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Email templates
Creating a template
1. Go to SETTINGS – EMAIL TEMPLATES.
[image: ]
2. Create a new template – possibly by copying one of the existing ones as a starting point.
3. Click the “Merge Fields” icon marked with the arrow. 
[image: ]

This allows you to insert information, which automatically will merge with user specific information such as 
· Name
· Course
· Date and time of course 
· Etc.
Hence all recipients will see their specific name, course and information in their email.

Editing a template
Email templates can be edited via the menu described above.
You can also go to MESSAGES, create a new message and “save” the edited template or create a new template by clicking “save as”. 
[image: ]

If you select a recipient, you can see the email with the correctly filled in information under “preview”.
[bookmark: _GoBack]
2

image1.png
Course (-]

Course
Course types

Payments

Accounting

intnumbers

Master data

Activity
Cancellation cause
Contacttypes
Department
De-registration reason
Email template
Holidays

Instrument type

Job code

Postal code
Publishing types
Reason for absence
Relationtype

Rights

Type of school
Usertype

Wating st type

Discount
Payment category.
Paymentiunctions
Payment rate
‘Specifcations
Tuition fee

Music archive

Genre

Level
Language
Type

System

Settings
Menu

Log

System functions
‘Saved sorings
Message overview

(Re)Registration

(Re)Registration
Registration fields
Registration tree

Course constraints

School year

Master data
Handiing

Start page




image2.png
Name of template

Subject
Readonly
s
Elsource (] & & T8 ©E® @ HBEE B I U»xx

SGarP BOoEES0E®

Styes - | Format - | Font -





image3.png
Preview Download as ~

recpiens [ svs

Emil emplte

From:

==

BRB@ > BE(EIB I U
EaP BOoE=Ed028
- | sze - | A &

WMe: (info@speedware.k)

Subject:

Elsource |0 B & @





image4.jpg
Speedadmin




