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Settings

Manage your workspace, users, and preferences.
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£ User
Manage your personal information

&£ Edit

Display Name Phone Mumbser
Bernadette.F

Member Since

Sep 16, 2025

£ Email Address
Update your email address. A confirmation link will be sent to the new address.

# Edit

Email

bernadette_f@buildrunkit.com

£ Change Password

Choose a strong password with at least B characters.

Current Password

Mew Password Confirm New Password

Change Password

The Settings area allows you to manage your personal information, account security, and how the

interface appears to you.

Managing Personal Information

Under the User Settings tab, you can view and update your primary account details:

e Profile Details: This section allows you to manage your identity. You can enter and update
your First Name, Last Name, Email, and Phone number in the provided text fields.

e Bio: Use the larger text area to add a brief professional summary or description to your
profile.

e Save Changes: Click the brown Save Changes button at the bottom right to finalize any

updates to your personal information.

Account Security

You can manage your account access and protection through the Security menu:
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e Password Management: Update your login credentials to keep your account secure.

e Notifications: Configure how and when you receive system alerts and updates.

Interface Preferences

@ Language & Appearance

Language Thems

= English ‘ ‘ s i Light

Espaiol & Dark

@ Language & Appearance

English

Espainiol

You can customize the look of your workspace through the Appearance menu to match your

working environment.

Theme Selection Adjust the visual style of the application:

Light: A bright interface with a light-colored background.

Dark: A high-contrast interface with a dark background, ideal for low-light environments.

System: Automatically syncs the interface theme with your device's operating system

settings.

Update Theme: Click the brown Update Theme button to apply your chosen visual style.

Workspace Management


https://library.buildrunkit.com/uploads/images/gallery/2026-05/screenshot-2026-05-14-152411.png
https://library.buildrunkit.com/uploads/images/gallery/2026-05/screenshot-2026-05-14-152550.png

Settings
Manage your workspace, users, and preferences.
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The Workspace settings allow you to control the environments you belong to, manage your team,

and update workspace identities.

All Workspaces

This tab provides an overview of every workspace your account is currently associated with.

e Status & Plans: You can see the name of each workspace and its current subscription plan
(e.g., "Custom" or "Enterprise").
e Leaving a Workspace: By clicking the three dots (actions menu) next to a workspace, you

can select Exit to remove yourself from that environment.
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Edit Workspace

This is where you manage the primary identity of your current business environment.

e Changing the Name: Use the Edit Workspace section to update the display name of the
workspace.
e Save Changes: Ensure you click the brown Save Changes button after renaming to apply

the update across the suite.

Manage Workspace Members

Control who has access to your workspace in this section.

e Member List: View all users, their email addresses, and their assigned roles (e.g., Owner).

e Invite Members: Click the + Invite member button at the top right to add a new person to
the team via email.

e Removing Users: To revoke access, click the three dots (actions menu) next to a

member's name and select Remove user.

Subscription & Billing



Settings

Manage your workspace, users, and preferences.

@ Profile & Settings &3 Team & Workspace B Billing & Plans © Tags |= Pipeline Webform Custom Fields & Import/Export
Current Plan
Enterprlse Change Plan Manage Subscription
$39.99 | month
Subscription Limits o]
Owerview of your current subscription limits and usage
2, Team Seats B/5
£ Storage 0/256GB
% Al Credits 0710000 credits
GOLDILOCKS CRM
CONTACTS DEALS PIPELINES TASKS ACTIVITIES

. L] - .

10 14 0 10 mn

1% <% 0% 1%

10 of 30000 used 14 of 20000 used 0 of 1000 used 10 of 1000 used 11 of 10000 used

The Subscription area is your hub for managing plan access, tracking workspace limits, and

handling payments.

Subscription Overview

This tab provides a high-level view of your current standing:

and Items against your plan’s total capacity.

o Cancel Subscription: Initiates the process to stop recurring payments.

