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BPOS has a powerful email and texting features.

Communications — Editing Email/Text Templates
AV REF #701

The email / texting features contain a number of templates you can choose from. You
can choose to use the templates as-is, or you can make edits to your system’s email

and texting templates.

1. Click on Views = Administration & Utilities = Store = View/Edit Email

Templates.

2. Find the Email/Text Template you want to edit. Right-click and you will see
options to Add a Template, Edit Template or Delete A Template. Select Edit

Template.

File Views Inventory Workstation Store Corporate Ulilities Links Set Store Help

View/Edit Email Templates

Type Title
USER-DEFINED GENERA| Ejit Template... 'ssage
USER-DEFINED NOT REA ur %V
USER-DEFINED OFFER ~~ial C
USER-DEFINED PLEASE s Temslete Edit Template ion
USER-DEFINED READY -\ ur %V
USER-DEFINED RECOMM Delete Temp|ate5___ ur %V
USER-DEFINED THANKS anks F
SYSTEM APPT-CC pointm
SYSTEM APPT-RE Save as PDF Ctrl+Shift+P |pointm
SYSTEM SEND-IN ur Afta
SYSTEM SEND-PC Save as PDF (Printer-Friendly) Alt+Shift+P |ached
SYSTEM SEND-QU ur Afta
SYSTEM SEND-RE Save as CSV Ctrl+Alt+P  ached
SYSTEM SEND-STrvremwmsies our Afta
SYSTEM SEND-TRANSFER |Aﬂached

3. Make your edits as needed. You can edit the Title, the Subject, Text Body and

Email Body.

The “Text Body” is what is sent out when you send text messages.

The “Email Body” is what is sent out when you send emails.
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4. To make the texts and emails customer-specific, you will use the Symbols that
begin and end with a % sign. These symbols tell the program to pull the
customer’s vehicle, name, your business name, etc and insert them directly into
the text or email. For example, to let the customer know information about the
vehicle they have dropped off, you would type %VEH% in the spot the
customer’s vehicle would need to go in your message.

For more help with the various available %Symbols% and what they actually
mean, you can click on the Symbol Help button:

3 Edit Email Templates @
AL GAREADY -VEHICLE

Subject YourI%VEH%I\S ready

YQUR %VEH% IS READY TO BE PICKED UP. i

Text Body

Dear %CUST%, i

Yourf%VEH%|is ready to be picked up. Please contact us if you will be delayed.

Regards,

Thank You

o 0
Email Body % Bl %

Flags

IH Save] [Cance\ IISy mbol Help ]l Suggest Help ]

5. When you are finished with your edits, click Save at the bottom.

To test your email templates...from the Sales Counter, you can add your email to

the store’s CASH ACCOUNT. You can then select SEND EMAIL / TEXT to test your
email and text templates.

File Views Appointments Tickets Inventory Customers Confacts Veh VSR Suppliers Links SetStore Help
- " P -

| 4 & & L & MR & R
Clear RESET | Appt | Tickets Fetch# Last Add/Edit | Inventory | Customers History Contacts | Vi

ehicles History VSR | CARFAX | ServiceCAT VSOC Inspection | ATD TCi Carroll
‘STORE NAME: MAVERICK TOAS #3
CUSTOMER: CASH CUSTOMER [300001] VEHICLE: STORE:3

[;}j Contacts Lookup

(O)Last Four (@) Customer# (_)Phone () EmailOther

Search Key

50 v

Find  Copy Phone/Email |Clear All For Customer | Suggest Help

Cust# Customer Name Short Name Type | Prioily Has Alerts? | Phone/Email EXT Comments Last |
300001 CASH CUSTOMER CASH

| EMAIL  Primary NO |sales@aasys com | | Loz

Right click the tabl see options...

Select Contact Add New Send EmailText Cancel Conlacts Help
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You can select each template you want to perform a test send on.

Send Email

X

From: ‘Maverick Tires Oil & Auto Service<maverickioas@gmail.com> V‘ SIGNATURE ON FILE Attachements

To: CASH CUSTOMER=<sales@aasys.com=

0
0
ENEINE]

Templates: Select Optional Template... (®Email () Text
Subject: Select Optional Template . |

<

ADDITIONAL REPAIRS
GENERAL MESSAGE 2
NOT READY-VEHICLE
OFFER

PLEASE CALL
READY-VEHICLE
RECOMMENDED + QUOTE v




