Test Email

REPORTING

TEST EMAIL

The Email Designer tool gives users the ability to create email templates and
provides a designer for customising existing emails within BPO2. Users also
have the opportunity to test these email templates using BPO2'’s existing

email service.

The Test Email functionality allows the user to send the email template to an
email address. The user will be able to set data for each tag to view how the

email will look once it is processed by the emailing service.

USER REQUIREMENTS

° A basic working knowledge of word processing software e.g.
Microsoft Word.
° An email address, used for sending out emails.

° An understanding of where the email flags occur in BPO.

VERSION COMPATIBILITY

° BPO2v2.4.0.1 or later.
° BPOConfigurator v2.2.0.0 or later.
° Ensure that users have run the latest upgrade script necessary, to

use the new email designer module.

Ribbon Access: Configurator > Reporting > Email Designer
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Test Email

The Email Template Listing screen will open.

SELECT EMAIL TEMPLATE

* Select the email template you wish to test.
* Click on Test Email.

‘ - Email Template Listing for Company : Example Company - BPO Configurator : Version 2.3.0.0 - Example Company L=Jl o %
‘ Home = Accounts CallCentre Company Contract Departments HumanResources Inventory Reporting Sales Schedulng Security Services  Static Data - & X
iy A ) & Tl Save Layout
E M T’.i ve Layou
A = Workspaces » | i(# Refresh
Add  Edit | TestEmail | =
¥ Save Filter
Format .| Current 4 o
Thank you for calling ??@CompanyName?? , your call is resolved.
Technician:??@Technician??
EmailayoutD EmaiFiag EmaiSubject EmaiBody Client Name: ??@CustormerCode?? ??@CustomerName??
Call SLA Status: ??@Priority??
- B o "o * | Call Start Time: ??@StartTime??
o . - Call End Time: 2? @EndTime??
1 fidassetC Email Serial No : 22@S...  <'DOCTYPE html PUBLIC ™f/.
onversen =t ut Contact Person: ??@Contact??
777777777 2/ fidClosedCall Call Reference : ... <IDOCTYPE html PUBLIC ™f/... Region: ??@SiteName??
3 fidCompletedCall Call Reference : .. <IDOCTYPE html PUBLIC ™/. Call Description: ??@Description??
4 fidContractCRApprovalE... Contract CR Not... <!DOCTYPE html PUBLIC "//... $Serial_Critical$
5 fldCRApprovalEmail Sales CR Note : 7. <IDOCTYPE html PUBLIC ™f/.. $Item_Critical$
6 fldCTRT; alEmail Contract: 72@C... <IDOCTYPE html PUBLIC ™f/...
Aprov s L “ I Actions Taken: ??@ActionTaken??
7 fdCTRTCriticalAggMeter... Contract : 22@C... <IDOCTYPE html PUBLIC ™//. Time Taken: 2?@TotalHours??

8 fldCTRTCriticalChanges  Contract: 22@C... <!DOCTYPE himl PUBLIC ™//...
9 fldCTRTCriticalFeeChanges Contract : 2@C... <IDOCTYPE himl PUBLIC ™/f...
10 fdCTRTCriticalltemChan... Contract : 2?@C... <IDOCTYPE html PUBLIC ™//.
11 AdCTRTCriticalMeterCha... Contract: ?2@C... <IDOCTYPE html PUBLIC ™/f.

12 fidCustomerRelease Customer : ??@... <!IDOCTYPE hml PUBLIC ™//...
13 fidIrProgressCal Call Reference : .. <IDOCTYPE html PUBLIC ™f/.
14 fdNewCall Call Reference : ... <IDOCTYPE html PUBLIC ™f/..
15 fidOnHoldCall Call Reference : .. <IDOCTYPE hitml PUBLIC ™f/.

16 fdPartRequestApproved  PartRequest : ?2... <!DOCTYPE html PUBLIC ™f/.
17 fidPartRequesthwaitingA... PartRequest: ??... <IDOCTYPE html PUBLIC ™.
18 fdPMNGProjAssStatusCh... Project Referenc... <!DOCTYPE htmi PUBLIC *-/}.
19 fldPMNGProjAssStatusCh... ProjectReferenc... <IDOCTYPE html PUBLIC /.
20 fidPRApprovalEmail Purchase Requisi... <!DOCTYPE html PUBLIC ™f/..
21 fIdPREQWorkFlowApprov... Purchase Requisi... <IDOCTYPE html PUBLIC ™.
22 fldPREQWorkFlowDeclined Purchase Requisi.. <!DOCTYPE html PUBLIC "f/.
23 fdPREQWorkFlowNew Purchase Requisi.. <IDOCTYPE html PUBLIC ™f/.
24 fdPRTRGoodsAvailableE...  The part request... <!DOCTYPE html PUBLIC ™f/. v

‘Dpa|W'nﬁm' | 03Dec2020 /il_l

The Edit Email Template screen will open with the selected template loaded.

