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Your Digital Dealership

How many people come to your lot on a Sunday, or some other time when there are no sales people around, only to return at some later point with an eye to buy? The Internet is your key to catching the virtual Sunday Shopper before he or she even leaves the house.

A site without function is a site without business. A proper Internet solution will provide a significant return on your investment. With over five years experience coding sites for small and medium sized business Worldsites’ Consultants are experts at putting together sites with the practical functionality clients like yourself need to succeed.

With that in mind we would like to congratulate you on the successful launch of your new site. The following is a detailed breakdown of the functionality you now have at your disposal to boldly step into the new world economy. But this is only the first step. Along with a monthly Statistics Report and advanced search engine optimization strategies your local Internet Consultant will continue to keep moving your dealership in the right direction along the information superhighway! 

Your Dealership Site Map

Home Page

Service Department

· Service Specials

· Loyalty Programs

· Regular Maintenance
· Register for Reminders
Showroom

· Weekly Specials

· Vehicle Search

Search Database

Search Results

Details of Results

Make an Offer

Find Me a Vehicle

Credit & Finance

· Corporate Lease Program

· Loan Calculator

· Credit Application

· Lease Vs. Buy

Expert Web Board

Car Care Tips

About Us

· Contact Us

· Meet the Team

· Employee of the Month

· Company History

· Maps and Directions
Trade in Evaluator

Careers

1 Service Department

It doesn’t matter what business you are in - great service is the key to continued success. With your digital dealership you can continue to deliver the quality service your customers expect in a way that is convenient and hassle free. When one of your customers visits your website’s Service Department page, they will be greeted with a message scripted by you. This is an important way for you to maintain what is in essence a personalised “welcome” on virtually every page. But visitors will also find links to the following related pages:

· Service Specials
· Loyalty Programs
· Regular Maintenance

· Register for Reminders
1.1 Service Specials 

The Service Specials page is an important way for you to attract customers to your dealership. By offering coupons and advertising specials visitors to your site will learn about the value associated with your company. This will help you turn virtual visitors into real life customers. Like so many pages on this site, it is completely up to you to determine the content and specials you want to offer. Worldsites makes this easy by providing an administrative area complete with a Content Client Side Interface (CCSI). On this page you can use the CCSI to create printable coupons, customers can redeem at your dealership. 

Notes:

Please refer to the administration area of this document for instructions on how to create a coupon. 

To learn more about CCSIs and creating coupons please refer to Part II, section 11.1 of this manual.
1.2 Loyalty Programs

Sustaining customer loyalty is an important part of every business plan. Rewarding loyalty with great service only goes so far when your competitors are offering perks beyond fresh coffee in the waiting area. Your Loyalty Programs page is yet another way for you to promote customer satisfaction and generate repeat business. Again using a CCSI you can post policies detailing any programs you have in place to help take the stress out of buying a new vehicle or getting an older one fixed. This can include anything from shuttles and loaner vehicles to virtually anything else you want to do to make your customers feel comfortable returning to your dealership.

1.3 Regular Maintenance

You are the expert. The fact is that most people don’t put much thought into their vehicle until something goes wrong. So what better way to maintain good customer relations than a Regular Maintenance page? As an expert in the automotive field you know what is required to keep cars on the road longer and safer. This page is a great way to let your customers know when they should be bringing their cars in for service. 

Using a CCSI you populate this page with information regarding the standard maintenance schedules required on most of the common vehicles in use locally or sold from your lot. Also from this page there is a link to the Service Specials page to encourage customers to seek out coupons and help direct them to your office.

1.4 Register for Reminders (Auto Register with purchase)

A reminder service is an important way for your dealership to promote a product or service without pressuring a customer. Your website comes with a customer initiated reminder service! On this page customers can take advantage of Advanced Targeted Marketing Technologies to receive automated reminders - via email - based on information they submit to the site. 

Subscribers to this service will be able to determine the interval between reminders. The default value for this is 90 days. Customers will also have an option to de-list from this service at anytime. The decision to de-list from will then be confirmed by an autoresponder containing a removal message.
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To learn more about TMT please refer to Section 15 of this manual.

NOTE: TMT is very different from spam or junk email, as it is customer initiated.

