ActionCoachCRM Configuring Signatures

1. Open browser and type the URL for your CRM. This is available to you in the
original registration email sent to you.

2. Login to the CRM with your username and password. This information was

sent to you in the original registration email.

Welcome to

ActionCOACH

E:III'.ir'll".'-. CoO0C :'1i|1|']

Flease enter your username and password.

UserMame  |demoac | (dlemaac)

Password [ |wenzy

¥ Options

Figure 1

3. Click on the “*My Account” located on the top right corner of the screen (see
Figure 2 below)

AcﬁonCOACH Welcome Dermo Wty Azcount Ty Training | Support | Admin | Logout
business coaching
J Home ‘ Leads ‘ Sales Steps | Active Clients ‘ > ‘
&
Last Viewed: &SDemo User _a (}Joseph Smith 75 Step 3 - Follow C}Joe Stevens @ Lynn Holland Su @Tes‘t Campaign  Jog Demao
T
Figure 2
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4. Click on the “Edit” button as shown in Figure 3 below.
ACTiOnCOACH Welcorme Demao My Account | Training | Support | Admin | Logout
business coaching
| Home | Leads | Sales Steps | Active Clients | >> |
i+
Last Viewed: %Demu User _a (}JUSEph Smith 5 Step 3 - Follow (}Jue Stewvens ﬂ Lynn Holland Su @TES[ Campaign  Joe Demo
[ shortcuts 86 Users; Demo User (demoac)
365 Users {_Edt [} Change Password |[ Duplicate | Reset To Detaut

Saved Searches

Full Name: ' Demo User User Name:  demoac

Status: | Active

Figure 3



5. Scroll down the page and under the “Email Option” heading click on the
“Create” button as shown in the figure 4 below

Email Options
Email address |support@actioncoachcrm.com Other email address |
Renly-a name L ] Reply-o address L 1
Signature Test Sighature - | EREETER | Signature above reply? (|
S
Email client: Spstem Default Mail Client = Show email counts? (|
Compose format: Default Email Format = Quthound Character Set: | 150-8859-1 (Western European and 1JS) ;l
Outhound Email Settings
Mail transfar agent
Inbound Email Settings
Status
Wail server address T | User Name: ~ 1
Wail server protocol. = Passward: * L ]
Mail server port ™ l:l
Shawe Advanced
[ save ][ Cancel |[ Change Password |
Figure 4

6. When you click on the “Create” button, a new popup window will open. Paste
the signature generated by Signature generator in the HTML signature box
by clicking on the 'Paste' icon. (Shown below) and click on the “Save” button.

The Signature Generator tool can be found in your ActionMembers account.
You can also use the built in Editor to design your own signatures.

g3 signature =) Print 9 Help
* Indicates required field
Full Mame * [ |

HTML signature: : [E Souce ORlE:
B 7 U s % o ii=
Brv e ER
: Siyle ~ | Formnat ~ | Forit ~ | Size - Tg~ dg-: 3

Signature;

Figure 5



7. Finally click on “Save” button on the main page (shown below) to save your

changes.
My Account | Training | Support | Admin | Logout

Welcome Demo

ActionCOACH

business coaching

| Home | Leads ‘ Sales Steps | Active Clients | EES |

[] Lynn Holland Su ) Test Campaign  Joe Demo

(% Joseph Smith 75 Step 3- Followr €5 Joe Stevens

Last Viewed: a& Demo User &

Shortcuts 35 Users: Demo User(demoac)

35 Users Save || Cancel |[ Changs Password |

Saved Searches . .

First Name User Name
LastMame ™

status -




