do not remove the percentage marks since these are the characters used to determine
where client information should be substituted when the client’s obituary text is auto-
generated.

!
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Invoice Setup >><< Employee Maintenance
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Invoice Setup
This section of Arranging Director allows you to define the text that is used with the invoice creation utility.

Navigate to Arranging Director > Data Setup > Invoice Setup.

Select the type of envelope used for mailing, who the invoice is signed by, and the title of that person.

Enter data for the text of each letter, which is based on the last payment date. The time periods are 0-29
days, 30-59 days, 60-89 days and more than 89 days.

Check Setup >><< Obituary Template
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Check Setup
This section of Arranging Director allows you to define the horizontal and vertical printing position of each
data item on the check/cheque when using this system to print the check/cheque.

Navigate to Arranging Director > Data Setup > Check Setup.

Enter the horizontal and vertical offsets for each items. This is necessary to account for the differences in
printers and checks/cheques used. It may take some trial and error to ensure the checks/cheques print
correctly.

Click the ‘Update Values’ button when done.

Pricing Setup >><< Invoice Setup

To avoid wasting checks/cheques while setting values, it is recommended that you print test
checks/cheques on a blank piece of paper and compare to an actual check over a light
source until the accurate values are determined.
*
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Pricing Setup
For the Arranging Director, please refer to the items below to learn more about your Pricing Setup. These
values allow you to set the various pricing information.

• Package Pricing
• Price List Effective Dates
• MPL Vault Disclaimer

Package Pricing >><< Check Setup

Modifying the price list information does not affect any data that you have previously
entered.*
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Package Pricing
This section of Arranging Director allows you to create a list of packages for your contracts.

Navigate to Arranging Director > Pricing Setup > Package Pricing.

The values defined in your frequently used service types or packages are automatically filled in on the
contract form when the Service/Package Type is selected from the dropdown at the top of the Contract
screen. Non-inventoried products may be assigned in a package. (The system does not allow inventoried
products in the package definitions because you may not have that product in inventory when the contract is
entered.). This will dramatically speed up contract financial data entry and decrease the potential for errors.
If necessary, these values can be overwritten on the contract page.

It is not possible to denote merchandise as an “Included” item. In order to be able to maintain accurate
financial reporting, include the sales price as a line item and effectively “remove” the price via a discount.

For example, there could be multiple pricing setups for a Memorial Service. In this case, add “Memorial” as
a Service Type via Setup > Quickfill & System Static > click the Service Types category and add the various
pricing schemes via the Service/Pricing area. When entering a client record, select a Service Type of
“Memorial’ as the Service Type on the Client Service screen and choose one of the pricing schemes
previously defined on the Client Contract screen in order to pre-fill the contract line item pricing values.

Add a Package
Click the green + icon to add a package. Enter a service or package name and any internal notes.

The service pricing is not the same thing as the Service Types in the Setup > Quickfill &
System Static area. Add the different types of Services offered (i.e. Memorial, Graveside,
etc.) via the Setup tab and optionally, add pricing setups in the Service/Pricing area.
*
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Navigate through each section and:

• Enter the service amount
• Enter any pricing
• Check the box if any items are included in package

Click the ‘Add Package’ button when done. Once done, there will be options to delete or edit.

Price List Effective Dates >><< Pricing Setup
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Price List Effective Dates
This section of Arranging Director show the effective dates of the prices that will appear on the cover pages
of the General Price List and Merchandise Price List.

Navigate to Arranging Director > Pricing Setup > Price List Effective Dates.

For each price list, use the calendar icon to select the effective date. Click ‘Update Dates’ when done.

MPL Vault Disclaimer >><< Package Pricing
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MPL Vault Disclaimer
This section of Arranging Director allows you to modify the disclaimer text that appears on the system’s
automatically generated Merchandise Price List. This disclaimer text appears immediately after the outer
burial section.

Navigate to Arranging Director > Pricing Setup > MPL Vault Disclaimer.

Click inside the white content area to add/edit text. Click ‘Update Values’ when done.

Arranging Director Admin >><< Price List Effective Dates
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Arranging Director Admin
This section of Arranging Director allows you to access the admin settings.

Navigate to System Settings > Arranging Director Admin.

Contract Maintenance

• Change an At Need Contract Number
• Change a Preneed Contract Number
• Contract Numbering Setup
• Void an At Need Contract
• Void a Preneed Contract
• Delete an AddOn
• Reset Write Off Status
• Reset Manual Archive Status
• Sales Tax Setup
• View Contract Status Change Report
• View Contract Data Change Report

Form Library Maintenance

• Maintain Forms
• Create GPL Template

Define Default Data Field Visibility on Client Screens

Automated Reporting Setup

• Configure Automated Reporting Settings
• Configure Text Message Notifications

Only admin users will be able to access this area of the system.*
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Maintain Password and User Accounts

Inventory Control

• Define Product Inventory Methods
• Maintain Inventory Transfer Locations

Setup Timesheet Values

• Email Address(es) to Use for Obituary Communications

Financial & Quickbooks Setup and Maintenance

Export Raw Data into CSV Data Files

Contract Maintenance >><< MPL Vault Disclaimer
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Contract Maintenance
This section of Arranging Director allows you to setup contract items.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance.

• Change an At Need Contract Number
• Change a Preneed Contract Number
• Contract Numbering Setup
• Void an At Need Contract
• Void a Preneed Contract
• Delete an AddOn
• Reset Write Off Status
• Reset Manual Archive Status
• Sales Tax Setup
• View Contract Status Change Report
• View Contract Data Change Report

Change an At Need Contract Number >><< Arranging Director Admin

Only admin users will be able to access this area of the system.*
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Change an At Need Contract Number
This section of Arranging Director allows you to update any existing at-need contract numbers.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Change an At Need
Contract Number.

Use the dropdown to locate the contract number that requires changes. Enter the new contract number.
Click ‘Change Contract Number’ when done.

Change a Preneed Contract Number >><< Contract Maintenance

Only admin users will be able to access this area of the system.*
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Change a Preneed Contract Number
This section of Arranging Director allows you to update any existing pre-need contract numbers.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Change a Preneed
Contract Number.

Use the dropdown to locate the contract number that needs to be changed. Enter the new contract number.
Click ‘Change Contract Number’ when done.

Contract Numbering Setup >><< Change an At Need Contract Number

Only admin users will be able to access this area of the system.*
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Contract Numbering Setup
This section of Arranging Director allows you to setup your contract number.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Contract Numbering
Setup.

Enter your At Need and Preneed contract number values.

Void an At Need Contract >><< Change a Preneed Contract Number

Only admin users will be able to access this area of the system.*
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Void an At Need Contract
This section of Arranging Director allows you to void an at-need contract.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Void an At Need
Contract.

Use the dropdown to select the at-need contract to void and click ‘Void Contract’.

Void a Preneed Contract >><< Contract Numbering Setup

Only admin users will be able to access this area of the system.*
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Void a Preneed Contract
This section of Arranging Director allows you to void an pre-need contract.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Void a Preneed
Contract.

Use the dropdown to select the pre-need contract to void and click ‘Void Contract’.

Delete an AddOn >><< Void an At Need Contract

Only admin users will be able to access this area of the system.*
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Delete an AddOn
This section of Arranging Director allows you to void an add-on item.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Delete an AddOn.

Use the dropdown to select the add-on item to void and click ‘Search for AddOns’.

Sales Tax Setup >><< Void a Preneed Contract

Only admin users will be able to access this area of the system.*
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Sales Tax Setup
This section of Arranging Director allows you to setup your sales tax.

Navigate to System Settings > Arranging Director Admin > Contract Maintenance > Sales Tax Setup.

Enter your current sales tax rates and define whether to allow sales tax percentage changes on contracts by
any user or only Admins.

Form Library Maintenance >><< Delete an AddOn

Only admin users will be able to access this area of the system.*
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Form Library Maintenance
This section of Arranging Director allows you to setup your forms.

Navigate to System Settings > Arranging Director Admin > Form Library Maintenance.

• Maintain Forms
• Create GPL Template

Maintain Forms >><< Sales Tax Setup

Only admin users will be able to access this area of the system.*
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Maintain Forms
This section of Arranging Director allows you to add the forms you will be using for printing. These can be
set up for the home screen and client record.

Navigate to System Settings > Arranging Director Admin > Form Library Maintenance > Maintain Forms.

Check the box next to each form needed to appear on the Forms Menu and/or Client Overview screen then
click the ‘Update Visibility’ button. Only the forms that are checked will appear on the screens selected.

System forms are maintained by Halcyon and only the visibility of these forms can be controlled. The
system wide list contains the forms that are common to most funeral homes but not every funeral home may
have specialized forms. If the system forms do not meet the specific needs of your funeral home, your own
forms can be uploaded.

Only admin users will be able to access this area of the system.*

You may also maintain existing forms and add new forms to the library from this screen.
When a form is added, it will be considered a Funeral Home Form and appear in that
column.
*
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Add Your Own Form

To add a form to the library, click ‘Add a New Form’ then the ‘Find File’ button to browse for the file. Enter
the form name, description, category and type of the form. The ‘Upload Document’ button will become active
after the the information has been entered.

Create GPL Template >><< Form Library Maintenance

After the form is uploaded, update the Forms Visibility so it will appear on your the Forms
Menu.

!

Please contact your Success Coach to go over options for forms that you would like pre-
filled with client data when it is displayed.*
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Create GPL Template
This section of Arranging Director allows you create a template for your GPL.

Navigate to System Settings > Arranging Director Admin > Form Library Maintenance > Create GPL
Template.

This option will allow you to download a Word template which can be customized then added to your Forms
Library. You do not need to use our template if you have another layout you prefer. Simply save it as a PDF
and upload it to the Forms Library.

Define Default Data Field Visibility on Client Screens >><< Maintain Forms

Only admin users will be able to access this area of the system.*
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Define Default Data Field Visibility on Client
Screens
This section of Arranging Director allows you hide and unhide fields in a client record. It is possible to collect
a lot of information but there may be some data fields that will never (or infrequently) be used. This feature
includes the option to hide them when the screen is initially displayed.

Navigate to System Settings > Arranging Director Admin > Data Field Visibility Maintenance > Define
Default Data Field Visibility on Client Screens.

For each data row, use the dropdown to select the default (hide/show). Click the “Show My Default Rows”
button at any time within the client record to see and enter data for every possible data field. Click ‘Update
Vitals Row Visibility’ when done.

Automated Reporting Setup >><< Create GPL Template

Only admin users will be able to access this area of the system.*

All data fields that have a data entered into them for a particular client will display whether
the default visibility is set to be hidden or not.*
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Automated Reporting Setup
This section of Arranging Director allows you to setup your reporting.

Navigate to System Settings > Arranging Director Admin > Automated Reporting Setup.

• Configure Automated Reporting Settings
• Configure Text Message Notifications

Configure Automated Reporting Settings >><< Define Default Data Field Visibility on Client Screens

Only admin users will be able to access this area of the system.*
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Configure Automated Reporting Settings
This section of Arranging Director allows your to automatically run and email sales and payment reports to a
designated email addresses.

Navigate to System Settings > Arranging Director Admin > Automated Reporting Setup > Configure
Automated Reporting Settings.

When logged in as an Admin to set up reporting information, you will receive the report for the single funeral
home. Simply designate which day to run the report, if required, and the email address(es) to receive the
report. Click ‘Update’ when done.

Configure Text Message Notifications >><< Automated Reporting Setup

Only admin users will be able to access this area of the system.*
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Configure Text Message Notifications
This section of Arranging Director allows you to define which cell phone numbers to be notified via text
whenever an At Need contract is added and/or a discount is given on a contract.

Navigate to System Settings > Arranging Director Admin > Automated Reporting Setup > Configure Text
Message Notifications.

Enter the cell phone address(es) to be notified for each event in the format of
9999999999@cellcarrierdomain.xxx. You may separate multiple phones with a comma. For example:
404551212@vtext.com,7705552345@txt.att.net.

Click the ‘Show Carrier List’ button below to locate the more common providers in the US and Canada.
Please contact your cell phone provider to obtain your text message cell carrier domain name if your
provider is not in the list.

Use the ‘Test A Number ‘ option to check the validity of the number and to verify that you can receive the
messages at the number entered. A successful send does not guarantee that the message will be received
or received in a timely manner due to unforeseen problems with a cell carrier that the system is unable to
control.

Maintain Password and User Accounts >><< Configure Automated Reporting Settings

Only admin users will be able to access this area of the system.*
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Maintain Password and User Accounts
This section of Arranging Director allows you add additional general user accounts with customized access
to the various menu tabs.

Navigate to System Settings > Arranging Director Admin > Password and User Account Maintenance >
Maintain Password and User Accounts.

Click the ‘Add New +’ button to add a new user. Enter the information for that user. Click ‘Add’ when done.

Use this feature to block access to parts of the system. For example, if there is a user who will maintain
client information but not have access to financial information, the login can allow access to the Client menu
option but not the Financial menu option.

Inventory Control >><< Configure Text Message Notifications

Only admin users will be able to access this area of the system.*

Usernames must be unique. For many funeral homes the initial login created by
FrontRunner may be sufficient.*
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Inventory Control
This section of Arranging Director allows you to setup your inventory control.

Navigate to System Settings > Arranging Director Admin > Inventory Control.

• Define Product Inventory Methods
• Maintain Inventory Transfer Locations

Define Product Inventory Methods >><< Maintain Password and User Accounts

Only admin users will be able to access this area of the system.*
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Define Product Inventory Methods
This section of Arranging Director allows you to define if/how you will inventory vaults, caskets, clothing, and
urns and vases. The product selection method on the Client Financial screen is determined by these
settings.

Navigate to System Settings > Arranging Director Admin > Inventory Control > Define Product Inventory
Methods.

Use the dropdowns to select the method for each. Click ‘Update’ when done.

Setup Timesheet Values >><< Inventory Control

Only admin users will be able to access this area of the system.*
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Setup Timesheet Values
This section of Arranging Director allows you to setup timesheets.

Navigate to System Settings > Arranging Director Admin > Timesheet Setup > Setup Timesheet Values.

Set the number of weeks in a pay period and the email addresses to use for submitting timesheets. Also,
define the day of the week that the pay periods begin.

Email Address(es) to Use for Obituary Communications >><< Define Product Inventory Methods

Only admin users will be able to access this area of the system.*
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Email Address(es) to Use for Obituary
Communications
This section of Arranging Director allows you to setup email addresses for emailing obituaries to
newspapers.

Navigate to System Settings > Arranging Director Admin > Obituary Setup > Email Address(es) to Use for
Obituary Communications.

Enter the email address that should be the “reply to” email address for these emails. Separate multiple
emails addresses with commas. These addresses will be used to send the obituary email and will also
receive a copy of the email sent. Click ‘Update Email’ when done.

Financial & Quickbooks Setup and Maintenance >><< Setup Timesheet Values

Only admin users will be able to access this area of the system.*
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Financial & Quickbooks Setup and
Maintenance
This section of Arranging Director allows you to setup and maintain your financials.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance.

• Financial Data Editing Control Setup
• Set Last Check or Deposit Number Used
• Set Account Sort Order, Last Reconciled Date and Current Balance
• Expense Category Maintenance
• Edit A Transaction
• Cash Advance Maintenance – Other Payment Methods

Financial Data Editing Control Setup >><< Email Address(es) to Use for Obituary Communications

Only admin users will be able to access this area of the system.*
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Financial Data Editing Control Setup
This section of Arranging Director allows you to set up whether to restrict financial data editing or not.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Financial Data Editing Control Setup.

Restricted Financial Data Editing:

• ‘Not Restricted’ allows client contract information to be edited at any time.
• ‘With Restricted’ Editing – define a cutoff date and any contract edits made after that date must be

made as an Add On.

Set Last Check or Deposit Number Used >><< Financial & Quickbooks Setup and Maintenance

Only admin users will be able to access this area of the system.*
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Set Last Check or Deposit Number Used
This section of Arranging Director allows you to set values to determine which check/cheque and deposit
number to use for your next transaction entry.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Set Last Check or Deposit Number Used.

<< Financial Data Editing Control Setup
Set Account Sort Order, Last Reconciled Date and Current Balance >>

Only admin users will be able to access this area of the system.*
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Set Account Sort Order, Last Reconciled Date
and Current Balance
This section of Arranging Director allows you to set the starting balance and last reconciled date for use with
account register information.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Set Account Sort Order, Last Reconciled Date and Current Balance.

Enter the last reconciliation date, the opening balance, how to sort, and click ‘Update Values’.

Expense Category Maintenance >><< Set Last Check or Deposit Number Used

Only admin users will be able to access this area of the system.*
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Expense Category Maintenance
This section of Arranging Director allows you to set up your expense categories.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Expense Category Maintenance.

Use the green + icon to add an expense category. Enter the name and click ‘Add’. Once categories are
added, there are options to delete or edit the name.

<< Set Account Sort Order, Last Reconciled Date and Current Balance
Edit A Transaction (includes Archived) >>

Only admin users will be able to access this area of the system.*
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Edit A Transaction (includes Archived)
This section of Arranging Director allows you to edit transactions, including previously exported and cleared
transactions.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Edit A Transaction (includes Archived) .

Enter the transaction type and number, text that contains who it is payable to or deposited from, amount,
dates, and click ‘Search Transactions’.

Cash Advance Maintenance – Other Payment Methods >><< Expense Category Maintenance

Only admin users will be able to access this area of the system.*
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Cash Advance Maintenance – Other Payment
Methods
This section of Arranging Director allows you to mark cash advance items paid by anything other than a
check/cheque.

Navigate to System Settings > Arranging Director Admin > Financial & Quickbooks Setup and Maintenance
> Cash Advance Maintenance – Other Payment Methods.

If a cash advance transaction was paid with some means other than a check, enter it using this screen.
These transactions will be included in the Cash Advance Reconciliation feature.

Enter the transaction number, text that contains who it is payable to or deposited from, amount, dates, and
click ‘Search Cash Advance Transactions’.

Management System Features >><< Edit A Transaction (includes Archived)

Only admin users will be able to access this area of the system.*

In order to use the Cash Advance Reconciliation feature, the expense categories must be
defined for “Cash Advance” and “Cash Advance: Miscellaneous”.

!
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Management System Features
The FrontRunner Management System is an all-in-one feature that ensures your funeral firm can work
smarter. The one-write technology allows you to build forms and contracts in minutes once a record is
created. The deceased’s information pre-populates necessary fields so you can accomplish tasks quickly
and efficiently. As well, if you work with QuickBooks, the integration with FrontRunner removes extra steps
from your management tasks.

Please find all the additional management features including mobile management available to your firm in
the list below. If you have any questions, contact your Success Coach.