2 Showroom

What’s a dealership without a showroom? Out of business! With this new online extension to your dealership you can introduce the entire world to your inventory. And because it is online your customers have the opportunity to browse when it is most convenient for them. From the Showroom page, visitors to your site will find helpful links to the following pages:

· Weekly Specials

· Search Database

· Search Results

· Display Details

· Make an Offer
2.1 Weekly Specials

Showcasing specific vehicles is a great way to introduce variety to a site and encourage surfers to return time and time again. Using a Client Side Interface (CSI) you can manipulate your inventory database to determine Weekly Specials and feature them on this page. 

In the administrative area of your site there is a vehicle database. When you are adding or modifying a vehicle record in your online inventory, there is a field to indicate whether it is a weekly special or not. This is accomplished by simply adding a ‘yes’ or ‘no’ into the appropriate field. A detailed explanation of how to add, modify or delete a vehicle is provided in Part II, section 12 of your manual.  

If a surfer is interested in any of your featured vehicles, the site has the functionality to let that surfer not only view more details, but also make an offer online! 

2.2 Search Database

Of all the features on your new site, the ability to perform a vehicle search is probably the one with the most immediate appeal to casual surfers. An accurate online stock is very important to attracting customers to your dealership. It is important to note that this online database is not integrated into any pre-existing inventory system. As such, it is important that someone at your dealership take responsibility for online stock maintenance. Your Worldsites Internet Consultant would be happy to assist you in training a dedicated staff member for this task.

Your site makes it extremely easy for visitors to find just the right vehicle. Using advanced database technology surfers can enter as much or as little information as they have about a specific car into an online form. The site will quickly search your inventory records for any matches! 
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If a match is found in your online inventory, the site will bring up a results screen containing a Thumbnail picture, Year, Brand, Model, Price, Odometer and featured Information about the vehicle(s). If a surfer is interested in finding out more detailed information about any of the vehicles in the search, he/she simply clicks on the thumbnail. This will bring up a Details page containing information on a specific vehicle.

The surfer then has an option to either return to the Search page or go to the Make an Offer page. This section will be explained in greater detail later in this section.
If no match is found in the online inventory database, the site will show a link the surfer can follow to the Find Me a Vehicle page. A detailed explanation of this functionality is provided in section 3. 

2.3 Search Results

Whenever a surfer performs a search on the site a cookie will be placed on their computer. A cookie is a unique identifier stored on a surfer’s machine that can only be read by your site. When a cookie is created and a surfer returns to your site he or she will not need to re-enter the same information over and over again. In this case when a surfer returns the cookie will prompt the site to automatically display results from the last search. 

The surfer can then go through the choices to view details and make an offer. 

Note: Cookies are created by virtually every site a surfer visits. They take up a minute amount of memory and reside unnoticed on a surfers hard drive.

2.4 Display Details

When a surfer has chosen a selection, the site displays a large picture of the vehicle as well as specific information inputted by you in the administration section. As with the Search Results, the display details of the last visit are stored via a cookie on the surfer’s computer so that this page will load with the last details page viewed loaded.

2.5 Make an Offer

Having viewed the details of a vehicle online a visitor to your site can make you an offer via email. As you know buying a car can be a very intimidating process. With this function your site eliminates intimidation from the process. 

When a surfer wants to make an offer he or she simply clicks on the Make an Offer link. They will then be directed to a detailed form. This form requires that a surfer provide the necessary information for you to respond to his or her bid. At the bottom of this page there is also an option for surfers to join the list serve for Targeted Marketing Technology (TMT). 

3 Find me a Vehicle

It doesn’t matter how big your dealership is. There will always be requests that you just can’t immediately fill. This is why the Find me a Vehicle section of your site is so important. Using a web based email form, surfers submit the specific details of any vehicle they are interested in. The site then takes this information and stores it in a request database. The information on this database is accessible to you through a CSI located in the administration area of the site. The surfer is then sent a confirmation of receipt via email autoresponder.

