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Logging into the Site     (All Access) 
 
Step 1.  Go to your Work Truck Solutions inventory website. 
    You can do this by either: 
  1.  Type the address directly into the address bar of your internet browser.  Unless you have  
        setup a custom domain, this address will usually be formatted like this: 
   www.yourdealership.worktrucksolutions.com 
  2.  Go to your dealership’s retail site, then click the menu option (usually “Work Trucks” or Work  
       Truck Inventory”. 
 
Step 2. Click Truck Pro Login. (Figure 2) 

 
(Figure 2. Truck Pro Login button for the commercial inventory website.) 
 
Step 3. Sign into your commercial inventory website as a Truck Pro. (Figure 3)  

 
 
(Figure 3. Type in your email address at the dealership(A).  Enter your password - by default this will 
be your first name (in lower-case letters) followed by 1234; ex:  jim1234(B).  Click “Log In” (C).) 

 
This completes the Logging into the site walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Truck Pro Management     (Manager Access only) 
(Adding/Deleting/Modifying User Access and Permissions) 
 
Although your initial onboarding process should have included all dealership users to the site with proper 
permissions, we recommend taking the time to review for accuracy and modify as needed.  Over time, 
personnel changes will necessitate making access changes; this walkthrough will assist in determining what 
permission levels mean, and how to properly assign them. 
 
 

Step 1. Click Truck Pro Login. (Figure 1) 

 
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
Step 2. Select the Truck Pro Management option under the “Tools” menu. (Figure 2)  

 
(Figure 2. Click the “Tools” menu dropdown (A).  Cick “Truck Pro Management” (B).) 
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Step 3. Review current Truck Pros. (Figure 3)  

 
(Figure 3. Review current Truck Pros.  These are all of the people at the dealership who have been 
assigned access to this site.  If necessary, scroll down with the scroll-bar to the right to see everyone 
with access.) 

 
 
 
 
 
 
Step 4a. REVIEW Rotation Settings. (Figure 4a)  
Any Truck Pro set to “In Rotation” (Yes) will be put into the rotation for all new inbound leads created by a 
buyer on the site. 

 
(Figure 4a. Review who is currently set to “In Rotation” (Yes).  If the Truck Pro is NOT in rotation, they 
will never be alerted when a new lead comes in.) 
NOTE:  Though this is a personal choice, whenever possible, Work Truck Solutions recommends that 
ALL Truck Pros in lead rotation should also be set to “Accepting Texts” (Yes). 
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Step 4b. MODIFY Rotation Settings. (Figure 4b)  
Click on the line for any Truck Pro to modify their Rotation Settings.  In this example, Gretchen is “In Rotation” 
(Yes), but is currently NOT accepting texts.  This means that, while she would receive an email notification 
when a lead has been sent to her, she would NOT get a text message.  This can be modified as follows 

 
(Figure 4b. Click the line for the Truck Pro you wish to modify (A).  If they are in rotation, but not 
accepting texts, then be sure to enter their cell phone number (B) and check the box for “Accepting 
Texts” (C).) 

 
 
Step 4c. MODIFY Rotation Settings - Lead Alert Schedule. (Figure 4c)  
A buyer may generate a lead on your website at any time day or night.  For any Truck Pro currently in rotation, 
be sure to modify their lead alert schedule so that they receive the alerts immediately, or within the schedule 
you would prefer. 
Example:  The default settings (shown here) would indicate that if a buyer were to generate a lead on 
Saturday at 4:01pm, a notification would not be sent until Monday at 8am.  Many dealerships opt to select 
Available All Day, which ensures that a buyer-generated lead created any time on any day would be sent to 
their Truck Pro’s in rotation immediately. 
 

 
(Figure 4c. Click any time shown on the schedule to open the Edit Schedule window.  Using the 
dropdowns, adjust the availability and click “Save” when complete.  Repeat for ALL in-rotation 
salespeople as necessary.) 

NOTE:  If you would like to skip to the Up System - Setting Lead Rotation, click here or go to page 9 
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Step 5. Adjust Permission Privileges. (Figure 5)  
Adjust Permission Privileges for each of your team as necessary. 
Manager = Highest level access.  Can do everything available on this site. 
Admin     = 2nd highest level access.  Can do everything on this site, except: 
       -  Gain access to this page (Truck Pro Management) 
                  -  Gain access to leads/prospects from the My Buyers section for other salespeople. 
NOTE:  Salespeople who should only be working buyer leads should not have either of these permissions. 

 
(Figure 5. Include or exclude this person to the Manager(A) or Admin(B) level of permissions and 
access.) 

 
Step 6. Adjust remaining details. (Figure 6)  

 
(Figure 6. As necessary, modify the Email Signature, Name/Title/Email address, and Profile Picture.) 

  



 
Confidential: for internal OEM and Dealer use only 

 

 
7 

Step 7. Delete an existing Truck Pro. (Figure 7)  
If an existing Truck Pro with access to the site leaves the department/dealership, you may wish to remove their 
access to the site.  Before doing so, it is usually wise to transfer any buyers they may have to another 
salesperson. 

 

 
 
 
 

(Figure 7. If you need to remove a Truck Pro’s access to the site, simply click on their name, then click 
“Delete” (A).  If this Truck Pro has buyers, you may want to transfer those buyers to another 
salesperson (B).) 
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Step 8. Adding a new Truck Pro. (Figure 8)  
Any new Truck Pro who needs access to the site will need to be added, and their permissions provided for. 

 
 

 
(Figure 8.  If you need to add a Truck Pro to gain access to the site, click “New Truck Pro” and enter all 
pertinent information (A).  Be sure to designate what their permission level(s) should be (B), and adjust 
their lead rotation schedule if necessary (C).  Click “Create” when done (D).) 

 
This completes the Truck Pro Management (adding/deleting/modifying user access and permissions) walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Up System (Setting Lead Rotation)     (Manager/Admin Access only) 
NOTE:  Only Truck Pros set as “In Rotation” (in the Manage Truck Pros) area will be included.  
Click here or turn to page 3 to review those settings. 
There are a few different settings and options that give you full control over the Up System.  Choose how, when, and to 
whom inbound leads are routed, as well as management alerts to ensure that all buyers are managed immediately and 
effectively. 
 
To access this page, just login and go to Preferences under the Setup Menu. 

 
 
 

 
 
When settings have been adjusted per your needs, just click “Save”.  These settings may be adjusted at any time to fit 
your Dealership needs. 
 
This completes the Up System (Setting Lead Rotation) walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Managing Your Dealer Trade Inventory     
(Manager/Admin Access only) 
 
This walkthrough will show you how to select which work trucks you are willing to trade, with whom, and when. 
NOTE:  Global changes are available as noted; as always, our goal is to take work off of you, while 
making the process easier and more efficient overall. 
 

Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

 
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
 
 
Step 2.  Click the “Inventory Management” option under “Tools” (Figure 2) 

 
 

(Figure 2. Hover mouse over “Tools”, and select Inventory Management.) 
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Step 3.  Tools to Manage Dealer Trade work trucks - “Will Trade” and “Protect Vehicle”  
(Figure 3) 

● “Will Trade” and “Protect Vehicle” are the tools that determine if, when, and who your inventory is 
tradable with. 

 
(Figure 3. Use the “Will Trade” and “Protect Vehicle” to manage your tradeable inventory.) 

 
 
Step 4.  “Will Trade” - “Yes” or “No” (Figure 4) 

● By default, all work trucks (with the exception of pickups) are visible on other WTS Inventory sites and 
therefore tradeable (“Yes”) after they have been on your lot for 45 days (“45”). 

