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Definitions 
 
Jungo - CCMC’s customer relationship management (CRM) system. This system enables you to keep 
leads and contacts in one place for marketing, and connects every loan record associated with the 
contact. Jungo contains reports, views, and pipelines for your customer management. It also contains 
automation for holiday and birthday emails, and loan-in-process communications with your clients and 
referral partners. Jungo provides the ability to send one-off emails to your contacts. 

Act-On - CCMC’s marketing platform. It connects with your Jungo database to send mass emails. CCMC’s 
marketing department has created email templates that can be sent out manually to your selected 
contacts, or marketing can send out on your behalf (if you have 1,000 or more contacts in which to 
send). If you have a custom email template request, send it to marketingservices@ccmclending.com. 

The Knowledge Coop (The Coop) - CCMC’s company-wide intranet.  Check the Coop for information on 
all available email templates, print flyers, and drip campaigns.  Here are direct links to marketing 
materials: 

Drip Campaigns: https://cherrycreek.knowledgecoop.com/topics/drip-campaigns 

Compliance-approved flyers: https://cherrycreek.knowledgecoop.com/topics/product-emails-flyers 

Print Flyers - Jungo and Act-On do not provide the capability for you to print out any of the templates as 
a flyer. Marketing has provided a tool, named OSI Express, to help provide you with this option.  OSI also 
enables you to create open house flyers, in addition to loan product flyers. If you need a customized 
flyer, marketing will create them for you. Send an email to marketingservices@ccmclending.com and 
provide details. 

Cherry Creek Connect - The loan origination system that’s connected with Relay as the single point of 
truth.  Once a loan record is started in Connect, it will synch into Jungo.  If the contact record already 
exists in Jungo, it will add a loan record.  If it doesn’t, a new contact record and loan record will be 
created.  There is only a one-way synch from Relay into Jungo.  Connect looks for three matching fields: 
first name, last name and birthdate. If your contact record exists in Jungo, use the Jungo Search button 
in Connect so that you don’t receive duplicate contact records. If you do receive duplicate records, 
which will happen, you can merge the records into one.  

https://cherrycreek.knowledgecoop.com/topics/drip-campaigns
https://cherrycreek.knowledgecoop.com/topics/product-emails-flyers
https://www.ccmclendingtools.com/
mailto:marketingservices@ccmclending.com


  
 3 

 

 

The Jungo Menu 
 

 

Home - see a snapshot of your tasks, calendar appointments and dashboards of your activity. Also 
included is a mortgage calculator and your Chatter feed. 

Leads – see all new leads that come from the Contact Me button on the website. This should be 
checked every day.  Either Delete the lead or Convert them to a Contact record so you can market to 
them. 

Accounts - see your referral partners’ companies (ex: Keller Williams Realty). 

Contacts - this is where you’ll spend most of your time in Jungo. A contact can be grouped as a client, 
lead, prospect, realtor, etc. Depending on how the Group is designated on the contact record, this will 
provide you with many views and reports. 

Loans – see all Loan records associated with the Contact.  Most of this data synchs from Relay.  If the 
field is locked, then it comes from Relay and cannot be changed.  If any changes need to be made to the 
loan data, you’ll do this in Connect/Relay. The changes will then synch into Jungo.  There are views and 
reports available for your loan data. 

Reffinity - stay in touch with your referral partners and evaluate your referral partner relationships. 

Documents - store non-loan documents that need to be attached to an email. Document folders must 
be added by marketing and documents can then be uploaded. This will not be used very often as you’ll 
have access to XDocs for all loan-related documents. 

Reports - see a snapshot of your pipelines and contacts used for printing and/or exporting to Excel for 
more elaborate use. 

Dashboards - see mini-reports to help you with your loan statistics. Branch managers will see 
dashboards for their entire branch. 

Chatter - communicate with other Jungo users. You can follow a user or CCMC Feedback group to 
request future enhancements. Similar to Facebook for Jungo. 

Act-On - see emails that you launched through Act-On for mass emailing. Drip campaign data does not 
show up on this tab. Contact marketing for statistics. 