Vehicle requests made on this page remain on the system for a pre-determined time before they are purged from the database. The default is 60 days. However, the time consideration can be changed at any point. At the bottom of the page surfers again have the opportunity to join your list serve TMT.
Not only does the request form give customers the opportunity to seek out specific vehicles, it also gives you a valuable heads up on what type of vehicles are of most interest to consumers in your area. As with the Make An Offer page surfers will be required to submit information so you can follow-up with a reply by phone or via email. This information can then be viewed by you in the administrative area of the site and used as an online lead generator.

4 Credit & Finance

Providing information about your credit and financing department online is another way to answer questions before they are asked. The anxiety generated by all the options available to consumers today is considerable and alleviating this grief removes yet another obstacle to a purchase. From the Credit and Financing page consumers will find links to:

· Corporate Leasing Program

· Loan Calculator

· Secure Credit Application

· Lease vs. Buy

4.1 Corporate Lease Program

Do you have a Corporate Leasing Program? Do you want to have one? Many dealers today offer corporate leasing programs. On this page you can explain to potential customers the details of your program.

4.2 Loan Calculator 

The online Loan Calculator is a handy way for customers to determine how much money they will have to pay each month. This is a great way for clients as they can then determine a budget that is realistic. This calculation can then be used in the search function to help find the appropriate vehicle.
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The text on this page is hard coded into the site and cannot be changed.

4.3 Secure Credit Application

Your site’s Credit Application is located on a secure server as a web based e-mail form.  This ensures your customers’ personal information is safe from online poaching. Generally this information is directed to your dealership’s finance manager. This page also comes with an autoresponded acknowledgement of receipt that a customer will be emailed after he or she submits an application.  

In addition to the online credit application, there is a CCSI where you can detail your privacy policy and explain the security of the submission.

4.4 Lease vs. Buy 

To lease or not to lease? That is the question. With so many variables in play at any one time the decision to lease or buy can be very confusing to a potential customer. This page allows you to explain the difference between purchasing and leasing vehicles. As with so many areas of your site, there is a CCSI for you to change this information as you see fit.

5 Expert Web Board

By providing this simple service to customers you are demonstrating your committment to helping them with all their needs. Use this web board to build trust with new customers and encourage existing clients to see your operation as always willing to lend a helping hand.

6 Car Care Tips 

Car Care Tips is a CCSI text page providing visitors with useful car care tips. You can change this regularly to keep customers coming back!

7 About Us

With so many dealerships going after the same consumer, establishing a personal link with your customers is very important. Your dealership site lets you express the human faces behind all the technology. From your About Us page surfers have access to the following related pages.

· Contact Us

· Meet the Team

· Employee of the Month

· Company History

· Maps and Directions

7.1 Contact Us

The Contact Us page is populated by you using a CCSI in the administration section of the site. In addition to general information about the dealership, this page also has a web based e-mail form. Surfers have the option of directing their query to any one of up to five different departments. 

All emails are sent to the Contact Us address as determined in the Email Administration area described in Part II, section 10.2 of this manual. The correspondence can then be sent on to the appropriate department.

On this page a surfer can also choose to register for your Reminder Service. By clicking on this link he or she will automatically be directed to the Register for Reminder page of the Service Department. 
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Whenever a visitor sends an email the site will reply with an autoresponder acknowledging receipt of the message.

7.2 Meet the Team

This is your opportunity to introduce your team to the world. This gives potential customers a name, title, brief biography and even a picture of the people they are most likely to meet when they come to your dealership. There is room on this page to showcase up to 6 staff members. And using the Graphical CCSIs, you can change the images as easily as you change the text. To learn how to upload a graphic, please refer to Part II, Section 11.2.

7.3 Employee of the Month

This page features your Employee of the Month. You can use it to showcase your best performer or anyone else you believe deserves high marks for service above and beyond the call of duty. On this page you can place a picture and brief biography of each month’s recipient.

7.4 Company History

This page documents the history of your dealership.  Using the CCSI you can be as brief or as detailed as you want. You can even upload a picture of your lot! And as with other pages on the site the content can be changed quickly and easily.

7.5 Maps and Directions

Getting found on the Internet is important, but when it comes to finalising a sale getting people to your dealership is the key. This page provides directions to surfers on how to get to your physical location using a basic Adobe Map or jpeg.