• Print / Edit State, Provincial & Federal Forms
• Generate/Edit a Family Contract
• QuickBooks Integration
• Other Management Features
• FAQ’s on Management

Print / Edit State, Provincial & Federal Forms >><< Cash Advance Maintenance – Other Payment Methods
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Print / Edit State, Provincial & Federal Forms
Creating, editing & printing forms is a critical component of your management responsibilities.
FrontRunner’s one-write technology allows you to generate forms that automatically populate with
information entered in records. Choose from the options below to find step-by-step instructions.

• Add / Edit / Build Forms
• Print Forms
• FAQs on Forms

Add / Edit / Build Forms >><< Management System Features
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Add / Edit / Build Forms
Add a Form

System Settings > Print Engine > My Forms > Add new Form

Scan the form so it’s as straight as
possible. Save it as a .jpg file. A pop-up will
request information; the fields with a* ! *are
mandatory.

• Name – Enter the form’s name
• Width/Height (inches)
• Offset – If the form is not aligned

properly when printed, the offset can
be adjusted in inches to correct.

• Image – Select the Browse button.
Locate the file and open.

• Country – If this form is not U.S.A/
Canada specific, select Universal.

• Prov/State – If this form is not province/state specific, select Federal.
• Share Form – Share the form with other users.
• Fold Type – Leave on the default option.
• Can Print BG (background). To print the deceased information on a hard copy form (ex. death

certificate), then leave as ‘No’. To print the form on a blank white piece of paper with the image and
information included, select ‘Yes’.

• When complete, Save. The form will load on the screen.

Reset – Clear the information entered.
Open Existing – Edit a form already created.
Cancel – Closes the window.

Build / Edit a Form

When building a form, every box or section that requires information has a field attached to it. This allows
the system to pull the requested information to the corresponding field on the form. Formatting options are
available for all fields.
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Click on any field and adjust any one of the dropdowns (if option available).

Add Fields

Refer to the following field types:

Basic Field – This is a text field. Example: To add the first
name of the deceased, search (on the left side) for the
word “name” or “first name”.

Note: Some words may be different in the system than
on the form. For example, the field ‘Sex’ is known as
‘Gender’ in the system.

Search for the field to add to the form. Once found, click
on it then drag and drop to where it should be located on
the form. Where the text appears on the form is exactly
where the text will appear when printing.

If a

section requires more than one field (ie. First, Middle, Last
name of the deceased):

• Add all three fields to the one section
• Group the three fields to ensure they format

properly without leaving any improper spacing.
Select the first field, hold the control key down on
the keyboard and then select the other two fields.

• Right click over the fields and select Group together.
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• A pop up with separators will appear. By default, it will place a space in between each field. There will
also be an option to separate with a comma.

• Save.

The field needs to be resized to fit the designated area on the form. Click on the field, click on the box that
appears at the bottom right corner of the field, and expand or reduce the size of the field.

*Checkbox *- Add a check mark to a checkbox. Example: For gender, it may ask to check which gender
(male or female).

• Locate the field from the list and drag it to one of the
checkboxes.

• Right click over the field and select Convert to X mark.
• Select the option for that particular check mark.
• An “x” will appear and can be moved to the box on the form.
• Follow the same steps until all check boxes are complete.

Static Fields – These fields provide certain functionality:

• Static Text – Add a new basic field.
• Static Text Block – Add a block of text.
• Prayer – Add a section for a prayer or poem. (To add a new prayer to the database, please refer to

the Manage Text/Prayers section.)
• Static Date – Enter a date by using a calendar.
• Today’s Date – Printing date will auto populate the form.
• Static Time – Printing time will auto populate the form.
• Photo – Load the primary picture of the deceased on the form. To add a photo, search for the field

called “Deceased – photo”. Drag and drop the field on to the stationery.

Add a Custom Field

If you are unable to find a field within the library, add a new basic field.

Right click over the section where the field needs to appear and select Add Text. The words ‘Static Text’ will
appear; drag the field to where it needs to be located on the form. To resize the field to fit the designated

Note: Information will not be pulled from the record for this type of field; the text must be
manually entered.*
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area, click on the field and then the box that appears at the bottom right. Expand and reduce the size of the
field to fit within the section. Right click the field and select Edit.

The Label is the name of the field that will appear when searching. Remove the words ‘Static Text’ and
Save.

When complete, Save.

Align Fields

Once all fields are added, the row of fields can be aligned to print in a straight line from left to right as well
as at a single left margin. This can be accomplished by grouping the fields.

• Align a Row – Click the first field, hold the control key down on the keyboard, and click the other fields
in the row. Right click over the fields and select Align Top Edge.

• Align a Column – Click the first field, hold the control key down on the keyboard, and click the other
fields in the column. Right click over the fields and select Align Left Edge.

When complete, Save.

Once a form is built in the My Forms section, hover over Edit to select ‘Edit’, ‘Delete’, or ‘Copy’.

Print Forms >><< Print / Edit State, Provincial & Federal Forms

No field will be visible until you hover over the section and the field name will appear. There
is an option to add text before printing.*

Once the form is built, it will be available to print from any record by pulling the necessary
information and automatically positioning it on the form.*

FrontRunner Professional FrontRunner Manual - 1

Page 396 of 589



Print Forms

Navigate to a Record > Printing > Forms Printing.

Hover over Forms and select Print. To build or edit a form, select Build.

Click on Preview to view, add data or modify fields before printing.

Verify the Information on the Form

Select Preview to populate the form with a record’s information. Select Enter Data at the bottom.

• White box – information is pulling from the client editor.
• Red box – either the information was never entered in the record or the system doesn’t incorporate

the information and it will have to be added manually.

If there are any red boxes, replace the text and select the button to place the information in the record. If
there are fields that do not apply to this record, leave red.

Before printing, select Preview to confirm the information is correct. Print.

How to Re-Align or Re-Format Information

Select Modify Fields to correct any fields that are not properly aligned.

• Align a Row – Click the first field and hold down the control key before clicking other fields in the row.
Right-click the fields and select Align Top Edge.

• Align a Column – Click the first field and hold the control key before clicking other fields in the column.
Right-click the fields and select Align Left Edge.

If any fields are not formatting properly, select the field and use the dropdowns at the top of the page.

All forms in the system can be printed but it’s important to have Java installed on your
computer. To download, go to www.java.com.*

To print more than one form at a time without any modifications, select Quick Print.*
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Before printing, Preview to see how the form will appear when printed. Print.

Add Pre-Built Forms to Your Library

Use the dropdowns to select your country and state/province. Set the Category drop down to Master Forms.
Check the ‘Favorite’ box beside any of the forms you will use. Veteran Forms are located in ‘Federal’ in the
Prov/State drop down. All ‘Favorite’ forms will load when the Forms Printing section is accessed.

Copy Pre-Built Forms to Your Library

To make changes to a pre-built form, the form must first be copied. Mouse over the Preview button and
select Copy.

Add a New Form to Your Library

To add a new form, click here.

Edit / Build Your Form

To edit or build your form, click here.

FAQs on Forms >><< Add / Edit / Build Forms

Note: No changes can be made to the layout or fields in pre-built forms. To make these
types of changes, refer to ‘Copy Pre-Built Forms to Your Library’ below.*
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FAQs on Forms
Below are a list of common questions regarding forms. If you are still unable to find a solution to any
problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: I am trying to print forms. It says it’s loading but nothing happens.

Answer:

If you have Java:

• Open the program and check for updates.
• In your Web browser, go to your Plug-ins. This may be different depending on browser you use. Make

sure the Java Platform SE 7 is not in red and set to Always Activate.

If you do not have Java, go to www.java.com and download.

When done, refresh your system and try again.

Question: Can I save my form as a PDF?

Answer: Yes, as long as you have Adobe Reader, the program that allows you to open PDF files.

1. When you are ready to print a form, click the Print button and a printer box will pop-up.
2. Use the drop down to select the PDF printer option.

Question: Why does a white screen appear when I try to upload a form?

Answer:

1. You may need to update the version of Adobe Reader on your computer.
2. Rename the file if it contains any special characters (&, #, commas, etc…).
3. Refresh your web browser.

If you are a Mac user working in Chrome, the latest version of Java will only work with 64-bit
browsers.*
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Generate/Edit a Family Contract
Once a contract is built within the FrontRunner system, customizing it for each record takes minutes with
minimal effort. Our one-write technology saves you time and allows you to quickly generate and print
professional documents to present to your families.

Contract Categories

System Settings > Contract Management > Contract Categories.

Category and sub-category names can be edited. Note: This section refers to categories not products.

Personal Professional Services

• Enter a new name in the Personalized Value field. (ex. Funeral Home Charges)
• Check Exclude From Contract if this category should not be included on the contract.

Professional Services – Edit the sub class by entering a new name. Note: At least one sub class must be
entered. Select the Add New Subclass button at the top right of the first category.

Edit the second section – Facilities and Equipment. Refer to the graphic above as an example:

• Left the section called Facilities and Equipment.
• Renamed the Facilities/Equipment/Staff sub class to Use of Staff.
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• Added a new sub class called Use of Facilities.

Continue working through all of the sections until complete. Save.

Contract Verbiage

System Settings > Contract Management > Contract Verbiage.

Contracts come with pre-written legal verbiage. To edit the content to fit your firm’s specifications, modify
the sentences directly in the boxes provided. Within each section, add a description underneath each
category heading.

To upload your funeral home logo to the contract: Select the Browse button. Locate the file and select the
Upload Image button. If there is no logo, check the box to Generate Header From Site Profile; the contract
will pull information from your location profile.

The section underneath the logo (see below) contains: #_header_# Your Funeral Home Name #_/header_#.
This allows you to customize the header of the contract so the information doesn’t pull from the location
profile. Add any additional information under the funeral home name. Save.
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Taxes & Misc.

System Settings > Contract Management > Taxes & Misc.

Whenever a package is selected, specify how the taxes will be applied.

• Don’t apply any taxes
• Apply to items individually
• Apply to package price

Add the annual (%) late charge (optional).
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• Check the Exclude Packages from Contract View box if packages are not used.
• Check the Show Package Discount on Contract box if

applicable.
• Enter up to 3 different taxes applied to contracts. Each

tax can be applied to all or individual categories.
• Select where to apply each tax. In this example, the

Contract Tax (Sales Tax – 8%) will only be applied to the
merchandise. Check the Merchandise box.

All sub categories created under a category will display to allow for specific items to be selected. When
complete, Save.

Add Products

Make sure all of your products and services are added to the product database.

Price List

The Price List displays all products added to your product database. System Settings > Catalogs > Price
List.

Navigate to the category to add to the price list and click on the +. All product and services contained within
the category will display.
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Check the In GPL box to add as a selectable item for your contracts. When a product is added, the
background color changes from pink to green.

All product text information is editable. Select Edit:

• Name
• Description
• Short Description
• Price
• Has Quantity – Check this box to signify that the product is available to add to a contract.
• Max Quantity – If the product can have a quantity greater than one, then enter the maximum quantity.

(ex. you would most likely only allow one casket per contract but multiples for keepsake items).
• Classification
• Priority – Enter how the product should appear (the order) on the GPL.
• Show Desc. on Contract
• Always Show on Contract – Check to display the product on the contract, whether it is chosen or not.

If it is not chosen, a N/A would be visible instead of a price.
• When complete, click Save.

Any saved changes to the price list will automatically push changes to the product database.
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Create Packages

Packages are groups of products and services. If you don’t
sell packages, there’s no need to create them in the
system.
System Settings > Catalogs > Package Builder.

Once the price list is created and all individual items are
added to the product database, packages can help your
families select the products and services that are most
appropriate.
Select the button. Enter the package properties:

• Package name
• Package description
• Package price
• Select whether individual items can be removed once a package is chosen.
• Save.

Once a package is created, check the items to be included.
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Save Package. To edit a package, select the Package Name and Edit Package.

Contract Printing

Open a Standard Mode record to create a contract. Select
the Funeral Services Selector page on the left. If the
record has no contract(s), a window will appear to enter
information.

• Contract Name – Enter the name of the contract. ex:
Last name of deceased.

• Contract Type – Select either At-Need or Pre-Need.
• Contract Designation – Select the contract

designation.
• Invoice – Check the box if the family was invoiced.
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• Save.

Navigate to Contract Options where a dropdown will appear:

• Add New Quote – Add more than one contract for the record.
• Edit Quote Details – Returns to the initial properties window (shown above).
• Delete This Quote
• PreNeed to AtNeed – Convert from a Pre-Need to an At-Need contract.
• Print Contract

Services & Merchandise

Select the services and merchandise chosen by the family. By default, the Packages section will open. If a
package has been purchased, select it from the list. If you do not offer packages, add individual products
and services from the list in the second column.

Check products or services; the total price will populate at the top right. Click the More Info button to display
more information about the product in a separate window. Some merchandise may include customization
options, which can be added in this window. If a product or service is not listed, it needs to be added. Select
Create New Product and enter the product or service information. Preview the contract through the
Summary View page, which can be shown to the family.
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If prices of any selection need to be modified, Edit This Quote. Click any of the white fields to edit the price.

Click Update Quote to save the information. Navigate to the Contract View page to preview the printable
layout.

Each contract has final billing options. Navigate to Contract Options:

• Edit Quote Details – Edit the contract details.
• Billing – Select the family

members who will take care
of the final bill. Select who
will be added to the contract
from the names previously
entered in the family
relationships section. The
balance due may be equally
split or as requested. To add
a new family member, click the ‘Add Family’ button at the bottom right, which will display the same
screen as the family relationships page.

• Social Services – Add social services.
• Down Payments – Add the amount already paid by the family.
• Quickbooks Billing – Export the contract information into Quickbooks (if app available within your

system).
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Family Share – Select individual items and create separate contracts for each family member who wishes to
pay for specific items.

• Select the family member.
• Check the applicable products / services.
• Once a product is selected, a pop-up window will appear to create a separate contract for a specific

family member.
• This step can be repeated for all family members until all items on the contract have been selected.

Print – Select the Print option to print out the contract for the family to sign. The system will generate a PDF
of the contract which can be printed on legal sized paper (8.5×14). If multiple contracts have been created,
select which contract to print.

QuickBooks Integration >><< FAQs on Forms
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QuickBooks Integration
QuickBooks software must be set-up properly before launching the QuickBooks Integration. Also, all
products in the product catalog require a QuickBooks Name less than 30 characters and without any special
characters included.

Basic Setup

System Settings > QB Management > First Time Setup > Create a password to ensure secure settings
between the FrontRunner system and QB.

Click Create User. Download the three files to your computer:

• Web Connector File
• QBXML Installer
• QWC File (download & Save)

Install the Web Connector and QBXML programs by double clicking on the downloaded file(s). Once both
are installed, open Web Connector and add the QWC File by clicking the “Add an application” button. The
QWC file is the third program on the list, and will look like a text file.

Authorize the Web Service. Hit “OK”. Note: This will only open on set up.

Both the Web Connector and QBXML programs need to be installed before adding the
QWC File to the Web Connector.*
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In Web Connector, enter your password and press tab (on the keyboard) for the prompt to save.
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Check the Auto-Run box to automatically push the data. Set a default amount of time that the web
connector will auto-run. If you’re working with several records and don’t want the web connector to load
every time, it can be set to run a pre-determined amount of time.

Account Affiliations

The system will utilize accounts in your QuickBooks so it’s necessary to associate those accounts. Open
QuickBooks and navigate to the Chart of Accounts. Write down the names (whether existing or if you want
to create new ones) of the following types of accounts. You can also change existing accounts to the names
highlighted in yellow below if it helps.

• Income Account
• Cost of Goods Sold Account
• Asset Account

ex. My QuickBooks Accounts Listing

For more control of when files are exported to QuickBooks, check the first box and do it
manually. Click Update Selected. We recommend unchecking the Auto Run box once the
setup is complete.
*
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System Settings > Profile.

Refer to the Tax & QuickBooks Integration Settings section. Enter the three account names to ensure the
same names within the FrontRunner system and QuickBooks.

QuickBooks will use these accounts when pushing invoices to your system. If not added properly, there will
be an error message with the web connector.

Notice how the names in the System profile match the QuickBooks account names
EXACTLY

!
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Item Affiliations

To offer discounts and/or down payments on contracts, create the items and add to your System Profile.
Start by creating the two items in QuickBooks. Click the Items & Services button on your QuickBooks
desktop. Follow the pictures below to set up four items in your QuickBooks.

1) Subtotal

2) Discount

3) Down Payment
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4) Newspaper Notice

Once the items are created, go to System > System Profile and type in the appropriate names. The names
must match for the contracts to push properly.

Example:
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Product Setup

Note: Existing QuickBooks users – make sure your products are set-up with the form “{IMS product name}
{IMS product code}”. This is searched when transferring an invoice. If the IMS cannot find the appropriate
item in QuickBooks, the integration will not be successful.

Example:

Note: The name and product code in left column are less than 31 characters long. The right side
displays a description of the item.

If you have existing product, edit it so the name is similar to the one in image below:

FOR EXISTING QUICKBOOKS USERS ONLY. If you are a new user or have no products
set up in QuickBooks, please skip to the next section.

!
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IMS Items Export

The Web Connector provides the ability to export items from the IMS to QuickBooks saving you the time of
manually entering the information. Open QuickBooks, the IMS and Web Connector. In the Web Connector,
check the box to the left of your name and uncheck “auto-run”.

Go Back to your System > Management > QuickBooks and click “Export IMS Items”.

Go back to the Web Connector. QuickBooks may ask you to accept the certificate. This allows the system to
connect to your QuickBooks. Answer : “Yes, whenever this QuickBooks company file is open”.
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The Web Connector will begin exporting to your Item List in QuickBooks. Go to your QuickBooks Items &
Services to see the system products being added. This will take a few minutes to complete.

All products will add with the correct name, item number and description. To change details about any
products, do so in the IMS Product Catalog and it will export the next time the Web Connector runs. This will
prevent you from having to enter the adjustments twice.
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IMS Contract Export

Once a contract is built for a record, proceed to the “Contract Options” link. The gold button called
“QuickBooks Billing” links to a screen where the person responsible for contract billing can be designated. If
a family share is set-up, the first person on the list will be the primary customer and the other payees will be
shown in the memo line of the invoice. If a family share is not set up, select the Executor, Informant, Next of
Kin, or a manual entry. All address and contact information in the record will be pushed to QuickBooks.

Once a contract is selected to export, the end product can been viewed in QuickBooks. The IMS,
QuickBooks, and the Web Connector must all be open (can be minimized) during this process. Go to the
Web Connector and click “Update Selected”. If this is not clickable, check the box to the far left of the Web
Connector.
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Once Update Selected is chosen, go to “Customer Center” in QuickBooks to view the new customer/
contract.

