Job Tracker Professional

Automated Emails

To set up automated emails, you must first make sure that there is an email template set up that can be used in
relation to when a specific status is selected.

[k Job Tracker Pro [Setup] - [m} X

[ Secuity/Users | Import | Customlogo | SMs | Program Features
Networking T Counters & Data T Documents T File Locations T Maintenance

Scanning

- Unused -

 General Email Settings
So , from the Job Tracker Home Email Reply Adgdless: [ | Receipt Required = -; Email Templates I
screen click on ‘Control Panel'. SMTP Server: [mailsbsystems.co.uk | Host requires SSL O
Default Email Subject: |Job Completed | Use CDO email method. O
SSL Port: 25 Send emails as plain text. []
SMTP Port: _ _ Use Email Service ]
Then CIiCk on the ‘Email Setup’ [ SMTP Authentication Options
Auth Required [ [J Do not use Email Sent Date
tab at the top of the screen. User Name: [ Disable Completed Emais
Password: [ Allow only 1 completed email

[ Email Body

If the email address comes from a [JUse Customer Email Address [ Use Client Email Address [ Use Client Assignee Email Address
non standard field, just enter the

field code in the box below.

S — oy
1 6 H Y — completed email is as follows: 1st
Click on the ‘Email Tem P lates Customers, 2nd Clients, 3rd Clients
Email Subject: l ‘ Assigned Personell. e.g. If a
button customer email address exists it wil
- Dear [CUSTNAME] use that, failing that it will try the
Client's email address and finally it wil
The recent work carried out at :- work tthough the list of assigned
[SITEADDRESS] was successfully completed on [COMPLETEDDATE] Client Personell. You can override
this by ticking the appropriate box
The job reference is [JOBNO] above. Where multiple Client
. . . . Assigned personelle exist the 1stin
Within the new window, click on The job details are:- the list will be used.
S [DETAILS]
the drop-down arrow within the The ariests nha wolked e e TECHNANE]
' (]
Template Names' field, to look

at the templates that have already
been created.

ok || Concel |[ awey |

& Job Tracker Pro - Email Templates - [m] X

Email Templates .
Template Name: If there is a template that you would
LT ~ | NI like to use, click on it within the
Subject: - i 3
IThank you for booking a Demonstration of our product Job Tracker Professional. I resu |ts and CI ICk the Ioad te m pl ate
Body: button.

As previously discussed the date we have arranged for you is the XX/4X/2017, if for any reason, you are found to be unavailable on this date then
please don't hesitate to contact me so | am able to change it for you.

| look forward to speaking with you. . i i
e Ensure that aI_I information is
correct and still up to date.

If any changes need to be made,
ensure to save the changes by
clicking 'Save Email Template' at
the bottom of the screen.

Save Email Template Il Cancel I
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Job Tracker Professional

If there is not an email template you would like to use you will need to create one -
Please look at Technical Tuesday Creating Email Templates.

Click on the ‘Program features’ tab at the top of the screen and proceed to click on Business rules.

Job Tracker Pro [Setup] — [m] X
[ Networking T Counters & Data T Documents T File Locations TL Maintenance T Email Setup T - Unused -
Security / Users T Import T Custom Logo T SMS iProgram : T Accounts Integration T S i
Address Look Up I
| Job Tracker Direct I | Job Tracker Mobile I
[ uobTrackeronine | [ ScomingStetion |
| Program Settings I | 3rd Party Integration I
| Batch Invoicing I I Consolidated Invoicing I
-

Within the tab, you will need to look under the ‘Job rules’ section.

Looking within this section, (2 Business Rules = ey X
make sure that the ‘enable the rule’  JobRules i _

. . Do the following Use the following Email template
option has been ticked. ——p Tenbetenie  Whenthedob Stous changeste: [Booked | [sendEmai || [T«

|_’Use emal from this location: [CUSTCONTACTE Prompt Before Sending

Within the ‘Use email from this
location’ field, you will need to
use a relevant field code,

such as - 'CUSTCONTACT®'.
This is where the email address
information will be pulled in from.

Quotation Rules Reminder Catagory ﬁ“‘i"‘k' For
. . (] When anew ion is created, set a reminder as follows: v | [J Prompt For Reminder Period
Click on the first drop-down o e - Toeade Roomn I : ) Qe
arrow to select which Job status [ |
Reminder Notes

you would like the rule to be
triggered by.

Within the next field, selectthe |
drop-down arrow then click on

‘send Email'.

Within the final field select the drop-down arrow and select the email template you would like to use.

| _Make sure the 'Prompt before sending' option is ticked.

Once all complete click save.
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