8 Trade In Evaluator
This page provides an online estimate form. Surfers enter contact information and complete the section detailing the year, make, model, and category as well as a personal rating from one to ten. There is also a link to get the book value for the vehicle. Clicking on this will open another window on the browser where the surfer can evaluate the “book” value of their vehicle. The default site for this outside link is Blue Book, however if you wish to use another source you must specify the correct URL before the site is coded. 

When a user submits this information to your dealership, the results are then assessed and you can follow-up with the customer to see if they are willing to bring his or her vehicle in for a written estimate.

When a visitor submits a trade-in form he or she will receive an autoresponded email from the site acknowledging a receipt of the submission. 
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9 Careers

Of the many products offered by your local Worldsites Internet Consultant, the Online Employment System is among the most popular. While this feature is available for any site, it usually comes at additional cost. However, for our special auto dealership campaign, we are giving this functionality away at no extra charge.

Your Online Employment System is fully equipped to function as a complete online recruitment center.  To get a better idea of just how this system is structured, visit the demonstration at www.worldsites.net/demo/recruit. The following is a detailed breakdown of the system’s components. To learn about how to administer this powerful tool please refer to Part II, section 13.

9.1 Job Postings

As this system is designed to ease the burden of your human resource department, JobSeekers can view jobs by simple keyword search, or by choosing a category. The results are then listed on a flat page. 

If a JobSeeker finds a position interesting, he or she can then submit a resume via email. An autoresponder will then send out a standard confirmation of receipt message.

Part II 

Maintaining your Digital Dealership

Your Worldsites Digital Dealership comes with a comprehensive administration section giving you the freedom to change the content on your site quickly and easily. This versatility ensures your site stands out in a crowded field as a reflection of your dealership’s unique qualities. What follows is a detailed break down of the administration section. 

Your Administration Site Plan

Site
General Setup

Email Management
Content
· Homepage

· About Us

· Car Care Tips

· Credit and Finance

· Expert Web Board

· Find Me a Vehicle

· Online Employment

· Service Department

· Showroom

· Trade-In Evaluator

· Site Autoresponders

Inventory
· Inventory

· Categories
Online Employment

· Job Posting Administration

· Job Category Administration

· Reports

· JobSeeker Administration

· Search JobSeeker Database
Sales
· Secure Credit Application

· Request for a Vehicle

· Offers for Vehicles
Marketing

· Reminder Setup

· Reminder Registration

· Targeted Marketing Technology (TMT)
Reporting
· Contact Reporting

10 Site

10.1 General Setup

The fields in this section are coded during the initial development phase of the project. With the exception of the Vehicle Request Expire Time, it is highly recommended that the fields in this area not be modified, as this could adversely affect the functionality of your site. 

NOTE: 

It is Worldsites’ policy that any client initiated changes to this or any other section requiring a fix by our development team will be charged on an hourly basis.

Top of Form 1

10.2 Email Management

This section contains the email addresses of those who will receive all correspondence related to their function at the dealership. Worldsites will set-up this area during development. However, you can change any address quickly and easily.

· Contact Us Email
· Request Vehicle Notification Email
· Trade In Evaluator Email
· Make an Offer
These Emails can be changed at anytime simply by overwriting the address in the field.

Secure Credit Application Email

While this is set-up during initial development, it can be changed at any time. Additionally, you may change the content on this page through a CCSI.

NOTE: The Secure Credit Application itself is hard coded and cannot be changed by the site owner.

Secure Credit Application Notification Email

A site owner must determine who in the organisation will receive notification when a Secure Credit Application Form is submitted. This can be changed at any time by inputting a new email address into the field on this page. 

Secure Credit Application Secure Email

This area contains the email address where the Secure Credit Application Form will be directed. 

NOTE: this email should only be directed to a secure web-based email account to ensure security of Credit Card information.

11 Content

11.1 Your Content Client Side Interface (CCSI)

The CCSIs on your dealership site allow you to change text and graphics throughout your site, with little, or no, technical expertise. All you need is a computer with access to the Internet and a willingness to learn some very basic HTML commands. However at the top of every CCSI page you will find a legend to help you master the very basic elements of online text manipulation. The following is a brief description of what each feature on the legend will produce when used in the CCSI. 
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11.2 Uploading Images using the CCSI

Throughout your site there are certain areas where you can upload images. With your CCSIs this is an easy process. Simply choose the Image CCSI option to upload an image onto the server. Images can only have file extensions of .jpeg or .gif. Because the CCSI automatically places your image in an area determined during the initial set up, there are never any design considerations to take into account. No matter how many times the image is changed, it will always appear in the same area.
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11.3 Home Page

The content on this page can be changed at any point simply by using HTML commands on the Content Client Side Interface (CCSI).