Tags that are not present on the email template are filtered out.

ADD TEST EMAIL DETAILS

1. Type in the email address of the recipient in the Send To: field.
® Note: You cannot add multiple recipients for the test email.
2. In the Tag Body column, type in the test data you wish to use in the
email e.g. if you type in John Leeds in the tag body for tag @Contact,
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TECHMNOLOGSTES

Test Email

then the test email will display John Leeds wherever there is a tag

@Contact in the email template.

‘ Humej Accounts  CallCentre  Company  Contract Departments  Human

ces  Inventory Reporting  Sales

Edit Email Template : fldClosedCall - BPO Configurator : Version 2.3.0.0 - Example Company

Seaurity  Services  Static Data - # X

o ==

L4 O & 88
(=]

SendEmail  Back ‘SaveLaywl Workspaces

Process

s —

ank you for calling ??@CompanyName?? , your call is resolved.
echnician:??@Technician??
Client Name: ??@CustomerCode?? ??@CustomerName??
Call SLA Status: ??@Priority??
Call Start Time: ??@StartTime??

Send To:I

i

Email Subject: | Call Reference : ??@CalReference??. Resolved.

TagBody

Open Windows ~

Call End Time: ??@EndTime??
Contact Person: ??@Contact??
Region: ??@SiteName?? Tag TagDesc
Call Description: ??@Description?? v o
$Serial_Critical$ @ActionTaken  Unique alphanum,
$Itern_Critical$ @CalReference Unique identifier
ctions Taken: ??@ActionTaken?? @CompanyNa... Name of the com...
ime Taken: ??@TotalHours?? @Contact Ful name of the ...
@CustomerCo... Unique identifier
@CustomerNa... Full name of the ..
@Description  Description of th.
» [ @EndTime End time of the c.
@TotalHours  Total hours spen ..
@Priority Urgency of the c...
@SiteName Name of the site.
@StartTime Start time of the
@Technican  Unique alphanum.
$Serial_Critical$ Serial No of item
@ sltem_Critical$  Name of the item...

<!DOCTYPE html
<!IDOCTYPE html ...

| o3peco0 1|

SEND TEST EMAIL

* When you are done, click on Send Email.

" Note 1: The email will not send without a recipient.
® Note 2: The email will not send if the user does not

have an email address.
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Test Email

@ =~ Edit Email Template : fidClosedCall - BPO Configurator : Version 2.3.0.0 - Example Company [=Jla]ix

‘ Humeﬂ Accounts CallCentre  Company Contract Departments  Human ces Inventory Reportng Sales Seaurity  Services Static Data - & x,
¢ =

4|10 & 88
Back

| Savelayout Waorkspaces
| -

ank you for calling ??@CompanyName?? , your call is resolved.
echnician:??@Technician?? Send To:  judithm@co3.co.za

i ;27 27 27 77
ggﬁr;t&a;:ths, ?f@lﬂ;l;r:@rf’ode, 77@Customerhiame?? Email Subject: |Cal Reference : ??@CalReference??. Resolved.

Call Start Time: ??@StartTime??

Call End Time: ??@EndTime??
Contact Person: ??@Contact??
Region: ??@SiteName?? Tag TagDesc TagBody
(Call Description: ??@Description??

» il o
i$Serial_Critical$ I ' @ActionTaken Unique alphanumeric identif ..
#ibeem,_Criticals @CalReference Unique identifier for the call. CNOO1
| lActions Taken: 22@ActionTaken?? @CompanyNa... Name of the company. €03 Technologies
ime Taken: 2?@TotalHours?? @Contact Full name of the contact pe... Judith

@CustomerCo... Unique identifier for the cus.. CO03
@CustomerNa... Ful name of the customer.  Judith M

@Description  Description of the cal. Installation
@EndTime End time of the call. 1200
@TotaHours Total hours spent working 0... 8
@Priority Urgency of the call. 1
@SiteName Name of the site. Pinetown
@StartTime Start time of the call. 0800

@Technidan  Unique alphanumeric identif .. 1
3 $serial_Critical$  Serial No of item related to ... <!DOCTYPE himl
3 $ltem _Crifical§  Name of the item related to_.. <IDOCTYPE htmi

