HTML Editor

(Y Wed, Jan 17,2024 mm Common Practices

The HTML Editor allows Users to make amendments to, or to simply view, existing Email Templates within the
system. To access the HTML Editor, got to the "Template Configuration" button within the System tab and
select an Email or SMS to configure. Here is an example of what the HTML Editor looks like:
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Dear SirflMadam of «Contractor Namex»
This is an automated e-mail sent on behalf of «Management Company» Please do not reply.

«Management Company» requires you to carry out the following works, please see below details of
requirement, timescales far attendance and building for the works scheduled to take place:

Work Order Details

Work Order Number: |«Ty'pe Of Work Order» «\Work Order Numbers
Building Number: «Building Number»
Building Name: «Building Name» («Client») «Building Suffix»
Building Address: |«Bui|ding Address»
Raised By: «Callers
Work Area: «Work Order Type»
Work Description: |aW0rk Description»
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The editor is broken up into 4 tabs, each of which contain different tools to help with configuring the template.
These are:

- Home - This is the main tab that will be used and it contains the font and text settings of the
template along with the typical Copy, Cut and Paste options.
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- File - This tab contains typical File options such as "Save", "Save As" and "Open". It is also
possible to recreate the current template from here.

Powred by PHPKB (Knowledge Base Software)



https://ostarasystems.knowledgebase.co/category.php?id=89
https://www.knowledgebase-script.com

File Home Insert Data

DEEWE &8 8 -

MNew Open.. Save SawveAs..  Print  Print | Visual
Preview || Design

File Print Design

- Insert - This tab is used to insert specific objects into the template, such as hyperlinks.
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- Data - This tab contains the data fields that are included in all the emails/SMS messages. These
are used to display specific data, such as the Client or Work Order Number, within the email when it
is sent. It is also possible to view a preview of what the email will look like here.
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Note: When previewing an email/SMS, the data shown in the preview may not show exactly what is
selected. For example, when previewing the Notification email/SMS, the system will randomly select
a Notification from the Work Order meaning the data may differ each time it is previewed. This does
not affect the actual email/SMS that would be sent.

The entire contents of the email can be amended as the User sees fit. Once these changes have been
made, closing the HTML Editor will display a message asking the User if they would like to save the new

template. If so, click "Yes" and this will replace the current template, for the selected email, with the
newly created one. Otherwise, click "No".
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