Click once on a customer’s name and the appropriate invoices will display on the right. Double click on an
invoice to pull it up.

Once payments are accepted in QuickBooks, they will count toward your financial statements, customer
sales, and any item sales or count.

Other Management Features >><< Generate/Edit a Family Contract
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Other Management Features
The following features within the FrontRunner system allow you to increase efficiencies for your funeral
home. The system has been developed to incorporate as many tools as possible to streamline processes
and make your life easier. If you would like more information about specific features, contact your Success
Coach.

• Basic Reporting
• Custom Fields
• Multi-Location
• Scheduler
• API Sync

Basic Reporting >><< QuickBooks Integration
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Basic Reporting
Management > Reporting Tools > Statistics

Use the search bar or browse through the pages to find a particular report. Select View. Filter the report
based on date or use the eraser to delete the current date range.

Once the report loads, there are four viewing options.

• Column Chart
• Bar Chart
• Line Chart
• Pie Chart

Custom Fields >><< Other Management Features
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Custom Fields
If the FrontRunner system does not include a particular field that is necessary for your funeral firm, the
Custom Fields creator allows you to build your own. In turn, it can be applied to every record in the system.

System Settings > System Profile > Custom Fields > Add New Field

Label – Enter the name of the new field.
Category – If no category is entered, it will be placed in a Miscellaneous category.
Type – Choose an option.
Save

The new field can be added to forms and stationery items as well as records. To edit the field, select Edit on
the right.

Use your Custom Field

Navigate to your Record > Arrangement > Custom Fields.

Note: If ‘Drop Down List’ is chosen, select the Add Value button. Enter the name of first item
in ‘Label’. Repeat this step until all items are listed.*
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Any new fields added in System Settings will be visible. Enter any additional information. The categories
display in alphabetical order. Save.

Multi-Location >><< Basic Reporting
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Multi-Location
The FrontRunner system is set up to include single and multiple branch locations. Specific branch
information then populates the website and can be applied to every record.

System Settings > System Profile > Profile > Add New Site Branch

Enter information about an additional location. For more information on what information to enter, refer to
your System Profile. When complete, Save. Repeat the steps for each location until all are all listed in your
profile.

All locations will be accessible when adding a record, creating a DVD, and printing forms.

If the Add New Site Branch button is not visible on your Profile page, please contact your Success Coach.

Scheduler >><< Custom Fields
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Scheduler
This features provides a quick overview of today’s visitations and services.

The three sections in the Scheduler app all work the same way. Navigate to Management in the top menu.

1. Today’s Schedule will display the services and visitations scheduled for today.
2. Today’s Services will display the services scheduled today.
3. Visitations will display the visitations scheduled today.

A keyword search is available within each section to find entries. Print the schedule at any time.

API Sync >><< Multi-Location
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API Sync
Your Success Coach will create an API number and send to your management company. Once the API
number is set up by the management company, the syncing process will work.

Where to Start

Everything starts in your management system. Create a record and then push the details over to the
FrontRunner system. There will be a button to do so. Once done, a Book of Memories will automatically be
created for the website.

If the integration isn’t working properly, contact your Success Coach to determine and help resolve the
issue.

FAQ’s on Management >><< Scheduler

Note: Any changes made within the FrontRunner system will NOT push to your
management system.*

FrontRunner Professional FrontRunner Manual - 1

Page 428 of 589

mailto:success@frontrunner360.com
mailto:success@frontrunner360.com


FAQ’s on Management
Question: Why did FrontRunner not purchase Twin Tiers (MiMS)?

Answer: Some clients have asked about the logic behind our company’s decision not to purchase MiMS
despite the fact that it had been an integration partner. FrontRunner disagreed with the opinion of a few
former staff members who since that time, have bought MiMS.

Over the past few years, FrontRunner has met with several companies looking to sell interests in their
funeral home management software. Because of the working relationship FrontRunner had with MiMS, we
naturally took a very close look at its solution.

Our primary concern was that the management system was antiquated and would require a tremendous
amount of work to achieve FrontRunner’s high standards for our business systems now and in the future.

With very sparse sales, MiMS’ only revenues to keep the doors open were framed around charging
customers an annual, albeit voluntary, support fee. FrontRunner believes that the practice of charging
clients a support fee when the company controls whether the software works or not is a practice that is ripe
for abuse.

FrontRunner has always guided its company on the principals of honesty, integrity and trust. We insist on it
from all of our employees and those we do business with. In the end, we simply decided MiMS was not the
right fit for our company.
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Stationery Printing
With FrontRunner’s one-write logic, creating stationery products has never been easier. Information entered
in records automatically populates the various fields on all stationery items.

• Book of Memories Stationery
• Bass-Mollett Stationery
• Messenger Stationery
• W.L. Smith Stationery
• FAQs on Stationery

Book of Memories Stationery >><< FAQ’s on Management
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Book of Memories Stationery
Navigate to your Main tab and open a record. Navigate to Print Engine > Stationery > Select > Book of
Memories.

Building your Stationery

Choose the Book of Memories theme to print. To view a larger image of the Theme, click on Quick Look

Check which items to print, preview, or modify. You may select multiple items > Click Proceed.
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All selected items will appear on the left. Click on the item to Print or Modify. To see where the information
for each field is coming from, mouse over the field. When, for example, you mouse over ‘Kingston’, the
information pulls from “Disposition – city” within the record.

If no further modifications are required, Print.

Modify a Field

To modify or adjust a field > click Modify. To move a field, click on the field and drag it to new location. To
modify the Format, Font Style, Size, Alignment, Photo Frame, Color and Text Effect of the fields, click on
the field and choose from the options.

Deceased’s Photo

To change the frame around the photo, click on the photo > BOM Oval Dropdown > Select new frame.

Before printing, make sure you have the correct paper size. All paper used is 8.5×11,
however the perforation measurements may be different.*
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Add A New Field

Click Fields and enter text in the Search Bar. Drag the field and place it on the Stationery. The fields will
automatically populate but only if the information has been entered in the record.

To help find a field in the Search Bar, choose a Category. Example below: Category > Deceased – Basic
Information > first = “Deceased – First Name”.

To add text that doesn’t pull from the record > Click Fields.

Change the Category to Static Fields: Choose ‘Static Text’ for one line of text; Choose Static Paragraph for
a paragraph.

To Modify multiple fields at one time, click on a field – hold down the shift key – click on the
rest of the fields to modify.*
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Drag the field to the Stationery. Right click on the field and click Edit. Enter a name (Label) and replace
Static Text to the text of your choice. Preview changes at any time by clicking Preview

Enter Data

To change or modify data > Click Enter Data. Click the field to enter new information. Click on Save to
Record

New fields can also be added in this section. (See instructions above). Preview changes at any time.

Prayers

To change a prayer > Click on Modify fields > Click on the Prayer and hit Delete on your keyboard.

Click on Fields > Change the Category to Static Fields > Click on Prayer and drag it onto the page.

Click on Insert Prayer > Choose a Category > Type in the name of the Prayer > Click Insert > Save.

FrontRunner Professional FrontRunner Manual - 1

Page 434 of 589



Bass-Mollett Stationery >><< Stationery Printing
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Bass-Mollett Stationery
FrontRunner has worked with Bass-Mollett to leverage your single data entry solution to work seamlessly
with the stationery offerings. Save time and money by utilizing the software to customize and print beautiful
memorial products.

• Precious Memories
• Reflections of Life
• Reflections of Life Interior Pages
• Bass-Mollett Stationery Ordering

Precious Memories >><< Book of Memories Stationery

If you would like to have this activated in your system or you require more information about
Bass-Mollett Stationery, please contact your Success Coach.*
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Precious Memories
Navigate to your Main tab and open a record. Navigate to Print Engine > Stationery > Select > Bass-Mollett
Precious Memories.

Choose a Design: Select the theme design to print.

Check which items to print, preview, or modify. You may select multiple items > Click Proceed.
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Choose to open in a new window to access full-screen canvas. All selected items will appear on the left.
Click on the item to Print or Modify. Mouse over fields to see where the information is pulling from in the
record. When, for example, you mouse over ‘Kingston’, the information pulls from “Disposition – city” within
the record.

If no further modifications are required, Print.

Modify a Field

To modify or adjust a field > click Modify. To move a field, click on the field and drag it to new location. To
modify the Format, Font Style, Size, Alignment, Photo Frame, Color and Text Effect of the fields, click on
the field and choose from the options.

Deceased’s Photo

To change the frame around the photo, click on the photo > Image Frame.

FrontRunner Professional FrontRunner Manual - 1

Page 438 of 589



Add A New Field

Click Fields – enter text in the Search Bar. Drag the field and place it on the stationery. The fields will
automatically populate ONLY IF the information has been entered in the record.

To help find a field in the Search Bar, choose a Category. Example below: Category > Deceased – Basic
Information > first = “Deceased – First Name”.

To add text that doesn’t pull from the record, click Fields. Change the Category to Static Fields: Choose
‘Static Text’ for one line of text; Choose ‘Static Text Block’ for a paragraph.

To Modify multiple fields at one time, click on a field – hold down the shift key – click on the
rest of the fields to modify.*
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Drag the field to the Stationery. Right click on the field and click Edit. Enter a name (Label) and replace
Static Text to the text of your choice. Preview changes at any time

Enter Data

To change or modify data > Click Enter Data. Click the field to enter new information. Click on Save to
Record. New fields can also be added in this section. (See instructions above) Preview changes at any time.

Add Prayer

Click on ‘Edit’ in top menu and choose ‘Add Prayer’ or right click on project and choose ‘Add Prayer’. Click
on ‘Insert Prayer’ to browse the available prayers in each of the 3 categories: Religious, General Child.
Choose one of the categories and then click on ‘Previous’ or ‘Next’ to view.
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Click on ‘Insert’ and the prayer will load on the left. The text can be edited from that box. Once complete,
click on ‘Save’. To modify the text, use the top menu: font, text size, color, etc. To change a prayer: Right
click > Edit > Clear the Prayer (delete text) > Insert Prayer. Follow the steps above to add another prayer.

Add Image Element

Click on ‘Edit’ in top menu and choose ‘Add Image Element’. Click on ‘Select Image’ to browse from the
Poems or Structural categories. Click on ‘Previous’ and ‘Next’ to view.

Note: If you would like to include a prayer that is not available in this selection, insert a
‘Static Text Block’. Either write the prayer out or copy and paste from another source.*
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Click on ‘Insert’ and ‘Save’ to add to the stationery. The text is not editable but it can be re-positioned on the
stationery by dragging and dropping. The field can be expanded or minimized by grabbing and dragging the
corner boxes of the image element.

Click on ‘Preview’ to ensure the layout and text is correct. Click on ‘Modify fields’ to return to editing screen.
Click on ‘Print’ when ready.

Precious Memories – Beta >><< Bass-Mollett Stationery
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Precious Memories – Beta
The Bass-Mollett Precious Memories – Beta version contains three new features:

• Save a Local Copy – Make a modified copy of our master template, which will be available for all
Precious Memories designs.

• Save Custom Setting – Save a customized piece of stationery to a record. (This will only be
available in the record where it is saved.)

• Print to PDF/Multi-Page PDF Print – Print files can be saved as PDFs instead of printed directly to
the printer with Java. The multi-page option will create a multi-page PDF of stationery pieces and
each page will keep its appropriate sizing and orientation.

In the print engine, go to Stationery> Select > Bass-Mollett Precious Memories Beta

Make a Local Copy

From the menu on the far left, select the button for “Make a Local Copy of Precious Memories Stationery”.
This will set up the system to save your own templates. This process may take a few moments.
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• Select the stationery design theme by clicking on the design.
• Select the starter page to make an edited template by check marking the box.
• Select “Copy all selected Stationery Pages” on the left.
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*A new page has been added, which has “local” written in red. This is the editable template. *

Open the new template by check marking the box and selecting proceed.
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Make any changes to the base template for your new template. You can:

• Change fonts
• Change font colors
• Add/Remove fields
• Add/Remove photo(s)
• Add/Remove text
• Move elements

When finished, save the template by clicking on File > Save.

*This new template will now be available with any Precious Memories (Beta) design, in any record. Our
master templates are always available as well. *

FrontRunner Professional FrontRunner Manual - 1

Page 446 of 589



Save Custom Setting

Select and open the applicable stationery set. Make necessary changes to the template.

Select File> Save Custom Settings.

Provide a name for the custom setting. Save.

Local Copy templates (modified templates) will have the word ‘Local’ written in red.*

These changes will only be available on this deceased’s record.*
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When you return to this stationery set at a later time, open the same page (ex. Acknowledgement card –
inside) and then apply the custom settings created for the record.

To re-open custom settings: Open the stationery page that includes custom settings. Select File > Load
Custom Setting.

From the dropdown menu, select the custom setting to apply. Click Load.
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Print to PDF

Single Page:

Select the PDF button at the upper right.
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Multi-Page:

When multiple pages are open in a stationery set, they can all be saved to a PDF. Once all pages are
completed, select File > Multi-Page Print.

This will open the multi-page print window for review of the entire file.
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There are several options:

• Custom Settings – Once custom settings are saved to any pages, use the dropdown to select either
the master template or the custom setting.

• Print BG- Turns on or off the ability to print the background image. For Precious Memories, choose
‘yes’ for the Print Background.

• L/R Page? For Reflections of Life stationery, this will allow the offset to run for register book pages
that have an offset between the front and back of the page.

• Re-Order – Move pages up or down in the file. The “X” button will remove the page from the file.
• Add Page – Add a new page to the multi-page PDF file.
• Left/Right Pages – In cases where there is an offset, select whether to print all left-hand pages, all

right-hand pages, or have it alternate LRLR for the offset. This will apply to the above pages
• Background On? Selecting Y or N will apply this setting to all pages
• Filename – Name the PDF file that will save to your computer.
• Print – Generates the PDF file.

Once print is selected, each page will filter through and build the PDF. How many pages are contained in
the set will determine the time it takes to create the full PDF.

The PDF will download in the browser. Open the browser downloads folder (Ctrl + J) if it is not set to open
automatically. If it does not appear, check the pop-up blocker for the file.
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Reflections of Life >><< Precious Memories
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Reflections of Life
Navigate to your Main tab and open a record. Navigate to Print Engine > Stationery > Select > Bass-Mollett
Reflections of Life.

Choose a Design: Select the theme design to print.

Choose your Stationery: Check which items to print, preview, or modify. You may select multiple items >
Click Proceed.
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Click on ‘File’ in top menu and choose ‘Open in a New Window’ to access the full-screen canvas. All
selected items will appear on the left. Click on the item to Print or Modify. Mouse over fields to see where
the information is pulling from in the record. When, for example, you mouse over ‘Kingston’, the information
pulls from “Disposition – city” within the record.

If no further modifications are required, Print.

Modify a Field

To modify or adjust a field > click Modify. To move a field, click on the field and drag it to new location. To
modify the Format, Font Style, Size, Alignment, Photo Frame, Color and Text Effect of the fields, click on
the field and choose from the options.

Deceased’s Photo

To change the frame around the photo, click on the photo > Image Frame.
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Add A New Field

Click Fields – enter text in the Search Bar. Drag the field and place it on the stationery. The fields will
automatically populate ONLY IF the information has been entered in the record.

To help find a field in the Search Bar, choose a Category. Example below: Category > Deceased – Basic
Information > first = “Deceased – First Name”.

To add text that doesn’t pull from the record, click Fields. Change the Category to Static Fields: Choose
‘Static Text’ for one line of text; Choose ‘Static Text Block’ for a paragraph.

To Modify multiple fields at one time, click on a field – hold down the shift key – click on the
rest of the fields to modify.*
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Drag the field to the Stationery. Right click on the field and click Edit. Enter a name (Label) and replace
Static Text to the text of your choice. Preview changes at any time

Enter Data

To change or modify data > Click Enter Data. Click the field to enter new information. Click on Save to
Record. New fields can also be added in this section. (See instructions above) Preview changes at any time.

Add Prayer

Click on ‘Edit’ in top menu and choose ‘Add Prayer’ or right click on project and choose ‘Add Prayer’. Click
on ‘Insert Prayer’ to browse the available prayers in each of the 3 categories: Religious, General Child.
Choose one of the categories and then click on ‘Previous’ or ‘Next’ to view.
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Click on ‘Insert’ and the prayer will load on the left. The text can be edited from that box. Once complete,
click on ‘Save’. To modify the text, use the top menu: font, text size, color, etc. To change a prayer: Right
click > Edit > Clear the Prayer (delete text) > Insert Prayer. Follow the steps above to add another prayer.

Add Image Element

Click on ‘Edit’ in top menu and choose ‘Add Image Element’. Click on ‘Select Image’ to browse from the
Poems or Structural categories. Click on ‘Previous’ and ‘Next’ to view.

Note: If you would like to include a prayer that is not available in this selection, insert a
‘Static Text Block’. Either write the prayer out or copy and paste from another source.*
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Click on ‘Insert’ and ‘Save’ to add to the stationery. The text is not editable but it can be re-positioned on the
stationery by dragging and dropping. The field can be expanded or minimized by grabbing and dragging the
corner boxes of the image element.

Click on ‘Preview’ to ensure the layout and text is correct. Click on ‘Modify fields’ to return to editing screen.
Click on ‘Print’ when ready.

Reflections of Life Interior Pages >><< Precious Memories – Beta
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Reflections of Life Interior Pages
Navigate to your Main tab and open a record. Navigate to Print Engine > Stationery > Select > Bass-Mollett
Precious Memories.

Choose a Design: Select the theme design to print.
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Check which items to print, preview, or modify. You may select multiple items > Click Proceed.

Choose to open in a new window to access full-screen canvas. All selected items will appear on the left.
Click on the item to Print or Modify.

Mouse over fields to see where the information is pulling from in the record. When, for example, you mouse
over ‘Kingston’, the information pulls from “Disposition – city” within the record.
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If no further modifications are required, Print.

Modify a Field

• To modify or adjust a field > click Modify
• To move a field, click on the field and drag it to new location.
• To modify the Format, Font Style, Size, Alignment, Photo Frame, Color and Text Effect of the fields,

click on the field and choose from the options.

Deceased’s Photo

To change the frame around the photo, click on the photo > Image Frame.

Add a New Field

Click Fields and enter text in the Search Bar. Drag the field and place it on the stationery. The fields will
automatically populate ONLY IF the information has been entered in the record. To help find a field in the
Search Bar, choose a Category. Example below: Category > Deceased – Basic Information > first =
“Deceased – First Name”.

