Promero Confidential and Proprietary CRM Email Templates

CREATING AND USING PROSTAR CRM EMAIL TEMPLATES:

Note: You can create an email template against an Account or Contact;
BUT not both.

A. Creating an Email Template for an Account:

Shortcuts
. . . . ) Compose Email
Click Email tab from Main CRM module window. Q e

1.

2. Click Create Email Template from Shortcuts menu. e ETEITEER

3. The Email Templates Screen Displays. £ 8 orats

4. Select Read Only if you do not want others modifying & aiEmals
your template Email Templates

5. Optional: Click Change and select a team that this e
template will be assigned to.

6. Enter a name for your new template. Note that this is a required field.

7. Enter a description for your email template.

8. Select the variables you the email template to be based on:

a. Select Account from Drop Down
b. Select Name from Drop Down
Notice account_name populates to the left of the insert button.
9. Enter a subject for your template.

10. Click Insert (you MUST click insert to place the variable into the body of your template.
Optional: Enter Dear or any salutation you desire in front of the $account_name. You can
also add a comma afterwards. (Refer to below image.)

11. Click Save

W8 Email Templates: CRM Serivce Bulletin Account 2| Help i

Save || Cancel /@ * Indicates required :el/@
Q_j Mame: * CRM Serivee Bulltin Accoury@ Read Only [ Team:| Change

Description: _Informir]g_custnmers of new C rsion _:
|| Name Ik ﬁ$écm@ |[Insert .

Insert Yariable: Accourt

Suhject: RM Upg_ralﬂe |
EESUU[CE%&;DBIHMEEEE‘;?*;? 2555'];3'%'
L|F Stle = | Format = | Font | Arial =l 5ize 5
faccount_name, .
Body: On March 6, 2007 hetween 8 A and 9 Al, Eastern time, Promero will apply an upgrade to te ProStar CRM systerr
During this tirme you may not be able to access the system.
Yersion 1.3 will have several enhancements and bug fixes which inlcude:
1 Irannrt - Tha ahkilibe to irmnan racordc in mane aftha madinlac in cavaral forrmate A
< >
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B. Creating an Email Template for a Contact:

1. Click Email tab from Main CRM module window. P
2. Click Create Email Template from Shortcuts menu. Compose Emai
3. The Email Templates Screen Displays. Creste Archived Email
4. Select Read Only if you do not want others modifying your GiEHECEIEREE
template. L2 arats
5. Optional: Click Change and select a team that this template will g —
be assigned to. L
6. Enter a name for your new template. Note that this is a required
field.
7. Enter a description for your email template.
8. Select the variables you the email template to be based on:
a. Select Contact from Drop Down
b. Select Name from Drop Down
Notice contact_name populates to the left of the insert button.
9. Enter a subject for your template.
10. Click Insert (you MUST click insert to place the variable into the body of your template.

Optional: Enter Dear or any salutation you desire in front of the $account_name. You

can also add a comma afterwards. (Refer to below image.)
11. Click Save

= Email Templates: CRM Service Bulletin Contact

ﬂ Save ] Cancel
Marne: * CRM Service Bulletin Cantact Read Only jw Tearm:|
Description: In__fqrmin_g_ Cust_qme_-_rs quﬁM_Up__g_rade
Insertvariable: Accourt v | [Baccourt_i
Subject: RM_Upgr_alee
- =] Source £ ™

: Shle ~ | Format ~ | Font - | Size
ali

7 Help

* Indicates requirﬁ@

Change

[ irzert

Dear §eontact_name,

Body:
During this time you may not he able to access the system.

Wersion 1.3 will have several enhancerments and bug fixes which inlcude:

£

Cc. Check Email Templates to see a listing of your templates:

1 Irrninrt - Thao ahilibe tnirnnndt rorordc in roane of tho modoloc in covaral formate

On March 6, 2007 hetween 8 AM and 9 Ad, Eastern time, Promero will apply an upgrade to te ProStar CRM systerr

€1- 10 of 10y

1. Click Email Templates from Email Templates Lst
the ShortCUtS menu (See Hame Description Last Madified
b I . I~ CRM Serivce Bulletin Account Informing customers of new CRM version 031472007

eOW Image) . I~ CRM Serice Bulletin Contact Informing Customers of CRM Upgrade 0301472007

2. Alisting of email templates
will display

3. Click on the template you wish to view, use or edit.
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D. Composing an Email using your new Template

1. Click Emails Tab from CRM main Module window. | Shorteuts
2. Click Compose Email from Shortcuts menu. > B Compose Emai
3. Assigned to: defaults to person composing B Create Archived Email

the email. Click the down arrow to change Create Email Template
assigned to name. & 2l Dratts

4. Enter a To email address. £ Al Emails

5. Optional: Enter Cc: and Bcc: & Email Templates

6. Enter Subject. B Today

7. Select Template from Use Template drop down menu.

NOTE: You MUST select Use Template: prior to selecting contact or account.

If you receive this error message, click OK. You will be Microsoft Internet Explorer, @
returned to your compose email window.

| E Toolbar set "Mone” doesn't exisk
L3

Your text from your template, displays in the body of the email message.

8. Select Contacts or Accounts from drop down menu.

9. Select an Account or a Contact (click Select to perform a search on the account or
contact name.

10. Use the format toolbar to change font, font size and color, add numbers or bullets, etc.

11. Optional: Click Add a File to attach a document, image, etc.

12. Click Send. (Can also Save as a Draft to send at a later time.)

= Compose Email: ?
_' Send || SaveDraft Cancel * Indicates reg
“Contacts v :'Holly Somers Select |
Assigned to: | heomers w | Use Template: | -More-- |
--Mone--

Mote: Use a semicolon to separate multiple email addresses. Bruce CCA_ecom

To: |hsomers@promera.com Bruce CCA_scom2
: bruce CRM_ecom1
co: | CRM Serivoe Bulletin Accourt

i = Bulletin Contact

Bee: COM-1
Follow-Up CCA Inguiry
T John
Subject: [Motification of CRM Upgradge Marc Test
=| Source G EO0 B 7 Uase === = = 1= Ty Oy
o Stle + | Format - | Font | Arial ~| Size =
Dear $contact_name,
Body: i
On March 6, 2007 between 8 AM and 9 AM, Eastern Time, Promero
will apply an upgrade to the ProStar CRM system. During this time
you may not be able to access the system.
L
Attachments: | Audt a file |
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The person receiving the email will see:

B Untitled - Message (HT)

e Edt  View Insert Format  Tools  Actions  Help

{EgaReply | CEReplytonl | ChPorward [ f oo | A ¥ |52 X | e - # - A

From:  Holly Somers Sent:  Wed 3{14/2007 3:40 PM
o Holly Somers

a4

Subject:

attachments: BCRM Time_Zone_Changes. doc {35 KB}

Dear Holly Somers,

On March 6, 2007 between 8 AWM and 9 AWM, Eastern tine, Promero will apply an upgrade to te Pro3tar CRIV system. Durning this tume you may not be able to
access the systen

Wersion 1.3 will have several enhancements and bug fizes which mlcude:

Import - The ability to import records in many of the modules in several formats

Expptt - The ability to export records in several formats

Teams - The ability to assign teams and team assoications to reccrds

My portal - Fzed lik for URL opening when selected.

Change Account - Fized search when selecting Change during record creating or modificatin
. Product Contat - Fried display to show contacts name instead of ID number,

[T U

Should you hve any questions, feel free to contact Technical Support at 954-935-2380

March 2007 Page 4