Training Center – see training options on all the above features with step-by-step videos and 
instructions.  Under the Contact Us use the Email Us link to open a support ticket for Jungo.  
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How to use the Leads tab in Jungo 
On your profile page on the corporate website, there is a Contact Me button that opens a inquiry form. 
When a visitor submits this form, it will be added into Jungo as a new lead, on the Leads tab. The Leads 
tab should be checked every day, throughout the day. 

When a new lead gets added, you’ll receive both an email and a new task in Jungo. You will want to 
contact them at your earliest convenience. If they qualify or you want to market to them, you can 
convert the lead to a Contact record. If you do not wish to convert them, you can delete it. 

How to View a Lead 
1. Click on the Leads tab. 

 

2. Select the View named All Open Leads, then press the Go button. 

 

Your new leads will display in a list format. 

3. Click on the name of the lead to open. 

 

The lead source will default to Web, so you can keep track of leads that come from your website. 

 

Don’t forget to check for any notes added by the lead – they are in the Notes section on the record. 

 

You can either leave them as a lead and make any necessary edits (by clicking the top Edit button), 
or you can convert them to a Contact. By converting them as a Contact, you will then be able to 
market to them. 
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How to Edit a Lead 
The only reason to edit a lead is to add the Referred By field. However, if you wish to market to them or 
add them to a drip campaign, you’ll want to convert them to a contact. This is recommended. 

1. After opening the Lead, click the Edit button. 

 

 

2. If they were referred by one of your Contacts, click the magnifying glass next to the Referred By 
field and locate the contact. 

 

 

3. Once everything is filled out on the record, click the Save button (either at the bottom or top of 
the record). 

 

 
How to Convert a Lead to a Contact 
When working in the Leads tab, there are only two functions: Convert and Delete. If it’s not a viable 
lead, delete it. If you plan to talk to them about their loan needs, convert them. That way, you can add 
them to a marketing campaign and/or send emails to them. You cannot market from the Lead tab. 

 

1. Click the Convert button. 
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2. In the Account Name field, click the magnifying glass and pick your database. 

 

 

 

If your name doesn’t show up automatically, type your name in the Search box. 

 

IMPORTANT: Do not de-select the checkbox ‘Do not create a new loan upon conversion’. Creating new 
loans in Jungo is not functional. 

 

3. If you want a task to be added to your Task List, complete the Task Information. 
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4. Add Additional Information, as necessary. 

 

If you don’t want a reminder, de-select the box next to Reminder. 

 

 

5. Once everything is filled out, click the Convert button (either at the top or bottom of the 
screen). 

 

 

The lead is removed from the Leads list and included in your Contacts. 
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Automated Emails 
Some prefer to be on auto-pilot and allow Jungo to send out emails on their behalf. Others prefer to be 
more in control.  Depending on how you work with your contact database, there are many options for 
you! 

Personal Information Page – this page contains your contact information.  If you move or get a new 
phone number, you can update it on this page.  The data on this page is used for your signature block 
which is added at the bottom of all emails in Jungo and Act-On, so it’s important to make sure your data 
is accurate and up-to-date. 

This page also contains opt-in options for automatic emails. 

To access your personal information page: 

1. Click on your name in the top-right corner. 
2. Click the Setup link. 

 

  

3. Click on the first link – Edit your personal information – from the My Personal Information 
section. 

 

4. Click on the Edit button at the top of the page to make revisions. (If you don’t know what the 
field is used for, just leave it alone). 

5. Scroll to the Marketing Subscriptions section. 
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• Holiday Emails: when you opt in, all your Contacts (clients and partners) will automatically 
receive holiday emails. You can choose All or pick from the list. If you would prefer to send them 
manually to specific contacts (ex: A Realtors and A Clients only), then do not opt in to this 
feature. Arizona branches: you will need to pick from the list as the Spring Ahead and Fall Back 
emails are included! 

• Loan Status Update Emails: when you opt in, you, your borrowers and agents on the loan record 
will receive loan status updates triggered by Relay dates. If you are using your own email 
templates for this information and would prefer to send them out manually, do not opt in as this 
will send duplicate emails. All emails and details are located here on the Coop. 