● If you would like to remove this truck from the Dealer Trade Network on WTS Inventory sites instead, 
simply select uncheck the “Yes” box, click the check button, and it will change to “No”. 

● NOTE:  You may contact your DSC to have them make a Global change, making all of your inventory untradeable as 
the new default; this will then show all Will Trade as “No”. 

 
(Figure 4. Make this work truck untradable by: Click “Yes” (A.)  Uncheck the “Yes” box (B).  Click the 
Check button (C).  This will then show your Will Trade for this work truck as “No” .) 
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Step 5.  “Will Trade” - Change the Number of Days on Lot to wait before work truck is tradable. 
(Figure 5) 

● By default, all work trucks (with the exception of pickups) are tradable on other WTS Inventory sites (“Yes”) after 
they have been on your lot for 45 days (“45”). 

● You can choose to keep this work truck tradable (“Yes”), but change the number of days to any other number that 
may be appropriate; i.e., “Yes, I’m willing to trade this work truck, but not until it’s 120 days on the lot and I’m 
eating my lunch on it.” 

● NOTE:  You may contact your DSC to have them make a Global change, making all of your inventory 
tradable after any number of days as the new default.

 
(Figure 5:  Change the number of days this work truck will be on the lot before it is available on other WTS Inventory 
sites for trade by:   Click “45” (A.)  Change the number of days (B).  Click the Check button (C).  This will then update 
your Will Trade for this work truck to the new number of days; in this example, this work truck is still tradable (“Yes”), 
but only after it has been on the lot for 120 days “120”.) 

 
 
 
Step 6.  “Protect work truck” - Hide this work truck from local/regional Dealerships within 
specified mile radius. (Figure 6) 

● “Protect work truck” allows you to hide this particular work truck from other WTS Inventory sites within a certain 
mileage. 

● By default, none of your work trucks are protected (“No”). 
● Protect this work truck by clicking “No”, then select the “Yes” option. 
● NOTE:  If the intended purpose of protecting this work truck is strictly so that one or more specific 

local/regional dealerships do not have access, you may contact your DSC to have them make a Global 
removal of those specific dealerships; they won’t see any of your inventory, and you won’t see any of 
theirs, and your inventory will still be available to your other trade partners. 

 
(Figure 6:  Protect this work truck, making it invisible to other WTS Inventory sites within a specified mile radius 
from the Dealership by:   Click “No” (A).  Check the box for “Yes” (B).  Click the Check button (C).  This will then 
update your Protect work truck for this work truck to “Yes”; in this example, this work truck is protected (invisible) 
to other WTS Inventory sites within 100 miles of this dealership - outside of the 100 miles, it will then appear as a 
tradeable work truck on other WTS Inventory sites.) 
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Step 7.  “Protect work truck” - Change the mile radius to hide . (Figure 7) 
● “Protect work truck” allows you to hide this particular work truck from other WTS Inventory sites within a 

certain mileage. 
● Once you have selected to protect this particular work truck, click the default “100” miles, and enter in 

the mile radius you want this work truck to be protected. 

 
(Figure 7:  After you have selected to protect this work truck, specify the mile radius from the 
Dealership to protect this work truck by: Click “100” (A).  Enter in the new mile radius to protect this 
work truck (B).  Click the Check button (C).  This will then update your Protect work truck for this work 
truck; in this example, this work truck is protected (invisible) to other WTS Inventory sites within a 35 
mile radius - outside of the 35 miles, it will then appear as a tradeable work truck on other WTS 
Inventory sites.) 

 
This completes the Managing Your Dealer Trade Inventory walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2LQHTZK to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Managing Your Pricing Tools     (Manager/Admin Access only) 
 
IMPORTANT NOTE:  Raw pricing data displayed on the site comes through various feeds depending on the 
dealership/rooftop, and can have multiple variables determining exactly what price(s) are shown on the WTS site.   If you 
have questions or need changes made regarding that raw data, please contact your Dealer Success Coach. 
 
This walkthrough will explain how to further manage the pricing for each individual truck. 
 
 

Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

  
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
 

 
 
Step 2.  Click the “Inventory Management” option under “Setup” (Figure 2) 

 
 
(Figure 2. Hover mouse over “Setup”, and select Inventory Management.) 
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Step 3.  What you see / What your Buyers See (Figure 3.1 and 3.2.) 
Let’s take a look at truck pricing from your perspective and compare to what the Buyer sees. 

 
(Figure 3.1. Pricing as received from your raw data feed.  If there is an MSRP/List/Starting Price and a Final 
Price, this will be displayed here.  If these prices are different or same in the feed, it will display here and for the 
Buyer this way.  In this example, the List and Final prices are the same.) 

 
 

 

 

(Figure 3.2. What the Buyer sees.  In this example, the List and Final price are the same in the feed, so the Buyer 
will only see the Final Price.  If there is a sale, or you have additional rebates, discounts or fees to add, this view 
will change.  Additional buyer-view price styles can be modified in the Preferences section as shown above.) 
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Step 4.  Access Pricing Settings Tools (Figure 4.) 
 

 
(Figure 4. To manage further the pricing of an individual truck, click “Edit Pricing”.) 

 
 
 
Step 5.  Getting Familiar with the Edit Pricing Settings window (Figure 5.) 
 
 
 

 
 

(Figure 5. Identify key areas/functions of the Edit Pricing Settings window: 
          A-  Edit Pricing Settings for just this particular Vehicle (Stock# and VIN shown at bottom of details) 
           B-  Pricing as currently displayed for the Buyer 
         C-  Pricing Tools to select from; in this example, we are on the Sales tool, as highlighted by the blue box 
             D-  “Add a New Sale” tools) 
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Step 6.  Marking a Truck on Sale (NO CHANGE in price) (Figure 6) 
Mark this as a “Sale” price without actually making a change to the price itself. 
 
 

 
 
(Figure 6. Click the checkbox for “Show Sale Banner Permanently.  This will add the Sale banner to the left of the 
“Price” text, drawing attention to this vehicle as “on sale” without actually changing the price. 
NOTE:  Beneath the price, a special disclaimer may show if (in the Preferences Section) you have added any text 
to the “Global Sales Text” box. 
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Step 7.1  Marking a Truck on Sale (with long-term/permanent change in price) (Figure 7.1) 
Raise or lower the price permanently 
 

 
(Figure 7.1. In the Sale Price field, enter your new “Sale Price”.  This can be higher or lower than the current 
Price. In this example, we have added a “Sale Price” of $38,000 (A). Click “Add Sale” (B), then “Done” to lock in 
this new Sale Price (C).   

 
NOTE:  By default, when entering a “Sale Price”, the Sale banner will be added to the price.  If you do not wish 
this banner to show, simply uncheck the box before clicking “Add Sale”) 
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Step 7.2  Marking a Truck on Sale (with Start/End Dates) (Figure 7.2) 
Raise or lower the price with Start/End dates 
 

 
(Figure 7.2.  In the Sale Price field, enter your new “Sale Price”.  This can be higher or lower than the current 
Price. In this example, we have added a “Sale Price” of $38,000 (A).  Enter the dates this sale should start and 
end (B). Click “Update Sale” (C).   Click “Done” to save the new Sale Price and Start/End dates (D).   

 
NOTE:  If the Sale Price entered had a “Starts” date in the future, it will show as “Future Pricing Items”; price will 
remain unchanged until the entered “Starts” date.  If the truck does not sell by end of business on the “Ends” date, 
the sale will automatically be removed and the pricing will revert back to its original price.   

