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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.

Security Reports Extract / Import Help

The process is as simple as creating
your email in Letter Writer and setting
the time and frequency for the emails
to send.

Absence
Employee
Substitutes

Letters

Recording Instructions To open Letter Writer, click on Reports
Report Writer > Letter Writer in the black menu bar
| Scheduled Reports across the top of the page.

Letter Writer

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.
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Letter Template List

Created Date

From: To: Access:
f‘T— ﬁ— All E Submit
Employee Information ( create New )
Name Access Created Created By Last Run # Runs
Edit
Run with new filters
Employee Welcome 5 y 5 AL
Lottar Tomblota g 7/7/2010 1:56 PM Nav. Super User 7/7/2010 1:57 PM 1 Print Letters ﬂ

s Email Letters

Schedule Emails
Use as template
Run with new filters

System o] Print Letters

Email Letters
Schedule Emails

Employee Welcome Q 7/26/2012 4:06
Letter Template PM

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.

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

Employee Information
Letter Template Name: Employee Welcome Letter Template [ Save | [ Preview Letter

Letter Configuration Email Parameters
Available Fields Letter Template  IEITL])

Budget Code (F)g | » [Field

Budget Code External ID (/)4

Can Assign ®.|.

Can Cancel Absence O+ |:

Can Hold Absence O+ l

Can Hold Absence Until (F )

Can Upload Files (F )

Created Created O+

e Now click Save.

o Then Return to Aesop at the top right of the screen.

b1 Template ° Return To Aesop

[ISave as New i Private @ Published ) Public

ler Template 0] Save ] ] Preview Letter] ] View Recipients ] ] Print Letter] ] Email Letter] ] Cancel ]
heters

Letter Template

Field

Created Start: g Day(s) | ¥ | before today = | End: g Day(s) |*| before today [ * | Aﬂ :

o Relative  Fixed o Relative  Fixed e
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You'll notice that the “Schedule Emails” link is now active.

Click the Schedule Emails link.
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Letter Template List

Created Date

From: To: Access:
o o Al [=]
Employee Information ( Create New )
Name Access Created Created By Last Run # Runs
Edit
Run with new filters
Employee Welcome 7/7/2010 1:56 . i ————
[ ] L Nav. Super User  7/7/2010 1:57 PM 1 Print Letters it

Email Letters

Schedule Emails k

Use as template

Run with new filters
System 0 Print Letters

Email Letters

Schedule Emails

Employee Welcome D 7/26/2012 4:06
Letter Template PM

AeSup REPORTWriter Schedule Letters A window will pop up that
allows you to configure your
schedule for the Letter Writer
| want to run the report right away. email.

Let me know when the report is ready
21 Schedule at a specific time
) Set a recurring schedule

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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| want to run the report right away.

Let me know when the report is ready
2 Schedule at a specific time
@ Set a recurring schedule k

Start: é _

11/19/2012 Fi 02:06 PM

Recur
@ Daily = Weekly = Monthly

Every day

End:

AeSOPREPORTwrite!' Schedule Letters

(This schedule will use 5 of 15 remaining points)

=
X% (leave blank for indefinite end)

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

Name

Employee Welcome Letter
Template

Type

Employee Information

CREATE ABSEMNCE CREATE VACANCY ABSENCE MODIFY DAILY REPORT VERITIME SCHOOL

Scheduled Reports for Employee Welcome Letter Template (show all report schedules)

Schedule: 2:06 PM Every 1 day(s) starting 11/19/2012 and ending 2/22/2013

02/22/2013 T .1
clicking the pencil icon, or delete the
(Ren ) [Gancel schedule by clicking the trash can icon.
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Letter Scheduled By Most Recent Run Points Delivery
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¥ Nav. Super User 5

Reports
Absence
Employee
Substitutes

Letters

Recording
Instructions

Report Writer
Scheduled Reports

Letter Writer

Extract / Import

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.

Edit
o Run with new filters
2012 2:07 PM 3 ) Print Letters ﬂ‘

Email L etters
Scheduls Emails
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