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# Email Template Quick Start Guide

1 Email Templates

Email Templates automate and streamline communications with prospects via email. Each Email Template contains
a pre-written message and subject line which can be customized for each prospect/situation when used. To create
an Email Template click the Settings tab in the navigation bar, under the User/Email Administration heading click
the Add/Edit Email Template link, then follow the directions below to add a new Email Template.
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3. Click the Normal tab to edit the email in standard text
format, or the HTML tab to edit the template in a code window.

2 Auto Response

An Auto Response is an Email Template that is automatically sent in response to a new Internet lead received by
the dealership. The an Auto Response will only be sent to those leads that are received through the sales@ emaiR
address and are parsed by the Web Control® system. To set up an Auto Response click the Settings tab on the
navigation bar, then select the Auto Response link from the Email Administration section.
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For assistance contact AVV Technical Support at (614)340-5100 or send an email to ismsupport@avv.com.
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The Personal Signature function will automatically
include the signature on each email sent from the
account. To set up a Personal Signature select the
User’s Personal Signature link on the Settings page.

Manager’s can view any user’s

Selected User: signature by selecting the user.
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The signature will be inserted automatically into outgoing emails.

Enter the signature in the text window,
the controls for the signature window
are the same as those for the email
template in item 1.

Click Save to update and
apply the signature.
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Thank you,
Sue Smith
General Manager
AVV Test Dealership
614-340-5100
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The Broadcast Email feature sends an email
to a group of prospects in batches. The
group is selected based on criteria from the
prospects’ profile. To send a Broadcast Email,
click the Settings tab on the navigation bar
then select the Broadcast Email link. The
Active Broadcast Email screen will open.
Click the New Broadcast button to open the
query form which is used to select prospects
for the broadcast.

The query results are displayed on the
Search Results screen. If the number of
prospects returned by the search is more
than the number displayed per page, the
additional pages of records can be viewed
by clicking the page numbers or using the
next button. The prospects' names are linked
to the Prospect Detail window, click the
name to view the details. To be included in
the Broadcast Email the prospect must have
a check in the box at the beginning of the
row. The prospects can be checked and un-
checked by groups by using the buttons
along the top of the screen. Click the Submit
button to display the Broadcast Email Screen.

On the Broadcast Email screen either create
the a new email as described in number 1
or select a template from the list box for
the broadcast.
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For assistance contact AVV Technical Support at 614-839-7888 or send an email to ismsupport@avv.com
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