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EMAIL TEMPLATES

Click on the settings cog
Select Setup

Select email templates

Click on create email template
a. Enter name

b. Select template

c. Enter subject

d. Enter body

5. Click save
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The templates are located in Settings and Setup.

»"" Redbourne Family Day Care -Site2  Child Care ~  Processing ~  Reporis ~

Redbourne Family Day Care

B Account Settings

& Site Settings

B Parent Portal Permissions
& Approvals

B Users/Personnel

[l Reports

B Email Logs

My Profile (wendy)
@Log off

You will need to navigate to the Email Templates tab.

»"" Redbourne Family Day Care -Site2  Child Care ~  Processing ~  Reports =

HOME SETUP

SETUP

Areas  Field Workers Banks = Reminder Categories  Child Needs ~ InService TraMgg Roles = Groups  Subsidy Schemes  Public Holidays ~ Deduction Categories  Levies

Family Contact Types Rooms  Billing Pericds  Priority of Access  Rounding  Email Templates

Displaying 0 out of 0 © Create Email Template

If you would like to create a new template, click Create New Template.
You will then need to enter the following details:

Name - Give the template a name that you may identify it by.

Template - Select which report the template is for (Fee Estimate or Statement of
Entitlement).

Subject — The subject of the email.

Body - The email message to be sent.

Helpful Hint:

The buttons underneath the body of the email may be used to prepopulate
details.

E.G. The ‘Guardian Name’ button will insert the name of the guardian you are
emailing. This will appear in the body of the email as {{GuardianName}}.
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Name Template
Fee Estimate - Parents Fee Estimator E‘
Subject

Fee Estimate

Body
EEE a e Bk @@ B I U x x2 =i —
E === 8 %~ A~ | Styes - | Normal ~ | Font ~ | size ~

Hi {{GuardianName}},
Please find attached a fee estimate.
Kind regards,

{{SiteName}}

body p

© Guardian Name ©Educator Name © Site Name

When you have finished, click the ‘Save’ button.
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Issue: | cannot select a template when I'm trying to email a parent.

Why? Templates are created only for specific reports and not from a general email
you are sending to your parents.

Issue: I've emailed out the report and changed the message however, this didn't
update my template.

Why? While you can change the wording per email you send out this will not
update the template itself. If you need to change the wording on a template, follow
the below process:

e Click on the settings cog

e Selectsetup

e Click on the email templates tab
e Find the template

e Click on the edit button

e Make the changes needed

e C(lick save

SETUP
Areas  FisldWorkers  Banks  Educator Reminder Categories | Chid Nesds | Guardian Reminder Categories  In Servios Training  Floles  Groups | Subsidy Schemes | Public Holidays  Deduction Categories | Levies | Family Contact Types | Staff Profiles
Biling Periods  Priority of Access  Founding  Emad Templates ~ BPay Seftings  OMR Scanner Sefiings  1edPAY Setings  redPAY Payment Options | Wait List Priories  Custom Authorisations Wit List Location

ERWSEETEERN © Create Email Template

Template Type
Oniine Enroiment URL
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