 
NOTE:  At any time you may change the Sale Price/Starts/Ends fields and “Update Sale” or you may “Remove 
Sale” altogether.) 
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Step 8.1  Add Rebates/Discounts - NO Conditions (Figure 8.1) 
Any number of line-items may be created to provide price adjustments via Rebates/Discounts.  Simply enter each Label, 
Description, Amount, Starts/Ends (if applicable), mark as a Discount, and whether it should be included in the Total 
Savings. 

 
 

(Figure 8.1 Add a Discount/Rebate by  Adding a Label (A), enter any qualifying text into the “Pop-Up Description” 
(B), enter the dollar amount to adjust by (C), select “Discount” (D), check the box for “Include in Total Savings” 
(E), select “Add Pricing Item” (F), and then repeat as necessary for further items, or just click “Done” (G).) 

 
NOTE:  Once the Discount/Rebate/Fee has been added, it will show on the left side preview.  Notice that the text 
entered in the “Pop-Up Description” will display to the Buyer when their mouse hovers over the “i” icon.) 
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Step 8.2  Add Rebates/Discounts - Conditional (Figure 8.2) 
Any number of line-items may be created to provide price adjustments via Conditional Rebates/Discounts.  Simply enter 
each Label, Description, Amount, Starts/Ends (if applicable), mark as a Discount, if it is a Conditional Pricing Item, and 
whether it should be included in the Total Savings. 
 

 
 

(Figure 8.1 Add a Conditional Discount/Rebate by…  Adding a Label (A), enter any qualifying text into the “Pop-
Up Description” (B), enter the dollar amount to adjust by (C), select “Discount” (D), check the box for “Conditional 
Pricing Item” (E), check the box for “Include in Total Savings” (F), select “Add Pricing Item” (G), and then repeat 
as necessary for further items, or just click “Done” (H).) 

 
NOTE:  Once the Discount/Rebate/Fee has been added, it will show on the left side preview.  Notice that the text 
entered in the “Pop-Up Description” will display to the Buyer when their mouse hovers over the “i” icon.) 
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Step 8.3  Add Fees (Figure 8.3) 
Any number of line-items may be created to provide price adjustments via Fees.  Simply enter each Label, Description, 
Amount, Starts/Ends (if applicable), mark as a Discount, and whether it should be included in the Total Savings. 

 
 

(Figure 8.3 Add a Fee by…  Adding a Label (A), enter any qualifying text into the “Pop-Up Description” (B), enter 
the dollar amount to adjust by (C), select “Discount” (D), check the box for “Include in Total Savings” (E), select 
“Add Pricing Item” (F), and then repeat as necessary for further items, or just click “Done” (G).) 

 
NOTE:  Once the Discount/Rebate/Fee has been added, it will show on the left side preview.  Notice that the text 
entered in the “Pop-Up Description” will display to the Buyer when their mouse hovers over the “i” icon.) 

 
If you would like to learn how to do Bulk Price editing, please click here for a comprehensive walkthrough., or go 
to page 29 
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Step 8.4  Used Saved (Rebates/Discounts/Fees) (Figure 8.4) 
After creating any Rebates/Discounts/Fees, you can then add a new pricing line item to each of your selected trucks here, 
using previously saved information.  Open the dropdown window to view any previously saved pricing information and 
select the option you wish to use.  Click “Apply to All Selected Items” when done.  All of the selected vehicles now have 
this saved pricing information added. 
 

NOTE:  For Bulk Pricing, please see Using the Bulk-Pricing Edit Tool (page 29) 
 

 
 

(Figure 8.4  Using the radio button for “Used Saved”, select a previously created line item (A), click “Add Pricing 
Item” (B),  click “Done” (C).) 

 
NOTE:  Be sure to review the details of the line item you wish to use.  If it has an end date that is now in the past, 
you will not be able to use this item. 
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Step 9.1  Body Costs (Figure 9.1) 
In all cases, the most efficient route to manage your pricing with regard to Body Costs is to, first, send your body 
manufacturer’s invoice to:  invoices@worktrucksolutions.com   
Please be sure to clearly include any dealership markups such that WTS can accurately display the total Body Cost.  
 
If, for any reason, WTS has not been provided the Body Invoice (or your markup has not been included), you can easily 
include that Body Cost (with markup) and any add-on costs here. 
 

 
 

(Figure 9.1  You can include your Body and Add-On Costs (if you have not provided that information to WTS) 
here.  Enter the amount of the Body Cost (total amount of the Body Cost shown on the invoice + any markup) (A).  
Enter the amount of any Add-On Costs (B).  Click “Done” to save (C).) 

 
 
 
 
 
 
 
 



 
Confidential: for internal OEM and Dealer use only 

 

 
25 

Step 10  Getting Familiar with the Display window (Figure 10) 
Multiple options allow you to Show, Hide, or Feature your work trucks, as well as Hide Pricing, mark as In-Transit, and 
even add a link directly to your own YouTube video. 
 

 
(Figure 10. Identify key areas/functions of the Display window: 

           A-  Edit Display Settings for just this particular Vehicle (Stock# and VIN shown at bottom of details) 
           B-  Show / Hide / Feature options 
            C-  Hide Pricing / In transit (with Disclaimer Message) 
            D-  YouTube URL 
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Step 11  Show / Hide / Feature (Figure 11) 
SHOW - (Grey Eyeball Icon) All vehicles by default are set to “Show” on your website as available for purchase, 
as well as other WTS sites in the network as available for trade (defaulted to 45 days on-lot; see “Managing Your Dealer 
Trade Inventory” for more information on this topic. 
 
HIDE - (Red Eyeball Icon) Select “Hide” to remove this truck from your site and any others within the WTS network.  If this 
is intended to be temporary, simply click “Show” when you are ready to have it visible again. 
 
FEATURE - (Blue Star Icon) Select “Feature” to place this truck at the top of your homepage.  Do this for trucks on sale, 
unique trucks, old trucks, and any others you want to draw some additional attention to. 

 
(Figure 11  Select “Show” “Hide” or “Feature” as appropriate (A1,2,3).  Click “Done” to save (B).) 
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Step 12  Hide Pricing / In Transit / Disclaimer Message (Figure 12) 
 

● HIDE PRICING - Check this box to remove all pricing information from the buyer, and replace with “Call for 
Pricing”.  Use the “Disclaimer Message” area to add a note for the buyer that will display under the price (Ex:  
Pricing just too low to advertise!!) 

 
● IN TRANSIT     -  Check this box to mark this vehicle as “In Transit”.  This will change the “Job Ready: NOW” 

status to “In Transit”.  Additionally, WTS can setup a “rule” to automatically mark vehicles as In Transit if your 
dealership uses special Stock #’s to designate as in transit in your feed. 

 
● DISCLAIMER MESSAGE - Enter any text into this field to display a special message to the Buyer.  Potential uses 

could be for detailing reasons for hiding pricing (“Pricing too low to advertise!!”) or explaining the details of an in-
transit vehicle (“Will arrive on 12/21/2017”), etc. 

 

 
(Figure 12  Select “Hide Pricing” or “In Transit” as appropriate (A1,2,).  Enter any message you might want the 
buyer to read if appropriate (B).  Click “Done” to save (C).) 
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Step 13  YouTube URL (Figure 13) 
 
Buyers tend to watch videos on vehicles they are serious about.  Add your own YouTube walkaround video and give your 
buyer all the information - the full treatment!! 
 

 
(Figure 13  Enter the URL from a walkaround video you have put onto YouTube (A).  Click “Done” to save (B).  
The buyer will then see “Dealer Video” as a button on the Truck Details page.) 