11.4 About Us

The About Us page is one of the most dynamic on the site. It contains links to pages that showcase the history and staff of the dealership. Among the pages that will require content are:

Text

· About Us Homepage

· Contact Us

· Meet the Team

· Employee of the Month

· Company History
· Maps and Direction

Images

· About Us Homepage

· Meet the Team

· Employee of the Month

· Company History

· Maps and Direction

11.5 Car Care Tips

The content of the Car Care Tips page can be changed at any time. Text can be inputted using simple HTML commands on the Content Client Side Interface (CCSI). As with every CCSI on the site, there is a legend on the page describing some basic HTML coding techniques (as shown in section 11.1).

11.6 Credit and Financing

The credit and finance section of the administration section contains links to five pages with text that can be changed at any time using CCSIs. These pages are:

· Credit and Finance Homepage 

· Corporate Leasing Program

· Lease Vs. Buy

· Loan Calculator

· Secure Credit Application

11.7 Expert Web Board

11.8 Find Me a Vehicle
11.9 Online Employment

Content for these pages can be changed at any time. Input text using simple HTML commands on the Content Client Side Interface (CCSI). As with all the CCSIs on the site, there is a legend on the page describing some basic HTML coding techniques.

11.10 Service Department

The Service Department section of the administration contains links to five pages with text that can be changed using CCSIs. These pages are:

· Service Department Homepage

· Special Service

· Loyalty Program

· Regular Maintenance

· Register Reminder

11.11 Showroom

The Showroom section of the administration section contains links to five pages with text that can be manipulated by the site owner at any time using CCSIs. These pages are:

· Showroom Homepage

· Service Specials

· Weekly Specials

· Search Database

· Make an Offer

11.11.1 Creating online coupons

Online coupons are an extremely effective way of turning surfers into customers. While your site comes with a Service Specials page for coupons, they can be placed on any page with a CCSI. The following is an example of a coupon you can create along with the code you can use to create it.

Code: The following code will create two simple HTML coupons. Don’t be intimidated by the complexity of the process. Simply change the highlighted text and cut and paste the entire section on to your CCSI page to create different coupons.

<table border="0" cellpadding="0" cellspacing="4" width="100%">


<tr height="13">



<td width="50%" height="13" bgcolor="#999966">




<center>




<font face="Arial,Helvetica,Sans-serif" size="3"><b>S E R V I C E  C O U P O N 1</b></font></center>



</td>



<td width="50%" height="13" bgcolor="#999966">




<center>




<font face="Arial,Helvetica,Sans-serif" size="3"><b>S E R V I C E  C O U P O N 2</b></font></center>



</td>


</tr>


<tr>



<td width="50%">




<center>




<font size="4" color="#070c4b"><b>COOLING SYSTEM SERVICE</b></font><font size="4"><b><br>




</b></font><font size="7" face="Arial,Helvetica,Sans-serif" color="#0b4b01"><b>$69.95</b></font><br>




Drain & flush the cooling system • Replace coolant • Clean outside opf radiator & A/C condenser • Inspect condition of all hoses, clamps and belts.




<p><font size="1">Valid on most GM vehicles • Not valid with any other offer<br>

• Bring this coupon with you. Expires 8/31/00</font></center>



</td>



<td width="50%">




<center>




<font color="#070c4b" size="4"><b>Front Brake w/ DuraStop Disc Brake Pads</b></font><font size="4"><b><br>




</b></font><font size="7" face="Arial,Helvetica,Sans-serif" color="#0b4b01"><b>$119.95</b></font><br>




<font size="2">Install AC Delco DuraStop disc brake pads-limited lifetime guarantee on friction parts-see dealer for details. • Inspect rotors • Bleed any air from system • Check calipers * Check & repack front wheel bearings as needed (except front wheel drive) • Check master cylinder fluid level • Check and adjust parking brake as needed. </font>




<p><font size="1">Valid on most GM vehicles • Not valid with any other offer<br>




• Bring this coupon with you. Expires 8/31/00</font></center>



</td>


</tr>

</table>
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11.12 Trade In Evaluator

Content for this page can be changed at any time. Input text using simple HTML commands on the Content Client Side Interface (CCSI). As with all the CCSIs on the site, there is a legend on the page describing some basic HTML coding techniques.