To Modify multiple fields at one time, click on a field – hold down the shift key – click on the
rest of the fields to modify.*
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To add text that doesn’t pull from the record, click Fields. Change the Category to Static Fields: Choose
‘Static Text’ for one line of text; Choose ‘Static Text Block’ for a paragraph.

Drag the field to the Stationery. Right click on the field and click Edit. Enter a name (Label) and replace
Static Text to the text of your choice. Preview changes at any time.

Enter Data

To change or modify data > Click Enter Data. Click the field to enter new information. Click on Save to
Record. New fields can also be added in this section. (See instructions above). Preview changes at any time
.
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Add Prayer

Click on ‘Edit’ in top menu and choose ‘Add Prayer’ or right click on project and choose ‘Add Prayer’. Click
on ‘Insert Prayer’ to browse the available prayers in each of the 3 categories: Religious, General Child.
Choose one of the categories and then click on ‘Previous’ or ‘Next’ to view.

Click on ‘Insert’ and the prayer will load on the left. The text can be edited from that box. Once complete,
click on ‘Save’. To modify the text, use the top menu: font, text size, color, etc. To change a prayer: Right
click > Edit > Clear the Prayer (delete text) > Insert Prayer. Follow the steps above to add another prayer.

Add Image Element

Click on ‘Edit’ in top menu and choose ‘Add Image Element’. Click on ‘Select Image’ to browse from the
Poems or Structural categories. Click on ‘Previous’ and ‘Next’ to view.

Note: If you would like to include a prayer that is not available in this selection, insert a
‘Static Text Block’. Either write the prayer out or copy and paste from another source.*
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Click on ‘Insert’ and ‘Save’ to add to the stationery. The text is not editable but it can be re-positioned on the
stationery by dragging and dropping. The field can be expanded or minimized by grabbing and dragging the
corner boxes of the image element. Click on ‘Preview’ to ensure the layout and text is correct. Click on
‘Modify fields’ to return to editing screen. Click on ‘Print’ when ready.

Bass-Mollett Stationery Ordering >><< Reflections of Life
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Bass-Mollett Stationery Ordering
Navigate to the Main tab and open a record. Navigate to Print Engine > Stationery Ordering > Bass-Mollett
Stationery Ordering.

Select a category.

Select a product.
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Add to Cart – Enter the Quantity and then ‘Add to Cart’.

Check Billing Information – add Special Instructions, if necessary. Update the quantity, if necessary. When
all information is correct, choose to ‘Continue Shopping’ or ‘Checkout’. The final step will be to ‘Proceed to
Payment’. Bass-Mollett fulfills all stationery orders. For inquiries regarding your order status or delivery
information, please click here.

Messenger Stationery >><< Reflections of Life Interior Pages
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Messenger Stationery
Messenger gives Funeral Homes the ability to easily create and print high quality, professional looking and
highly personal memorial products within a matter of minutes! Messenger and FrontRunner have partnered
allowing you to quickly export your client data and import it into your Messenger program.

Stationery Printing

Open a record > Printing > Messenger Export.

Select the ‘Export to Messenger’ button.

Open your “Make It Personal” software from Messenger and click the ‘Import From Management Software’
button.

Click ‘Browse’ and locate the XML file on your computer downloaded from the FrontRunner system. The file
will likely be contained in your computer’s download folder unless you saved it to another location.

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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Begin using the Make it Personal Program with the new data.

W.L. Smith Stationery >><< Bass-Mollett Stationery Ordering
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W.L. Smith Stationery
Navigate to your Main tab and open a record. Navigate to Print Engine > Stationery > Select > W.L Smith.

You can now refer to the Building Your Stationery section to learn more about stationery printing and
building.

FAQs on Stationery >><< Messenger Stationery
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FAQs on Stationery
Question: How can I expand my working space so I can see more of the stationery?

Answer: The system embeds the stationery print engine within the software by default. If you would like a
larger screen to work on, you can open the stationery print engine in a new window. To do so, open your
stationery pages into the modify screen and click File > Open in new window. This will re-open all of your
selected stationery pages into a new browser window and you will have increased working space.

Question: How do I print multiple pages at once?

Answer: To print multiple pages at once, you can utilize our “multi-page print” feature. To use this feature,
open all of the stationery pages that you want to print, into the editor. Then go to File > Multi Page Print. A
print configuration box will pop up which will allow you to re-arrange pages or delete a page. This feature
will compile all stationery pages into a single PDF, which can be downloaded and printed.

Question: What Stationery Providers do you support?

Answer: FrontRunner currently has several providers available in our system. These providers include
BassMollett Publishers, WL Smith and Associates, Messenger, and FrontRunner’s own Print-On-Demand
stationery.

Question: How do I get access to new stationery?

Answer: Simply contact your Success Coach and we would be happy to turn on additional stationery
packages for you.

Question: Can FrontRunner build my stationery in the system for me?

Answer: FrontRunner can build in your commonly used stationery pieces into the system. Contact your
Success Coach for details on requirements and pricing.

Question: How can I insert a poem/prayer?

Answer: Poems can be inserted two ways—one for pre-formatted poems (Bass-Mollett) and one for general
text poems.
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A pre-formatted Bass-Mollett poem can be added by navigating to Edit > Add Image Element. This will
create a popup with a section called “poems. You can select from a variety of poems by clicking the “Next”
button. Once you find a poem that will be used, click ‘Insert’.

To insert a simply text poem/prayer, open the stationery page that you would like to add the poem to, Right-
click on the page, and click “Add Prayer”. A pop up box will appear where you can copy and paste a poem/
prayer, or select one from our library via the “Next” button.

Question: How can I add my own text to the stationery?

Answer: There are two ways to add text to your stationery page:

1) Right click on the page and click “Add Text”. This will create a text box on the screen that can be edited.
Right click on the Static Text box that you have created, then click ‘Edit’. You can add your content to the
“Default Value” box, which will appear on your stationery.

2) The more common way to add text to your stationery is to pull a field from our existing library. To do this,
click the “Fields” button on the left menu, search for the information you are looking to add (Example: Date
of Death), and then click and drag that field onto the stationery page.

Question: How do I add a photo to the stationery?

Answer: To do this open your stationery page, click the “Fields” button on the left menu, search for the word
‘Photo’. Fields labelled ‘Deceased Photo’ and ‘Deceased Secondary Photo’ will appear. The ‘Deceased
Photo’ field will pull the Primary photo of the deceased. The ‘Secondary Photos’ field can be dragged onto
the stationery multiple times, and will pull a new photo of the deceased each time.

Search Engine Optimization (SEO) >><< W.L. Smith Stationery
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Search Engine Optimization (SEO)
It’s one thing to create and build a beautiful website filled with relevant information about your funeral firm’s
services and products, it’s quite another to have online visitors find your site with ease. Search Engine
Optimization (SEO) takes time but your efforts will pay off when your community can locate your website
and contact your firm at their time of need.

Make sure to work on your FrontRunner Settings to help optimize your site.

The following are user-friendly Google tools that will further promote your online presence.

• Google AdWords
• Google Analytics
• Google Places

Here are some additional options to help enhance your SEO.

• Domain & Sub-Domain Strategies
• Search Engine Strategies
• Search Engine Submission Options

FrontRunner Website Settings >><< FAQs on Stationery
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FrontRunner Website Settings
Make sure to work on your FrontRunner Settings to help optimize your website’s Search Engine
Optimization (SEO).

Website > Edit > Site > any page > Edit Details

• The Page Title field is located in the top section.
• The Search Keywords and Search Description fields are located in the Optional Settings section.

Enter keywords and keyword phrases (separated by a comma) and the description.

When performing a search, search engines use the Search Descriptions to display your page.The search
result link will be your Browser Title (shown below, in red) and the sentence is pulled from the Search
Description (shown below, in black).
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Keywords

It is important to enter keywords on each and every website page. When deciding on keywords, ask
yourself: How do I describe my funeral home? Google looks for keywords that end in a question. Examedit
details, add keywords, add search description, keywords, keyword phrases, search engines, google search
engine, page titles, keyword conent, search engine strategies, ples: What is embalming? How do I plan my
funeral? Some other questions to think about when developing keywords: What is important to you? How do
you differentiate yourself from other companies? What are some of the unique services you offer?

Useful Tips

• Include keywords in phrases.
• Use keywords in a question.
• Include keywords in the page title, page description, and text on a page. If this is not done, your

website will not rank as high.
• Include keywords 5-7 times in the page content.
• Include commonly misspelled words associated with the funeral home name, staff, products and

services. This will help online users who misspell their search words to find your site.

Page Titles

Each web page should have a unique page title that includes keywords and your location. Example: What is
the cost of funerals in Kingston?

Useful Tips

• Make sure each page has a different title. If the same title is used, Google will only recognize one of
the pages.

• Do not start your page titles with your funeral home name.
• Include your keywords.
• Avoid special characters (commas, periods, & symbols, etc.).
• Do not use the word “and” in your sentence.

Page Descriptions

Summarize the content of the page in a sentence or brief paragraph. Example: What is the cost of funerals
in Kingston?

Useful Tips

• Use keywords in descriptions but do not over-use.
• Try to make descriptions unique.
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• Try to make descriptions sound natural.
• Write concise sentences.

Content

It is important to maintain the content on your website to ensure it is current and refreshed on a regular
basis. Include keywords in the content. Also, adding social media links within page tiles also helps search
engines find your web pages.

Useful Tips

• Update the content on a regular basis.
• Use keywords in the content 5-7 times.
• Utilize YouTube and create videos using unique titles.
• Start blogging.
• Setup a Facebook account and live stream events.

Google AdWords >><< Search Engine Optimization (SEO)
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Google AdWords
More information about Google AdWords as well as Google support contacts can be found at
www.google.ca/adwords and www.google.com/adwords.

The key to Search Engine Optimization is creating a list of keywords that your community and potential
families will type into the search engines to locate your firm. These few steps will generate the keywords
that are most relevant to your community.

1. Sign In using your Gmail Information
2. Click Tools > Keyword Planner
3. Choose – Search for New Keyword and Ad Group Ideas
4. Several options will display within the dropdown. In the first box – choose Enter One Or More Of the

Following and then enter the keywords you want to research. Separate each keyword and/or keyword
phrase with a comma.

5. Skip Your Landing Page and Your Product Category
6. Click on Targeting (below Your Product Category). Enter any of the areas you would like to search.
7. Move down and click the Get Ideas button.
8. On the next screen you will see two tabs at the top: Ad Group Ideas and Keyword Ideas. You can look

through both but Keyword Ideas provides a very clear picture on the search volume and competition
for each keyword.

9. Within Keyword Ideas, you will see two sections: Search Terms and Keywords (by relevance). Search
Terms is for all the keywords you have entered and the sections; Keywords (by relevance) lists all the
suggested keywords related to your keyword ideas.

Google Analytics >><< FrontRunner Website Settings

When choosing keywords, try to find keywords that have both search volume and low
competition. Choosing words with high competition will make it much harder for you to rank
higher. Also, these results are done monthly so you may see fluctuations in results from
month-to-month depending on how people are searching in your area.

*
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Google Analytics
All of your Search Engine Optimization (SEO) efforts need to be analyzed and the best tool to do so is
Google Analytics. You can easily access an overview of website visits and page views to determine what
areas of your website are frequented by online visitors and how they got there.

Google Analytics

FrontRunner Professional will set up your Google Analytics account. When complete, a verification email will
be sent to your email address. Click the link within the email to verify the information and let your Success
Coach know when that has been completed. He or she will then finalize the setup and send an email with
the login information.

Click here to learn more about your Google Analytics account and how to use it.

Google Places >><< Google AdWords
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Google Places
Claim Your Business

Google Places is a feature to help get your website noticed online. Your business stands out when it’s listed
at the top of the Google search engine results page. By claiming your business through Google, you can
improve your search engine rankings and provide online visitors with instant access to your company’s
contact information and a description of the services within your business category.

As shown below, when Le Chien Noir is searched in Google, a great deal of information becomes instantly
available to online visitors.
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Navigate to the Google Places for Business website.

Select the Get Started button and create a Google account if you don’t already have one. When complete or
if you already have an account, enter your current email address and password to sign in.

• Use the dropdown to select your country.
• Enter your phone number.
• Select Find Business Information.
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• Enter your funeral home name and address information.
• Enter your phone number and email address.
• Enter the URL for your funeral home’s website.
• Enter a description about your company. Ex: Brown Funeral Home has been serving the Albany

community for 100 years. We are family-owned. We offer cremation, etc….
• Enter a category that best suits your funeral home. You can include more than one. Ex: Cremation,

Pre-Arrange, Traditional Funerals
• Enter whether families go to your funeral home or you go to their own home.
• Enter your hours of operation (optional).
• Enter the payment methods you offer (optional).
• Upload an image of your funeral home (Choose File and select Add Photo).
• Add Video if you have any videos you wish to upload.
• Enter any additional information about your funeral home. Ex: Parking available
• When complete, Submit.

The preview page is what online visitors will see when they search for your funeral home or funeral homes
in your community.

You will also need to validate your listing. Google Places will outline the available options.

Click the Finish button.

Google+ >><< Google Analytics

Note: Your Google Places profile won’t be immediately visible. It can take anywhere from a
few hours to a few days.*
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Google+
Click here to learn more about Google+.

Domain & Sub-Domain Strategies >><< Google Places
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Domain & Sub-Domain Strategies
An easy and effective domain strategy incorporates search words into the URL. Don’t use domain names
that are similar to the name and brand of your competitors.

You may also wish to register a domain name that includes the name of your city. Example:
brownfuneralhomekingston.com. This will be indexed first overall by search engines because it matches the
keywords of the domain name. Use the same strategy with sub-domains. Example:
kingston.brownfuneralhome.com

Search Engine Strategies >><< Google+
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Search Engine Strategies
Once your website is live, the goal is for online visitors to actually find it. The first step is submitting the URL
(www.yourfuneralhome.com) to search engines. Start off with Google.

FrontRunner Professional has created a number of additional tools to help with your Search Engine
Strategy:

• Home page with keywords built in.
• Listing the communities that you serve.
• Listing additional keywords into your profile.
• Fields to enter keywords on ALL pages of your website.
• Additional consultation services available.

Home page add-ons ensure your home page is dynamic with ever-changing information.

Search Engine Submission Options >><< Domain & Sub-Domain Strategies

Include your URL on ALL printed materials including the obituary notices in local
newspapers.*
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Search Engine Submission Options
There are free and pay service submission options available to help enhance your SEO.

Free Submissions
Complete manual submissions by visiting each search engine and completing the online forms. This will
send a ‘spider’ to your site for indexing. Expect to wait 4-6 weeks before free manual submissions show
results.

Pay Service Submissions
For faster and better results, the various companies offer a pay service to have your site placed on their
search engines. They will ‘spider’ your site within 7-10 days.

Social Media Tips >><< Search Engine Strategies
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Social Media Tips
Learn about social media and the importance of having this for your business.

Here is a video to help understand social media and how it affect’s today’s society:

Once you have the Social Media Website app, contact your Success Coach to provide the URLs for each
social media site to link from your website. If you have a newer design, you have the ability to add these
yourself. Click here to learn how.

Icons similar to the ones below will be added to your home page.

The popularity of social media continues to grow and it’s strongly recommended that your funeral firm
engage in this online world whenever possible. As you continue to build your online presence using these
tools, your firm’s profile will attract your community.

For more information on social media, please contact your FrontRunner Success Coach.
We have also partnered with a company, Disrupt Media to help you with setting up social
media.
*
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Find Your URLs

• Facebook: Login to your Facebook Account. Copy and paste the URL from the address bar in an
email to your Success Coach.

• LinkedIn: Login to your LinkedIn Account. Select Profile from the top Menu Bar. From the Public
Profile at the bottom of the profile box, copy and paste the URL in an email to your Success Coach.

• Twitter: Login to your Twitter Account. Navigate to the main profile page. Copy and paste the URL
from the address bar in an email to your Success Coach.

• YouTube: Login to your YouTube Account. Navigate to the account home page; copy and paste the
URL from the address bar in an email to your Success Coach.

• RSS Feed: No information is required. Each user will subscribe for their own RSS Feed.

If you do not have a Facebook account for your business and would like one, click here to get started.

Increase Your Revenues >><< Search Engine Submission Options
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Increase Your Revenues
The following features are automatically incorporated in the Book of Memories and your website. Follow the
links to learn more about each revenue generator and how to effectively use them. If you require additional
information, don’t hesitate to contact your Success Coach.

• Heartfelt Sympathies
• Loyalty Rewards Program
• Memorial Candles
• E-Commerce
• Staples
• Sympathy Cards
• ConsumerSide

Heartfelt Sympathies >><< Social Media Tips
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Heartfelt Sympathies
Heartfelt Sympathies offers respectful memorial options for families that demonstrate the love and support
of family members and friends when they are needed most. This secure, online portal to personalized
products allows visitors to order flowers, memorial cards, and send sympathy baskets.

FrontRunner develops solutions that provide a higher standard of service for our clients and more
importantly, to the families and communities they serve. The Heartfelt Sympathies program is designed to
be disconnected from the aggressive, overly commercialized approach of a typical “Sympathy Store”, which
routinely offends the public and ultimately serves to lose business for funeral homes. Heartfelt Sympathies
protects the reputation of funeral firms by providing dignified and respectful options that families deserve.

The Heartfelt Sympathies program works in tandem with the Book of Memories®. Not only do firms receive
the highest commissions available, but a portion of the generated funds helps subsidize the Book of
Memories to ensure the memorial websites remain in perpetuity. Providing the Book of Memories to your
families and communities without cost to them or your firm generates a loyalty that is priceless.

The Heartfelt Sympathies store also stand outs from other programs by capturing flower orders and
permanently highlighting them, along with the sender’s words of support to the family, within the Book of
Memories. As well, it instantly creates a Sympathy Card that features the flower order sent to the family.
This creates the ultimate tribute and encourages visitors to select this over any other flower fulfilment
option.

Heartfelt Sympathies is just one more example of how FrontRunner makes the ordinary extraordinary and
why so many leading funeral homes choose FrontRunner over any other technology company.

Setting Up Heartfelt Sympathies

To set up Heartfelt Sympathies in the Book of Memories, navigate to System Settings > System Profile >
BOM Flower Settings.

FrontRunner Professional FrontRunner Manual - 1

Page 488 of 589

https://www.youtube.com/embed/nhdm7govKSk?rel=0
https://www.youtube.com/embed/nhdm7govKSk?rel=0


For more information about your Heartfelt Sympathies account, please refer to the Flower Log from your
Main > SimplyOne page.