Changing Your Plan

Active Plan: Displays the name of your current plan (e.g., "Custom").

Management Buttons: * Change Plan: Opens the tier selection menu.

Cost Details: Shows the recurring price and billing frequency (e.g., "$0.00 / Monthly").

Usage Trackers: Three progress bars track your real-time usage for Invoices, Customers,
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Clicking Change Plan reveals the available subscription tiers:

 Billing Toggle: A switch at the top to toggle between Monthly and Yearly pricing.
e Plan Tiers: Choose between Free, Plus, and Pro.
e Tier Limits: Each column details the specific limits for Invoices, Customers, Items, and

Workspace Members.

Action: Click the brown Choose Plan button under your desired tier to proceed.

Add-ons
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Available Add-ons & Expansions

7 add-ons available
Q Search add-ons...

Al & Credits CRM Team Invaicing Projects

Storage | [ Strategy Hub

+
B
Additional Usage Credits

A one-time top-up of 3,000 evergreen Al credits that never
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[o)]
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CRM Expansion

Scale your sales pipeline with 5,000 contacts, 1000 deals,
and unlimited activiiies

CRM

o]
(_\+
Extra Seat

Add a team member to share your workspace, projects, and
resources

Team

©

Invoices Expansion

Handle high-volume billing with 25,000 additional monthly
invoices

Invaicing

$3 one-off Get

$5/mo Get

$3/mo Get

$5/mo Get

Projects Expansion

Manage more mnitiatives with 2,000 active projects and
25,000 tasks

Projects

=]
Storage Pack

Add 5GB of shared storage for your team's documents,
assets, and attachments

Storage

8

Strategy Hub Expansion

Unlock massive planning capacity with 20,000 tasks and
extended mind mapping limits

Strategy Hub

$5/mo Get

$3/mo Get

$5/mo Get

The Add-ons tab allows for modular upgrades without changing your full plan:

e Available Features: You can purchase extra Invoices, Customers, Items, or Workspace

Members.

e Pricing: Each add-on lists its specific monthly cost.

e Action: Click the brown Buy button next to the relevant feature to initiate the purchase.

Checkout Process
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By subscribing, you authorize BuildRunKit - A service of Bootstrap
Factory LLC to charge you according to the terms until you cancel.

Powered by stripe Terms  Privacy

The Checkout page is the final step for any plan change or add-on purchase:

Back to subscription: A link at the top left to return without purchasing.

Payment Method: Confirms the card on file that will be charged for the transaction.

Order Summary: Displays the Subtotal, Tax, and the final Total Amount Due.

Action: Click the brown Pay & Subscribe button to finalize the order and update your

workspace limits.

Tags Settings
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Settings

Manage your workspace, users, and preferences.

@ Profile & Settings & Team & Workspace B Billing & Plans © Tags = Pipeline Webfarm Custom Fields &, Import/Export
Contact Tag Management O Restore Defaults
Create and manage tags to categorize your contacts. Use "Restore Defaults” to add standard business tags
@ Hot Lead [ G-}
Cold Lead € 72 ®©
@ Customer [ G-}
@ Prospect € 72 ®©
@ Partner € 72 ®©
@ Vendor € 72 ®©
® Lead € 72 ®©
® Investor € 72 ®©

The Settings area includes a dedicated section for managing your contact categorization through
the Tags menu. This allows you to label and organize your contacts based on their relationship to

your business.

Contact Tag Management

In the Tags tab, you can create and manage a variety of labels to categorize your contacts

effectively:

e Existing Tags: View your current list of tags, such as Hot Lead, Cold Lead, Customer,
Prospect, Partner, Vendor, Lead, and Investor.

e Toggle Status: Use the toggle switch next to each tag to quickly enable or disable it within
your workspace.

e Edit Tag: Click the pencil icon to rename a tag or change its associated color for better
visual organization.

e Delete Tag: Click the trash can icon to permanently remove a tag from your system.

