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REPORTING

EDIT A TEMPLATE

The Email Designer tool gives users the ability to create email templates and
provides a designer for customising the current email templates within BPO2.

Users also have the opportunity to test these email templates using BPO2's

existing email 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.
° BPO Configurator 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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EDIT A TEMPLATE

* The Edit button allows users to edit a template for an existing
company email flag.

* Select the email template you wish to edit.

* Click on Edit.

® - Email st npany (=)o )lx]
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Thank you for calling 7?@CompanyName??, you call has been logged by ??@EmpFullName??
Client Name: ??@CustomerCode?? ??@CustomerName??
I Tt
v = 0 0 L | Contact Person: ??@Contact??
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2 fdClosedCal  CallReference: .. </DOCTYPE himl
3 fdCompletedCal  Cal Reference : .. </DOCTYPE himl $Serial_Criticals
4 fdContractCRAp... Contract CRNot... <IDOCTYPEhtml $ltem_Criticals
5 AdCRApproVaE.  Sales CR Note : 2. <!DOCTYPE html
6 ACTRTApproval... Contract: 72€C... <IDOCTYPE htmi
7 RCTRTCriNcalA... Contract: 77GC... <IDOCTYPE htm
8 ACTRTCrtcaC.. Contract: 27C... <IDOCTYPE himl
9 AACTRTCritcaFe... Contract: 226C... <IDOCTYPE himl
10 AACTRTCribcallt.. Coniract : 226C... <IDOCTYPE himl
11 AdCTRTCritaM... Contract : 2@C... <IDOCTYPE himl
12 fdCustomerRele... Customer: 77@... <IDOCTYPE hinl
13 fdinProgressCal  CallReference .. <IDOCTYPE himl
13] fidewcal CallReference : .. <IDOCTYPE himl
1S fdontodcal  CallReference : .. </DOCTYPE i
15 »
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19 AdPMNGProjAssS... Project Referenc... <!DOCTYPE html
20 fiPRApprovalEmai Purchase Requisi.. <!DOCTYPE himl
21 AAPREQWorkFlo... Purchase Requis... <IDOCTYPE himl
22 fPREQWorkFo... Purchase Requisi... </DOCTYPE him
23 APREQWorkFo... Purchase Requii.. <!DOCTYPE himl
24 BADOTI nndes T vk et DTS b,
Open Windows ~ | ‘o1Dec2om = 4|

The Edit Email screen will open with data for the selected tem-

plate loaded.
* You can edit the template using the Word Processing Tools or add

or delete information .
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- Edit Email
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Email Subject: Call Reference : 2?@CalReference??. New. -
+ N EmaiFlag Tag
Email Flag: fidvencal » Mail Header |+ o o
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B Thank you for calling ??@CormpanyName??, you call has been logged by ??@EmpFuliName??
Client Name: ??@CustomerCode?? 2?@Cu: lame??
Call SLA Status: ??@Priority??
Call Start Time: ??@CallTime??
_ Contact Person: ??@Contact??
N Region: 22@SiteName??
Call Description: ??@Description??
il Serial No : ??@SerialNo??
Location: ??@FuncLocDescription??
- Mail Body -
Open Windows ¥ | | 01Dec 2020 s

SAVE EMAIL TEMPLATE

* When you are done, click on Save.

- Edit Email
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Email Subject: Call Reference : 7?@CalReference??. New. -
75 N EmaiFlag Tag
Email Flag: fdencal » Mail Header |+ o
&
B Thank you for calling ?2@CorrpanyName??, you call has been logged by ??@ErpFuliName??
Client Name: ?@CustomerCode?? 2@ CustomerName??
Call SLA Status: ??@Priority??
Call Start Time: 2@CallTime??
| Contact Person: ??@Contact??
& Region: ??@SiteName??
Call Description: ??@Description??
il Serial No : 22@SerialNo??
Location: ?2@FuncLocDescription??
- Mail Body -
Open Windows ~ | | 01Dec 2020 P

* A Process Validation message will pop up telling you;
° Saved Successfully.
* Click on Ok.
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e - Edit Email Template : fidewCall - 570 Configurator : Version 2.2.0.0 - Example Company
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B Thank you for calling ??@CorpanyName??, you call has been logged by ??@EmpFullName?? __
Client Name: ??@CustomerCode?? ??@Custc lame??
. Call SLA Status: 77@Priority?? encal
Call Start Time: ??@CallTime??
_ Contact Person: ??@Contact??
N Region: 22@SiteName??
Call Description: ??@Description?? fovewcal
B Process Validation X
Serial No : 22@SerialNo?? fdvewcal
Location: ??@FuncLocDescription?? fidNewCall
l o Save successful. fidNewCal
- Mail Body -
Open Windows ~ | 01Dec2020 5 ﬂ

* Click on Back to return to the Email Template Listing for Com-
pany: [ ] screen.

® - Edit Email

N EmaiFiag Tag
Mail Header |+ o o
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Thank you for calling 2?@CorrpanyName??, you call has been logged by 2?@EnpFullName??
Client Name: ??@CustomerCode?? ??@CustomerName??

- Call SLA Status: ?7@Priority??

Call Start Time: 2?@CallTime??

Contact Person: ?2@Contact??

o Region: ?2@SiteName??

Call Description: 2?@Description??

Serial No : 22@SerialNo??
Location: ??@FuncLocDescription??

- Mail Body -
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