Loyalty Rewards Program >><< Increase Your Revenues
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Loyalty Rewards Program
FrontRunner has introduced a Loyalty Rewards Program. Every dollar you spend with FrontRunner will give
you 2% back in points.

Here is a video that explains the program in more detail:

If you would like to take advantage of this program, please contact your Success Coach.*
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Memorial Candles
Online remembrance candles provide a unique way for visitors to express their sympathies while supporting
the Book of Memories in perpetuity.

For more information about your Memorial Candle account, please refer to the Candle Log from your Main >
SimplyOne page.

For more information about how to help online visitors light a virtual candle, refer to the Book of Memories
Features.

About the Memorial Candle Program

The Book of Memories® program is unlike anything on the market. The highly robust memorial websites are
designed to provide interactivity for generations and foster family loyalty to the funeral homes providing it.
This is not an online guestbook designed to simply capture condolences for the few days before and
following the funeral.

The Book of Memories program is the main reason why funeral homes choose FrontRunner and why
countless firms are serving new families who have specifically chosen them for this offering. These firms are
the recipients of millions of testimonials and words of appreciation for this high-quality service.

While a number of technology companies charge up to $250 to create an inferior version of a memorial
website, true to the nature and philosophy of FrontRunner’s founder, we wanted to provide higher standards
to families without cost to them or to the funeral home. To achieve this, FrontRunner created the Memorial
Candle Program. It is designed to help financially support and offset the ongoing costs associated with
hosting, storing, maintaining and enhancing the memorial websites. The program is completely voluntary to
the online visitor; it simply offers them a gesture to show their support to
the family.

We respect that some records have no visitors while others have many. The Memorial Candle Program
operates with a community-based approach whereby any funds received are pooled to ensure that records
with no candles are all still supported in perpetuity. All we have asked in return is that funeral homes
support the program by publishing at least 80% of their services through their websites.

In the initial stages of the program, FrontRunner provided a small percentage back to funeral homes to be
used as credits for additional services and ensure a solid online presence. However, we have always
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reserved the right to adjust this percentage up or down depending on how well the program is supported
and whether proceeds are keeping up with expenses.

Today, because of the popularity and functionality of the Book of Memories, a large percentage of these
individual memorial websites actually exceed the size of some of our individual funeral home websites. More
and more families are publishing years of photos and using the extensive back-end family login features.

Even 100% of the candle proceeds could not support all of the program’s ongoing costs today and
unfortunately, many funeral homes have missed the real point and only see this as a profit opportunity.
For those who are looking to increase profits, we kindly ask that you respect the intent of the Memorial
Candle Program to support the Book of Memories Program. Further, consider adding a $40-$60 charge to
your own GPL for “Digital Media Services”. Many clients could generate significant profits with this approach
by helping families understand the value of their time to create the memorial website and online obituary
posting.

While many funeral firms are only searching for the cheapest websites, all of us at FrontRunner sleep well
knowing our clients’ families and communities are being well served through our clients’ care, compassion
and desire to truly provide a higher standard.

FAQs on Memorial Candles for the Funeral Home >><< Loyalty Rewards Program
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FAQs on Memorial Candles for the Funeral
Home
Below are a list of common questions regarding memorial candles. If you are still unable to find a solution to
any problem that you are experiencing, please contact support@frontrunnerpro.com.

Question: Is the family notified about all purchased memorials?

Answer: The funeral home determines whether or not the family will be notified of any updates within their
loved one’s Book of Memories. Depending on the type of record, Basic or Standard, will depend on where
the Family Login section is found.

Question: A client has lit a candle by check but does not know where to send it to.

Answer: Checks can be mailed to:
FrontRunner Professional
6A Clarence Street
Kingston, Ontario
K7L 5H8

FAQs on Memorial Candles for the Purchaser >><< Memorial Candles
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FAQs on Memorial Candles for the Purchaser
Question: Are the candles real or simply virtual (online) images of support and tribute?

Answer: The Memorial Candles are online representations of love and tribute only. No physical candle will
be lit in memory of a loved one.

Question: How do I correct my spelling error after purchasing a candle?

Answer: Please contact the funeral home to make the correction for you.

Question: Why can’t I see several words in my memorial candle message?

Answer: This is most likely due to your screen resolution. The minimum system requirement is 1024 × 768
pixels. To change your monitor’s resolution, visit the following website that provides step by step
instructions.

Question: Who can I contact to discuss my Memorial Candle purchase?

Answer: If there is an error with your Memorial Candle message, please contact the funeral home to make
changes. If there is a technical error, email info@memorialcandlesupport.com. If this is regarding a charge
on your statement, please contact your credit card company.

Question: How can I resolve an issue with a candle purchase? I was charged four times even though
I received three rejection notices. My credit card company says all went through.

Answer: InternetSecure, the credit card processing company that manages the online credit card
transactions, declined your transactions. Even though your credit card company may have approved, the
transaction must still be approved by both companies. Your credit card will show the transactions, however
the additional ones will be refunded and shown on your statement within 72 hours.

Question: Why won’t my candle purchase go through when my credit card company says that my
card is fine?

FrontRunner Professional DOES NOT process any credit card transactions. NO funds are
deposited to our accounts unless approved by both the credit card company and
InternetSecure.

!
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Answer: Please make sure that all information you enter is exactly the same information associated with
your credit card account. The name, address and phone number must be the same as what’s on record with
your credit card company.

If your credit card is a VISA and you have entered the information correctly, your card may be refused
because it is not set up as being Verified by VISA. Please discuss this security feature directly with VISA
rather than your bank.

Question: What should I do if I don’t have an email address but would like to purchase a Memorial
Candle?

Answer: You can purchase a Memorial Candle without a valid email address, however your receipt will be
emailed to the address entered. You could enter an email address of a friend or family member who would
be willing to print off a hard copy of the receipt for you.

Question: How can I change my candle purchase from one duration/fee to another?

Answer: In order to modify your Memorial Candle, please email info@memorialcandlesupport.com and
include the following information:

• Funeral Home Name
• Deceased Name
• Date of Purchase
• Receipt Number
• The EXACT Name on credit card used for purchase
• Your Email Address

Once the information is received, your order will be changed and confirmed within 2 business days. Your
refund may take up to 72 hours to show on your credit card statement.

Question: When will my candle message be visible? I ordered one but I’m not certain if it was
processed.

All information entered to purchase a Memorial Candle is NOT distributed or used to send
mass online solicitations. At FrontRunner Professional, we have the highest level of online
security in place to keep your information safe.
*
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Answer: The message will appear as soon as the transaction is processed / once your payment receipt is
issued. If you do not receive a receipt, the transaction was not processed.

Question: Why is my message not appearing on the candle?

Answer: You may need to clear your internet history / cache in your web browser. Press F5 key on your
keyboard but if that doesn’t work, you will need to delete your history. The cache is where your browser files
are stored so you don’t have to download file every time you need them. When we update files, caches
need to be cleaned because the cached data is out of date. Different versions will have different steps. Try
this link – choose your web browser and version to access the appropriate steps for your computer.

Question: What do I do if my candle is not showing up even though I have received a payment
receipt?

Answer: Please email info@memorialcandlesupport.com the following information:

• Funeral Home Name
• Deceased Name
• Date of Purchase
• Receipt Number
• The EXACT Name on credit card used for purchase
• Your Email Address

After we have received this information, your Memorial Candle will be changed and confirmed within 2
business days. Your refund may take up to 72 hours to show on your credit card statement.

Question: Will my credit card information be given/sold to any third party companies for promotional
purposes such as advertisements, contact lists, etc?

Answer: FrontRunner Professional does not gather or store any credit card information. The online page
where you enter your personal information is located on a secure site managed by Internet Secure, a
Verisign registered company. It has the highest standards of security and privacy on the internet. All of the
information gathered is highly encrypted and is not stored, sold or divulged in any way other than to approve
the transaction with your credit card company.

Question: Why does my credit card continue to be declined?

Answer: There are many reasons why a credit card transaction may not be approved. The most common
reasons are: incorrect card number; incorrect password; incorrect expiry date, the address does not match
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credit card statements; the card is blocked for e-commerce use: and the cardholder has exceeded or is
close to the credit card limit. Please contact your credit card company for more information.

Question: How do I go back to add a condolence message?

Answer: If you have not cleared your computer’s cache or disabled the cookies, you should be able to open
up the condolences page to make any changes. If you do not see this option, please contact the funeral
home to help make the change.

Question: Am I only able to make one purchase per day with my credit card?

Answer: You are able to make five transactions on the same card in a 24-hour period.

Question: Is the family notified about all purchased memorials?

Answer: The funeral home determines with the family the preferred method (if any) of notifications.

Question: Are there hidden fees? I received an email that confirmed the price of a memorial candle
but my credit card statement showed the cost was different.

Answer: No, there are no hidden fees. FrontRunner Professional receives only the purchase price of the
candle selected. Any additional fees are generated by credit card companies or financial institutions.

Question: Why was my credit card charged multiple times but the payment receipt shows declined
transactions?

Answer: Internet Secure is attempting to approve your purchase but your credit card company is declining
the transaction. This is usually caused by incorrect information submitted during the purchasing process.
Please ensure that your address information is exactly the same as what appears on your statement.

Your credit card account will display a credit of any failed transactions within a couple of business days.

Question: I’m trying to access information about funeral services but the website says I don’t have
the correct monitor resolution. What should I do to make sure I can see everything?

Answer: The Book of Memories requires a minimum screen resolution of 1024 × 768 pixels. You should still
be able to view the Book of Memories using a lower resolution but the page will not display the way it was
designed. To change your monitor’s resolution, visit the following website that provides step by step
instructions.
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Question: I have lit a candle by check but don’t see where to send the check to. What address
should it be sent to?

Answer: Checks can be mailed to:
FrontRunner Professional
6A Clarence Street
Kingston, Ontario
K7L 5H8

E-Commerce >><< FAQs on Memorial Candles for the Funeral Home
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E-Commerce
The Product Catalog module allows you to quickly generate a product page with pricing, special pricing, and
more. The header and footer use a WYSIWYG editor to further help create a professional layout that can be
edited and updated in seconds. The additional e-commerce functionality will allow you to take online orders.
(*Note a third party processor is necessary.

Setting up E-Commerce

If you require a new page, refer to Create a New Page.

Click ‘Edit Content’ to open the Product Catalog Control
Panel.

• New – Add new products.
• Edit – Edit an existing product.
• Delete – Remove a product.
• Position – Change the product order on the page.
• edit settings – Edit the fonts used on the page.
• edit global shopping basket
• edit shopping basket header – Edit the top portion of the page.
• edit shopping basket footer – Edit the bottom portion of the page.

If you would like to add e-commerce to your website, please contact your Success Coach
for more information.*
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Add a Product

• Product Status – Designate whether products are
visible or hidden (hide from online visitors but not
deleted from catalog).

• Sale Status – Available for purchase, sold, or sold
out

• Product Number – If applicable, as a reference for
your online customers.

• Product Name
• Manufacturer (optional)
• Our Price
• M.S.R.P. (Manufacturer’s Suggested Retail Price) –

If there is none, leave the field blank.
• Special Price (optional)
• Description for Special Price
• Surcharge (unit, or % of total) – (ex. delivery

charges or special handling fees)
• Shopping Basket Mode – Choose whether

consumers can add the product to their Shopping
Basket.

• Shipping Methods – Choose a shipping method and
enter a dollar amount or percentage for shipping
costs.

• Layout in listing – Pictures can either be positioned
on the left or right of the page.

• Position/Ranking in listing – Defines the order of the
products on the page. Position number 1 places the product at the top of the page. If position number
blank, the module defaults to the order in which the products are added.

• Description for short listing – A summary of the product’s features.
• Picture for short listing – Smaller pictures are visible when browsing the catalog but visitors can view

larger images when they click on ‘more info’.
• To insert a picture for the product summary, ‘ADD PICTURE’. Follow the steps in the ‘Image Gallery

Interface’.
• Caption under this picture (optional)
• More info view (creates a more info link)
• Layout in more info page – Determine if the product will be displayed on left or right
• Description for more info listing
• Picture for more info listing – A larger picture can display when web visitor clicks on “more info”.
• Caption under this picture (optional).
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• Product Specific Tax – Select how to apply taxes to the product.
• Specific CDN Tax (PST) – Enter the dollar or percentage amount of the tax.
• Specific CDN Tax (GST) – Enter the dollar or percentage amount of the tax.
• Specific US Tax – Enter the dollar or percentage amount of the tax.

Edit Global Shopping Basket

• Mode – By default, credit card is selected.
• Currency
• Merchant Provider – Select the payment processing

firm. If you are unsure, please contact the company
who provided you a login to your payment
processing account.

• Merchant Account ID – This is provided by the
merchant provider and contact either numbers or
letters and numbers.

• Merch.Password / Trans. Key – This is provided by
the merchant provider. You may be given a
temporary password in which you will need to
change to active your merchant account.

• Public Email Address – This email address will be the one provided to consumer once the transaction
is complete.

• Shipping Email Addresses – When the transaction is completed, an email will be sent to the
address(es) listed in this field. The email will contain all the information pertaining to the sale. (If
multiple addresses, separate with a comma.)

• Fulfillment Confirmation Email Addresses – The shipping email address contains a link to click once
the order is fulfilled. (If multiple addresses, separate with a comma.)

• Request PO Number during Order – Enable or disable the option
• Canadian Tax – Enable Canadian Taxes by Province
• US Tax – Enter the percentage of applicable sales tax.
• Shipping Methods
• Minimum shipping charge – Enter the minimum charge for the different shipping methods.

Edit Settings

• Fonts for listing pages
• Fonts for more info pages (if applicable)

Do not add the dollar sign ($). The Product Catalog module does that for you.*
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• Shopping Basket – Set to Allow Purchases so online visitors can process orders.
• Use Global Email Settings – Check the box to use the same email addresses set up within the Global

Email Settings. To use different email addresses, leave the box unchecked and enter the email
addresses.

• Public Email Address – This is the email address provided to the consumer after the transaction is
completed to contact your firm about the sale.

• Shipping Email Addresses – When a consumer completes the transaction, an email will be sent to the
address(es) listed in this field. The email will contain all the information pertaining to the sale. You can
provide multiple email addresses, separated by a comma.

• Fulfillment Confirmation Email Addresses – The shipping email address contains a link to click once
the order is fulfilled. (If multiple addresses, separate with a comma.)

• Surcharge for Product on Current Page (if applicable)
• Save

Staples >><< FAQs on Memorial Candles for the Purchaser
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Staples
The cost of doing business has become even more affordable. The Staples Advantage program is now
available to all funeral homes.

Join — for free — to save thousands of dollars a year on the items you buy every day. The more funeral
homes that join, the deeper the discounts!

This new program has been customized to meet the needs of every funeral home, regardless of size, to
ensure they can easily access office supplies and equipment at prices usually only available to large
corporations.

The Staples Advantage is a true advantage for funeral professionals!

Sympathy Cards >><< E-Commerce

If you would like to take advantage of this program, please contact your Success Coach.*
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Sympathy Cards
Online visitors can choose a Sympathy Card, personalize it, and have it sent directly to the family or funeral
home for only $5. All processing and shipping is managed by our partner Blue Bird.

Visitors choose a theme, a date to send the card, a return address, a signature, and a note.

• The recipient information and quantity of cards is added.
• Add to Cart.
• Continue Shopping, Clear Cart, Edit Billing Info or Checkout:
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After the billing information is entered and the payment has gone through our secure site, the information is
sent to Blue Bird to prepare and distribute.

For inquiries regarding order status or delivery, click here

For more information about your Sympathy Cards account, please refer to the Card Log from your Main >
SimplyOne page.

ConsumerSide >><< Staples
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ConsumerSide
In today’s changing market, families are looking for more choices, more options, and more convenience
when it comes to paying for funeral-related products and services. For many, using a line of credit is
essential. Bluefin and FrontRunner Professional have put together a comprehensive all-in-one payment
solution offering the most competitive rates on the market. ConsumerSide is designed with both the new
consumer and the funeral home in mind, under a shared belief that “When you put families first, they’ll take
notice”.

The integrated and eCommerce enabled product catalogue and virtual showroom provide convenience for
your families and allow you to instantly take advantage of the vast new opportunities the online market has
to offer.

Funeral Service Savings Plan

We are currently working with legislators and pre-need professionals to develop a new approach to setting
aside funds for final expenses. This new product will help provide the flexibility and choice that new families
are seeking.

It Costs Nothing to Get Started

It may be hard to believe, but there are no start-up fees! Sign up with ConsumerSide today to give families
access to your complete virtual showroom and catalogue, and the payment flexibility they need. You will
have the security you need. It’s a win-win and costs nothing to enrol.

Contact your FrontRunner Professional Success Coach for more information. Feel free to contact Bluefin by
visiting www.bluefin.com or calling 1-800-675-6573.

Increase Your Market Share >><< Sympathy Cards
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Increase Your Market Share
Bringing Families to Your Door

Competition is fierce and the world of funeral service continues to evolve. In order to increase your market
share, FrontRunner has developed complementary systems, market drivers, marketing tools, and system
tools that will help attract interest in your community and bring more families to your door. For more
information about any of the features below, don’t hesitate to contact your Success Coach.

• Adding Cremation Services
• Adding Pet Loss Services
• Quote Builder
• Pre-Arrange Online
• BookOfMemories.com
• ObitsForLife.com
• Obituary Notifications
• Reminder Service
• Ad Library
• Webcasting
• Testimonials
• Quick Search

Adding Cremation Services >><< ConsumerSide
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Adding Cremation Services
If you are an existing FrontRunner Professional client and wish to offer your community A New World of
Choice, we invite you to join Simpler Times.

The network helps your firm provide your families with the tools they need to only choose the cremation
services and merchandise they want. Also, when you become part of the growing cremation network, you
can access the powerful marketing program and exclusive buying group benefits.

With the growing trend towards cremation, many funeral homes find themselves struggling with how to
effectively serve the public’s desire for simplicity from their traditional funeral facilities. Simpler Times fills
that need perfectly. It provides consumers with the simplicity and convenience they seek and positions your
firm as the one listening and responding to their changing needs.

For more information about Simpler Times and how to become a Provider, visit www.simplertimes.com or
contact your Success Coach.

Adding Pet Loss Services >><< Increase Your Market Share
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Adding Pet Loss Services
An Unforgettable Friend™ is a network of caring funeral professionals and pet care specialists offering pet
loss and bereavement services in their communities. The connection to network members provides families
with invaluable grief and planning resources, pet loss services, and access to the finest in pet loss and
remembrance products. AnUnforgettableFriend.com also features an online archive of pet tributes.

