reckend

The leader in property software

How to Change Owner Statement and Creditor Email Text

Overview

When emailing owner statements (in bulk) and creditor correspondence (remittances, quote and work
order requests) the emails are sent automatically through REST. The outgoing email text can be
customised so that a message will appear in the body of the email to suit your needs. Otherwise a default
message will appear.

NOTE: This configuration is for emailing owner statements using REST and will not change the text/email if
sent using fileSMART.

This document will cover:

¢ How to Change Owner Statement Email Text
¢ How to Change Creditor Remittances, Quote and Work Order Email Text

How to Change Owner Statement Email Text

The owner statement email text is configured in the REST company details. Once completed, this outgoing
email will be sent whenever sending out Owner Statements via email and will remain the same until the
next time it is changed.

1. Go to Other > Utilities > Company Details
2. Select the Defaults tab
3. Under Edit text files choose Owner statement email text
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4. Select Edit - This will open a Notepad document

5. If this is the first time the Owner statement email text has been used, the following message

will appear.

Notepad

]- Cannot find the C\REST\DATABASE\DATA\EmailOwnerstat. b file.

Do you want to create a new file?

S|

Yes ] ‘ No ] | Cancel




6. Select Yes

7. Type in the message that you would like to include on the outgoing email

File Edit Formast View Help
rlease find attached a copy of your mOST recCent owner sTaTement.

should you hawe amy queries concerning your statement, please feel free to contact your Property manager directly.
Thank you and Kind Regards,
Rockend |

LaG, Cal®

8. Go to File > Save

of YOuUr sost recent Owner STATSRENT.

o3 concerning your statement, please feel free to contact your Property Manager directly.

9. Go to File > Exit
10. Click OK-F12 on the company details screen

Example of owner email

To:
Cc

Support

Subject: AFFLECK Rent Stztement from Rockend Real Estate

-] Message ‘ @] Statement.pof (39 KB)

Please find attached a copy of your most recent owner statement.

Should you have any queries concerming your statement, please feel free to contact your Property Manager directly

Thank you and Kind Regards,
Rockend

The sttsched file isin Adobe Acrobat PDF format. If you are unable to view this file, the Acrobat Resder can be from

adobe.com

[ &1

NOTE: At any time the outgoing email text can be edited by following the steps above and saving the
document.




How to Change Creditor Remittances, Quote and Work Order Email
Text

As with owner statements, outgoing emails for creditors can also be configured separately for creditor
remittances, quote requests and work orders.

1. Go to Other > Utilities > Company Details
2. Select the Defaults tab
3. Under Edit text files choose either:

¢ Creditor quote email text or
¢ Creditor work order email text or
e Creditor remittance email text
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4. Select Edit - This will open a Notepad document
5. If this is the first time the Owner statement email text has been used, the following message will

appear




MNotepad

_I_\ Cannot find the C:\REST\DATABASE\DATA\EmailWorkOrder.t«t file.

Do you want to create a new file?

Yes I | No ‘ { Cancel

6. Select YES
7. Type in the message that you would like to include on the outgoing email

| EmailWorkOder - Notepad [E=EE=EE=

File Edit Format View Help

Please find attached work order, please ensure that authorisation Timits are confirmed and contact the relevant Property Manager should work exceed these limits.
a171 dinvoices are required to be received by the 25th of the month to ensure prompt paymert.

Thank you and kind regards,
rockend

8. Go to File > Save
9. Go to File > Exit
10. Click OK-F12 to the company details screen

Example of creditor email

To: Support
Co
Subject: Work Order for 34 Archer Street ANMANDALE N5W 2033 from Rockend Real Estate

| Messags | E]V\'Orkﬂrdef_UDUUUUUST.DOf 9 KB

Flease find attached work order, please ensure that sutherisation limits are confirmed and contact the relevant Property Manager should work exceed these limits.
All invoices are required to be received by the 25th of the menth to ensure prompt payment.

Thank you and Kind Regards,
Rockend

11. When issuing a quote request or work order to the creditor, you will need to ensure the option of
‘Print & Email’ is selected, if the quote request or work order is previewed and then emailed using
A
the icon, the work order will be sent via the outlook profile on the PC and will not include the
creditor email text
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NOTE: At any time the outgoing email text can be edited by following the steps above and saving the
document.
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