 
This completes the Manage Pricing Tools walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Bulk Price Editing Tool     (Manager/Admin Access only) 
 
The Bulk Price Editing tool is a great way to place multiple pricing line-items (like rebates, discounts, 
incentives, fees, etc.) on multiple vehicles simultaneously, rather than having to re-create the same information 
individually for each affected work truck.  This is particularly useful for dealerships whose feed does not include 
discounts/rebates information.  In other words, using the Bulk-Price Editing Tool is a huge time-saver!!! 
 
 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

  
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
 
 
Step 2.  Click the “Inventory Management” option under “Tools” (Figure 2) 

 
(Figure 2. Hover mouse over “Tools”, and select Inventory Management.) 
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Step 3.  Sort the Trucks you wish to add bulk pricing to. (Figure 3) 
There are multiple methods available to sort your inventory using the Search Field at the top of the page, the Advanced 
Search tools, and the high/low sort functions for each of the category headers.  Sort your inventory to show the trucks you 
wish to add bulk pricing to.  In this example, we are sorting only by Body - specifically looking only for Pickups. 

 
(Figure 3. Use the search/sorting tools to view the trucks you wish to add bulk pricing to.  In this example, we 
have used the Advanced Search tool to display only pickups.) 

 
Step 4.  Select the Trucks you wish to add bulk pricing to. (Figure 4) 
Check the box to the left of each truck you wish to add bulk pricing to.  You can also check the box in the category 
headers area to Select All. 
 

 
(Figure 4. Select the trucks for bulk pricing by checking the box to the left of the truck.  In this example, all trucks 
shown will have bulk pricing, so we have checked the Select All box in the category headers area.) 
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Step 5.  Available Options. 
 
Once the trucks have been selected, three options are displayed below.  We will cover these now, in reverse 
order: 

● Review Pricing:  Cycle through all existing pricing details for each of your selected trucks.  You can make edits 
individually here if necessary.  Use the “Next” button to view the next vehicle in the selection, click “Done” when 
you have finished. 

 
 

● Delete Rebates or Fees:  If you wish, you may delete any combination of Rebates, Discounts, and Fees that have 
been previously manually added to your trucks. 

 
 

● Add Rebates or Fees:  Here you may bulk add any number of Rebates, Discounts, and Fees to your selected 
trucks. 
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Step 6.  Two Options for Adding Bulk Pricing to your selected trucks. 
There are two options for adding bulk pricing to your selected trucks.   

● Create New:  Add a new pricing line item to each of your selected trucks here.  Simply add the Label, Pop-up 
Description, Amount (Select and enter Discount or Fee), Start/End dates (if applicable), and finally, choose if this 
should be included or not in the Total Savings or if it is a Conditional Pricing Item.  Click “Apply to All Selected 
Items” when done.  All of the selected vehicles now have this new pricing information added. 

NOTE:  This Bulk Pricing item will be saved as “(today’s date) - Label”; in this example it is saved as (3/15/18) - Dealership 
Rebate.   

 
 

● Use Saved:  Add a new pricing line item to each of your selected trucks here, using previously saved 
information.  Open the dropdown window to view any previously saved pricing information and select 
the option you wish to use.  Click “Apply to All Selected Items” when done.  All of the selected vehicles 
now have this saved pricing information added. 
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Step 7.  Done! 
Once you have clicked “Apply to All Selected Vehicles”, you will see the “Bulk Action Complete” message.  If you wish, 
you may click the “Review Pricing on All Affected Vehicles” link to cycle through all existing pricing details for each of your 
selected trucks, or simply click “Done”. 

 
 
 

This completes the Bulk Price Editing Tool walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2LOq4us to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Quick Quote     (All Access) 
 
Performing a Quick Quote will allow you the ability to send your buyers the truck they are looking for while 
never letting them off of the phone! 
 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1)  
 

 
(Figure 1. Login tab for the commercial inventory website.) 

 
 
 
 
Step 2. Click on the Body Type from the Vocation Carousel. (Figure 2) 

 
 

(Figure 2. Click the requested body type from the Vocation Carousel.) 
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Step 3. Select the truck the buyer is looking for. (Figure 3) 
 

 
(Figure 3. Available truck inventory.) 
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Step 4. Email this truck to the Buyer from the Truck Details Page. (Figure 4) 
Click the “Email” or “Prospect” button to enter the Quick Quote page. 
 

 
(Figure 4. Click the Email button. You can also click the “Manage Vehicle” button or scroll to the bottom 
of the page and click “Prospect” to begin the Quick Quote process.) 

 
 
Step 5. Enter your buyer’s information then click “Save & Add". (Figure 5) 

 
 

(Figure 5. Fields for first name (A), last name (B), email address ( C ), phone number (D). Save & Add button (E). 
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Step 6. Select and send your email.  (Figure 6) 
● Click on the “Select Template” dropdown window to open the available selection of Global/Personal Templates. 

NOTE:  See “Managing Email Templates” (page 69) for instructions on creating your own canned 
messages. 

● Select the Quick Quote Email of your choosing (either a personally created template from Personal Templates, or 
the Default Quick Quote Email from the Global Templates, used in this example).  This will auto-fill the Subject 
and Message fields 

● Finally click the “Send” button.   

 
(Figure 6. Open “Select Template” dropdown (A). Select the Quick Quote Message to use - in this example we 
are using the Default Quick Quote Email from the Global Templates (B). “Send” email button ( C ).) 

 
This completes the Quick Quote walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2lbZMXH to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches  
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2-Minute Prospecting     (All Access) 
 
2 Minute Prospecting will allow you the ability to send Vocation-specific trucks to your past-buyers and new 
prospects in 2 minutes or less! 
  
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

   
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

  
 
  
 
Step 2. Go to “My Buyers”. (Figure 2) 

  
(Figure 2. Click the “My Buyers” button.) 

 
 
 
 



 
Confidential: for internal OEM and Dealer use only 

 

 
39 

Step 3. Enter your Buyers. (Figure 3) 
 You can either “+ Create New Buyer” or “Import” to fill your My Buyers area.  Doing this will allow you to 
quickly select the buyer(s) to prospect to, rather than having to manually enter them mid-process. 

● Use “Import” (instructions covered in “Importing Contacts into My Buyers”, page 62) to do mass 
importing of Buyers via MS Excel or CSV files, or manually enter new Buyers using “+ Create New 
Buyer”  

 
(Figure 3.  Click “Import” to mass-import Buyers via MS Excel or CSV files (A).  Alternatively, click 
“+Create New Buyer” to manually enter new Buyers one at a time (B).) 

 
 
 
 
 
Step 4. Enter your Buyers using “+Create New Buyer”. (Figure 4) 

 
(Figure 4.  Enter all relevant Contact Information and be sure to enter a Vocation wherever possible 
(A).  When complete, click “Save” (B)... repeat as necessary) 
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Step 5. Click “Truck Search”. (Figure 5) 

 
(Figure 5. Click “Truck Search” to begin prospecting.)  

 
 
Step 6. Using the Vocation Carousel, click on an appropriate Body Type for the vocation of the 
Buyers you will be prospecting to. (Figure 6) 

  
(Figure 6. Vocation Carousel, click on the Truck Body you would like to use for prospecting.)  

 
Step 7. Select the truck you would like to send. (Figure 7) 

  
(Figure 7. Select a truck from the available truck inventory.) 
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Step 8. Click the “Email” or “Prospect” button on the Truck Details Page. (Figure 8) 
 

  
(Figure 8. Click the Email button. You can also click the “Manage Vehicle” button or scroll to the bottom 
of the page and click “Prospect” to begin the prospecting process.) 