11.13 Site Autoresponders

Your dealership site comes with 8 autoresponders. An autoresponder is an automatic reply sent to a surfer whenever an email is delivered to your site. Using CCSIs you can change the following automated replies to say whatever you want. As with other CCSIs on your site these pages are HTML ready and can be changed using the legend on the page. 

· Contact Us

· Find Me a Vehicle

· Make an Offer

· Online Employment

· Reminder Registration

· Trade-in Evaluator

· Unsubscribe from TMT

· Secure Credit Application

12 Inventory

The Inventory section of the administration is key to maintaining accurate records and presenting an up-to-date showroom. 

12.1 Add New Inventory

The administration lets site owners provide detailed inventory information about additions to the showroom. When adding a vehicle please complete the following fields:

· Stock Number

· Vehicle Identification Number

· Upload Thumbnail Image

· Upload Full Image

· Is it a New Vehicle

· Is it a featured vehicle

· Category of Vehicle

· Is car available

· Price

· Brand

· Model

· Model Year

· Transmission Type

· Exterior Color

· Leather Seats

· Body Style

· Odometer KM

· Odometer Miles

· Weight

· Vehicles Country of Origin

· Is the Vehicle Imported

· Installed AM/FM Radio

· Installed Cassette Player

· Installed CD Player

· Installed Multi-CD Player

· Wattage Output from Stereo

· Decibel Rating with interior of vehicle

· Cruise Control

· Drive Side Airbag

· Passenger Side Airbag

· Child Seat

· Seating Capacity

· Traction Control

· Air Conditioning

· Drive Wheel

· Sleeping Capacity

· Towing Rating

· Towing Package

·  Fuel Type

·  Volume of Fuel

· Estimated range for full tank of fuel

· Miles Per Gallon

· Litres per 100 km

· Number of Cylinders

· Engine Type

· Horsepower Rating

· Displacement Volume in Litres

· Total Number of Valves

· Power Steering

· Power Assisted Brakes

· ABS

· Power Windows

· Number of Previous Owners

· Manufacturers Warranty Still Applicable

·  Warranty Time

· Distance of Warranty

· Warranty Time Expiration

· Warranty Distance Expiration

· Warranty Coverage Information

· Emission Test Required

· Vehicle Passed Emission Testing

· Vehicle Certified

· Dealer Notes

· Feature Information

· Other

12.1.1 Edit/Delete Inventory Item

The whole point to having your inventory online is to sell cars. Whenever you sell a vehicle it is just as important to remove the record from your online inventory as it is to remove it from your physical lot. By going to this area of your administration you can edit or delete records simply by using the stock number or Vehicle Identification number to recall the file.

12.2 Categories

The Inventory administration lets site owners add/modify or delete entire categories from the database. These categories include:

· Brand

· Category of Vehicle

· Color List

· Model

· Drive Wheel

· Engine Type

· Transmission

· Body Style

· Country

· Province

· City

· Fuel

13 Online Employment

Your digital dealership integrates the functionality of Worldsites Online Employment System at no extra charge! From this area of the administration you can manage the following aspects of a fully functional online employment strategy: 

· Job Posting Administration

· Job Category Administration

· Reports

· JobSeeker Administration 

· Search JobSeeker Database

13.1 Job Posting Administration
13.1.1 Add Category

13.1.2 Edit Existing Job
Simply choose a job category and complete the fields for a new job posting. When the fields are completed click the ‘add now’ button and the job is posted!

Of course the purpose of posting available positions is to have them filled. With the Edit feature, you can just as easily delete jobs from the site when a vacancy is filled. 

13.2 Job Category Administration
13.2.1 Add Category

13.2.2 Edit Category

In today’s world a successful business must be ready for change. The Online Employment System gives you the power to add or delete entire categories of jobs effortlessly. To add a new category, simply type in its name, and the system will instantly add this to the site!