• Drip Marketing Campaigns: when you opt in, your borrowers (those that have loans in Connect) 
will automatically be added to marketing campaigns triggered from Relay Stages (see details 
below). To see each email that is included for each campaign, they are located here on the 
Coop.  If you would like to manually add your borrowers with loans in process to a marketing 
campaign, do not opt in for this feature. 
 

• Prospective Home Buyer Tips 
Loan Purpose = “purchase” 
Stage = Prospect 

  
• Prospective Refinance Tips 

Loan Purpose = “refi” 
Stage = Prospect 

  
• Dos & Don'ts During Loan Process (after Loan App) 

Stage = origination, processing or underwriting 
Loan Application Date = last 4 days 

  
• Loan Process Tips (after Loan Approval) 

Stage = origination, processing or underwriting 
Promoted to underwriting = last 4 days 
Approval Date = last 4 days 

  
• Keeping in Touch 

Stage = Closed Won 
Funded Date = last 4 days 

 

There are additional Drip Marketing Campaigns that are not triggered by Relay dates. These are 
found in the Source section on the Contact record.  

• CCMC HBM VIP Code: Add this code for the 1st Time HomeBuyer (HBM) drip campaign, Path2Buy drip 
campaign and other email templates. More HBM materials will be added in the future. Contact 
Angela Pokrywka at apokrywka@ccmclending.com or (303) 226-8777 to obtain a code or with 
program questions. 

  

https://cherrycreek.knowledgecoop.com/documents/loan-status-update-emails-for-jungo
https://cherrycreek.knowledgecoop.com/documents/topic/drip-campaigns/
https://cherrycreek.knowledgecoop.com/documents/topic/drip-campaigns/
mailto:apokrywka@ccmclending.com
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To opt in 
LO Assistants and other support staff, do not opt in. This is only for LOs. 

1. Click the Edit button at the top of the page. 
2. Scroll down to the Marketing Subscriptions section. 
3. Click on the selection from the list and then click on the right arrow. Your selections should 

show under the Chosen box. 

 

 

 

Once all options are chosen and all revisions made, click the Save button at the top of the page. 

 

 
To opt out 
If you want to make any changes, just click on the selection in the right column and then choose the left 
arrow to move your previous selection back into the list. These revisions can be made at any time. 

 

 

Once all options are chosen and all revisions made, click the Save button at the top of the page. 
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Automatic Birthday Emails 
Since birthday emails are not one of the opt-in options in Jungo, you’ll need to manually check the 
birthday emails checkbox on the contact record or mass update all your contacts to receive the birthday 
emails. 

Your contact must have a birthdate and cannot contain a leap year birthdate of 2/29/YY. If they do, just 
change their birthdate to 2/28/YY. 

Manually adding contacts to the birthday emails 
1. Open the contact record and choose the Edit button at the top. 

 

2. In the Contact Information section, make sure the contact has a birthdate – if not, add it first. 
Then click in the checkbox next to Birthday Emails field. 

 

 

3. Click the Save button at the top of the record. 
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Adding a group of contacts to receive the birthday emails using the Mass Update button 
If you want all your contacts to receive a birthday email, you can conduct a mass update for both your 
borrowers/partners and co-borrowers. 

Mass update Borrowers/Partners records: 
1. Click on the Contacts tab. 

 

2. Click the View drop-down arrow and choose the Birthday Mass Update-Borrowers/Partners 
view. This displays all your borrowers/partners who are not already receiving the birthday 
emails. 

 

3. If you have more than 100 contacts in your list, change your display to 100 contacts, not 200, as 
you can only mass update 100 records are one time.  
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4. Click on the top empty box to select all contacts. 

 

5. Once selected, click on the Mass Update button. 

 

6.  In Step 1, click the drop-down button to display your options. Choose Birthday Emails 
(jungo_lenderapp_birthday_emails__c) from the list. 

 

  



  
 14 

 

 

7. In Step 2, click the checkbox so that it’s selected. 

 

8. Click the Done button. 

If you have more than 100 records, select the next set of records and repeat the above steps. 

