Custom Message for Emails

Please be aware experience in HTML code is preferred but if you are not familiar with HTML then you
can achieve it in MS Word by following the steps below.

1. Create your custom message in MS Word.
2. Lay out your text as you wish your clients to see it.
3. Sample message below, at this point we will not include any images.

Should you have any feedback or concerns please contact our customer

(Place for an image)

Thanks for your recent visit to Sample Motors.

For your personal reference please find your invoice attached.

service team on 03 1234 5678 or email us at service@samplamotors.com.au

Sample Motors Can Now Share The Driving With You

(Place for an image)

Click on the MyAutoConnect logo to visit the web site to learn more.

4. When completed SAVE your document as Web Page Filtered (*htm; *html) document.
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5. Wherever you saved, the document it will place a separate folder with the same saved name
this folder will contain any elements other than text that is part of your document.
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6. Right mouse click on your HTML document, go to “Open with”, and choose Notepad.

Custom
Message Te...

Open

Edit

Print

Convert to Adobe PDF

Combine supported files in Acrobat...

Move to Dropbox

Scan with Microsoft Security Essentials...
Open with Firefox

Share with Internet Explorer

Add to archive... Microsoft Office FrontPage

Notepad

Add to "Custom Message Template.rar”
Word (desktop)

Compress and email...
Compress to "Custom Message Template.rar” and email Choose default program...
Burn with Nero

Restore previous versions

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

7. Your document will open in Notepad but all the text will now be in HTML go to “View — Select
All” then right mouse click and copy all HTML code.

File Edit Format View Help

class=shape:
<p class=MsoNormal align=center style="text-align:center'><span|
class=white><span style="font-size:10.0pt;line-height:107%;color:white;|
mso-themecolor:background1'>PO Box 1047 Ashwood Victoria 3147</span></span><span
style="font-size:10.0pt;line-height:107%;color:white;mso-themecolor:background1'><br>
<span class=white>&nbsp;P: 0414 371 422 | E: </span></span><a
href="mailto:support@microbase.com.au"><span class=white><span
style="font-size:10.0pt;line-height:107%;color:white;mso-themecolor:backgroundi;
text-decoration:none;text-underline:none">support@microbase
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8. In Automation go to File — Site Settings — Online Settings click on Custom Emails.

@ CentrolForm

Site details
5SMS
Enable 5M5 sending

Job close SMS

[] Booking SMS

Check for SMS replies and updates on this machine

[ Use alpha tag ‘

Email settings (SMTP)

Database settings

Thank You For Choosing A A Au| ...

Accounts

Repco NAPA Burson

Repco supplier

Repco invoice retrieval
Enable for this database

GLM |754521001

[ check for Repco invoices on this machine

Local settings

Online settings
Site messages
[] Enable site messages for this database

[] Check for site messages on this machine

Remote group

€ Add

Q Remove

[[] check for remote requests on this machine

Host [] Maintain profit margins when updating parts
Remote bookings
Port Mavigator g
) . ) [] Check for site messages on this machine
Username [[] Enable Navigator integration
Password e Site code Customer satisfaction surveys
Frseaney Username [ Prompt to send survey on job close
Reply-to email Password Enhanced emails
Import service text [] Enable enhanced emails for database
Use quote price for new parts [ check for responses on this machine
l;l Vehicle visuals
Node MyAC (@ custom emaik... l APT key ||
Cancel oK
. H “ H H H n
9. Click on the small square button against “Use custom email for invoices”.

@ Custom emails

Custom emails
Invoices

[] statements
[] Estimates
] summaries

Cancel oK

]
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10. Paste all your copied text into the empty window

@ Inveice email template

<HTML> -
<HEAD>

= TITLE=Friendly Service Reminder</TITLE=

</HEAD>

<BODY=

<table>
<tr>
<td valign="top" width="500">

=p style="margin-left: 100px;">

<span style="font-size: 16px; font-weight: bold"=<1-SiteName—=</span><BR>
<spanz<!--SiteAddress—» </span><BR>

<span><!--SiteSuburb—> <!-5iteState—> <I-5SitePostCode—>«fspan><BR>
=<span style="font-weight: bold">Tel: «<!--SitePhone--=</span>

</p>

<p=
<span:<l-ClientName-—></span=><BR>
=spanz<l-ClientAddress—:</span=<BR=

<spanz<!-ClientSuburb—» <!--ClentState—»> <1-ClentPostCode—=</span=
</p>

<p><!-Date—-><fp>

<p=Dear <!-ClentContact->,</p>

<p=Thank you for choosing <b s <!-SiteMName—»</b> to service and maintain your vehicle.</p>

X © W B  [q o

Cancel Reset Images Merge Preview 0K

11. Click on the Preview button to see if everything is OK, you may need to tweak your word
document a couple of times to get it, as you require it.

12. To add your images, place your cursor where you want the image to appear then click on the
Images button at the next screen click on the Upload button choose your image once your
image appears in the screen highlight it and click on the Insert button.

Note: If you have centred your message, you must include a command prior to the image
reference.
<img src="https://www.microbasecloud.com.au/databases/files/479/Your Image Name'>

To centralise your graphic the command is:
<p class=MsoNormal align=center style='text-align:center'>

The finished line of code will look like this:
<p class=MsoNormal align=center style="text-align:center'><img
src="https://www.microbasecloud.com.au/databases/files/479/Your Image Name'>

Note: The number and image name will be different from the sample above.

13. You can also click on the merge button and enter other information from the list in the same
way.

14. Create your custom message the same way for statements, estimates and summaries.

© Microbase Asia Pacific Pty Ltd



Custom Message for Emails

15. Click on Preview to confirm everything is correct then click OK to save.

Sample Custom Email Message

& Reply All € Forward

Tue 12/03/2019 11:58 AM
I I Sample Automotives <Microbase_Australasia@mail.com>

Invoice 284 from Sample Automotives

To Peter Vincent

@ Invoice 284.pdf
KB

SAMPLE AUTOMOTIVES

Hi Peter,

Thanks for your recent visit to Sample Motors.
For your personal reference please find your invoice attached.

Should you have any feedback or concerns please contact our customer
service team on 03 1234 5678 or email us at service@samplamotors.com.au

Sample Motors Can Now Share The Driving With You

@ myauoconnect

Click on the MyAutoConnect logo to visit the web site to learn more.

If you require any assistance with this process, please call Microbase support.
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