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Print and pile 4.35 MILLION emails 
EVERY SECOND, in 24-HOURS you will have…

86,400 STACKS
each one the height of the 

1,450 ft tall! 

HOW CAN YOUR EMAILS 
STAND OUT AND BE NOTICED?

Think About It
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Hello Sarah,

I'm happy to invite you to speak at the Zombie 

Apocalypse Conference in San Francisco (August 21-22). 

Our goal is to bring together the brightest survival experts 

and draw public attention to the zombie apocalypse 

preparedness problem.

I'm a huge fan of your blog "Surviving with Sarah", 

especially the posts about creating a perfect survival kit. 

Last year, lots of people asked for the in-depth talk on 

this topic, and it would be great if you shared your 

expertise on the stage!

Feel free to ask me any questions about the conference!

Please let me know by June 24 if you're interested 

in speaking 

Best,

Tom Green

Senior Event Manager

Zombie Apocalypse Conference

(555) 555-5555

Subject Line: 
Entice Interest and Set Expectations

Greeting: 
Quick greeting to acknowledge recipient

Body: 
Heart of the communication. Clear, concise, and 

specific purpose

Closing:
Friendly sign-off. Use standards  or be creative.  

“All the best”  “Respectfully”  and “Take care”

Anatomy of an Email



Know Your Receipient

One-to-Many 

Communication

One-to-One 

Communication
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Stand up when you find the

mistake 

1 2 3 4 5 6 7 8 9

the



COMMON 
EMAIL MISTAKES

Burying the lead



COMMON 
EMAIL MISTAKES

Hedging Language



COMMON 
EMAIL MISTAKES

Long and
Unclear Copy



COMMON 
EMAIL MISTAKES

Being too Casual or Formal 



COMMON 
EMAIL MISTAKES

Clichés -avoid them 
like the plague



COMMON 
EMAIL MISTAKES

Unfocused Repetition
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Come meet Janet,
a clown, and an acrobat!

with 
an OXFORD 

COMMA



COMMON 
EMAIL MISTAKES

Omitting Oxford Comma

Come meet Janet, 
a clown and an acrobat!!!!

WITHOUT 
an OXFORD 

COMMA



COMMON 
EMAIL MISTAKES

Overuse of exclamation 
points!
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Make Your Emails Stand Out
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MANAGEABLE FOUNDATIONAL ACTIONABLE

Through Automated and Manual Emails



FleetCommander can be used to manage assets, 
users, and reservations at a single facility or at 
multiple facilities. 

“Enterprise”
- is used to describe FleetCommander settings, and capabilities 

COMMON across the ENTIRE FLEETCOMMANDER INSTANCE, 

regardless of how many DIFFERENT FACILITIES the operation is 

dispersed across.

“Site”
- settings, and capabilities UNIQUE to each FLEET SUBSET managed 
as a GROUP within FleetCommander.

TIP: think of ENTERPRISE as the “umbrella” 
covering all the SITE “raincoats” under it 

Enterprise and Site Level Emails



Enterprise Level
settings and capabilities applied 

across the whole of FC



settings and capabilities 

applied to specific locale 

Site Level



EMAIL TYPES – 
AUTO GENERATED

User Registration
• Registration Email

Reservations
• New Request

• New Request (Admin)

• Reservations Approved

• Reservation Approved (Admin)

• No Vehicles Available for Auto-Assign

• Driver Change Request

• Modification by Requestor



Reservations (continued)
• Late Pickup Email (scheduler-generated)

• Later Return Email (scheduler-generated)

• Reservation Cancelled

• Upcoming Reservation (Not Configurable)

Kiosk
• Check-Out Confirmation

• Check-In Confirmation

• Kiosk Comment

EMAIL TYPES – 
AUTO GENERATED



EMAIL TYPES – 
MANUALLY GENERATED

Assigned Vehicle
• Request Mileage

Maintenance
• Maintenance Notification Email

Reservations
• Vehicle Removed

• Vehicle Change

• Change Request Completed

• Change Request Completed (Admin)

• Late Pickup Email (dispatcher-generated)

• Late Return Email (dispatcher-generated)

User Profile
• Expired License

• Update User Profile

• Welcome Email
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Customizing Emails

Managing Your Emails

• By default, FleetCommander 

emails are sent in PLAIN TEXT



Customizing Emails

Managing Your Emails

• However, there is the option to  

present them in HTML format



Customizing Emails

Managing Your Emails

• PLAIN TEXT



Customizing Emails

Managing Your Emails

• HTML format

 CAUTION!!



Seven Steps to save existing content BEFORE beginning

Before You Make Changes

Do NOT use
MS WORD
for HTML!

1. Open Notepad, Notepad++, or WordPad

2. Create a new document

3. Select  <ctrl A> the PLAIN TEXT message 
4. Copy <ctrl C> message

5. Paste <ctrl V> into Notepad, Notepad++ or WordPad

6. Create a filename (example “Original Welcome Email text 20241003.txt”) 

7. Save the file in a “FC Layout Backups” Folder



Customizing Emails

• Images in HTML email might need to be “unblocked” CAUTION!!



Customizing Emails

HTML CODE

WYSIWYG
VS

What should you use?
Select the tool you are MOST comfortable using



Html 
Wizards
Welcomed!



Managing Your Emails

• You CAN SWITCH from Editor to 

HTML by clicking the </> action button 

Customizing Emails



Customizing Emails



HTML for 
All the Rest of 
Us
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WYSIWYG Editor

• “what you see is what you get”

• Formatting with WYSIWYG uses ‘Word’ like tools.
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WYSIWYG Editor

• “what you see is what you get”

• Formatting with WYSIWYG uses ‘Word’ like tools.

Customizing Emails



Let’s Talk
Tokens!



Customizing 
Emails

Download the Impactful Emails 
Supplement PDF for more details!



Customizing 
Emails

Download the Impactful Emails 
Supplement PDF for more details!



COMMAND 2024 
Bright Ideas



Use <ctrl F> to conduct 

KEYWORDS SEARCHES…

COMMAND 2024 Bright Idea

in Configuration>

Layout Tab



… in FC Admin Manual (PDF)

Use <ctrl F> to conduct 

KEYWORDS SEARCHES…

in FC

Admin Manual 

(PDF)

COMMAND 2024 Bright Idea



Use <ctrl F> to conduct 

KEYWORDS SEARCHES…
within Report 

Outputs in HTML 

COMMAND 2024 Bright Idea



Use <ctrl F> to conduct 

KEYWORDS SEARCHES…
in Reservation>

Assign Vehicle

COMMAND 2024 Bright Idea



COMMAND 2024 Bright Idea

Enlarge your view of WYSIWYG 

via “Open link in new window”

HOVER> 
RIGHT CLICK
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Must Have Emails

To edit these emails, go to 
CONFIGURE>ENTERPRISE>LAYOUT

Download the Impactful Emails 
Supplement PDF for examples
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Must Have Emails

Download the Impactful Emails 
Supplement PDF for examples

To edit these emails, go to 
CONFIGURE>SITE>SITE NAME>LAYOUT



Must Have Emails

To edit these emails, go to 
CONFIGURE>SITE>SITE NAME 

KIOSK>LAYOUT

Download the Impactful Emails 
Supplement PDF for examples
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Note 
To Self

Anatomy of 

an Email

Common 
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Mistakes

Make Your 
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Stand Out Email
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and 

Customization

Must

Have

Emails

Email yourself at least one idea  

from this session you want to 

APPLY, ADAPT, or ADOPT



Questions?
Next Up: Billing & Rate-

Setting

Wrap-Up
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