 

Step 9. Click “Choose Buyers” on the 2 Minute Prospecting / Quick Quote Page. (Figure 9) 

 

(Figure 9. Choose Buyer's button) 
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Step 10.  Sort Buyers by Vocation and Select up to 10 Buyers to send to.  (Figure 10) 
● Click the arrow to the right of Vocation to sort alphabetically 
● Select up to 10 buyers of the same Vocation 
● Buyers selected will be shown in a list below 
● Click “Done” 
● (NOTE:  Each buyer will receive their own separate email– they are going to feel like the most 

important person in your world that day!) 
●  

  
 

(Figure 10. Sort by Vocation (A). Where possible, select up to 10 Buyers of the same Vocation (B). 
Selected Buyers are  displayed at bottom (C).  Click “Done” (D).) 
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Step 11. Select and send your email.  (Figure 11) 
● Click on the “Select Template” dropdown window to open the available selection of Global/Personal Templates. 

NOTE:  See “Managing Email Templates” (page 69) for instructions on creating your own canned 
message templates. 

● Select the Prospecting Email of your choosing (either a personally created template from Personal Templates, or 
the Default Prospecting Email from the Global Templates, used in this example).  This will auto-fill the Subject and 
Message fields 

● Finally click the “Send” button. 

 
(Figure 11. Open “Select Template” dropdown (A). Select the Prospecting Message to use - in this 
example we are using the Default Prospecting Email from the Global Templates (B). “Send” email button ( 
C ).) 

 
  
This completes the 2 Minute Prospecting walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2lbZQXr  to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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3-Stage Prospecting     (All Access) 
 
The 3-Stage Prospecting process adds a few additional steps to the 2-minute Prospecting tool.  This is a fantastic way to 
alert buyers in your region of your great selection, deals, etc.  Sending a physical mailer can be quite beneficial in re-
branding you and the dealership, and showing up in person with an impromptu test-drive can help considerably in turning 
those cold leads into warm leads. 
  
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

   
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

  
  
  
Step 2. Go to “My Buyers”. (Figure 2) 

  
(Figure 2. Click the “My Buyers” button.) 
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Step 3. Enter your Buyers. (Figure 3) 
 You can either “+ Create New Buyer” or “Import” to fill your My Buyers area.  Doing this first will allow you to 
quickly select the buyer(s) to prospect to, rather than having to manually enter them mid-process. 

● Use “Import” (instructions covered in “Importing Contacts into My Buyers” page 61) to do mass 
importing of Buyers via MS Excel or CSV files, or manually enter new Buyers using “+ Create New 
Buyer”  

 
(Figure 3.  Click “Import” to mass-import Buyers via MS Excel or CSV files (A).  Alternatively, click 
“+Create New Buyer” to manually enter new Buyers one at a time (B).) 

 
 
 
Step 4. Enter your Buyers using “+Create New Buyer”. (Figure 4) 

 
(Figure 4.  Enter all relevant Contact Information and be sure to enter a Vocation wherever possible 
(A).  When complete, click “Save” (B)... repeat as necessary) 
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Step 5. Click “Truck Search”. (Figure 5) 

 
(Figure 5. Click “Truck Search” to begin prospecting.)  
  
 
Step 6. Using the Vocation Carousel, click on an appropriate Body Type for the vocation of the 
Buyers you will be prospecting to. (Figure 6) 

  
(Figure 6. Vocation Carousel, click on the Truck Body you would like to use for prospecting.) 

  
 
Step 7. Select the truck you would like to send. (Figure 7) 
NOTE:  Be sure to select a truck with the Body Manufacturer’s name in the title.  This will guarantee that both 
the Chassis and Body Details are displayed. 

  
(Figure 7. Select a truck from the available truck inventory.) 
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 Step 8. Click the “Email” or “Prospect” button on the Truck Details Page. (Figure 8) 
 

 
(Figure 8. Click the Email button. You can also click the “Manage Vehicle” button or scroll to the bottom 
of the page and click “Prospect” to begin the prospecting process.) 

 
 
 
Step 9. Click “Choose Buyers” on the 2 Minute Prospecting / Quick Quote Page. (Figure 9) 

 

(Figure 9. Click “Choose Buyers” button) 
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Step 10. Sort Buyers by Vocation and Select up to 10 Buyers to send to.  (Figure 10) 
● Click the arrow to the right of Vocation to sort alphabetically 
● Select up to 10 buyers of the same Vocation 
● Buyers selected will be shown in a list below 
● Click “Done” 
● (NOTE:  Each buyer will be BCC’d – they are going to feel like the most important person in your world 

that day!) 
 

  
 

(Figure 10. Sort by Vocation (A). Select Buyers of the same Vocation (B). Selected Buyers are  
displayed at bottom (C).  Click “Done” (D). 
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Step 11. Select and send your email.  (Figure 11) 
● Click on the “Select Template” dropdown window to open the available selection of Global/Personal 

Templates. 
NOTE:  See “Managing Email Templates” (page 69) for instructions on creating your own 
canned messages. 

● Select the Prospecting Email of your choosing (either a personally created template from Personal 
Templates, or the Default Prospecting Email from the Global Templates, used in this example).  This 
will auto-fill the Subject and Message fields 

● Finally click the “Send” button.  Each Buyer will be BCC’d, so they’ll all feel like the most important 
person in your world that day. 

 

 
(Figure 11. Open “Select Template” dropdown (A). Select the Prospecting Message to use - in this 
example we are using the Default Prospecting Email from the Global Templates (B). “Send” email 
button ( C ).) 
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Step 12. Click the Print button on the Truck Details Page. (Figure 12) 

  
 
(Figure 12. Print button. ) 

 
 
 
 
 
Step 13. Set Print Settings. (Figure 13) 

● Check the “Show Your Name & Number” box 
● Click “Print Truck” 
● NOTE:  We recommend using heavy stock, high gloss paper (like Realtors use for Open Houses) - it 

feels good in the hands, shows off all the color and features, and leaves the right impression for your 
Buyers! 

 
 
(Figure 13. Check the box to “Show Your Name & Number (A).  Click “Print Truck” (B).) 
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Step 14. Make it Personal!!  (Figure 14) 
● Put a simple handwritten message on a bright sticky-note in the middle of the page. 

 

  
 
(Figure 14.  Make it personal by adding a handwritten message jumping off the page on a bright  
sticky note.) 
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Step 15. Mail it.   
● Fold into thirds, place in a business class envelope, and hand write all of the to/from information…   
● Do NOT include the Dealership Name on the Envelope; instead, include your name and the Dealership 

address.  This makes it personal, and much more likely that it will be opened. 
● If this is mailed the same day that the email is sent, it should reach the buyer in 1-3 business days as a 

soft-touch reminder. 
 
 
Step 16. Test Drive! 
●  Bring the vehicle directly to your Buyers office; remind them of the email and the follow up mailer you 

sent, then offer a test-drive…  if they don’t have the time, that’s OK - you can make it a short drive 
around the parking lot or block! 

● Make sure to bring your business card and any paperwork to help move the deal forward. 
  
 
This completes the 3-Stage Prospecting walkthrough.   
 
 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Accepting / Assigning a Lead     (All Access) 
 
NOTE:  In order to completely understand, set, and verify exactly which Truck Pro(s) should be in lead rotation,  

their individual hours available to accept a lead, and how that rotation is set, it is strongly advised that 
the  

following are reviewed first: 
      Truck Pro Management (adding/deleting/modifying user access and permissions) - page 3 

              Up System (Setting Lead Rotation) - page 9 
 
Step 1. Receive the Lead notification. 