If you are currently involved in providing pet loss support for families in your community or considering
adding pet bereavement support services to your current offerings, we invite you to join An Unforgettable
Friend™. When you become part of the pet loss provider network, you get everything you need to provide
compassionate bereavement services to your community.

For more information, visit www.anunforgettablefriend.com or contact your Success Coach.

Quote Builder >><< Adding Cremation Services
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Quote Builder
Arrange and Pre-Arrange Quote Builder – General Price List

The FrontRunner Quote Builder is an excellent tool to attract more families to your door. Online visitors
appreciate the ability to build their funeral package with select services and merchandise, and determine the
total cost of their selections in real time. Visitors have the ability to customize their arrangements and make
an informed decision from the comfort of their own home. Once completed, the quote can be submitted
directly to your funeral home, printed as a reference, and / or saved in the system to login at a future date to
make changes. Visitors can also choose to prepay their final wishes online, securely and instantly.

To begin, navigate to System Settings > Catalogs > Quote Builder GPL.

On the opening screen, there are two sections: General Price Lists and Taxes.

General Price Lists

All previous GPLs created are visible and accessible to Make Active, Configure (Edit), and Copy.

If you would like to have this added to your system, please contact your Success Coach.*
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To find a particular GPL, adjust the Show Entries number from 10 to 25, 50 or 100. You can also use the
Search function at top right or click on the Previous – Next buttons below the GPL listings.

Create New GPL

Click on the yellow Create New GPL button and within the pop-up window, type in the GPL Name. Save

• To change the name of your GPL, click on the pencil icon to the right of the Name field and make
changes. Save by clicking on the disc icon. (Click on the X if no changes are made.)

• To change the status of the GPL, click on the pencil icon to the right of the Status field and select
Active, Inactive, or Archived from the dropdown menu. (Click on the X if no changes are made.)

Create New Tax

Click on the yellow Create New Tax button. Fill in the Tax Name and Tax Rate %. Save. Each tax rate
created can be applied to applicable product or package.

Whenever you need to return to the main general price list menu, click on the Back to GPL
List button at top left.*
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To find a particular tax, adjust the Show Entries number from 10 to 25, 50 or 100. You can also use the
Search function at top right or click on the Previous – Next buttons below the tax listings. Click on the Edit
button to change any tax description.

Add Products >><< Adding Pet Loss Services
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Add Products
In order to build a quote, all products and services to be included need to be added to your FrontRunner
system’s Product Catalog. Any of the products that you added to your website or showrooms will be
accessible as you build your quote packages but anything else must be added.

Navigate to System Settings > Catalogs > Products.

The various categories are listed under Products in the middle of the screen. To determine the current
categories and products contained within the catalog, click on the + signs to expand the menus.

If you require a new category, click on Add Category at
the top right. Type in the name of the new category and
the corresponding classification (sub category). Ex. To
add a specialty casket selection, type in Specialty
Casket and under Classification, choose Merchandise:
Caskets. Save.

Configure GPL >><< Quote Builder

Each product must be contained within a category.*
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Configure GPL
Once a New GPL is created and products are added into the system, return to the Quote Builders page
(System Settings > Catalogs > Quote Builder GPL) and choose the corresponding Configure option.

Add Categories

Choose the Configure option for the General Price List that you would like to create/update.

Click on the Create New Category button. In the pop-up box, add a Category Name, Long Description (if
applicable), and choose from the Available Taxes (or Create New Tax). Click on the taxes to apply to this
category (highlight) and use the arrow buttons or Add All button to move the figures from the Available
Taxes column to the Applied Taxes column. Click on Save.

The new Category will be listed. Click on the corresponding Configure button to add Sub-Categories. Then
choose either Edit on the Sub-Category to Add or Delete Products.

Add Products
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From the Available Products tab:

• Select a Classification: Use the dropdown to choose a specific class (ex. merchandise, service, etc.)
• Select a Category: Once a classification is chosen, the corresponding categories will appear in the

dropdown. Select a category.
• Select a Sub Category: Click on the dropdown to select a sub category related to the category

chosen.

All products that have not yet been selected for this GPL will become visible and include the product code,
product name, retail price, description and available actions.

Select the green Add + button for each product to add to the GPL or click on the Select All yellow button
above and then Add Selected to GPL.

From the GPL tab:

Every product that has been added to this particular GPL will be listed on this page. There are 2 options for
each product:
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• Edit: Click on this option for a pop-up to appear to change the category, name, descriptions, price,
quantity available (if necessary), and whether this product is required. Save to GPL.

• Remove: This option removes the product from this GPL but not the product database.

Configure Packages

There are several options:

• Create New Package: Add a name, descriptions, and price. Click on Save.
• Edit an existing package: Click on the Edit icon to change the name, description and price.
• Add Products: This page will display the products contained within the system that have not been

included in this GPL. Each product can be edited and/or added to the package.
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• Delete: By clicking on the red X, this will remove this package and all its content entirely.

Activate Quote on Website >><< Add Products
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Activate Quote on Website
Once a GPL is created to include all packages, products, and prices, it must be activated in order to be
seen by online visitors.

Go to the General Price Lists page to locate the correct GPL. Click on the Make Active Button.This will
create the new options to Deactivate or Show Online. Once the Show Online option is selected, the
Deactivate and Remove Online are now visible.

Quote Builders

Once the above step is complete, go to Website – Edit – Quote Builders.

• Builder Name: Every GPL in the system should have its own distinct name. (ex. Smith Funeral Home
Quote Builder)
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• Builder URL: Each URL for every quote builder needs to be different.(ex. custom-quote-builder)
• GPL: Use the dropdown to apply a specific GPL to this quote builder.
• Pre-arrange Form: Check this to include additional fields within the quote builder for the user to fill out

such as information related to their mother, father, spouse, etc.

Once complete, click on the yellow Create Builder button.

Using the examples listed above, the name, url, and actions for this quote builder are visible within that
table.

The next step involves the configuration of the Quote Builder.

Complete the Quote Builder by adding to and organizing the interface (appearance) of the quote as it will be
presented to your online visitors.

• Mouse over the listed packages to delete (red X) or click on the blue arrow buttons to rearrange the
order of the packages.

• Beside each section in the quote, you can edit the section name and description (click on pencil),
move up or move down (arrow buttons), or delete (red X).

Please Note: The URL that you create is contained within the URL that is automatically
generated for this page. Using the example above, the Builder URL was entered as custom-
quote-builder. In turn, it created this URL – /quote/custom-quote-builder/type-service.php.
*
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• To add additional packages or sections, click on the ‘Add a Package’ and/or ‘Add a New Section’
buttons.

• At the top left of the page, click on Edit Disclaimer to make any changes.

Once any changes have been made to any of the sections, click on Save, and then the ‘Back to Builder List’
button at the top left of the page.
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Add Quote Builder to a Web Page

Click on the Copy Link button located under Actions for
any Builder. When the pop-up appears, using your
keyboard, press Ctrl C and then Enter.

Go to Website – Edit – Site – Quote Builder web page.

Once you’re on the web page that will house the quote
builder, click on Edit Details at the top right. There are
then two steps to follow:

• Paste the URL in the field called – What is the email address or external web page URL –
contained within the Optional Settings section.

• In the Page Action section, choose Open an external web page. (If you are switching from another
page action (or module), please make sure that there is no content on existing page otherwise it will
be erased. (If you require that content, copy and paste it into a Word document or another file.)

Once the above changes are made, click on Save at the top right. Once the site is published, the new quote
builder will be visible to online visitors.

Submitted Quotes >><< Configure GPL
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Submitted Quotes
When an online visitor submits a quote through the Quote Builder, a copy will be accessible for your funeral
firm to access. Use the Search field to locate a particular quote.

• Client Name – The name of the person that the quote is intended.
• Creator – This field includes the name of the person who submitted the quote.
• Builder Name – The quote builder used to submit the quote.
• Sub-Total – The pre-tax total of quote.
• Taxes – All taxes that apply
• Quote Total
• Actions – Your firm can convert the quote to a record (pre-arrangement or current) and/or download a

PDF version of the quote.

Pre-Arrange Online >><< Activate Quote on Website
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Pre-Arrange Online
As more people do online research before ever visiting a business, it only makes sense that your funeral
firm would provide all the information your community needs to make informed decisions. Further, if
consumers feel comfortable with your firm and the information you’ve presented, there’s a stronger
possibility that they would be willing to take the additional step to pre-arrange online. This app allows an
online visitor to fill out a pre-arrange form, which will then be automatically created as a pre-need record in
your system.

The form is very straightforward for users who designate
the arrangement details by entering basic personal
information. They can also create a password to save the
information and to login in the future to edit the
information.

Click Next.

• Complete the birth information. All fields are
mandatory.

• Complete the family information.
• Complete the education information.

Click Next (or Previous to go back).

• Choose one of the visitation options.
• Choose one of the reception options.
• Choose one of the service options.
• Choose burial or cremation.
• Choose the type of disposition.
• Choose whether there would be a committal (graveside) service.

Click Next (or Previous to go back).

• List any music selections included in the service.
• List any poems, religious texts, or readings to include in the service.
• List any interests or hobbies to include in the service.
• List any special themes to include in the service.
• List any specific food or beverages to include at the service.
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• List any special stories, personal notes or messages of hope to be read at the service.

Click Complete and Submit (or Previous to go back).

BookOfMemories.com >><< Submitted Quotes

Your funeral home will be notified by email when an online visitor submits a pre-arrange
form. If you have the Standard Record option available in your system, a pre-need record
will automatically be created.
*
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BookOfMemories.com
BookOfMemories.com is a website where online visitors can learn more about Tribute Suite and the funeral
homes that offer it. The website also displays any obituaries posted on those funeral homes’ websites. The
website is an effective way to promote the participating funeral homes and drive business back to their
websites.

Locate a Funeral Home/Order Today

Online visitors can search by name, city, or province/state. For example, when New York is entered in the
state field, a list of funeral homes in New York with Tribute Suite display.

Visitors can click through the pages or do another search to narrow down the results. The funeral homes’
names link to contact information.

Search a Tribute

Online visitors can search by name, city, province/state, country, obituary, funeral home name, or date. For
example, when the last name Brown is entered, a list of names ending in Brown display.
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Visitors can click through the pages or do another search to narrow down the results. The names link to the
date of birth and/or date of death and obituary. There is also a link back to the funeral home’s website and
the Book of Memories.

ObitsForLife.com >><< Pre-Arrange Online
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ObitsForLife.com
ObitsforLife.com is a commercial-free online obituary and death notice posting site controlled by funeral
professionals to help protect the integrity of their profession, the dignity of the deceased, and the trust their
families and communities have placed in them. We are helping funeral professionals regain control of their
obituaries and death notices by directing visitors instantly back to the firm’s website and preventing them
from being redirected to special interest or third party marketers. Records never go down, providing a
permanent connection back to the funeral home.

Once a record is published on a live website, it will automatically push to obitsforlife.com.

Online visitors to obitsforlife.com enter the name of the
deceased in the search box and click ‘Find’. Depending on
the search, one name or a list of names will appear. If there
is a long list of names, the online visitor can increase the
number of visible rows or click through all the pages.

Once the correct deceased’s name is found, it can be clicked
to open a page that shows the full name, date of birth (if set
to show), date of death, and obituary. The funeral home name links to the funeral home’s website.

Any of the links within the Book of Memories section at the bottom of the page will link back to the funeral
home’s services web page. The name of the deceased will be visible and linked to the Book of Memories.

Obituary Notifications >><< BookOfMemories.com
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Obituary Notifications
The Website Obit Notification app allows online visitors who are interested to receive funeral service
notifications when new obituaries are posted. They can sign up by entering their email address and
submitting.

Those who sign up will receive emails once a day notifying
them of any new obituaries added to your website. The emails
also contain a link allowing them to unsubscribe from the
emails at any time.

The emails contain the following information:

• Recent Services added to ‘Funeral Home Name’ website.
• This is an electronic notification that the following have

passed on and resting at ‘Funeral Home Name’. If you
would like to pay your respects please click on our Book
of Memories links provided below.

• John Doe – View Online Memorial
• This notification has been generated and sent to you as

a result of you signing up for obit notifications at the
Funeral Home Name website. If you are receiving this
email in error, or would no longer like to receive obit
notifications, please click here to unsubscribe.

Reminder Service >><< ObitsForLife.com

If you would like to activate in your website, contact your FrontRunner Success Coach.*
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Reminder Service
The Reminder Service is a great tool for your funeral firm’s staff and the clergy that officiates at funeral
services to remain in contact with families who have entrusted you to care for their loved ones. You will be
notified one week prior to the anniversary of death. This reminder will allow you to reach out to families at
what will no doubt be a difficult time. This feature is a wonderful way to help demonstrate your caring
commitment to your families.

Clergy

By default, the reminder service for clergy members is enabled.

The clergy member information is found within System Settings > Databases > Clergy Members.
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Click on a clergy member’s name to edit, or click ‘Add Clergy’ to add a new member. If you wish to disable
the anniversary notification, check the ‘disable anniversary notification’ box. Save.

Funeral Home

By default, the reminder service for the funeral home is enabled.

The funeral home profile is found within System Settings > System Profile > Profile.

If you wish to disable the anniversary notification, scroll down to the ‘Other’ section and uncheck the ‘enable
death anniversary notiication’ box. Save.

Online Visitors

Anyone who leaves a message in their loved one’s Book of Memories, and includes an email address, will
be notified one week prior to the anniversary of death. If you wish to disable, open the record and navigate
to Book of Memories > Theme. Check the box to ‘disable anniversary notification for this record’.
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Ad Library >><< Obituary Notifications
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Ad Library
The Marketing Center provides essential tools to help grow your business. This app contains printable Book
of Memories advertisements as well as website search results and statistics. The Marketing Center is an
ever-evolving tool; you will have access to search data from your funeral home and those in your state/
province or country.

Marketing Center > Ad Library.

Select an ad from the menu. Select one of the Download buttons.

On the Adobe Acrobat Document pop-up, click on Open with, then click the OK button. (If you don’t have
Adobe Reader installed on your computer, download it here.)

Once the ads download and open, there is room on the ad for your funeral home’s logo.

• Use Photoshop to add the logo.
• Send the ad to your local print shop and have them add the logo.
• Contact your FrontRunner Success Coach to arrange for the logo to be added.

Webcasting >><< Reminder Service

Not all ads have every download option.*

FrontRunner Professional FrontRunner Manual - 1

Page 532 of 589

https://www.youtube.com/embed/gyJifLBObqc?rel=0
https://www.youtube.com/embed/gyJifLBObqc?rel=0
http://get.adobe.com/reader/?promoid=BUIGO
mailto:success@frontrunner360.com


Webcasting
Funeral Webcasting allows grieving family members and friends to be part of the service no matter where
they live in the world. FrontRunner software includes integration capabilities for SympathyNet. When a
webcasting event is created, both systems generate an invitation email with login information for families to
send to those who are unable to attend the service.

Setting up Your System

Navigate to System Settings > System Profile > Profile. Open the profile and scroll to the box (shown below)
to enter the SympathyNet API Key, provided by SympathyNet.

Create a Webcast

Click ‘Add Webcast’ to activate the feature and edit the Webcast Settings.

• Create a Secure Login (user name and password) for families by checking the appropriate box.
• Change the title of the webcast and add the description to appear under the viewing window in the

Book of Memories.
• Edit the event date and time to change the times originally entered in the arrangement process.

You must have an account with SympathyNet to access this feature. Contact
Paul@SympathyNet. If you would like to activate in your system, contact your FrontRunner
Success Coach.
*
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To change the date or times of the event without modifying the arrangements, select ‘Modify Webcast’. Edit
a webcast by clicking on the ‘Edit Webcast’ button. In this section, the date and/or times of the event can be
changed without modifying the arrangement dates and times.

To add to the list, click on the ‘Add Event’ button at the top right. Once the event is added, it will be
available in the Book of Memories. The ‘Watch Webcast’ button will only be available once the webcast
begins.

To view all scheduled webcasts, navigate to Main > Book of Memories > Webcasting. All webcasts for all
clients are accessible.

If you are experiencing issues with your SympathyNet webcasts or have any questions, please contact
Paul@SympathyNet.
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Testimonials >><< Ad Library
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Testimonials
What better way to demonstrate the excellence in service that your firm provides to the families in your
community.

Once you have the Testimonials app, you have the ability to add these yourself. Navigate to your Website
tab, which will take you to the home page. From the Testimonials section, click the Edit button.

To add a new testimonial, click the ‘New Testimonial’ button. Enter the name and email address of the
person who has written the testimonial. Copy and paste the message into the Testimonial box. Choose the
status for this testimonial and the branch (if there are multiple branch locations). Save

Click on ‘Action’ to edit or delete a testimonial.

Quick Search >><< Webcasting
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Quick Search
Quick Search Notifier

Whenever an online visitor uses the website’s Quick Search function, an email notification is sent to your
funeral home detailing what keywords were searched and the number of results found. This is very
important while building the website to determine whether any information is missing.

When a visitor wishes to find certain information on the site, they enter keyword(s). A new page will display
the search results based on the keyword(s) entered.

As an example, we created a search for “Death Notice”. There were 29 results that included the title of the
page and a brief description of the content on that page. The online visitor would click on a linked title to
take them to that page.

How to enhance the search results:

When logged into the system, navigate to the Website tab and follow these steps for every page that is
visible to the public. Click on ‘Edit Details’.

Under Optional Settings:

• Search Keywords – Enter keywords and keyword phrases related to the content on this page.
Separate each with a comma.
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• Search Descriptions – Enter a detailed yet concise description about the content on this page.
• Save

Example:
Cloisonne Urns
Search Keywords – urns, cloisonne, copper, bronze, unbreakable, colors, enamel,
Search Descriptions – Learn about cloisonne urns and the steps to make one.

If you wish to change who receives these email notifications, navigate to System Settings > System Profile >
Profile. Scroll down to the ‘Address & Contact Information’ section and refer to the ‘email for QuickSearch
Reports’ field. If you are adding more than one email, separate each with a comma. Save.

Funeral Screen Export >><< Testimonials
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Funeral Screen Export
The connection will push the following service information to your Signage Studio for any particular day of
service:

• Decedents Name
• Primary Photo
• Service Type / Time
• Obituary
• Room Name
• Special Instructions

How to Export information to your Signage Studio
The export to Funeral Screen is found under the Marketing Center > Funeral Screen Integration > Export
Services

1. Service Listing For: Enter the date or the date range to pull up services you wish to push.

2. Services for the day/range will be showcased below. You may edit any of the data fields to adjust the
content.

3. Room Name: Enter in the screen name that is specific to the Signage Studio.

The decedents name, primary photo, service type and time and with obituary will pre-load
for you.*
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4. Special Instructions: Enter in any special instructions you wish to push over to the sign for a service.

