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Service - Call SLA Management - Email Reminder

We are currently updating our site; thank you for your patience.

SERVICE

CALL SLA MANAGEMENT - EMAIL REMINDER

Whilst managing Call SLA, you have the ability to send Email Reminders dir-

ectly from the SLA Management screen to prompt the assigned technician or

keep the customer up to date.

THE CALL SLA MANAGEMENT LISTING SCREEN

Ribbon Select Service > Call SLA

ye CallTypeDesc SerialNo ErrorCode ErorCodeDesc Priorty. Action DateRequied

Toner Requred ATS00-102 2 12/12/2023
85785 1 12/12/2023

TS00-103 2 12/12/2023

Contactvame (A Cariodt
Home Number 031 123 4567
Mobile Number

Email Address |Acounts@eampedomancom

Assig.. Assig... Assig... Assig.. Com.. GPSL.. GPSL.. Status
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| Open Windows ~

| User:Bianca | 12/12/2023 | Version:2.5.1.4 | v2514Example Company
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EMAIL REMINDER

¢ Click on the row selector in front of the Call.

e Click on the Email Reminder button.
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* A message box will come up with three options for Emailing:
* Email Customer
* Email Technician
* Email Both

* Select the radio button for the required option.
* Click on Ok.
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EMAIL CUSTOMER

* The Send Email maintain screen will come up with the following
fields populated:
* Employee: The name of the employee logged in and
sending the Email Reminder.
* From: Email address of the employee sending the
Email Reminder.
* To: The email address of the customer contact linked

to the call.
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To

* You can include additional Customer Contacts to the To field by

clicking on the Search button.
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* This will bring up a list of Customer Contacts linked to the Cus-
tomer for the selected call.

¢ Select a Customer Contact to include, and this Contact will be
appended in the To field.
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* You can include Customer Contacts to CC by clicking on the
Search button.

e This will bring up a list of Customer Contacts linked to the Cus-
tomer for the selected call.
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* Select a Customer Contact to include, and this Contact will be
appended in the CC field.
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Calbri ME TR Y Aav | iE

B I UUSSX X, Av™%~ %

4 Find
% Replace

fiNormal  Hyperlink <

Styles | Edtng a

Attachments

* You can include Attachments by clicking on the Search button.

* This will open the Windows Select File dialogue box where you

can browse for the document(s) you would like to attach.
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TECHMNOLOGIES

Service - Call SLA Management - Email Reminder

@ select File.

4 ||« COMProjects > DocTeam > ExampleDocs

Organize v New folder
|| €03_QA - CO3 Applications
8 This PC
8 30 Objects
B Desktop
Documents

A Neme

v O

X
£ Search ExampleDocs

E- @ @
Date modified

|9 CALLREPORT CNo0D1034

14/12/2023 09:44.

@ Supplierinvoice 001
(8 Supplierinvoice 51234567890
(8 TECHNICIANPERFORMANCE

30/11/2022 1436
30/11/2022 1437
18/05/2023 11:32

B Videos

4 Local Disk ()

‘s BIANCADTS (D)

U v
| [anfies )

(i

& Downloads
D Music
Pictures

File name: | CALLREPORT_CNO0D1034

* The selected file(s) will be appended in the Attachments field.

Attachments | CALLREPORT_CND001034.pdf »

* You can delete an attachment by selecting it and clicking on the
Delete Attachments button.
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To | x x o
€C | x Mary@exampledomain.coza e
Attachments  CALLREPORT_CN0001034.pdf I

Subject

* Type in the Subject of the email.
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Subject |Call Progress Delay - Anaiting Parts

* Type in the Description of the email.

Home
ot — ] .
E ° I.EI P Catbr Tju -jK & L4 =a AaBbCeDAE AaBbccode || 4 Fnd
rment % | ™ oo | BT U U S SX X A =- & INomal  Hyperink || 4% Replace
Processing 4 Cipboard Font Paragraph Styles 4| Editng o)
Employee Banca Du Tott o
From |biancadutoit@examplecompany.coza
To | x x IS
€C | x Mary@exampledomain.coza

[
e

Good morning Jackie,

our we our: aswe

being made to expedite the process.

y you as soon as receive
Yours sincerely,

Service Manager

(ESS————————_——_——_———————————.

* You can apply editing to the email, as needed.
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AaBbCCDAE AaBbCCDUE
GiNormal  Hyperlink <

¢ Once done, click on the Save button to send the email.
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Font

To | x %  Jadke : ol
€€ x MaryGexampledomain.cora [»
Attachments |CALLREPORT_CNO0O1034.pdF [#|

Subject ‘unwm-mmm A‘.

Messa0e G604 morning Jackie,

our being made to expes P 3 Y you as soon as receive

Yours sincerely|
Service Manager

¢ The Send Email screen will close and the email will be added to

the email queue to be emailed out by the Mail Service.
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EMAIL EMPLOYEE

* The same process applies as noted for Email Customer, other than

the email address populated in the To: field is populated with the
assigned technician's email address.
* Searching for additional email addresses to link will bring up a list

of customer contacts.

EMAIL BOTH

* The same process applies as noted for Email Customer, other than

the email address populated in the To: field is populated with the
assigned technician's email address and the customer contact
linked to the selected call.

* Searching for additional email addresses to link will bring up a list

of customer contacts.

Related Topics

* Service - Introduction to Call SLA Management

» Service - Call SLA Management - Email Reminder

» Service - Call SLA Management - Close Call

 Service - Call SLA Management - Complete Call

 Service - Call SLA Management - Hold a Call

 Service - Call SLA Management - Pend a Call

» Service - Call SLA Management - Assign a Call

» Service - Call SLA Management - Call Hours Service Status

* Introduction to Call Hours Service

MNU.127.001

Help v2024.5.0.7/1.0 - Pg 10 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#$$xref$$_151
#$$xref$$_149
#$$xref$$_148
#$$xref$$_147
#$$xref$$_146
#$$xref$$_145
#$$xref$$_144
#$$xref$$_143

	Bookmarks
	Top
	Top
	Top
	Top
	Email
	Top
	Top
	Top
	Top
	Top
	Top


