Template Configuration Introduction

™ Fri, May 3, 2024 W System, Template Configuration

Different emails and SMS messages are used throughout the system and provide information to a variety of
Users. If, however, the details in these emails is not quite correct or needs modifying then this can be done
using the Template Configuration menu.

From the Template Configuration menu, there are three main areas that house the different the emails/SMS":
- Email - Contains all emails used in the system

- Email XML - Contains all emails that are sent with an XML attachment

- SMS - Contains all areas where an SMS message is sent

To configure a template, Ostara uses it's own HTML Editor.

Using the Core Data > System > Template Configuration Menu, choose the language you wish to edit
templates for:
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This will open the Template Configuration screen:

Powred by PHPKB (Knowledge Base Software)



https://ostarasystems.knowledgebase.co/category.php?id=3
https://ostarasystems.knowledgebase.co/category.php?id=6
https://www.knowledgebase-script.com

Template Configuration

Email -
- [+ Buildings

Alert

[] Email Verfication Chase

: . IUnreceipted Punchase Orders Motification

-[«] Contracts
. Contract Renewed
-[] Work Order Cancellation List
--[«] Work Order List
--[«] Work Order List {changes)
-[«] People
-[»] Access Change
--[«] Delegation Changed
--[+] Delegation Removed
- [«] New Delegation
- [] New User
--[] No Reset Pazsword Pemmission
-[*] Password Details
--[+] Reset Password
- [+] Usemame Reminder
. Report
----- [] Ostara System Scheduled Report

. [~] Resources
----- [+] Api End Point Test R

“om

Select the Template you wish to update, and click the Edit button in the top right of this window:
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The Edit Email Template Dialog box will appear. From here you can edit the Subject of the email - and to add
placeholders in the subject refer to the "Subject Fields" section. By adding the relevant number inbetween two
~ symbols, the subject will dynamically update with the relevant field. For example, entering ~3~ in the

Subject line will insert the Work Order Number into the Subject when the email is sent.

Edit Email Template

Subject ~80~ ~5~ ~2~ Work Order ~3~ Attendance: ~20~
Receiver can reply? o
Subject Fields Work Order, Work Description = 11 A

Work Order, Work Order Mumber = 3
Work Order, Work COrder Priority = 118

Work Order, Work Crder Type = 10
Werrlr Order Fuent Fuent Matee — 137

Email Template Dear SirfMadam of
«Contractor Name»,

This is an automated e-mail sent
on behalf of

«Management Company=s.
«Reply Instructions».

«Management Company»
requires you to carry out the v
followina works. please see below

Edit Email Template...

Cancel

To edit the body of the email, click the "Edit Email Template..." button. This will bring up the main Email editor

screen:
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Dear Sir/Madam of «Contractor Name»,

This is an automated e-mail sent on behalf of «Management Company».«Reply Instructions=.

«Management Companys» requires you to carry out the following works, please see below details of requirement, timescales for attendance and building for the works

scheduled to take place

\Work Order Details

Work Order Number:

«Type Of Work Order» «Work Order Number»

Building Number|

«Building Numbers»

Building Name:

«Building Name» («Client Name») «Building Suffix»

Building Address:

«Building Address»

Raised By:

«Callers»

Work Area

«Work Order Type»

Work Description:

«Work Description»

Symptom:

«Reported Faults

Code/Quantity:

«Code Quantity»

Reason Code:

«Reason For Fault»

Asset(s)

«Asset»

Location;|

«Location»

Notes|

«Notes»

RFI-

«Rfi Answers»

|Attendance Details

Assigned date/time;]

«Today (with time)»

V]

Accent Works and Confirm ETA]

& Edit Email Template...

|Bv Contactina the Helodesk or Undatina the Portal

cAPS [NUM:

From here, you can edit the text and layout of the email. If you want to edit the tables in the email, some

knowledge of HTML may be required, but changing wording and adding text before and after tables is

possible in this view.

If you want to add placeholders from fields in the system, right click on the email at the position you'd like to

add the placeholder and under "Custom Fields" choose the relevant field. This will be input in double angle

brackets as can be seen above.
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. " . . £
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Symptom||«Reported Fault» Management Company > Building Contacts
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leason Code |[«Reason For Fault» Resource b e T
Asset(s) | «Asset» URL b Hazard Notes
Location:||«Location» Work Order b Height Restriction
Notes ||«Notes» Work Order Event » Listed Building
RFlZ”{{ Rfl Answers» Name
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Motes
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Once all the necessary changes have been made, close the Email editor window, ensuring you click all
prompts to save the updates, then click OK, and Save to commit the changes to the template. All changes will

be effective immediately.
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