5. Hide This Service: Should you not want to push a particular service for that day over to any screens,
select Hide This Service on the right hand side of the service listing.

6. Export to Funeral Screen: When ready, select Export to Funeral Screen in the top right of the screen.
This will update any screens you have with the data that been pushed over.

The Room Name determines which screen the service information will be displayed on.
Room Name is case sensitive and is specific to your Signage Studio account.

!
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Honoring a Life
Honoring a Life is a global fight against climate change and a memorial tree program created to give those
who are grieving the option of a deeply symbolic gesture to honor their loved one. As a funeral home, you
can provide the honoring a life kit to your families you serve.

Honoring a Life Kits include:

• A Tree to be planted
• Online Memorial on www.honoringalife.org
• A Card to provide your family
• A Bookmark
• A Envelope
• All stationery items are printed on eco-friendly, recycled paper.

Once the program is activated in your system, you will be able to plant trees, and create memorials on the
Honoring a Life website with seamless integration to your Funeral Solutions Group system, with no need to
add duplicate information. As soon as the kits are purchased, we have shipping arranged to send the
stationery pieces to your funeral home and we will add all the credits into your system.

To View Honoring a Life within your System

Navigate to the Main Tab > Honoring a Life.

Here you will see your Honoring a Life Dashboard

Note: To activate Honoring a Life and purchase kits contact Honoring a Life here*
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HAL Credits
This section will allow you to see if the following:

• How many credits you have available (One credit equals one kit)
• By clicking the purchase more kits button, you will be able to pay via Simply One Account or by Credit

Card. This will automatically process your order to have your kits sent to you.

HAL Contribution
View the accumulated amount of trees you have planted.

Online Chat
Chat with our support team for any questions you may have.

Honoring A Life Records
This section will populate all records you’ve added into your Funeral Solutions Group System. The different
tabs will allow you to see current, past, all records or only records in which you’ve planted trees for. By
clicking the Plant Tree button, this will take you to the client’s record to add a personalized message before
publishing on the Honoring A Life website.
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Planting A Tree

Within the Plant a Tree Tab, you can preview the memorial page to see what it would look like prior to
purchasing. The “This Tree is From” section will auto-populate with your Funeral Home’s name, which you
can change if needed. The following message is published to the Honoring a Life website with each tree
purchase: The planting of one memorial tree in the honor of Deceased Name has been arranged by Funeral
Home Name. You have the ability to add an additional personalized message as well to the “Leave a
message” box.Click the spend credit button to finalize your purchase. It will also show you the price per tree
if you do not have enough credits to make the purchase. At this time you can send your card, bookmark and
envelope to the family.

Editing a Memorial Tree Message

If someone has purchased the planting of a Memorial Tree and they contact you to edit the message that
they have left with the tree, you are able to do this for them:

1. Login to your system and go to the record that the memorial tree message was left for.
2. Click on Tributes in the left menu, and then Edit Memorial Tree on the right, for the message you need

to edit. This will take you to your Honoring a Life dashboard.
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3. Click the green Edit button, and edit the message.
4. Click Save.

Saving the changes will automatically publish the updated message to your website, as well as the Honoring
a Life website.

FAQs

Question: Where can I see my tree at?

Answer: The tree will be planted in a forest, so being able to see the single tree that is yours is likely not
possible right now. In the future, we will likely be looking into working with local cities to be able to plant in
designated areas.

Question: Where is my tree planted at? Can you provide me with city and state?

Answer: Trees will be planted in the closest project to the recipient. It may not be in the same state, as the
trees are planted in areas with the greatest need.

Question: When exactly will my tree get planted?

Answer: We are unable to provide an exact date of planting, as there are too many variables, for example,
the weather. Generally, the biggest planting season is in the Spring/Fall, but if there is a lot of rain in the
summer, they can plant at that time as well.

Question: How do I know my tree is planted and can I get an email the day of planting?

Answer: Once the tree is planted there will be a map added to the Memorial page on “honoringalife.org” to
show what area the tree was planted in. This will likely not happen for some months after the planting, as it
does take time for the reports to flow to us.

Question: How do I know which tree is mine?

This does not edit the card. Please contact Honoring a Life to update the card.!

If you have any questions about the program, please contact Honoring a Life.*
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Answer: There is not a tree designated to the buyer. When/if we move into Urban Planting then we will be
able to let you know what tree is yours.

Question: Will there be a name or plaque or even a ribbon on my tree?

Answer: When/if we move into Urban Planting, we may be able to have a plaque but it is different for every
town or city. This type of planting is a much more expensive option and would add more than $200 onto the
cost of each tree, depending on the by-laws.

Question: Can I buy a plaque to put by my tree?

Answer: No. When/if we move into Urban Planting, you may be able to have a plaque but the laws are
different for every town/city.

Question: Do I get a choice of city/state where I can have my tree planted?

Answer: Yes, the buyer can contact Honoring a Life and we can try to get a tree planted in a specific state if
there is a project there.

Question: Can I google the location of my tree?

Answer: Buyers are not given GPS co-ordinates for the tree. Only general areas will be given.

Question: What if my tree dies?

Answer: There will be no way of knowing if the tree dies.
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Increase Your Aftercare Services
FrontRunner has the resources you need to demonstrate to your families how you care about them long
after the funeral service is over. Our daily and weekly email programs are written by a certified grief
counsellor who has developed both series to offer insights, support self-care, and build resiliency. The
additional resources also demonstrate your commitment to help families at times when they need it most.

• 365 Days of Healing Email Program
• 52 Weekly Tip Email Program
• Afterloss Subscription Program
• The Grief Center
• The Remembrance Process

365 Days of Healing Email Program >><< Honoring a Life
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365 Days of Healing Email Program
This year-long series of 365 daily email messages is designed to assist the bereaved in mourning with
intention. Not simply an affirmation, each message offers insight into the nature and purpose of grief.
Carefully chosen quotations from literature and suggested activities nurture self-awareness, support self-
care, and build resiliency; while anthropological examination of cross-cultural bereavement practices widens
our appreciation of the scope and variety of the human experience of grief.

Your families will see the box, as shown below, where they can enter their name and email address.

Once submitted, the person will receive daily emails.

52 Weekly Tip Email Program >><< Increase Your Aftercare Services

If you would like to have this added to your website, please contact your Success Coach.*

The delivery of these daily emails is automated, however the emails will appear to be sent
from your funeral home. Your firm’s name will appear in the signature and in the subject line
as well.
*
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52 Weekly Tip Email Program
This year-long series of 52 weekly email messages is intended for those who want to be an ally to a family
member or friend who is in bereavement. These messages include insightful literary quotations and provide
suggested ways to support the grieving; but also focus on developing strong self-care practices for the
caregiver. Cross-cultural insights are also offered, widening our appreciation of the scope and importance of
the tasks involved in caring for the bereaved.

Your families will see the box, as shown below, where they can enter their name and email address.

Once submitted, the person will receive daily emails.

AfterLoss Subscription Program >><< 365 Days of Healing Email Program

If you would like to have this added to your website, please contact your Success Coach.*

The delivery of these daily emails is automated, however the emails will appear to be sent
from your funeral home. Your firm’s name will appear in the signature and in the subject line
as well.
*
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AfterLoss Subscription Program
Today’s families want to feel truly cared for and you may think your firm must spend a lot of money
establishing a grief support program. But, the AfterLoss app makes it truly affordable for you to gift your
families with a subscription to the AfterLoss Program. Simply add a family’s contact information and hit
“subscribe”. Every month, they will receive an 8-page help-letter to gently guide them, step-by-step, through
the grieving process toward recovery.

Open a record > AfterLoss.

If you would like to have this added to your website, please contact your Success Coach.*

FrontRunner Professional FrontRunner Manual - 1

Page 549 of 589

mailto:success@frontrunner360.com


When the informant information is
entered In a Standard Record, the
one-write logic will populate the
Addressee section. The informant
information is not contained within a
Web Only record, so it will have be
entered in the Addressee section.

• Name – Enter the name of the
person to receive the
information.

• Country
• Province/State .
• City
• Address
• Postal/Zip Code

Billing:

• Name – Enter the name of the
person paying for the
information.

• Country
• Province/State
• City
• Address
• Postal/Zip Code

When complete, click the ‘Request
Subscription’ button. The
information will submit to AfterLoss to manage. To send to more than one address, replace the addressee
information.

The Grief Center >><< 52 Weekly Tip Email Program
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The Grief Center
Thie Grief Center app provides supportive guidance on funeral planning, grief support and how others can
help the bereaved. The Center is packed with more than 35 articles, tips, and important information pieces
for your families.

This app will create new sections on the website that provides content.

Please click here to view an example articled called “Importance of the Funeral Tribute”.

The Remembrance Process >><< AfterLoss Subscription Program

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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The Remembrance Process

The Remembrance Process is a step-by-step process from the time
of death until the final farewell. It uses time-tested ways to help
families move from grief to remembrance.

A graphic will be added to your website with a link to an informational website.

To view the site, click The Remembrance Process.

Companies We Partner With >><< The Grief Center

If you would like to have this added to your website, please contact your Success Coach.*
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Companies We Partner With
FrontRunner partners with the following companies to help create further efficiencies for your funeral home.
ASD is a funeral home answering service; staff can enter your first call information directly into the
FrontRunner system. And, while not integrated per se, Google Apps is an excellent email service that
FrontRunner highly recommends. For more information about either, click on the links below.

• Animoto
• ASD
• Bluefin
• Business Resource Strategies
• Director’s Assistant/Continental Computers
• Disrupt Media
• Eckels
• Funeral Screen
• Gmail
• Halcyon
• Ionic Services
• MacKinnon & Bowes
• Matthews Caskets
• Messenger
• Mortware
• My Tribute Gift
• MySendOff Stories
• Northern Caskets
• Osiris
• SympathyNet
• TerraPro
• W.L. Smith
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Animoto
Animoto offers tribute videos that are easy and fast to create.

Create Your Video

Open a Record > Digital Video Tributes > Create New Video.

Step #1 – Use the drop-down to select a theme.

When you select a Celebration of Life theme, additional images and video clips are automatically created
and transferred to Animoto, along with your selected photos, to create a personalized DVD Tribute video
that includes the decedent’s name and dates, and the funeral home’s name and logo.

• Preview DVD Case – Allows you to view the DVD case using the theme chosen.
• Sample Video – Allows you to view the sample video with the theme chosen.

A theme encompasses additional images and video clips that are specifically designed to complement the
main theme of the video. These interludes are designed to shift the momentum and give a warm cinematic
feel to tribute videos. These are all professionally made and give that “special touch” to your client families.

Step #2 – Selecting a music track for the tribute video. You have three options:

• Select one of FrontRunner’s exclusive tracks for funeral services
• Select a track available in Animoto’s library of music
• Implement your own music

We’ve made it seamless for you by providing the most appropriate music right at your fingertips. Preview
Music to sample our suggested tracks.

If you would like to activate in your system, contact your FrontRunner Success Coach to
arrange.*

Note: Licensing for popular music is the responsibility of the funeral home*
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Step #3 – Select the images you would like to use to create your tribute video.

Photos uploaded to a FrontRunner system’s client records are displayed here. You can mark the photos you
would like included by putting a check mark in the top left corner; click anywhere on the photo for the check
mark to appear/disappear. You can easily choose all photos or un-select all photos. Choose Select All or
De-Select All . To view more photos than the 8 listed, just click Next to take you to the next page. You will
notice this button located centred and directly beneath the photo listing.

Step #4 – Once selections are complete, click Submit to Animoto.

This will gather the name, dates, theme selection, video clips, music selections, photos, and even your
funeral home logo (if FrontRunner Professional has it on file) and send it to Animoto for completion. This
button will take you directly to the Animoto account page.

If you are already logged in this will import all of the assets selected and allow you to put the finishing
touches on the video, otherwise, please log into your account.

Step #5 – You are now in your Animoto account.

This section will let you re-arrange the order of photos. It will also allow you to add any photos or video clips
that the family may have provided or just want included in the video. You can also let your creative side take
over and add in special features such as text boxes, spotlights, or picture enhancements. At anytime you
can drag the slides around and drop them where you wish to place it.

You will notice that there are extra frames located throughout the video, and especially at the
beginning. These are part of the introduction video and theme that are strategically placed

Note: Only family approved photos are listed if the Photo Approval System (Global BOM
Settings) is turned on, otherwise all photos are listed.*

Note: If you want to change the order of the photos, please wait until all assets are
transferred to Animoto. There you will find a simple-to-use interface to re-arrange the
photos.
*

Note: If you have not yet setup an Animoto account, you will need to do so first. After sign-
up is complete, you will be sent to the Animoto Create Video page. You will then be able to
put on the finishing touches.

!
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throughout the video. There is no need to move or delete these pictures/videos unless you choose to
do so. However, we have received tremendous feedback for using this asset throughout our tribute
videos.

This button allows you to add more photos or videos clips to the project, however, we highly
recommend uploading the photos into your FrontRunner system then re-submit to Animoto as a
new project. There is no way to get new photos from Animoto back to your system so they will
not be displayed in the Book of Memories.

Click this button to add a text slide. Once added you can click and drag this slide anywhere in the
timeline.

Here’s a list of suggested text titles:

Male

• Devoted in every aspect of his life
• Touched so many lives. An inspiration to us all
• A husband. A father, a friend
• Guided us Always. Will never forget.
• Forever in our hearts. Memories of a Lifetime
• Always a father first
• Strong Presence, Kind Heart
• Devoted Father, Loving Husband
• An Inspiration to Others; A Family Man

Female

• Devoted in every aspect of her life
• A love of life. A love of family and friends.
• A touch. A smile. Always with us.
• A teacher of life. Thanks for showing us the way
• Forever in our heart. Memories of a lifetime.
• Led by Example. Forever a Mother
• Loved Wife, Devoted Mother
• Kind Woman, Warm Hearted
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Veteran

• Courage Honor Respect. An inspiration to us all
• Serving Our Country. Protecting us all
• Devoted in every aspect of life
• Showing us the way. With unconditional love
• Forever in our hearts. Memories of a Lifetime.
• Duty Honor Loyalty
• Led the Way. Dedicated Soldier

Pets

• With a look. We knew we were loved.
• Faithful forever. Always by our side
• An unforgettable friend. Forever in our heart
• Man’s Best Friend
• Special Place in our Hearts
• Rain, Wind, or Snow. Always by our Side

The spotlight feature highlights a particular image (or multiple images) that tells the Animoto
engines to sustain the slide longer in the video. Each video
is paced according to the rhythm and genre of the accompanying song. The spotlight feature
makes that slide stand out in the final render.

To activate this feature just click on the picture you want spotlighted once and then click on the spotlight
button at the bottom of the page. You can do this to as many pictures as you wish.

Rotate will move the selected photo 90 degrees to the right. Click on the photo you would like to
rotate, then click the rotate button as many times as you like to put the photo in the right
orientation.

This feature will replace the photo chosen and allow you to put it elsewhere in the timeline. Click
on the photo once and then click the duplicate button. This will place the photos side-by-side.

Tip: Hold the CTRL key while clicking on multiple photos and click spotlight once to spotlight
all of them.*
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Once there you can click and drag the photo anywhere in the timeline.

Delete will remove the selected photo.

Click on the photo you would like removed, then click the delete button.

The Shuffle option will re-arrange the order of all images/videos/text slides in a random order,
however, do not ever shuffle your video. Photos and video clips have been placed in a specific
order to help the flow of the video.

Step #6 – When complete, select the Done button.

Step #7 – Choose your music

If you have already selected a music track on the FrontRunner side, then you can skip this step by clicking
on Continue. If you haven’t selected a track yet, click change your soundtrack and you will be walked
through the process of selecting or uploading a music track. (Animoto will always suggest a music track for
you) Animoto music tracks are varied and include songs from many genres: romantic, top 40, classical, new
age, religious, etc.

Select – Allows you to pick music from Animoto’s selection. Browse through the categories. Click the icon to
choose a song.
Upload – Allows you to upload music from your computer. Please make sure you have the proper
permission from the artist or label.

Step #8 – Customize your video.

• Image Pacing – Should be set to ½ speed. This gives the delicate and soothing pace that is
appropriate for a funeral service.

• Video Length – Should be set to Full-Length. The short option limits the video to 30 seconds and this
simply isn’t enough time to communicate the value of a tribute video.

• Video Style – DVT sets the default to The Animoto Original. This is done so that the added interludes
and images complement each other in the best way possible. We encourage clients to try different
styles but we have found the best results by using the original style.

• Options – These options are to play video specific credits at the end of the video, NOT funeral home
specific. This is why we recommend that both boxes be checked prior to continuing. This means that
only the funeral home information will be shown in the video. You will notice that FrontRunner
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Professional automatically puts your funeral home name and logo (as long as it is on file) at the end of
the video.

Step #9 – Enter a title of the video.

Example: In Memory of….

Step #10 – You do not need to enter a description.

Step #11 – For the Producer Name, you can enter your funeral home name.

Step #12 – Advanced Options – enter your funeral home name for the title and your website address for
the URL.

This will place your funeral home name and a link back to your website on the last slide. All information
placed in this section is for the benefit of organizing your videos in Animoto. These fields will have
no effect on the actual video itself or the video on your website once linked.

Step #13 – Select the Create Video button to start the generation process.

Generation times can vary slightly depending on the number of photos and assets used in videos. Creation
should only take minutes. Click on the My Videos link at the top and wait for your video to finish producing.

After you have completed creating a video in Animoto, you may:

• Link it to the Book of Memories Video Tribute
• Print the DVD case sleeve and disc label stationery.
• Transfer to Disk/Media

For more information on using Animoto, please visit the Animoto Helpdesk.

ASD >><< Companies We Partner With

All videos are kept in the My Videos section of Animoto, which means you don’t need to
store them on your computer and occupy hard drive space. Every time you send information
to Animoto from your FrontRunner System, a new project will be created.
*
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ASD
ASD is an Answering Service that is solely dedicated to Serving the Funeral Profession. We have developed
software that can integrate directly with ASD. This integration will enable you to reduce your data entry by
uploading information directly into ASD’s systems. For more information, please visit the myASD website.

To register your system with ASD, navigate to System Settings > MyASD.

Your ASD client (or mailbox) number and password are required to register. Enter the information and click
Register MyASD Account. When validated, a pop-up will appear: “MyASD has been successfully registered”.
If the information is invalid, the pop-up will say: “Incorrect Client ID or Client Password”. If the problem
persists, contact ASD to ensure you have the correct information.

Once registered,the ASD Account Status field will switch to “Registered”.

Get Locations

Select the “Get Locations from MyASD” option.