As the number of job vacancies in any given category will vary, deleting empty job categories is a breeze - simply choose the existing category you wish to rename or remove.

13.3 Reports

This feature lets you monitor how many applicants are looking for specific jobs. This is valuable as it provides information on the talent pool available for each position. The amount of applicants for each position can help you determine starting wages and even help you craft better job postings in the future.

When you go into the reports section a complete list of jobs will appear. Both job title and category are listed. From here you can see the total number of applicants for each position. For additional details click the Report button.

The next page will show the job title with a complete listing of applicants for the position, as well as the date they applied. Additionally, there are fields for Read, Consider and Delete. Keeping track of applicants has never been easier. 

When you click on an applicant the site automatically marks the resume as read. If an applicant has the appropriate qualifications you can send it to the “consider” pile.

If the applicant is not suitable for the position, you can delete the resume from that specific job posting without removing the record from the database entirely.
13.4 Search Resumes 

This Search Resumes feature works by using a simple keyword search. Input phrases or words likely to show up on the resumes of qualified applicants into the search field. The system then searches through the resume database to match candidates to the information entered in the field. 

The search result is then displayed on a Results page. From here you can choose the candidates you wish to consider for the position. 

13.5 JobSeeker Administration
13.5.1 Delete JobSeeker

Listed alphabetically, you can delete JobSeekers by name from the resume database. With this functionality, maintaining a database of active JobSeekers is easier than ever.

14 Sales

14.1 Secure Credit Application

A secure server is the best way to ensure a confidential exchange of information between a client and your site. Your site comes with a secure web based email system that is encrypted for maximum security. Whenever a client submits a credit application you will be notified via email of that action. However as the information on the application is placed on a secure server, you will have to use this section of the admin area to retrieve it. 

14.2 Find Me a Vehicle Requests

This area of the administration section allows you to view online the requests posted by visitors to the site. When a client submits to this they are assigned a request number in the admin section beside their name. By clicking on this you will see the complete content of the request form.

At this point you can choose to delete the request or click on the persons name to open another browser window with complete contact information. 

14.3 Offers for Vehicles

This area works much like the Find Me a Vehicle section of the admin. Those who submit an offer are assigned a number and when you click on their name you will see information identifying the vehicle as well as the submitted offer.

You can then click on the person’s name to view more detailed contact information. Use this information to follow up with the client. 

15 Marketing

15.1 Reminder Setup

In the front end of the site there are many opportunities for surfers to register for reminders. In this area you can edit, delete or add reminders. This will be dynamically reflected in the front end.

15.2 Reminder Registration

15.3 Targeted Marketing Technology

15.3.1 Send a TMT

With Targeted Marketing technology you can send messages directly to those who have chosen to receive information on specific products and services. On this page you will see a form that allows you to define who it is that will be most receptive to your correspondence. If you leave all these search fields blank the email you send will go to everyone on your list.

When you click on search a new page will come up that will probably seem very familiar to most. Your new TMT has been designed in such a way as to look and feel much the same as a standard email program. Only instead of entering individual email addresses you must input your username and password. This extra security feature allows you to restrict access to your TMT only to those with the proper authorization to send out material to your customers.

15.3.2 Add TMT Listing

This function allows you to add an unlimited number of interests to the list of selections customers have to choose from when they register for the service.

15.3.3 Modify TMT Listing

If you wish to remove an interest from the active menu without deleting it from the database altogether you can use this option. On the first screen you are presented with all the TMT options that surfers can choose from. When you click on modify a new screen appears.

You are now given the option to make the interest active or inactive. When you have made this choice simply click on modify now and the change will be made immediately throughout the site. You can come back to this screen at any point and re-activate the interest with another click.

15.3.4 Delete TMT Listing

Deleting an interest from the database is just as easy. Simply click on delete and when you confirm the choice on the next screen the interest will disappear from the database.

15.3.5 Add Member to the TMT Listing

With the Add Member option on your TMT, you can add people to your targeted marketing program manually through the back end of your site. This is important for customers who have bought vehicles from your dealership the old fashioned way and wish to take advantage of some of your other online services.