Customizing Your Tags
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You can further tailor your labeling system using the management buttons at the top right of the

list:

e Add Tag: Click the brown + Add Tag button to create a brand-new category specific to
your workflow.
e Restore Defaults: Use this button to automatically add a standard set of business tags to

your workspace if you need a quick starting point.

Pipeline Settings

Settings

hdanzge your workspace, users, and preferences.
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The Pipeline section in Settings allows you to customize the stages of your sales process to match

your specific workflow.

Managing Pipeline Stages
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In the Pipeline Stages tab, you can define the progression of your deals from initial contact to

completion:

Current Stages: View your active pipeline stages, such as New Lead, Discovery, Proposal,

Negotiation, Closed Won, and Closed Lost.

e Reorder Stages: Use the drag-and-drop handle (six dots) on the left of each stage to
change the order of your sales process.

e Stage Colors: Each stage is associated with a specific color for easy visual identification in
the main Pipeline view.

e Deal Count: Monitor how many active deals are currently assigned to each specific stage.

e Delete Stage: Click the trash can icon to remove a stage that is no longer needed in your

process.

Customizing Your Workflow

You can modify the structure of your sales pipeline using the primary management tools:

e Add Stage: Click the brown + Add Stage button at the top right to create a new step in
your sales cycle.

e Restore Defaults: Use this button to reset your pipeline to a standard set of business
stages.

e Save Pipeline: Once you have finished making adjustments, click the brown Save Pipeline

button at the bottom right to apply your changes.

Webform



Settings
Manage your workspace, users, and preferences.

@ Profile & Settings &3 Team & Workspace B Biling & Plans O Tags = Pipeline Webform Custom Fields & Import/Export

@ Webforms

Create and manage contact forms for your website

+ Create Webform

@

settings.webforms.emptyTitle

settings.webforms.emptyDescription

+ settings.webforms.createFirstWebform

The Webform section in Settings allows you to create and manage custom contact forms to embed
on your website, streamlining how you capture new leads.

Managing Webforms

In the main Webforms tab, you can oversee your collection of active forms:

e Create Webform: Click the brown + Create Webform button to start building a new form.

e Form List: View all existing forms and their current status within your workspace.

Creating a New Webform
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Basic Information

Internal Mame * Form Title *
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Default Contact Owner

Webform Creator (Default)
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|

When building a form, you can customize the information gathered, automate contact settings, and

define the visual style to match your brand:

Basic Information

e Internal Name: Input a unique identifier for internal tracking (e.g., "contact-form").

e Form Title: Define the public-facing title displayed at the top of your form (e.g., "Contact
Us").

e Description: Provide a brief public message or instructions for your visitors (e.g., "Get in

touch with our team. We'd love to hear from you!").

Contact Defaults & Automation
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e Default Contact Owner (Auto-Assignment): Use the dropdown menu to assign a default
team member responsible for new leads generated through this form.

o System Behavior: New submissions are routed automatically to this person. If an
existing contact submits the form, their current owner remains unchanged to
prevent workflow disruptions.

e Apply Tags Automatically (Auto-Tagging): Select tags to apply automatically to contacts
upon submission. Options include Hot Lead, Cold Lead, Customer, Prospect, Partner,
Vendor, Lead, Investor, and VIP.

o System Behavior: If the contact already exists in your database, these new tags are

appended without deleting any of their existing tags.

Form Fields
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e Field Addition: Use the Add field dropdown menu at the top right of the section to
introduce new data points.

e Standard Fields: Arrange and configure core contact fields, including First Name, Last
Name, and Email Address.

e Field Labels & Placeholders: Customize the visible label text and the temporary
placeholder hint inside the box (e.g., "your.email@example.com").

e Requirements: Toggle the Required field switch to determine if a field must be completed
before submission. Mandatory fields display a red Required badge.

e Removal: Click the trash can icon on any field block to delete it from the form layout.

