Create Custom Email Templates
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This guide provides a simple process for creating custom email templates, helping
you improve communication, ensure consistency, and streamline your workflow.
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2  Select "System".
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3  Select "Custom Emails".
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System Properties

System Settings

General, Printing, efc.

User Logins

Usemname, Password, etc.

School Years
Start Date, End Date, etc

Custom Fields

Create and Manage Custom Fields

User Roles

Administrator, Technician, efc.

SMTP Configurations

Gmail, Office 365, etc

User Groups

Adminisirators, Technicians, etc

Rules

‘System events and rules for tasks, email, efc

Email Groups

Student Changes, Asset Changes, etc.

Custom Emails

Customize your emails




4  Use the "Edit" button to edit an existing email template.
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5  Select the "Add New" button to create a new email template.
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6  Enter the "Name" of your new template.
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7  Enter the "Subject" for the email.
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8  Enter a "Description” of the email template.
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9 Typeinthe "Body" of your email.
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10 Select the "Save" button.
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11 The email template is now available to be used on Rules and other functions in the
software.
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