If you would like to have this activated in your system, please contact your Success Coach.*
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Select Download MyASD Locations to download any locations tied to your website. Locations will later be
attached to a death record and made available to ASD. In order to make any changes to your locations,
contact ASD.

Once locations are downloaded, the message will read “MyASD locations have been successfully
downloaded”. Click “OK”. The screen will refresh and the locations will be displayed.

If there are any download issues (“Unable to download MyASD locations”), try again at a later time. If the
problem persists, contact support@frontrunner360.com.

Reporting to and from ASD

Two services can be used with the ASD service:

Obituary Export: Provides data to ASD whenever a record is updated in your system. This service can be
activated or deactivated in each record. To activate this service, open a record and click Edit Record
Settings. MyASD Locations – Select a location and click Save. Anytime a record is edited, the information
will be reported to the ASD service.
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First Call Import: Allows the ASD service to receive calls on behalf of the funeral home. The information
received by ASD is imported on demand.

To import information to a new record from ASD, navigate to the Arrangement tab > MyASD Management >
Import Deaths from ASD.

Click Import MyASD Deaths to download any of the newly reported deaths since the last import. The pop-up
will read: “Successfully imported # record(s)”. Click “OK” to refresh the screen. Any new records will display
as Un-Confirmed.
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Click a row to view more details and sort the table by clicking on any of the headers.

Confirm Records

When a record is first imported, it is marked as Un-Confirmed. The funeral director can then verify the
record before it is created in the system. To view the details provided from ASD, click the row marked “Un-
Confirmed”. The record can then be confirmed as Web Only or Standard. Once confirmed, the new record
will automatically open.

Viewing Previously Confirmed Records

Any records previously confirmed are displayed in green. When clicked, the record will open in the system.

If the Import MyASD Deaths button is clicked but there are no records to import, a pop-up will say: “No
deaths found since last import”.

Bluefin >><< Animoto

If any record is deleted from the system, the name changes to “Record Deleted”. The
deleted record will remain in the list so the system could import it in the future.*

For easier viewing, choose the type of “Record Type Filter” at the top right: The options are
“All”, “Un-confirmed”, or “Confirmed” records.*
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Bluefin
In today’s changing market, families are looking for more choices, more options, and more convenience
when it comes to paying for funeral-related products and services. For many, using a line of credit is
essential. Bluefin and FrontRunner Professional have put together a comprehensive all-in-one payment
solution offering the most competitive rates on the market. ConsumerSide is designed with both the new
consumer and the funeral home in mind, under a shared belief that “When you put families first, they’ll take
notice”.

The integrated and eCommerce enabled product catalogue and virtual showroom provide convenience for
your families and allow you to instantly take advantage of the vast new opportunities the online market has
to offer.

Funeral Service Savings Plan

We are currently working with legislators and pre-need professionals to develop a new approach to setting
aside funds for final expenses. This new product will help provide the flexibility and choice that new families
are seeking.

It Costs Nothing to Get Started

It may be hard to believe, but there are no start-up fees! Sign up with ConsumerSide today to give families
access to your complete virtual showroom and catalogue, and the payment flexibility they need. You will
have the security you need. It’s a win-win and costs nothing to enrol.

Business Resource Strategies >><< ASD

Contact your Success Coach for more information. Feel free to contact Bluefin by visiting
www.bluefin.com or calling 1-800-675-6573.*
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Business Resource Strategies
Business Resource Strategies is a professional consulting company, providing client specific solutions to
small and medium sized businesses. Our focus is providing our clients with custom human resource
solutions and client satisfaction insights designed to build your team and better understand what your clients
are telling you. Please feel free to visit the BRS website to learn more.

Director’s Assistant/Continental Computers >><< Bluefin

If interested in this program, please contact your FrontRunner Success Coach.*
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Director’s Assistant/Continental Computers
Director’s Assistant and FrontRunner have partnered to give you a one-write logic system. Enter your client
data into your management system and push it to FrontRunner to add to your website and create a Book of
Memories.

Disrupt Media >><< Business Resource Strategies

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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Disrupt Media
At DISRUPT Media all we do is social media, and we have a proven measurable process for doing it.

We help bold, forward-looking brands build socially disruptive strategies through ideas and storytelling.

What makes social media so powerful and compelling sometimes isn’t the numbers, but the stories.
Specifically, it’s the stories people tell each other about their lives, about their interactions with companies,
about everything else they do.

“SOCIAL MEDIA Marketing without a STRATEGY is like eating soup with a FORK…you miss all the good
STUFF!”
RYAN THOGMARTIN — DISRUPT MEDIA, CEO

Please feel free to visit the Disrupt Media website to learn more.

Socially Acceptable by FrontRunner Professional and DISRUPT Media

FrontRunner Professional & DISRUPT Media have teamed up to bring you Socially Acceptable.
We can develop your social media plan for you or completely manage your online social strategy on your
behalf. Here is what you can expect:

1. Extensive Research

It’s impossible to know where you’re going without understanding where you’ve been. The initial phases of a
focused social media plan for your firm involve both online research performed by the DISRUPT Media team
and two in-person strategy-building sessions. Timely submission of related reports, including the Distribution
Brief, will document our findings and set the stage for the implementation and management of your social
media strategy.

2. In-Depth Strategy Sessions

Successful use of social media channels requires that we all come together in the same room to discuss
your current use of social media, deepen our understanding of your funeral firm mission, vision and service
offerings; establish a set of shared goals, and determine specific key performance indicators which will help
us to measure our success. This happens during the Kick-Off Meeting. The IDEA Session, — where the
DISRUPT Media team works closely with you to determine ideas and stories surrounding your firm that
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customers, loyal supporters and funeral professionals find interesting — will help us to add the “spark” to
your social media presence.

FrontRunner will even pass all website assets and other pieces of your online strategy to DISRUPT media to
make sure your online brand is consistent across all channels.

3. Focused Implementation and Management

As any military strategist will tell you, a plan-of-action is useless without masterful implementation and
effective management of the forces involved in the campaign. The same philosophy applies to social media.
The team at DISRUPT Media will take charge of all day-to-day activities involved in the promotion of your
social media presence. They will create the dialog, nurture and engage your social audience, build your
brand, and add real value to the social conversation.

4. In-Depth Reporting

Monthly analytics reports allow you to track the performance of everything being done for you in the social
arena. You can compare network performance and fully understand the impact of your social media
campaign. Every month, we’ll measure your funeral firm’s influence, the sentiments held by your audience in
response to your social activity, and the volume — the amount of buzz surrounding your brand. All
actionable information is delivered in a highly-digestible format.

Funeral Screen >><< Director’s Assistant/Continental Computers

If you are interested in this program, please contact your FrontRunner Success Coach.*
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Funeral Screen
Funeral Screen has a Digital Signage Software platform which allows you to display personalized
announcements and presentations and update display content from any browser with an internet
connection. We help funeral home transition away from felt boards with plastic letters or printing impersonal
announcements on paper. Please feel free to visit the Funeral Screen website to learn more.

How to push information from FrontRunner to Signage Studio

Gmail >><< Disrupt Media

If you are interested in this program, please contact your FrontRunner Success Coach.*
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Gmail
FrontRunner Professional does not host or provide an email service for clients BUT we believe Gmail is the
perfect solution for your business.

How to Create a Gmail Account

Visit the Google Apps website for more information about how this works and the pricing per user. Google
has a great Help Center available to answer any questions about their solution:

Getting Started Guide

• Forward email to another email address
• Import email and contacts from another email provider
• Hook up your Gmail account to another email program (Outlook, Thunderbird, etc…).

Add Multiple Users

To create more user accounts, click on the Users and groups tab at the top. Click Create a new user.

FrontRunner Professional is not responsible for how Google Apps works. We are simply
recommending this product as we believe is it a good solution. FrontRunner Professional is
not responsible for any down-time, lost emails, or any other email related issue you may
experience.

*
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Enter the first and last names, and username of the new user. You do not need to enter the full email
address as it will already have @yourdomainname.com shown. You can set a password for this user,
otherwise click Create new user and a temporary password will be generated. The new user will be asked to
re-enter a password upon their first login.

Follow the same steps to add more users.

Halcyon >><< Funeral Screen
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Halcyon
Halcyon and FrontRunner have partnered to give you a one-write logic system. Enter your client data into
your management system and push it to FrontRunner to add to your website and create a Book of
Memories.

Ionic Services >><< Gmail

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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Ionic Services
Ionic Services and FrontRunner have partnered to give you a one-write logic system. Enter your client data
into your management system and push it to FrontRunner to add to your website and create a Book of
Memories.

MacKinnon & Bowes >><< Halcyon

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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MacKinnon & Bowes
Since 1966, MacKinnon & Bowes has built a reputation as the largest and most trusted provider of
assistance to the funeral service profession. While its core business concentrates on transfers and
removals, it also offers expertise in the repatriation of the deceased from countries around the world. Please
feel free to visit the MacKinnon and Bowes website for more information.

Matthews Caskets >><< Ionic Services

For further information, please contact your FrontRunner Success Coach.*
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Matthews Caskets
FrontRunner has all of the Matthews products pre-loaded into the system. This will allow you to quickly
showcase your products on your website and/or virtual showroom. FrontRunner has also given your families
the option to customize items such as embroidery lay, cap panels and corners.

Messenger >><< MacKinnon & Bowes

For more information, please contact your FrontRunner Success Coach.*
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Messenger
Messenger gives Funeral Homes the ability to easily create and print high quality, professional looking and
highly personal memorial products within a matter of minutes! Messenger and FrontRunner have partnered
allowing you to quickly export your client data and import it into your Messenger program. Please feel free to
visit the Messenger website for more information.

Stationery Printing

Open a record > Printing > Messenger Export.

Select the ‘Export to Messenger’ button.

Open your “Make It Personal” software from Messenger and click the ‘Import From Management Software’
button.

Click ‘Browse’ and locate the XML file on your computer downloaded from the FrontRunner system. The file
will likely be contained in your computer’s download folder unless you saved it to another location.

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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Begin using the Make it Personal Program with the new data.

Mortware >><< Matthews Caskets
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Mortware
Mortware and FrontRunner have partnered to give you a one-write logic system. Enter your client data into
your management system and push it to FrontRunner to add to your website and create a Book of
Memories.

My Tribute Gift >><< Messenger

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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My Tribute Gift
Learn about My Tribute Gift, the background, and why FrontRunner chose to partner with them for
donations.

When FrontRunner looked into developing an online donation system, we met with countless charities that
confirmed the dramatic decline in memorial donation giving throughout North America. All of these charities
shared with us their deep concerns that without these donations, the ability to fund activities in support of
their communities is in jeopardy. There are several explanations for the drop in donations:

1. The growing number of funeral homes that have moved to the honor-based practice of providing
envelopes for donors to put a check in and mail directly to the charity. Only a small percentage of the
donations are actually sent to the organizations.

2. Online donations are growing faster than any other form of charitable giving yet 99% of charities are
small, local charities (like churches) without the financial means or administrative capabilities to
accept online memorial giving.

3. The rise in cremations without services results in fewer opportunities for the public to place a
donation.

4. Many funeral home websites direct visitors to a list of charity websites but unfortunately, only larger
charities are able to accept and process online donations. This is not a very helpful or considerate
resolve for small, local charities, which are simply out of luck.

The cost to fundraise is challenging for any charity. While the ultimate goal is to direct all donor dollars
directly to the cause, the reality is that it costs money to raise money. For example, the American Cancer
Society spends $23 to raise $100, or 23% of the donation.* The percentage varies from charity to charity but
online donation solutions are meant to reduce the cost of fundraising.

True to Frontrunner’s philosophy of doing more, we set out to make a difference.

Background

There are countless donation fulfillment organizations that provide secure transactions and conveniences
for charitable giving; all are respected and appreciated by charitable organizations. FrontRunner wanted to
work with one to create the best solution to help our funeral homes clients and increase charitable giving.
FrontRunner set out to develop a system that would achieve a number of goals:
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• Allow donations to be captured and tracked, thereby providing critical data for charities on all methods
of giving (checks / credit card / cash donations collected at the funeral home);

• Provide families and donors with permanent records of memorial donations on the Book of Memories;
• Provide all sized charities with the opportunity to receive online donations and issue instant tax

receipts, a process that for many was unaffordable; and
• Offer an optional online solution on all funeral home websites to create more opportunities for donors

to give and for charities to receive at a time when there are fewer traditional funeral services and
visitations.

My Tribute Gift Foundation

FrontRunner Professional chose My Tribute Gift Foundation as a way to help charities generate more online
revenue and save money.

My Tribute Gift charges a 5% fee to cover the cost of administration, handling, receipting, audit expenses,
and monthly check processing. An additional 3% is taken by the credit card companies for processing. The
total of 8% in fees (5% fee plus 3% paid directly to credit card companies) is actually a significant savings
for most charities compared to the normal cost of fundraising and administration costs. Using the American
Cancer Society example, this memorial donation handler’s cost of 8% is far less expensive than the
standard 23%.

The mission of My Tribute Gift Foundation is to facilitate online giving by the public to any of the over
1-million IRS and CRA registered charities in the U.S. and Canada. Its online portal not only maximizes
charitable giving, it removes the onus of donation check management from funeral homes. Once a donation
is made, the donor is sent, via email, an official charitable tax receipt. Both the
family and funeral home are automatically notified about the donation.

Donation processing normally takes two weeks and then funds are sent to charities on a monthly basis at
the end of each month. My Tribute Gift Foundation mails checks but charities are also able to register for
direct bank deposits for faster receipt of funds.

FrontRunner Professional

FrontRunner invested $136,000 in billable hours in this software program in an effort to allow ALL charities,
not just the top ten major organizations that can afford an online platform, to benefit from online giving with
no investment or ongoing expenses.

A portion of the 5% My Tribute Gift administration fee is directed to FrontRunner to cover the initial
development costs. While there are still significant ongoing monthly costs for hosting, bandwidth and
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support, once that initial amount is paid, Frontrunner will use these funds to advance our own company’s
charitable giving. FrontRunner is proud of its ability to support worthwhile charitable causes that save lives
and make a difference in this world.

In the spirit of transparency, FrontRunner and My Tribute Gift believe it’s necessary to disclose the financial
relationship between our companies. It is made very clear to online donors that donations are completed
through My Tribute Gift, which is very upfront regarding its administration fees. This is in contrast to some
other donation fulfillment organizations that only publish obvious credit card fees but fail to inform donors
that they bill charities separately for additional fees.

MySendOff Stories >><< Mortware

For more information, please contact your FrontRunner Success Coach.*
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MySendOff Stories
MySendOff Stories contains a library of original articles and stories to you, available exclusively for
FrontRunner funeral home websites. You now have a revolutionary way to include an automatic stream of
fresh, original articles on your funeral home’s website and social media outlets with an informative and
educational approach that will direct traffic to your website and help you reach today’s generation of funeral
consumers.

With FrontRunner Professional and mysendoff.com, you will reach new clients and become the preferred
funeral resource in your community and you now have an exclusive new way to extend your website’s reach
and enhance your image to complement your existing online presence.

As a member of the FrontRunner family, you are now included in mysendoff.com’s Preferred Funeral Home
Directory with a link to your funeral home’s website. This means that your funeral home will be featured
when families from your market visit our website. Families work together. We invite you to take a look at
what we can offer you.

Please feel free to visit the MySendOff website for more information.

Northern Caskets >><< My Tribute Gift

If you would like to have this added to your website, please contact your FrontRunner
Success Coach.*
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Northern Caskets
FrontRunner now has all of the Northern Caskets pre-loaded into the system. This will allow you to quickly
showcase your products on your website and/or virtual showroom.

Osiris >><< MySendOff Stories

For more information, please contact your FrontRunner Success Coach.*
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Osiris
Osiris and FrontRunner have partnered to give you a one-write logic system. Enter your client data into your
management system and push it to FrontRunner to add to your website and create a Book of Memories.

SympathyNet >><< Northern Caskets

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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SympathyNet
Funeral Webcasting allows grieving family members and friends to be part of the service no matter where
they live in the world. FrontRunner software includes integration capabilities for SympathyNet. When a
webcasting event is created, both systems generate an invitation email with login information for families to
send to those who are unable to attend the service.

Setting up Your System

Navigate to System Settings > System Profile > Profile. Open the profile and scroll to the box (shown below)
to enter the SympathyNet API Key, provided by SympathyNet.

Create a Webcast

Click ‘Add Webcast’ to activate the feature and edit the Webcast Settings.

• Create a Secure Login (user name and password) for families by checking the appropriate box.
• Change the title of the webcast and add the description to appear under the viewing window in the

Book of Memories.
• Edit the event date and time to change the times originally entered in the arrangement process.

You must have an account with SympathyNet to access this feature. Contact
Paul@SympathyNet. If you would like to activate in your system, contact your FrontRunner
Success Coach.
*
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To change the date or times of the event without modifying the arrangements, select ‘Modify Webcast’. Edit
a webcast by clicking on the ‘Edit Webcast’ button. In this section, the date and/or times of the event can be
changed without modifying the arrangement dates and times.

To add to the list, click on the ‘Add Event’ button at the top right. Once the event is added, it will be
available in the Book of Memories. The ‘Watch Webcast’ button will only be available once the webcast
begins.

To view all scheduled webcasts, navigate to Main > Book of Memories > Webcasting. All webcasts for all
clients are accessible.

If you are experiencing issues with your SympathyNet webcasts or have any questions, please contact
Paul@SympathyNet.
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TerraPro >><< Osiris
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TerraPro
TerraPro and FrontRunner have partnered to give you a one-write logic system. Enter your client data into
your management system and push it to FrontRunner to add to your website and create a Book of
Memories.

W.L. Smith >><< SympathyNet

If you would like to activate in your system, contact your FrontRunner Success Coach.*
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W.L. Smith
AfterLoss Subscription Program

Today’s families want to feel truly cared for and you may think your firm must spend a lot of money
establishing a grief support program. But, the AfterLoss app makes it truly affordable for you to gift your
families with a subscription to the AfterLoss Program. Simply add a family’s contact information and hit
“subscribe”. Every month, they will receive an 8-page help-letter to gently guide them, step-by-step, through
the grieving process toward recovery.

Once this is activated in your system, here is how to use the AfterLoss Subscription Program.

Stationery Printing

FrontRunner has worked with W.L. Smith to leverage your single data entry solution to work seamlessly with
the stationery offerings. Save time and money by utilizing the software to customize and print beautiful
memorial products.

Once this is activated in your system, here is how to print and build your stationery.

<< TerraPro

If you would like to have this added to your website, please contact your Success Coach.*

If you would like to have this added to your website, please contact your Success Coach.*
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