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INTRODUCTION

This user guide will walk you through how to setup email feature within eftsure menu. This feature
will allow user to send reminder email directly from D365 to vendors.

Note: this setup should only be done by D365 & eftsure system administrator.

ACCESSIBLE

Direct email feature can be accessed via eftsure main menu.
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EMAIL BODY (SNIPPETS)

This section will clarify how to setup email body in Parameters > Snippets.




User can create new template using standard New button. Sample email can be selected from
Templates drop down list and content of the template can also be edited.
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Parameters for eftsure

To edit the template, user can use left hand side window to edit the text and format, preview will be
shown on the right hand side.

Set HTML for Template (HTML Compatible)

Note: below are the available placeholders which can be used for editing email body.

%CompanyName%, %DataArea%, %DefaultBankAccount_AccountNum%,
%DefaultBankAccount_AccountNumXXX%, %DefaultBankAccount_RegistrationNum%,




%FirstName%, %LastName%, %Message%, Y%portalURL%, %UserEmail%, %UserName%,
%VATNum%, %VendorAccount%, %VendorName%

EMAIL TEMPLATE

The next step is to setup default email note which is linked to email ID.

Please ensure to have %Message% at the end of the email if you wish to see the email body which
is setup in Snippets.

This is an automated message from https://eftsure.com.au/
Please do not reply.

%Message%

EMAIL ID

User can setup email ID from Organisation administration > Setup > Organisation email
templates.

Finance and Operations Preview Orgarisation administration » Setup » Organisation email templates

e s Expand all B Collapse all
Fleet management > Workspaces > Enquiries and reports
General ledger Session date and time > Periodic

Select currency
Human resources Y ' Setup

> Number sequences

Inventory management | Organisation email templates

* Organisations Network printers

Landed cost

Legal entities * Financial reasons
Leave and absence X X
Operating units Bar codes
Master planning Position hierarchy Default descriptions
| Organisation Organisation hierarchies Electronic document parameters
AUMUIE auon Organisation hierarchy purposes > Activities
Payroll Teams
> Cases
Procurement and sourcing Internal organisations
> Categories
Product information > Global address book
management
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> Resources Electronic signature

If there is no existing email ID, user can create new one dedicated to eftsure only.



% Organisation email templates
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#  Organisation email templates
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To include a default message for the email, user can use Edit button.

Email message content

- New [l Delete | Edit
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New window will pop up allow user to Import and Upload the saved html template.

Standard view

Upload email template

Cancel

Select email template which was created in previous step Email Template.

v A > This PC > Local Disk (C) > Users > Public > Public Documents
|
Org New folder =
£ Home Name Jate modified Type
| Gallery I | email template 7/05/2024 9:36 PM ™ File

. Upload email template for review.
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Standard view

Upload email template

Specify email template by uploading appropriate HTML content

Upload email template
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Html body of the em

This is an automated message from https://demo.eftsurenet/
Please do not reply.

%Message%

EMAIL FORM

Once all of the above steps have been setup correctly, to use the direct email function, please
navigate to eftsure main menu from Accessible section.

User can select Snippets template which was setup previously. The message can also be edited on
the left hand side.
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Existing email available in vendor master will be auto populated in email section, user can also add
additional email address, once selected, all email addresses will be shown in the preview window
under To section.
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Email ID which was setup in previous section can also be selected from the drop down list.
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If there’s a default message linked to selected email ID, it will appears in the preview window with
the snippet email message.

User can edit the snippet email message as required on the left window.
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Once all information has been reviewed, user can click Send button to send email directly from D365
to Vendor.

EMAIL HISTORY

User can review the history of all email which have been sent via Batch email sending status.
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M you have any query, please contact AP@gmail com

The following placeholders are svalable
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“DofsultBankAccount RegistrationNum'h, &FrstNamet, lastamet, %Messaged. %poralURLS, KUsorEmail,
H6lserhiameds, ¥VATNum®, SvendorAceount’é, WVendorNamet

*  Standard view -
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