A.  Buyer-generated leads from this website will be sent to the next Truck Pro in rotation.  A notification will be sent 
to that Truck Pro via email (the same email address used to log into the site), as well as text message (if their cell 
phone has been included, and they are set to receive texts).   

B. Simply click the link supplied in the notification.  This will automatically log you into the website and direct you to 
the My Buyers page 

 
Step 2. Assign the Lead. (Figure 2) 

A.  As a Manager in rotation, you can either “Accept” the lead (to own and work yourself) or “Assign” the 
lead to another Truck Pro.   

B. As a Truck Pro without Manager-level permissions, click the “Accept” button (“Assign” will not be 
available.). 

 
(Figure 2. MANAGERS -  Click the “Assign” button to open the “Assign a Truck Pro” window (A).  
Select the Truck Pro you wish to assign this lead to.  In this example, I am assigning this lead to Jim 
Payne (B).  Click “Save” when done (C).  NON-MANAGERS - Click the “Accept” button.  The lead is 
now workable in your “My Buyers” area.) 

 
See Managing the My Buyers Area (page 53) for more information on working the accepted lead. 
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Managing the My Buyers area     (All Access) 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

 
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
 
 
 
 
 
Step 2.  Click the “My Buyers” button. (Figure 2) 

 
 

(Figure 2. Click the “My Buyers” button to enter the “My Buyers” area.) 
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Step 3.  Close the “Welcome to the new My Buyers page!”. (Figure 3) 

● If this is your first time in the new My Buyers page, this welcome window and tour will open.   
○ If you wish to continue the tour, click the “Next” button (marked 2A here) 
○ If you do not wish to go through the full tour, click the close the window with the ‘x’ in the upper 

right corner.  You may view the tour at a later time by clicking the “i” button at the top of the 
page (marked 2B here) 

 
(Figure 3.  Close the window to bypass the tour and begin using the “My Buyers” page (1); you may 
continue the tour at a later time by clicking the ‘i’ at the top (2B).  Otherwise, Click “Next” to continue the 
tour (2A).) 

 
 
 
 
Step 4.  Creating New Buyers (2 Options). (Figure 4) 

● Use “Import” (instructions covered in a separate guide) to do mass importing of Buyers via MS Excel or 
CSV files, or manually enter new Buyers using “+ Create New Buyer”.  

 
 
(Figure 4.  Click “Import” to mass-import Buyers via MS Excel or CSV files (A).  Alternatively, click 
“+Create New Buyer” to manually enter new Buyers one at a time (B).) 
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Step 5.  Sort Buyers by Contact Information. (Figure 5) 
Easily find your Buyer by using the Search field; this can search for a Buyer by any information available in the 
Edit screen; i.e, name, company, phone number, email address, phone numbers, address, city, state, zip, and 
vocation. 

 
(Figure 5.  Sort all Buyers by typing in anything that might show in their Edit Screen) 

 
 
 
Step 6.  Contact Options. (Figure 6) 

● You can send a direct or prospecting email from the “My Buyers” page. 
● For Management, this can be particularly helpful when handling a lead on behalf of an 

absent/unavailable Truck Pro. 

 
(Figure 6.  Click the Envelope icon to send a direct email to this prospect.  As a Manager, this email will 
come from the Truck Pro the Buyer is assigned to, and will CC you (A).  You can also send a 
prospecting email to this Buyer; similarly, this will send from the Truck Pro but CC you (B).) 

 
 



 
Confidential: for internal OEM and Dealer use only 

 

 
57 

Step 7.  Dropdown Options - View Activity History. (Figure 7) 
● Under the Actions Column, click the ‘down arrow’ to access the dropdown menu. 
● Click “Activity” to open a separate window, showing activity through the site between the Buyer and the 

Truck Pro. 

 
(Figure 7. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column; click Activity 
to open a separate viewing window for all website correspondence between that Truck Pro and Buyer.) 

 
 
 
 
 
 
Step 8.  Dropdown Options - View Notes. (Figure 8) 

● Under the Actions Column, click the ‘down arrow’ to access the dropdown menu 
● Click “Notes” to open a separate window; you can enter and view any note regarding that Buyer.  This 

is the perfect location for entering Buyer preferences (color, Body Manufacturer, Body Type, sales 
history, etc.) 

● Note to Management:  These notes can only be edited/deleted within 6 hours of entry; beyond that, 
these notes are permanent. 

 
 

(Figure 8. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column; click Notes to 
open a separate viewing window for all notes entered for this Buyer (A).  Enter any new notes for the 
Buyer (B).  Click “Save” (C).  Click “Edit” or “Delete” to make changes to an existing note - only 
available within 6 hours of note-entry (D).) 
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Step 9.  Dropdown Options - Edit. (Figure 9) 
● Under the Actions Column, click the ‘down arrow’ to access the dropdown menu 
● Click “Edit” to open a separate window, providing the ability to edit/update existing contact information 

for the Buyer. 

 
(Figure 9. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column; click Edit to 
open a separate viewing window for all contact information for this Buyer (A).  Enter/Update Buyer 
contact information (B).  Click “Save” (C).) 

 
Step 10.  Dropdown Options - Archive. (Figure 10) 

● Under the Actions Column, click the ‘down arrow’ to access the dropdown menu 
● Click “Archive” to place this Buyer in an archived, inactive folder.  If this lead is entered by another 

Truck Pro, or if the Buyer returns and generates a new lead, the Truck Pro who Archived the Buyer will 
still have control. 

● Archived buyers can be viewed by clicking the “Show Archived” box. 
● The “Archive” button (in the dropdown) then becomes “Un-Archive”, and places this Buyer back into the 

active My Buyers view. 

 
(Figure 10. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column(A).  Click 
“Archive” to store this inactive Buyer (B).  Click “Show Archived” to view all inactive, Archived Buyers; in 
this view, the “Archive” button becomes “Un-Archive” and allows the Truck Pro to put the Buyer back 
into the active My Buyers view(C).) 
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Step 11.  Dropdown Options - CRM. (Figure 11) 
● If CRM Integration has been enabled (a no-charge add on) you can easily see if any CRM notifications 

have been sent to your Dealership/OEM CRM for each incoming buyer. 
 

 
 

(Figure 11. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column(A).  Click 
“CRM” to view the history of CRM Notification messages that have been pushed to your CRM.) 

 
 
Step 12.  Dropdown Options - Reassign. (Figure 12) 

● Managers/Admins (only) can easily reassign this buyer to any other Truck Pro in the system, perhaps 
due to unplanned/extended absence, change in staffing, etc. 

● Just click “Reassign”, choose a Truck Pro, and click “Save” 

 
 

(Figure 12. Access the dropdown menu from the blue ‘down arrow’ in the Actions Column; click 
“Reassign” to open a separate viewing window for Truck Pro reassignment (A).  Click the dropdown to 
select the Truck Pro you want to have working this Buyer moving forward (B).  Click “Save” (C).) 
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Step 13.  Last Activity. (Figure 13) 
● Click a date in either the Buyer or Truck Pro Column to open a separate window, showing lead-inquires 

and garaged (saved) trucks from Buyers, and prospecting/emails sent from the Truck Pro to the Buyer. 

 
 

(Figure 13.  Under the “Last Activity” column, click a date in either Buyer or Truck Pro to open a 
separate viewing window for all website correspondence between that Truck Pro and Buyer.) 