 

Mass update Co-borrower records: 
 

1. Click on the Contacts tab. 

 

2. Click the View drop-down arrow and choose the Birthday Mass Update-Co Borrower view. This 
displays all your co-borrowers who are not already receiving the birthday emails. 
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3. If you have more than 100 contacts in your list, change your display to 100 contacts, not 200, as 
you can only mass update 100 records are one time.  

 

4. Click on the top empty box to select all contacts. 

 

5. Once selected, click on the Mass Update button. 
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6.  In Step 1, click the drop-down button to display your options. Choose Birthday Emails (Co 
Borrower) (jungo_lenderapp_birthday_emails_co_borrower__c) from the list. 

 

7. In Step 2, click the checkbox so that it’s selected. 

 

8. Click the Done button. 

If you have more than 100 records, select the next set of records and repeat the above steps. 

 

 

 

By clicking on a pencil to the right of any field in Jungo, this enables you to edit that field.  If there is a 
lock icon to the right of the field, that indicates that the field is not editable. 
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Thank you Email to Referral Source 
This is a manual checkbox on the Contact record that sends a Thank You email to the referral source for 
referring your Contact.  

Example: 

 

 

 

1. From a Contact record, double-click the pencil icon to the right of the Thank you to Referral 
Source field. 

 

2. Click in the empty box to select it. You should see a check in the box. 

 

3. Click the Save button at the top of screen to save your changes. 



  
 18 

 

Receive Birthday Emails on Referrals (for Business Contact Record Type) 
For your Realtor records, or any other business contact records – those that send referrals your way – 
you can opt them in to receive an email letting them know that it’s their client’s birthday. They will 
receive this auto email the day before the Client’s birthday as a reminder. 

Adding a business contact to receive client birthday email reminders 
1. From the Business Contact record, double-click the pencil icon to the right of the Receive 

Birthday Emails on Referrals field. 
2. Click in the empty checkbox. 
3. Click the Save button. 

 

 

Email that is sent to Referral Partner: 
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Drip Marketing Campaigns 
There are several drip campaigns from which to choose to add a contact to, as appropriate. A drip 
campaign includes a series of emails that are automatically sent during a specific timeframe. For 
example, if you did not opt in to the automated drip campaigns, you can add a contact to the Keeping in 
Touch campaign after their loan closes. It will send 22 emails, one per month over the course of 22 
months. 

Adding a contact to a marketing drip campaign 
1. From the Contact record, double-click the pencil icon to the right of the Marketing Campaign 

field. 

 

2. Click on the drop-down arrow to expand the entire list. 

 

3. Click on the campaign name. 
4. Click the Save button at the top of the contact record. 

Each email sent will display in the contact’s Activity History section. 
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Adding a group of contacts to a marketing drip campaign using the Mass Update button 
If you haven’t been adding contacts to a drip campaign manually and you’d like to add a specific group 
to a campaign at one time, or a new drip campaign is introduced that you’d like a specific group of 
contacts to be added to, you can use the Mass Update button. This will add all your contacts, 100 at a 
time, to the same drip campaign. 
 

1. Click on the Contacts tab. 

 

2. Click the View drop-down arrow and choose the list you’d like to add to a marketing campaign 
at one time. For example, you’d like to add all your Leads that have an email and haven’t opted 
out to the Prospective Homebuyer drip campaign, you’ll use the All Leads-Email w/o Opt Out 
view. 

 

3. If you have more than 100 contacts in your list, change your display to 100 contacts, not 200, as 
you can only mass update 100 records are one time.  
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4. Click on the top empty box to select all contacts. 

 

5. Once selected, click on the Mass Update button. 

 

 

6.  In Step 1, click the drop-down button to display your options. Choose Marketing Campaign 
(jungo_lenderapp_marketing_campaign__c) from the list. 
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7. In Step 2, click the name of the drip campaign.  
 

 

8. Click the Done button. 

 

If you have more than 100 records, select the next set of records and repeat the above steps. 
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Jungo Emails 
Jungo allows you to send a one-time email to a single contact record. You can use a blank template to 
type your own message or send an included template (for example a happy birthday template if you did 
not opt in for birthday templates). When you send an email through Jungo, it gets added to the Activity 
History section on the contact’s record. 

Sending a typed email 
1. Open the Contact record. 
2. Hover over the HTML Email Status link at the top of the record. 