15.3.6 Administer TMT members

This option allows entries in the list to be modified.  After this option is chosen in the Administration Menu, a list of names in the list is displayed. Click on the entry you wish to modify and you will be presented with the modify form (Illustration 8).  The form displays the information currently saved for that entry.  To change any field, write the new information in the appropriate field.  To save the new modifications, press “Modify Now”.  The entry in the list has now been modified!  This option is also available to subscribers, although in a restricted form.  An option on the web site takes the surfer to a form, allowing them to change their own entry in the list, while making sure they cannot modify any other entry in the list.

15.3.6 Display TMT members

This option allows you to see the information on all the members on your list. Simply enter the information you want to use to define your search into the appropriate fields, and press “Search”.  A listing will be displayed of all the addresses that match the search criteria, complete with all information associated with each entry.  This feature can prove useful if you wish to send physical mail to the same specific customers who receive your email advertisements.  Additionally, individual addresses can also be modified or deleted from the list on this page.

16 Contact Reporting

Combining all your lists into one comprehensive source of contact information, the contact Reporting page let’s you search for clients based on information you input into the fields. This is a quick way to develop a general mailing list of clients.

Part III

Tech Specs
17 Autoresponders

Autoresponders are one of the handiest tools available to business on the Internet. More than an email version of an answering machine, an autoresponder is useful for sending form letters containing company information in response to inquires, or just providing confirmation to customers that their emails have been received. 

Your dealership site contains 8 autoresponders on the following pages:

1. In response to the Contact Us request

2. In response to Find Me a Vehicle request

3. In response to Make an Offer request

4. In response to Online Employment submission

5. In response to registration for Maintenance Reminders

6. In response to Trade in Evaluator

7. In response to Unsubscribe to TMT

8. In response to Secure Credit submission 

18 Content Client Side Interface (CCSI)

Reading this manual you have no doubt noticed repeated references to Content Client Side Interfaces (CCSIs).  A CCSI allows a site owner to change blocks of text on a site even if he or she has no previous technical training. Indeed the only real requirements are a willingness to learn and a connection to the Internet! 

Imagine how many repeat visitors you'll have when consumers realize how frequently the content on your site is going to change. Throughout your site we are offering over 27 areas where you can change text whenever you want. Now that is real freedom to get your message out to customers! 

* Since the CCSI places text in a block area set-up during initial site construction, there is never any design considerations to take into account.

* With an easy to use toolbar, text can be made bold, italicized and underlined.  Even hyperlinks can be added to the text with a few simple steps.  

* Since change is what surfers expect from the Internet, changing content on a site can only lead to an increase in the number of times your site is viewed.  

18.1 Site CCSIs

* Change Text for Service Specials

* Change Text for Customer Loyalty Programs

* Change Text for Maintenance Schedules

* Change Text for Corporate Lease Program

* Change Text for Lease vs. Buy

* Change Text for About Us 

* Change Text for Credit and Finance

* Change Text for Loan Calculator

* Change Text for Secure Credit Application

* Change Text for Web board

* Change Text for Find Me a Vehicle

* Change Text for Online Employment

* Change Text for Service Department

* Change Text for Register for Reminders

* Change Text for Showroom

* Change Text for Weekly Specials

* Change Text for Search Database

* Change Text for Make An Offer

* Change Text for Home Page

* Change Graphic for Home Page

* Change Text for Contact Us

* Change Text for Meet the Team 1

* Change Text for Meet the Team 2

* Change Text for Meet the Team 3

* Change Text for Meet the Team 4

* Change Text for Meet the Team 5

* Change Text for Meet the Team 6

* Change Graphic for Meet the Team 1

* Change Graphic for Meet the Team 2

* Change Graphic for Meet the Team 3

* Change Graphic for Meet the Team 4

* Change Graphic for Meet the Team 5

* Change Graphic for Meet the Team 6

* Change Text for Employee of the Month

* Change Graphic for Employee of the Month

* Change Text for Company History

* Change Graphic for Company History

* Change Text for Maps & Directions 

* Change Graphic for Maps & Directions 

* Change Text for Car Care Tips

* Change Text for Instructions on Trade In Evaluator submission

* Change Text for Legal Disclaimer on Trade In Evaluator submission
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