Open Windows ~ | |03Dec2020 |

 If you did not fill in all the fields in the body tag columns, a Pro-
cess Validation message will pop up telling you;
° There are tags with no pseudo data, these will be
left blank. Do you want to continue?
* Click on Yes if you wish to continue.
* Click on No if you wish to go back and fill in the blank fields.
When you have finished populating your required fields, click on

Send Email again.
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TECHMNOLOGSTES

Test Email

® - Edit Email Template : fldClosedCall n =JLa)ix
[ ‘ Home = Accounts CallCentre  Company Contract Departments HumanResources Inventory Reporting Sales Schedulng Security Services  Static Data - &
| ‘ =
=
(2 © =X 88
SendEmal Back | Savelayout Workspaces
Process 4 L
[Thank you for calling ??@CompanyName?? , your call is resolved. h =
Technician:??@Technician?? SERRIC judtw 3.0z
Client Name: ??@CustomerCode?? ??@CustomerName?? - Mol 2
ICall SLA Status: 2?@Priority?? Email Subject: | Call Reference : ??@CalReference??. Resolved.
Call Start Time: ??@StartTime??
Call End Time: ??@EndTime??
Contact Person: ??@Contact??
Region: ??@SiteName?? Tag TagDesc TagBody
Call Description: ??@Description?? v il e 0
i$Serial_Critical$ » |1 @ActionTaken Unique alphanumeric identif ..
$Itern_Critical$ Process Validation @CalReference Unique identifier for the call.  CNOO1
IActions Taken: ??@ActionTaken?? @CompanyNa... Name of the company. €03 Technologies
[Time Taken: ??@TotalHours??
There are tags with no psuedo data, these will be left blank T 11
Do you want to continue? @CustomerCo... Unique identifier for the cus... CO03
@CustomerNa... Ful name of the customer.  Judith M
@Description  Description of the cal. Installation
No @EndTime End time of the call. 1200
@TotaHours Total hours spent working 0... 8
@Priority Urgency of the call. 1
@SiteName Name of the site. Pinetown
@StartTime Start time of the call. 0800
@Technidan  Unique alphanumericidentif... 1
3 $serial_Critical$ Serial No of item related to ... <!DOCTYPE htmi ..
T $item Critical§ Name of the item related to.. <IDOCTYPE himl
. 5
Open Windows v | 03Dec 2020 ~

* A Process Validation will pop up telling you;
° Email was saved successfully.
e Click on OK.

" Note: The message 'Email was saved successfully

means your test email has been sent successfully.
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Test Email

® - Edit Email Template : fldClosedCall - BPO Configurator : Version 2.3.0.0 - Example Company (=JlaJx]
@ | rome | Aconts  CallCentre Company Contract Departments HumanResources Inventory Reportng  Sales Security Services  Static Data - & x
SendEmai  Back Savelayout Workspaces
4 Format ad
eg:[l;:;glf;x;é:gz\ﬁmCT:;[?;SomDanYName'-’? , your call is resolved. Send To: |udtm@c3.o.m =
Gl Name: 770 CustomerCode?? 77@Customeniame?? Emall Subject: |CalAefeee : 7aCaRlmer. Aol
Call Start Time: ??@StartTime?? —
Call End Time: ??@EndTime??
Contact Person: ??
Region: ??@SiteName?? Tag TagDesc TagBody
Call Description: ??@Description?? v il e 0
$Serial_Critical$ » | @ActionTaken Unique alphanumeric identif . 1
#ltem_Criticals Brocess Velidition < @CalReference Unique identifer for the cal. - CNoD3
ctions Taken: ??@ActionTaken?? @CompanyNa... Name of the company. €03 Technologies
ime Taken: ??@TotalHours?? @Contact Full name of the contact pe... Judith
o Email was saved successfully. @CustomerCo... Unique identifier for the cus... CO03
@CustomerNa... Ful name of the customer.  Judith M
@Description  Description of the call. Installation
@EndTime End time of the call. 1200
@TotalHours Total hours spent working 0... 8
@Priority Urgency of the call. 1
@SiteName Name of the site. Pinetown
@StartTime Start time of the call, 0800
@Technidan  Unique alphanumericidentif... 1
3 $serial_Critical$ Serial No of item related to ... <!DOCTYPE htmi ..
3 gltem_Critical§ Name of the item related to... <!DOCTYPE html

Open Windows v

| o03pec020 |

MNU.163.004
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