Styling & Submission Details

Background Color: Define the primary block color using hex codes (e.q., #ffffff).

Text Color: Set the visual hex code for standard form labeling (e.g., #333333).

Button Text: Customize the text displayed inside the submission button (e.g., "Submit").

Button Background: Select a hex code to brand the main button element (e.g., #3b82f6).

Button Text Color: Specify the hex value for the text inside the submission button (e.g.,

#ffffff) to ensure proper visual contrast.

Live Preview: Review the interactive button component at the bottom of the panel to

verify color combinations before deploying.

Finalizing Your Form

o Cancel: Click Cancel to discard changes and close the form builder.
o Create Webform: Click the brown Create Webform button to save your settings and

activate the form.

Custom Fields



Settings

Manage your workspace, users, and preferences.

@ Profile & Settings &3 Team & Workspace B Billing & Plans © Tags = Pipeline Webform £ Custom Fields & Import/Export

Define custom attributes for contacts and deals.

Mo custom fields defined yet.

The Custom Fields section in Settings allows you to define unique attributes for your records,
ensuring you can capture specific data points that are important to your business but not included

in the standard fields.

Managing Custom Fields

In the main Custom Fields tab, you can oversee all specialized data points you have created for

your workspace:

e Add Custom Field: Click the brown + Add Custom Field button at the top right to define a
new attribute.
e Field Overview: This area displays a list of all current custom fields. If none have been

created yet, the screen will show a "No custom fields defined yet" message.

Adding a Custom Field

Add Custom Field *

Create a custom field including, types, input kind and select a form
Applies To

Contact
Field Label

e.g., Target Demographic

Placeholder

e.g., Enter target demographic...
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When you create a new field, you can specify exactly how it functions and where it appears:

e Applies To: Use the dropdown menu to select whether the new field should be attached to

a Contact or a Deal.

e Field Label: Enter the name of the field as you want it to appear in the interface (e.qg.,

"Target Demographic").

e Placeholder: Customize the hint text that appears inside the input box to guide data entry

(e.g., "e.q., Enter target demographic...").

e Save: Click the brown Save button to finalize the field and add it to your records.

Import & Export

Settings

Manage your workspace, users, and preferences.

@ Profile & Settings &3 Team & Workspace B Biling & Plans |= Pipeline Webform Custom Fields & Import/Expart
Import & Export
&, Export Data & Import Data
s& what to export. You can select multiple types and optionally filter by a tag. Files are packaged mport contacts, deals, tasks, activities, and notes from CSV files.

as a ZIP archive

What do you want to export?
@ Deselect All

& Contacts

& Deals

& Pipeline Stages
& Tasks

& Activities

Filter by Tag

& Download Data

1, Upload Files

The Import/Export section allows you to migrate data into your workspace or download your

current records for external use.

Data Import Process
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To ensure your data is formatted correctly before uploading, you can use the built-in templates

provided by the CRM:

e Step 1: Download Templates: Before you begin your upload, use the Download Template
links for Contacts, Deals, or Tasks. These files contain the correct column headers to make
mapping seamless.

e Step 2: Upload File: Once your template is filled out, select the appropriate category and
upload your file.

e Step 3: Map Fields: Align your spreadsheet columns with the CRM fields.

e Step 4: Preview & Finish: Review your data sample, then complete the import to add the

records to your workspace.

Importing Tasks

When you reach the Tasks portion of the tool, you have two final choices:




e Upload Tasks: If you have task data ready in the template, click this button to process it.
e Finish and go to Dashboard: Click this to exit the setup and return to your main

dashboard.

Data Export

The export tool allows you to create portable backups of your information:

e Select Records: Choose to export your Contacts, Deals, or Tasks.
e Export Action: Click the brown Export Data button.
e File Format: Your records will automatically download as a ZIP file. You must extract this

folder on your computer to access the individual spreadsheet files inside.
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