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Introduction
The purpose of this document is to serve as a guide to accomplish the activities related to the main functionality of the Total Dealer site, with emphasis in the configurations made through the backoffice application that implies a change on the site, and the facilities that permits the interaction with the dealers.
In that way, each topic is presented as a question with his respective answer like a FAQ.

1. How to begin? 

To access the backoffice application:

1. http://net2client.hscg.net/sis/index.htm?GWT108203
[image: image1.png]Gebruker:

Wachtwoord:

[—

Nieww wachtwoord:

Herhaal wachtwaord:

L1
[ E—

Nieuw wachtuoord





2. Select the user
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3. Insert the password
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4. Click OK
2. How to create a backoffice’s user? 

1. Click  on the GEBRUIKERS table on the table’s list, and then click on the the (+) symbol near the table’s name.
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2. Fill the fields: Gebruikers Naam (login), Profiel (Admin), Wachtwoord (alphanumeric bigger than eight characters is recommended) and email address.
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Note: if the user added will be the person on charge to answer the contacts for a department, please select the department and check the option “Persoon in last voor de contacten van de afdeling”
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3. How to include a new’s item? 

1. Click  on the EXTRA CONTENT table on the table’s list, and then click on the the (+) symbol near the table’s name.
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2. Fill the fields: Extra Content Titel (News Title),  Korte omschrijving (New’s Summary) and Uitgebreide omschrijving (New’s Content) 
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3. Add the Nieuws Thumbnail Image through the [image: image9.png]


 icon near of the field’s label. Be carefully with the recommended measures, because this image will be included on the notice’s short view 
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4. In the same way that was indicated on the point 2, add the Nieuws Detail Image (this image will be included on the notice’s detail view). Follow the measure’s indications.
5. Insert Nieuwsdatum (notice’s date), Datum actief (first day of publication), Datum inactief (last day of publication) clicking the [image: image11.png]


 icon.
6. Check the place where the notice will appears –home, new’s section and/or dealerpanel section-
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Note: Notice that the layout of the home page is prepared to include three and only three notices at time on that page.
4. How to create a poll? 
To create a poll you will have to create records on three different tables: one record for the poll definition itself, one record for the question, and three records for the available answers. Let’s see the process:

Creating the poll’s definition:

1. Select the POLL table on the drop-down in the final of the table’s list, and then click (+) symbol.
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2. Fill the fields, please be sure that you are including the publication’s Start and End date. 
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3. Click OK

Creating the poll’s question:

1. Select the POLL VRAGEN table on the drop-down in the final of the table’s list, and then click (+) symbol.
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2. Insert the question (Vragen tekst) that will be displayed on the site.
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3. Search the Poll where you want to include the question: first click the [image: image17.png]


 icon, then click the report to see the list of  available polls (Standaard).
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4. On the emergent window select the poll that you defined on the “Creating the poll’s definition” step.
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5. Click OK

Creating the poll’s answers (options):
1. Select the POLL ANTWOORDEN table on the drop-down in the final of the table’s list, and then click (+) symbol.
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2. Insert the option’s text.
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3. Select the question that you inserted on the “Creating the poll’s question” step.

4. Click OK
5. Repeat the process to include until three possible options to answer.
5. How to include a marketing action?

1. Select the ACTIES table and then click (+).
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2. Insert the name to identify the marketing action, the date of publication and if you want that this appears on the home page (checking the Tonen option).
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3. Include the marketing action content :

· If do you want to include an html text fill the Content Text field. Note that the measures of the text box corresponds to the measures of the marketing action that is displayed on the home page, just in case you want to publish this on that page.
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· If do you want to include a video, flash or image, click the [image: image25.png]


 symbol and upload the file. The formats allowed on the application are Windows Media, Real Media, Quicktime, MPEG-4 and Flash.
4. Click OK.
6. How to create and publish a mailing?
1. Select the MAILINGEN table and then click (+).
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2. Insert the title, date and content of the mailing, select the category and indicate if it will be display on the site under that category selecting the “Gepubliceerd” option.
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3. Click OK

Note: When you include or update a mailing, the system automatically include the changes on the predefined text’s table, it makes the mailing available to be sent to the dealers. You can corroborate this selecting the predefined text list under the administration drop-down, and then searching the predefined text with the same title that you indicate in the Mailing Title field.
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7. How to send a massive mailing?

1. Select the DEALERS table
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2. Select the Stadaard Report from the drop-down menu
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3. In the Report click the envelope icon  [image: image32.png]
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4. When the email configuration page appears, corroborate the right info for the sender and indicate the subject. Then, select from the drop-down of predefined texts the mailing that you created before.
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5. The mailing content will be displayed inside the email box, then if you wish, you can customize the mailing adding variable fields.
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The variable field appears on the inbox text inside “[[]]” symbols and will be replaced to the real value when the mailing be sent.
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6. When the content be ready, Click VERSTUREN E-MAIL button
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Note: once initiate the email sending process please don’t close the window until all the mailings has been sent.

8. How to check new contacts, read contacts and answered contacts?
1. Click on the yellow M symbol   [image: image38.png]
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2. The contact inbox will be display. Click on each option available to check the new, read and answered contact report.
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3. Click on “Verlengde” link to see the detail of each contact.
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Note: the contacts displayed corresponds the department where the user is the person in charge to respond the contacts. It is verified when a dealer send a contact through the page, then if a change of the responsibilities of the user is made, all the old messages received by him before the change remains in the inbox.
9. How to response a contact?
1. Follow the steps described on the point number 8. 
2. On the detail screen go to the “Verstuurd Antwoord” section and insert the text to response the contact. You can include an attachment clicking the option.
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3. Click Vestuurd to send the contact answer through email.

Note: you can check the contact messages here on the backoffice’s or in your personal email inbox, to this be sure to indicate the email in your user profile (see topic number 2)
10. How to include an user’s password and notify it to that user?

HACER EN LA OFICINA, TENGO SUEÑO
11. How to update the price board?

1. Select the PRIJZEN table, and then click (+) symbol.
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2. Fill out all price fields, using a point “.” as the decimal separator. In the price board in the website, there will be only one decimal number displayed. Also, you can give a name to the price record such as “February 2007 prices”.
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3. Click OK

Note: When submitted, the date is automatically updated in the newly created record, as today’s date.
12. How to create a meeting for the meeting agenda?
1. Select the MEETING table, and then click (+) symbol.
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2. Fill out the meeting name, the date, the agenda points and the contact email of the responsible of this meeting. Be aware that all meeting points proposed by users on the website will be sent to the contact email inserted here.
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3. Click OK
Note: To display the points one over another on the website page, you shall write in the text area as follows:


13. How to add a point for Total Agenda?
1. Select the TOTAL AGENDA table, and then click (+) symbol.
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2. Fill out the fields: date, summary, category and long description.
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3. Click OK

14. How to create a content page following the site’s template?
DEJE EL ARCHIVO EN LA OFICINA ( Debe incluir acceso a wib. Colocar como apéndice


































































1. Opening<br>


2. Exposition<br>


3. Closure
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