 
 
 
 
 
 
Step 14.  Tags. (Figure 14) 

● You can add multiple tags to help identify and categorize certain Buyers, like “HOT/warm/cold”, 
“Service Body”, “Tent Sale 6/1”, etc.  This is a fantastic way to help organize your follow-up/prospecting 
time. 

● Just click “Add a Tag” to open the “Tag Editor”. 
● Enter as many different tags as you like, each separated by a comma or the <Enter> key, and save 

when done. 

 
 

(Figure 14.  Open the “Tag Editor” by clicking “Add a Tag” in the Tags column.  Then enter as many 
different tags as you like, each separated by a comma or the <Enter> key (A).   
Click “Save” when done (B).) 
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Step 15.  Filter and View Tagged Buyers. (Figure 15) 
● Once tags have been created, you can view all Buyers with the same tag.   
● Just click the “Tag” drop down window, select the tag you wish to filter by, and all Buyers with the 

selected tag will be shown in a filtered list below. 

 
 

(Figure 15. Click the dropdown window for “Tag” (A).  Select the tag you wish to filter by (B).  This will 
then show the full list of all Buyers sharing that tag.) 

 
 
Step 16.  Enter Vocation for Existing Buyers. (Figure 16) 

● For any Buyers previously entered, but missing Vocation information, just click “NOT SET” under the 
Vocation column.  This will open the Edit screen 

● Click the Vocation drop down window, and select the most appropriate Vocation for this Buyer, then 
click “Save”. 

 
(Figure 16. Click “NOT SET” under the Vocation column to access the Edit screen (A).  Click the 
dropdown window for Vocation (B).  Select the most appropriate Vocation (C).  Click “Save” (D).) 
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Step 17.  Filter and View Buyers by Vocation. (Figure 17) 
● Click the dropdown for Vocation, and select a vocation to filter all of your Buyers - for this example, we 

will filter by Plumbing. 
● Your “My Buyers” page will then show all Buyers with that Vocation. 

 
(Figure 17. Click the dropdown window for Vocation (A).  Select the Vocation you wish to filter by (B).  
This will then display the Buyers with that vocation showing.) 

 
 
Step 18.  Add Notes. (Figure 18) 

● An alternative route to using the “Notes” function in the Actions column dropdown, under the Notes 
column, click on an existing note, or “Add a Note” to open a separate window; you can enter and view 
any note regarding that Buyer.  This is the perfect location for entering Buyer preferences (color, Body 
Manufacturer, Body Type, sales history, etc.) 

● Note to Management:  These notes can only be edited/deleted within 6 hours of entry; beyond that, 
these notes are permanent. 

 
(Figure 18. Under the Notes column, click on an existing note, or “Add a Note” to open a separate 
window (A).  Enter any new notes for the Buyer (B).  Click “Save” (C).  Click “Edit” or “Delete” to make 
changes to an existing note - only available within 6 hours of note-entry (D).) 

 
 
This completes the Managing the My Buyers walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2l83d1k  to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Import Contacts into the My Buyers Area      
(All Access) 
 
Importing Contacts into the My Buyers location will allow you to easily fill your book of business en masse, 
rather than having to enter them manually, one buyer at a time. 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

 
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

 
 
 
Step 2.  Click the “My Buyers” button. (Figure 2) 

 
 
(Figure 2. Click the “My Buyers” button to enter the “My Buyers” area.) 
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Step 3.  Close the “Welcome to the new My Buyers page!”. (Figure 3) 
● If this is your first time in the new My Buyers page, this welcome window and tour will open.   

○ If you do wish to continue the tour, click the “Next” button (marked 2A here) 
○ If you do not wish to go through the full tour, click the close the window with the ‘x’ in the upper 

right corner.  You may view the tour at a later time by clicking the “i” button at the top of the 
page (marked 2B here) 

 
(Figure 3.  Close the window to bypass the tour and begin using the “My Buyers” page (1); you may 
continue the tour at a later time by clicking the ‘i’ at the top (2B).  Otherwise, Click “Next” to continue the 
tour (2A).) 

 
 
 
 
Step 4.  Begin process to Import your Buyers. (Figure 4) 
 

 
 
(Figure 4.  Click “Import” to begin your mass-import of Buyers via MS Excel .CSV files.) 
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Step 5.  Select File for Buyers to import. (Figure 5) 
Select the file you wish to use (file-type must be either .xls or .csv)  
NOTE:  If you have Admin-level permission, you may also choose which Truck Pro these buyers are to be 
assigned to. 

 
(Figure 5.  Click “Choose File” to begin your mass-import of Buyers via MS Excel (.xls) or (.csv) files 
(A).  Use the dropdown window to select the Truck Pro these buyers will be assigned to (Admin Only).  
Click “Next” when done.) 

 
Step 6.  Map Fields to import data correctly. (Figure 6) 
The names of each of your columns in your file will be shown on the left side (and may not exactly match the 
example used in this tutorial.  Use the dropdown window options on the right side to map the data in your file to 
the appropriate fields in your My Buyers page. 
 

 
(Figure 6.  Click the dropdown window on the right (A) and select the correct Field Name to map your 
data to (B).) 
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Step 7. Continue Mapping Fields to import Vehicle Purchase History data correctly. (Figure 7) 
Vehicle details from previous purchases should be combined into the Vehicle Notes fields, and the amount 
purchased/leased can be combined into the notes section 
 

 
 
(Figure 7.  Map vehicle details (make, model, year, options, etc. into the “Vehicle Notes” field, and the 
purchase or lease dollar amounts into the “Notes” field.  Click “Continue” when done.) 
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Step 8. Set Vehicle Notes Presentation - modify order of imported vehicle data. (Figure 7) 
Once the data has been mapped to the correct field, you may decide the order should be adjusted.  Simply 
click-and-drag the field name(s) to display in the order desired.  See frames A, B, and C below. 
 

 
 
 

(Figure 8.  Click-and-drag a Field Name to change the order of the combined vehicle data.  Example:  
We have moved the “Year” field from the middle to the front.  The Sample/Preview area at the top 
shows how the data will display.  Click “Continue” when complete.) 
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Step 9. Review Importing Summary and Continue. (Figure 9) 
If all buyers in the import file have email addresses and they are formatted correctly (ex:  abc@123.com), then 
you should receive a message stating that your rows (of buyers) are ready to be imported.  Otherwise, a 
message stating how many will not be imported, and the reason (usually due to missing or improperly 
formatted email addresses).  If that occurs, simply complete the Import process with the viable Buyers info.  
You can return to your original file, correct any errors, and import the remaining contacts starting again at Step 
4; the system will provide prompts to allow you to only Import the corrected contacts. 

 
 

(Figure 9.  If there are no errors or critical omissions (like missing/improperly formatted email 
addresses), then simply click “Continue”.) 

 
Step 10. Ready for Import. (Figure 10) 
If you are satisfied with the Import Summary (from Step 9), simply click the “Import” button to finalize and the 
process and Import your Buyers.  If for any reason you need to return to the previous step, or cancel the 
process altogether, you may do so with either the “Previous” or “Cancel Import” buttons. 
 

 
 

(Figure 10.  Click the “Import” button to finalize the process and Import your Buyers.  Otherwise, you 
may click on either “Previous” or “Cancel Import” to go back one step or cancel the process altogether.) 
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Step 11. Import Complete!. (Figure 11) 
Congratulations!!  You have successfully Imported your Buyers into the “My Buyers” page of your Commercial 
Inventory Site by Work Truck Solutions. 
 