 

3. Click the Send an Email button. 
4. Add additional recipients in the Additional To, CC or BCC fields, if necessary. 
5. Type the Subject and Body of the email. 
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Click Attach File if you have a file saved on your computer you’d like to attach to the email. 

 

6. In File Location, click the drop-down and select My Computer. 

 

7. Click the Choose File button to pick the attachment on your computer. 
8. Click the Attach To Email button to attach it to your email. 
9. Click the Done button when complete. 

You’ll see the attachment at the bottom of the email. 

10. Click the Send button to send the email. 

 

 

Sending an email from a template 
1. Open the Contact record. 
2. Hover over the HTML Email Status link at the top of the record. 

 

3. Click the Send an Email button. 
4. At the top or bottom of the email, click the Select Template button. 
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5. From the folder drop-down, select the folder in which the template resides. 

 

 

 

If your branch has specific emails that are consistently sent, send a request to 
marketingservices@ccmclending.com and we will add it for you in your branch folder. 

 

6. Depending upon which template was chosen, the Subject line and the Body of the email is 
completed for you. You may edit the subject line and the body of the text, as necessary. 

 

7.  Once complete, click the Send button at the top or bottom of the email. 

 

  

mailto:marketingservices@ccmclending.com
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Act-On Emails 
Act-On is the marketing platform (folder list of templates) that connects to your Jungo database. You 
can send a template to one contact, several contacts of your choice, or to all your contacts. 

Sending an Act-On email to a single contact 
1. Open the Contact record. 
2. Click the Send Act-On Email button. 

 

Act-On opens in a new browser tab. If you get a blank screen, just close it. This sometimes happens 
through Internet Explorer. 

3. Click the Template Message square (in the middle of the screen). 
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4. Select the folder in which the template resides to see all available templates. Use the scroll bar 
to the right of the screen to scroll down the list. 

 

 

5. Click the name of the template that you want to send. 

 

The template opens so you can see what it looks like. Don’t worry about your signature block not 
being displayed, it will later. 

 

If this is the correct template, click the Select button. If it’s not the correct one, click the Cancel button 
and look for the correct one. 
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6. Act-On now opens, but since this template is already created for you, you can skip to the Review 
tab. 

 

7. If you want to see your signature block information filled in before sending the email, click the 
bar next to the No Recipient Selected option in the Sample Preview section. This will enable you 
to see your signature block filled in at the bottom of the email. 

 

8. Next, click the Send tab. 

 

9. You have two options: 
a. Send now 
b. Send at the following date and time 

 

10. Select option and then click the Submit Launch Request button. 
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11. A confirmation message pops up, click either Go Back to made edits or the Send button. 

 

The sent email will log into the contact’s Activity History section. 

 

Sending an Act-On email to more than one contact (mass emailing) 
You will be using Act-On templates to send to more than one of your contacts. Act-On allows you send 
more than one email at a time. LIMITATION: Your view only allows 200 contacts to be selected at one 
time. 

 

If you have more than 1,000 contacts, send an email to marketingservices@ccmclending.com with details 
on which View (ex: All contacts, or my A Realtors, etc.) and which template to use, and we will send it for 
you! 

 

1. Select the View that matches the type of contacts you want to use for mass emailing.  

The All Contacts View = your entire database. 

 

 

Using the Views with ‘w/o Opt Out’ in the name will save you time. These views filter out your contacts 
who have opted out. 

mailto:marketingservices@ccmclending.com
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2. If you want all your contacts to receive the email, click on the top empty box to select all at one 
time. If you want just a select group, click on the empty box next to each record. 

 

3. Click the Send Act-On Email button. 

 

Act-On opens in a new browser tab. If you get a blank screen, just close it. This sometimes happens 
through Internet Explorer. 

4. Click the Template Message square (in the middle of the screen). 

 



  
 31 

 

5. Select the folder in which the template resides to see all available templates. Use the scroll bar 
to the right of the screen to scroll down the list. 

 

 

6. Click the name of the template that you want to send. 

 

The template opens so you can see what it looks like. Don’t worry about your signature block not 
being displayed, it will later. 

