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Scheduling Emails in Letter Writer

 
Just like scheduling reports in Report Writer, you can have emails scheduled to send automatically 
using Letter Writer. 
 

 
The process is as simple as creating 
your email in Letter Writer and setting 
the time and frequency for the emails 
to send. 
 
To open Letter Writer, click on Reports 
> Letter Writer in the black menu bar 
across the top of the page. 

 
 
 
This will open the “Letter Template List.” If the “Schedule Emails” link is greyed out and cannot be 
clicked, it means the letter does not have the “Created” filter.  
 

 
 
To add the “Created” filter, click the Edit link next to the letter you would like to schedule. 
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Once you’ve clicked Edit you’ll see the letter template.  
 

Click on the Filter tab and scroll down to find the blue “Created” Filter in the “Available 
Fields” column on the left of the screen. 

 
Drag the  Created filter into the grey box on the right. 
 

 

 
 

Now click Save. 
 
Then Return to Aesop at the top right of the screen. 
 

 

 
 
 
 



 

SCHEDULING AN EMAIL IN LETTER WRITER  |  PAGE 4 of 5 

 

 
 
  

November - ©2012 Frontline Technologies, Inc. 
Confidential - Information in this document should not be distributed unless explicitly authorized. 

 

You’ll notice that the “Schedule Emails” link is now active. 
 
Click the Schedule Emails link. 
 

 
 

 
A window will pop up that 
allows you to configure your 
schedule for the Letter Writer 
email. 
 
Choose which schedule type 
applies. 

 
 
 
Select “Schedule at a specific time” to have Aesop send the email once at the designated time. By 
selecting “Set a recurring schedule,” you may choose the time and frequency that the email will be 
sent. 
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In this example, we chose to set a 
recurring schedule for our Letter Writer 
email. 
 
Once you’ve chosen the schedule type, 
you may choose a start (and end) date 
and time as well as the frequency at 
which you’d like the email sent. 
 
Click Run to save the scheduled Letter 
Writer email. 
 
Once you’ve saved the schedule, you’ll 
be taken to the schedule summary page. 
Here you can edit the schedule by 
clicking the pencil icon, or delete the 
schedule by clicking the trash can icon. 
 

 

 
 

 
If you have navigated away from this page, you can 
find it away by going to Reports > Scheduled Reports 
in the black menu bar at the top of the page. 
 
Or, open the Letter Writer templates page again and 
you’ll see a calendar/clock icon next to letters that 
have schedules. Click the icon to see details, edit, or 
delete a schedule. 

 
 
 
 
 
 

 
 

 


