Creating an Email Template based on a Document Template
Instead of creating an email template you can create a word Template and select the word template when creating the email.
Using this method
· You can use RF codes and Merge Fields
· You cannot create mailing labels at the same time as creating an email. Therefor you will need to ensure recipients requiring a hard copy are marked as such in their creditor page.
· Style templates and scanned signatures will not populate on the end email and may cause an error
· Can attach documents to be sent via email
· Can edit the category, Message subject, and body of the email.
· [bookmark: _GoBack]The job name is auto populated in the Message subject box along with the template name, which you may want to remove or edit.
Create the word template
1. Create a word template. Complete the details, data source etc. eg of content.
* If you use This Datasource and select <User defined> the email we produce the document in the body of the letter and also include it as an attachment to the email. You will need to untick the attachment.
If you select a datasource, Eg creditors, the email will be produced with the document in the body of the letter but with no attachment which I assume is the preferred.
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Prepare email
1. From Circulars and Mailing select Electronic Message Wizard -> Email Template
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2. Using the Search tab click on the drop down as highlighted and select Word Template.
3. Search for your email document by entering a keyword. Double click on the document and it will appear in the Selected templates box.    Click Next
[image: C:\Users\LYNSTA~1\AppData\Local\Temp\SNAGHTMLeeba32.PNG]
4. Choose your options. NB. As you cannot run labels using this option select Electronic message to recipients -> choose option.
5. Recipients listed here are based on the data source you selected in the word template and the options you selected on the previous screen.   Click next
6. Recipients name and email address list.  Click next
7. RF codes used in the document and how they will produce. Edit if necessary.  Click next
8. Your message has populated. Review the Doc Man Category, Message subject etc
9. You will note your RF codes have populated but your merge fields have not. Preview the email and you will see the merge fields populate for each email. 
10. Attach the document(s) to be included in the email.  Click next
11. Tick create a recipient’s report… Click Finish
12. Click on the message tab
Send the Message
1. You can right hand click on the message in Document Management and select Send which will take you to the Message tab.
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2. Or you can click on Messages tab from the main dashboard. Filter the status to Not Sent if need be. 
a) Tick the message to be sent and click on Send 1 message
[image: ]
b) Confirm the Actions and click send
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Your message will now appear in the Status – Messages sent
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[RF_ADMIN_NAME] [RF_ADMIN_APPT_SUFFIX]
A.C.N. [RF_ACN] (“the Company”)
[RF_Appointee_Advice_Clause_Long_Date].

Please find attached Circular to Creditors

Should you have any queries in relation to the above, please do not hesitate to contact
[RF_CURRENTUSER_NAME] of [RF_APPOINTEE_MY_OUR] office.




image2.png
WL [ ee—— yw—— v

@ o) Letterpacks »
§ Documents »

Forms »

Labels and Envelopes »

Manage Document Templates

Document Production Wizard

Electronic Message Wizard »

Mailing Labels - Avery L7163 (7x 2)

Untitled

Initial information for Creditors CL

Form Letter to Creditors - Notification of Appointment

Letter to Employee - Calculation of Entitlements - TIG

Circular to Creditors Portal Registration

Letter and F537

Form 537 - Rejection of Proof of Debt

Form 537 - Rejection of Proof of Debt LS.dotm

F537 Is Reject POD

:





image3.png
(%) New Message - O %
HFile
- e | enirn
Description Category ~
= B2 11901 - Sheriff - Initial notification - TIG General\Appointment
&[] 11902-LTR -Post - Mai redirection v1_1 ARITA\Advising Parties
H hﬂlzm-LTR-&:dm-Mr:pmmﬁﬁmﬁmiiﬁdvl_z ARITA\Creditors
-, [:] 12105 - Authorities - Initial notification - TIG General\Appointment
£ @] 12111(CL) - Creditors Initial notification v1_2 - TIG Creditors\Appointment
S [ 12111 (lig) -LTR - Credtors - Initial notfication v1_2 ARITA
o [ 12303 - LTR - Receivers or MIP - Initial Notification ARITA\Appointment
S g 12601 - Secued Party - PSR initial notification to secured )
H B rterest holder - general -TIG General\Appointment
u& Emzl-lim-kmvasum-nhdmhﬁﬁmaﬂrewt ARITA\Creditors
& _
S 212611 (Lig) - LTR - Secured party - PPSR initial notice to
5 B sibstantial holder of security interests v1_1 ARTTA\Crediors\Seaxred
72 12615 (Liq) - LTR - Secured creditors PPSR leases - disdaim
O] rerous property vi_1 ARITA\Creditors\Secured
Eglgl-ﬂk-ldm-hndmhmmm ARITA\Advising Parti
=) 15102 - Request of books and records and notice - Co eI A bt v
4 x
OHep |~ Cancel Next >

TEMPLATES are being displayed for




image4.png
Full Name:  [Test Job CL Status: | Active -]
start: [o/08/2016 |...

b Type: | Court Liquidation -] End: |

Short Name: |ZZTEST

General Corporate Financials DocumentManagement Messages Tasks

Search & X Folders

Keywords

[ ] Correspondence
(] cREDITORS

Document Type du -

[ <All Types> M odgemen
(J Transactions

Created By From To

[ <All Users> M - -

Authorised By From To

[ <All Users> M - -

SentBy From To

[<nm> - S .

| @ Clear search [ 83 search Now

1%

=) (] ZZTEST (C:\MYOB INSOLVENCY\MYOB Insol dien...

(&]0%]

Name /
|2 TEST ATO Appointment Cessation Form - TIG_20170503_17_03

|=] TEsT ATO Appointment Cessation Form - TIG_20170504_16_09

|2 TEST ATO Appointment Cessation Form - TIG_20170504_16_21

|] TEST ATO Appointment Cessation Form - TIG_20170504_16_23

|£] TEST ATO Appointment Cessation Form - TIG_20170504_16_31

|5 TEST ATO Appointment Cessation Form - TIG_20170504_16_42

2 Test Job CL (In Liquidation) - Form Letter to Creditors - Notification of App...
|=] Test 30b CL (in Liquidation) - Form Letter to Creditors - Notification of App...
2 Test Job CL (In Liquidation) - Initial information for Creditors CL

|=] Test 30b CL (in Liquidation) - Initial information for Creditors CL_10_30_Rec...





image5.png
~| Job: ZZTEST (1002) Help
Full Name: |Test Job CL Status: | Active "
Short Name: |ZZTEST Start: |9/08/2016 H
JobType: | Court Liquidation [+ End: ]
General Corporate Finandals Document Management Tasks
Type: |Messages EIectmnl(Mzssagz\M

Status Sent Recipients ¢ Attachments

) rsub(lnumdalm) -TIG - Initial Notice to Creditors CVL_1 nzlumu Not Sent N/A 1Recps [] @ 7Documents
(3 Test Job (In Liquidation) - 17601 - Banks - Initial Notification - TIG 08/12/2017 Not Sent N/A 19Recps I
3 Test Job CL (In Liquidation) - Form Letter to Creditors - Notification of Appointment 12/04/2018 Not Sent N/A 1Recdps [] @ 1Document
{3 Test Job CL (In Liquidation) - Initial information for Creditors CL 12/04/2018 Not Sent N/A 1Redps EI
3 [RF_ADMIN_NAME] [RF_ADMIN_APPT_SUFFIX] 12/04/2018 Not Sent NJA 1Recips




