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# Letter Template Quick Start Guide

1 Add/Edit Letter Templates

Letter Templates automate and streamline the process of contacting prospects through printed correspondence.
Each letter template establishes a standard or "form" message. To set up letter templates click the Settings tab from
the navigation bar, then scroll to the Add/Edit Letter Templates link.

« Create Letter Template Back 1. Click the Add button to display
Template: [Add a Template Il 5dd | Cancel the Create Letter Template screen.
2. Type the name of IREEEEIENCECIREUIENE 1 6. Select either Dealershipwide or

[ Private as the scope of the template by

the new template in Template: |10 Days since visit Lo . .
clicking the corresponding radio button.

the Template text ¥
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window. | FUNES | EWES | FOEES | PO A template will be available to all users
Letter Text: of the Showroom Sales Management
I k/h/ﬂ" © me s U == — - i [m-'m tool If Private is selected only manager’s
2: L t_he C'°W." and the user that created the template
arrows in the |ist [CURRENT DATE] will have access to the template.
boxes under Left,
Right, Top, and [CUSTOMER FULLNAME] I
Bottom to select the [CUSTOMER ADDRESS BLOCK] 5. Merge Codes are available to automate the process of
page margins for Mer;:v;:;;:'*m'-/ P/ quickly customizing contact with prospects. To use a Merge

Code, first position the cursor in the text of the letter
template where the merge code is to be inserted. Then click
-] 230 the down arrow in the Merge Codes list box. A list will display

the letter template. [5icc, mergs

4. Type the text of the letter ﬁ the available Merge Codes. Use the scroll bar to locate the
in. the text box. Use the = Sl e = Merge Code then click the code. The selected Merge Code
tools al e - elliehs s seve will be inserted into the text at the specified location. When
00ls along the top to edi button to save a letter is generated using the template the Merge Code
and customize the template. the template. data will be entered in the letter as the letter is printed.

2 Setup Envelopes

Envelope templates can be created to facilitate printing envelopes. To set up envelope templates click the Settings
tab on the navigation bar, scroll to the Letter Administration section, then click the Set Up Envelopes link.

1. Click the Add button 2. Type the name of the new envelope template in the
to display the Envelope "Template" text box at the top of the window.

Template Set Up screen.

<« Envelope Templatz Setup Back 3. Select either
A Envelope Template Setup Back Click on the next jftton to preview. Dealershipwide or Private as
the scope of the template.

Template:

Scope: pealership wide & Private

Add | C. | . .
] Concel 4. To include either Address
Include Return Include .
Address: @ Address: 7 on the envelope, cllck_the
5. Click Customize to _——y» check box corresponding to

modify either Address. — the Include Address option.

Envelopes are customized using a window similar to letters, select margins for the Addresses using the list boxes.
Enter the text of the address in the text box. Use Merge Codes to customize and personalize the envelope template.
Click the Save button to save the envelope.

For assistance contact AVV Technical Support at (614)340-5100 or send an email to ismsupport@avv.com.
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The Mass Mail feature prints an letter for a
group of prospects. The group is selected
based on criteria from the prospects’ profile.
To send a Mass Mailing, click the Settings
tab on the navigation bar then select the
Mass Mailing link. The link opens the Mass
Mailing Search Form which is used to select
prospects for the mailing. Enter criteria on
the query form to select recipients of the
Mass Mailing.

The query results are displayed on the
Search Results screen. If the number of
customers 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 Customer Detail window, click
the name to view the details. To be included
in the Mass Mailing the customer must have
a check in the box at the beginning of the
row. Customers can be checked and un-
checked in groups by using the buttons
along the top of the screen. Click the Submit
button to display the Mass Mailing screen.

On the Mass Maiing screen either create
the a new letter as described in #1 or select
a template from the list box for the mailing.

« Search Results
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Your search returned a total of 434 records. 0 customers were removed for invalid email addresses.
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4 Label Maker

The Label Maker function prints mailing labels using Avery labels. The print labels system works with Microsoft Word
or Works to control the print functions. To print labels click the Label Maker link on the Settings screen. This link
will open the mailing label query form. Enter criteria to search for the customers for which labels will be printed
as shown above in #3.

On the query form click the down L =
Click the Submit on the query form to view a report arrow in the Mailing Label list box Avery 5163
which shows the labels that will not be generated to display the list of Avery label D> iryrmyrre:
because of problems with the customer's address product numbers. Click the type Avery 5167 [%
data and those that will generate labels. of label from the list to select it. Avery 5196
Avery 5197
Click the Generate Labels button to display the labels that will print. Mailing Label Information MSMEFTEEQATS -
Print the labels by clicking the print icon, selecting print command Mailing Label [avery 11137 -

on the file menu, or by typing Control (Ctrl) + “P” on the keyboard.
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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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