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Sales Essentials Training Guide for Account Executives 
 

 
Training 
RAB Offers a number of live and on-demand training options for new Account Manager subscribers. The 
typical training schedule includes: 
 
Account Manager AE Essentials 1: 

• Login and desktop tour 
• Leads and the master list 
• Cold calls  
• Activities and Reminders (AM Sales Essentials Part 3:  https://vimeo.com/317110231) 
• Asks 
• LIVE Pending 

 
Account Manager AE Essentials 2: (about 10 to 21 days later) 

• Q/A 
• The AE Dashboard 
• Email Articles and Activity at a Glance 
• Tools for Outlook and Email 
• Advance Asks 
• Churn and Ad Spending 

 
RAB also offers FREE live webinars every week covering key aspects of Account Manager. You will need a 
computer, internet connection and telephone to attend the meeting. No pre-registration is required.  
See the training section of Account Manager for details. 
 
For on-demand training options, see below or visit Account Manager and click the TRAINING button at 
the top of the screen.    
 
On-Demand Sessions 
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Sign In 
 
To sign in, visit https://www.rabaccountmanager.com 
 

  
 

 
 
Your Username: _____________________________________________________  (always an email address) 
 
 
Your Password: _______________________________  (Your CUMULUS password -- Keep this private) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tips and Tricks 
 

• Use Google Chrome.  It’s faster 
and works better. 

• The first time you sign in, create a 
bookmark to make it easy. 

• Be sure to checkmark Remember 
Login. 
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Home Screen Tour 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Your accounts / contacts and HOME button 
Cold Calls 
Master Account List (Add new LEADS) 
AE Dashboard (LIVE Pending) 
 
 
Search (3 to 5 characters) 
Alpha filter 
 
 
 
 

 
Tips and Tricks 
 

• Click this        to access RAB 
research 

• Click this        to add to Outlook 
contacts 

• Open the Account Profile to see 
coop search and traffic / billing 
history 

• Use COPY CONTACT to make 
additional contacts at the  
same account 

Your list (Click to open an Account Profile) 
Fast one-click shortcuts 
Live chat 
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Leads 
 
 

Leads are unqualified potential accounts.  You can add new leads at any time.  However, it is your 
responsibility to make sure a lead is NOT already claimed by another AE. All new leads added by you or 

assigned by your sales manager follow the same lead rule: 
 
 
To add a new lead, start by checking the Master List. 
 

 
 
Use the alphabet or predictive search to make sure the lead is not already in Account Manager assigned 
to another AE.  If the lead is not in Account Manager, click the ADD LEAD button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Master List will list all accounts / leads that match your search.   
 
 

To add a new lead that doesn’t appear on anyone’s 
list, click here 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the lead is OPEN, you can simply click the ADD 
button to add the lead to your list 
 
You can also see previous activity from open leads 
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Leads 
 
 
Adding a new lead … 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Be sure to click SAVE at the bottom of the screen! 
 
 

Start here by check the list for 
you advertiser. 
 

If you advertiser is not listed, 
click here to add it. 
 

Add the name, title, 
phone, and email. 
 

Select your claim and 
choose a research 
category. 
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Leads 
 

You can follow along with expiring leads on your home screen and in the account profile.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Click here to email your sales 

manager and request approval 
• You can also move unwanted leads 

back to OPEN before they expire 
• To keep a LEAD, you must get 

approval. 
• You will get a lead reminder via 

email 4 days before a lead expires. 
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Cold Calls 
 

 
Cold calls are not part of your account list.  This section gives you a place to track and report cold calling 
activity on a single, easy-to-use page without adding anything to your account list. 
 
 
 

 
 

The ONLY required field is company name. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Consider setting a follow-up date.  

The report below is sortable so 
follow ups can be grouped 
together. 

• All cold calls drop into an instant 
report at the bottom of the page 
and will be included in your One 
on One. 
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Cold Calls 
 
 
You can also promote a cold call to your account list as a new lead.   
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Activity 
 
 
 
To add an activity, start with SEARCH and use your one-click shortcut. 
  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Always choose an action code 
• Notes are unlimited 
• Also Apply To allows you to apply the same 

activity to many accounts / contacts 
• Add to Calendar adds the activity to Outlook 



 

Need more help?  Ask RAB!  Call 800-232-3131 or email amsupport@rab.com 

 
 
 

Asks and Pending 
 
ASKS is where you can track pending PRESENATIONS.  Add a new ASK to file it in your pipeline by 
pending status.  These will appear in your Pending and One on One reports. 
 
Always start with SEARCH and use your one-click shortcuts. 
 
 
 
 
 
 
Your pending status Breakouts are: 
95%: Confirmed (Closed and adding in the current week) 
90%: Still pending but nearly closed 
50%: Meeting when well but still negotiating 
25%: Usually unqualified and not likely to close 
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Asks and Pending 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are 3 required fields 
 
 
Status 
Pitched Date 
Closing Date 

In this section, you’ll forecast the ask by 
month and by revenue type. 
 
No $ signs or commas 
 
Consider using TAB to move from field 
to field.   

Before saving your ASK, you can attach 
up to 3 files. 
 
Be sure to click Save and Finish 
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Your Pending Report 
 

Click your AE Dashboard … 
 

 
 
 

And go to LIVE PENDING. 
 

 
 
 
 
 
 

 
 
To update the dollars you pitched, click the company name.  From the edit screen, you can change 
anything / everything about an ASK.   
 
When you are ready, click SAVE or SAVE AND OPEN in EXCEL.   
 

You can update your % to Close and 
Closing Date here.  Change everything 
that needs an update, but be sure to 
click SAVE when you are finished. 
   

To access your pending report, click into 
your AE dashboard. 
 
   

Click the SAVE button to save your work. 
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Need More Help 
 
 
 
 

Call:  800-232-3131 
Email:  amsupport@rab.com 

 
Or start an online chat. 