 
 
(Figure 11.  Import Complete!  If you have another file to Import, just repeat the process starting at 
Step 4.  Otherwise, you may now begin to work with your newly imported Buyers by clicking on the “My 
Buyers page” link.) 

 
 
This completes the task Importing Contacts into My Buyers. 
 
If you would like to begin Prospecting to your Buyers, please see the tutorials for “How to do 2-minute 
Prospecting” (page 37) and “How to do 3-stage Prospecting” (page 43). 
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2tfTN7Z  to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Managing Email Templates     (All Access) 
 
Canned messages can be quite beneficial for high-volume prospecting in limited time.  The Manage Templates 
area allows you to quickly and easily create as many different pre-written messages as you like.  After creating 
a few templates, take a moment to review the instructions for “2-Minute Prospecting” (page 37) and “How to do 
3-Stage Prospecting” (page 43) and start reaching out! 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1) 

   
 
(Figure 1. Truck Pro Login button for the commercial inventory website.) 

  
  
  
Step 2. Go to “My Buyers”. (Figure 2) 

  
 

(Figure 2. Click the “My Buyers” button.) 
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Step 3. Click “Manage Email Templates”. (Figure 3) 

 
 

(Figure 3. Click the “Manage Email Templates” button.) 
 
 
Step 4. Click “Create New Template”. (Figure 4) 
You will notice that a Default Prospecting Email auto-populate this page.  In order to create your own 
templates, start by simply clicking on “Create New Template”. 

 
 

(Figure 4. Click the “Create New Template” button.) 
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Step 5. Enter your new template name. (Figure 5) 
You can create as many templates as you like.  Enter the name of your new template and be sure to pick a 
name that helps to quickly define if this should be used as a Quick Quote (for the buyer on the phone) or as a 
Prospecting Message. 
 

 
(Figure 5. Enter your new template name (A).  Click “OK” when done (B).  Please note that “Clone 
Selected Template” is checked by default, and will create a copy of the first existing template in the list; 
uncheck this box if you wish to start with the template completely blank.) 

 
Step 6. Create your template. (Figure 6) 
Enter your subject and message text in the available fields and click save.. 
 

 
(Figure 5. Enter the Subject heading (A).  Enter the Message body (B).  Click “Save” when done (C).      
NOTE:  Clicking “Save” will not close the window.  Instead, you can choose to either Create New 
Template or close the window using the icon in the upper right corner.) 

 
This completes the Managing Email Templates walkthrough.   
 
A video walkthrough is available for this function.  Click here, or go to https://bit.ly/2sXzBZ4   to view. 
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Global Search     (All Access) 
 
Depending on stocking levels, a search for a particular truck may not pull up any (or enough) results, 
limiting the inventory options.  Use the Global Search to expand your search (from the defaulted 
search radius), showing now all available inventory through Work Truck Solutions dealerships 
nationwide. 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1)  

 
(Figure 1. Truck Pro Log in button for the commercial inventory website.) 

 
 
Step 2. Using the Vocational Carousel, select a Body Type. (Figure 2) 

● Note the results for this search is only 1 truck, and it is marked as In Transit.  At this point, the Truck 
Pro may feel that this is the only truck available... 

 
 
(Figure 2. Select the Truck Body from the Vocation Carousel (A).  Only 1 truck is provided in the 
Search Results (B).)  
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Step 3. Select “Global” to search again, outside your standard Dealer Trade mileage settings. 
(Figure 3) 

● Scroll down the page and check the “Global” box under Location.  This will open up the search results 
to view search results outside of your defaulted Dealer Trade radius. 

 

 
 

(Figure 3. Scroll down the page and check the “Global” box to include search results from the entire 
Dealer Trade Network nationwide.)  

 
Step 4. View the new list of available trucks through the Global Dealer Trade Network. (Figure 4) 
As you can see from this example, the results originally were 1 truck only; once the Global search function was 
used, 94 trucks became available!! 

 
 

(Figure 4. View the new list of available trucks through the Global Dealer Trade network)  
 
This completes the Global Search walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Post a Work Truck to Facebook     (All Access) 
 
Keep your buyers updated on Facebook to your inventory, and provide them a quick route right back to your 
site, all in just under 2 minutes! 
 
NOTE:  It is recommended to login to your dealership’s facebook account before beginning.  Truck Pros given 
permission from management are also encouraged to post onto their own personal Facebook accounts. 
 
Step 1. Sign into your commercial inventory website as a Truck Pro. (Figure 1)  
 

 
(Figure 1. Login tab for the commercial inventory website.) 

 
Step 2. Select the Truck to Post to Facebook. (Figure 2)  
 

 
 

(Figure 2. Click either the Title or “See More Details” to open the Vehicle Details Page.) 
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Step 3. Select the “Post to FB” option. (Figure 3)  
 

 
 

(Figure 3. Scroll to the bottom of the page and click “Post to FB”.) 
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Step 4. Post to Facebook. (Figure 4)  
Enter a brief teaser to excite and interest your buyers, then click “Post to Facebook”. 
 

 
 

(Figure 4. Write the ad-content at the top of the post (A), then click “Post to FB” (B).   
NOTE:  If your login provides access to multiple Facebook accounts, click the “Share on Your Timeline” 
dropdown.  This provides the option “Share on a Page You Manage”, which will then allow you to pick a 
page to post to and who you are posting as…  Talk to your managers - you may be allowed or even 
encouraged to post on the dealership Facebook, as well as your own!) 
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Step 5. Review! (Figure 5)  
 
Review your post.  If necessary, delete and repost, and you are done!. 
 

 
 

(Figure 5. Review your post.  If all is well, then you are done!  If not, click the “...” in the upper right 
corner of the post, select delete, and repeat Step 4.  Any click-throughs on this ad will take the buyer 
directly to the Vehicle Details Page for this truck on your WTS Site. ) 

 
This completes the Post a Work Truck to Facebook walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Call Tracking     (Manager/Admin Access only) 
 
All phone calls to the Tracking Number (at the top of the site) are logged and recorded.  On this page, 
Manager(s)/Admin(s) can easily sort and track all of the inbound calls by time-period and by call duration.  
 
To access this page, just login and go to Call Tracking under the Setup Menu. 

 
 
If Advanced Call Tracking Metrics is Not Activated (as shown here), contact your Dealer Success Coach (DSC).  For a 
nominal monthly fee (usually co-opable), these recorded calls will be immediately accessible, with real-time updates!   
 
Additionally, activating Advanced Call Tracking Metrics will allow the Tracking Number to ring through to the dealership in 
a number of ways, including call blasts (to multiple desk/cell phones at once, first to answer gets it) and round-robin (calls 
bounce from one specified desk/cell to the next, after a predetermined number of rings). 
 
This completes the Call Tracking walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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Dashboard     (Manager/Admin Access only) 
 
The Dashboard gives an at-a-glance, holistic overview of your site:  Inventory (missing data, average days on-lot, body 
types and manufacturers), Truck Pro activity (total number of Truck Pro’s, accepted and unaccepted Buyers, prospecting 
emails sent, viewed trucks, and Buyers created), Call Tracking Overview, and Upfitter information, and Dealer Trade 
Requests. 
NOTE:   This function is defaulted to those with Manager and/or Admin-level permissions.  They can then provide 
their Truck Pros access through the Preferences menu. 
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This completes the Dashboard walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 
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‘About’ Page Preferences     (Manager/Admin Access only) 
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This completes the About Page Preferences walkthrough.   
 
For more information, please contact your Dealer Success Coach at 855-987-4544 or go to: 
http://www.worktrucksolutions.com/dealer-success-coaches 


