TORO Sitework Systems

Workflow Management System

Direct Communication

Feedback Loop Field Instructions

** Print these instructions for easier reference **

We have recently sent a message to customers or prospective customers served by the dealerships in your sales district.  For each direct communication recipient, we created a Contact Record to allow account managers to follow up by telephone or in person.   The Contact Record shows what we currently know about this customer.   However, it does not show the products that the contact currently owns.

Purpose

Direct communication will help us sell more if we contact our customers by a number of different ways.  The purpose of the Direct Communication Feedback Loop is to continue the conversation that began with direct mail.  By calling on recipients, we increase our presence in their business and strengthen our relationship with them.

Process

The Feedback Loop is a simple, three-step process.  For simplicity, these Field Instructions assume that you will complete the process for each campaign before starting on a new campaign.  

1. Prepare the Contact Record

2. Print the Contact Record

3. Distribute the Contact Record

Note: The Contact Records use Word to view information contained in an Access database.  You don't need to know how to use Access to use this Feedback Loop system.

1. Prepare the Contact Records

Use GroupWise
· Double-click the email message.
** This process will not work using the viewer in the GroupWise Mailbox. **
The email message contains these attached files:

- Field Instructions.doc – This document.

- Mailing.exe - Mailing.exe contains the database of all recipients of the current campaign.  It is a special file that must be copied to your computer before you can use it.

- Your Name.doc - Master contact record that is linked to the database of recipients.  It is customized to select from the database only the recipients located in the areas that you serve.

- Your Name - Distribution.doc - Form used to report the number of Contact Records that you distributed to account managers.  Used to ensure accountability for each account manager.

- Response.doc - Instructions for each account manager.

- Faxback.doc - Fax cover sheet for each account manager.

Note:  In the future, you will simply receive a Mailing database for each new campaign.

· Double-click file Mailing.exe.  This will copy the database Mailing.mdb to your computer

· Click the [ Unzip  ] button to copy the file to the folder "C:\Data\Communication"

· Click the [  OK  ] button to acknowledge that the file has been copied.

· Click the [  Close  ] button to return to the open message.

· Right-click the file Your Name.doc.

· Select "Save As..."

· Navigate to the folder "C:\Data\Communication"

· Click the [ Save ] button to save the file to your computer.

· Repeat for every other document file.

Use Microsoft Word
· Open the program Microsoft Word
· Open the file Your Name.doc located at "C:\Data\Communication"

· Verify that your contact information is correct.  Your contact information is the only information that you should edit in this master contact record.  All the rest of the information comes from the database.

Note: To navigate from the profile card of one recipient to another, use these buttons:
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2. Print the Contact Records

· Determine the total number recipients.  This is the number of pages to print.
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· Press the [ Merge to Printer ] button.  This will print one page for each recipient.
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Note: For easier distribution, the Contact Records print sorted by Dealer.

3. Distribute the Contact Records

· Assign each Contact Record to an account manager.

· Count the number of Contact Records assigned to each account manager

· Record this tally on the Distribution Sheet

· Make a package for each account manager.  This package should include:

- Contact Records

- Response Instructions

- Fax-back cover sheet

· Send the packages to each account manager by mail or deliver them in person, which ever is more convenient.

· Send the completed Distribution Sheet to Toro.

Note:  A sample of the communication has been sent to the dealership.  The account manager should reference this material in his presentation.

Follow-up

The account manager will return each processed profile card directly to Toro using the response instructions.