 

If this is the correct template, click the Select button. If it’s not the correct one, click the Cancel button 
and look for the correct one. 
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7. Act-On now opens, but since this template is already created for you, you can skip to the Review 
tab. 

 

8. If you want to see your signature block information filled in before sending the email, click the 
bar next to the No Recipient Selected option in the Sample Preview section. This will enable you 
to see your signature block filled in at the bottom of the email. 

 

9. Next, click the Send tab. 

 

10. You have two options: 
a. Send now 
b. Send at the following date and time 

 

11. Select option and then click the Submit Launch Request button. 
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12. A confirmation message pops up, click either Go Back to made edits or the Send button. 

 

The sent email will log into the contact’s Activity History section. 

You will be sent back to your initial list in Jungo. 

To send to more than 200 records: 

1. Deselect the ‘select all’ top box (if all were selected). 

 

2. Click the Next button at the bottom of the list. 

 

3. Select all in the next list (should start at 201 of 400). 
4. Repeat steps 3 through 12.  
5. Repeat as necessary depending on how many contacts. 

 

If you need customized templates created for you in Jungo or Act-On, or any branch-specific marketing 
drip campaigns, send your request to marketingservices@ccmclending.com. 

  

mailto:marketingservices@ccmclending.com
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Act-On Statistics 
By using the Act-On tab in Jungo, you can get the details about the emails you send through Act-On. This 
helps discover any opt-outs, suppressions, hard-bounces, opens and clicks. By using this tab, you can 
keep your database clean. If your contact’s email address is no longer active, you can remove them from 
your database. 

Please note that this tab does not show any emails sent from a drip campaign. If you’d like to see 
statistics for a drip, email marketingservices@ccmclending.com and we can send you the reports. 

1. From the menu bar, click on the Act-On tab. 

 

2. Under the Messages section, click My Sent Messages. 

 

 

3. Click on the drop-down if you’d like to see a specific time period. The default is set to Sent this 
Year. 

 

 

4. De-select the Hide Messages Sent to Specific People checkbox. 

 

mailto:marketingservices@ccmclending.com
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5. Hover over the email and click on the Reports link. 

 

6. A snapshot image opens showing you the details of your email. Click on the Go To Full Report 
button to open the dynamic report. 

 

 

7. From the full report, you can click on each section to get a list of the contacts who: 
a. Opened 
b. Bounced 
c. Did not open 
d. Clicked (if any links or videos were in the email) 
e. Unique opt-outs (these are new opt-outs from this email) 
f. Spam complaints (anyone who marked your email as Junk in their email program) 
g. Not Sent/Suppressed (any duplicates, previously opted out contacts, or bad email 

addresses). This list is what you’ll use to clean up your contacts’ email addresses. 
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8. You can also download the entire report to an Excel spreadsheet by clicking the Download 
button. 

 

9. To go back to the original report, click the Close button. 
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Loan Process Emails 
At the beginning of this guide, you learned how to opt in for automated loan process emails. If you 
would prefer to manually trigger these emails, you can use the checkboxes on the loan record. 

IMPORTANT: If you opted in for the Automatic Loan Status Update emails from your Setup page, do 
not use this section. It will prohibit any emails to be sent and will not show in the Activity History 
section on the loan record. 

On the loan record, there’s a section called Loan Process Emails that sends out automatic emails when 
the box is checked by you.  

 

1. Double click the pencil to the right of the email you want to send. 
2. Click in the checkbox. 
3. Click the Save button at the top of the loan record. 

The sent email will be logged in the contact’s Activity History. 
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Support 
For all marketing needs, email marketingservices@ccmclending.com. 

For Connect, email appsupport@ccmclending.com. 

For Jungo how-to questions, technical issues, or to access training videos, click on the Training Center 
tab (do not use the Help & Training link at the top of the screen, as this will be for Salesforce support): 

 

1. To open a Jungo Support ticket, click on the Email Us link under the Contact Us section on the 
right side of the page. 

 

2. Fill out the form that opens and include attachments, as necessary, then Submit. You will get an 
email with the case number for reference. 

 

 

mailto:marketingservices@ccmclending.com
mailto:appsupport@ccmclending.com
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