-~ Simplicity Software Technologies Inc.
Presents

Setting Up the Auto E-mail




The following items will be discussed:

Finding Your Existing E-Mail Settings in Outlook.
Setting Up Maintenance Coordinator for E-Mail use.
Setting Up a Work Order for Auto E-Mail use.
Setting Up and Using the Auto E-Mailer module.



~ Finding Your Existing Settings In Microsoft
Outlook

Tools | Acktions  Help

Send/Receive 3
Find -
L AddressBook,..  Crl+Shift+g | Open or run Microsoft
| %Y Organize OutIOOk
) Rules and lerts... Open the Tools menu and
Malbog Cleancp : select the “E-Mail

@ Empty "Deleted Ikems" Folder %
Accounts...” option

Forms |
Macro 3
Speech

E-mail Accounts. ..

Cuskomize. ..

Dptions. ..




E-mail Accounts

Finding Your Existing Settings In Microsoft
Outlook

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(") Add a new e-mail account

{(¥)¥iew or change existing e-mail accounts!

Directory

() Add a new direckory or address book
() Yiew or change existing directaries or address books

* When the E-Mail
Account dialog
opens, select the
“View or change
existing e-mail
accounts” option.

* Click Next

< Back Mexk = ] [
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m Your Existing Settings In Microsoft
Outlook

E-mail Accounts

%)

E-mail Accounts

You can select an account and change its sektings ar remove it. o NeXt SeleCt an
Cutlook processes e-mail for these accounts in the Following order: eXiSting account
sl o — from those listed.

POPISMTP (Default)
Remove ® CliCl( On the

“Change...
button.

o, charker, net

{i

Deliver new e-mail to the Following location:

Personal Folders b | [ Mew Cutlook Data File, .,

< Back ][ Finish ][ Cancel
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mg Your Existing Settings In Microsoft
Outlook

e e s

Internet E-mail Settings (POP3) information for use
Each of these setkings are required ko gek vour e-mail account warking, With Maintenance

User Information Server Information Coordlnator
Your Marme: John Doe Incoming mail server (POP3Y | pop, charter.net
E-mail Address: | jdoei@charter.net | Qutgaing mail server (SMTPY: | orbp, charter.net
Your Name
Logon Information Teskt Settings E M .
-Mail Address
User Marme: jdoe After filling out the infarmation on this screen, we
recommend wou kesk vour account by clicking the O . -l
Passwaord: Aekrpokkok butkon below. (Requires network connection]) uthIHg Imall server

Remember passward

(SMTP)

Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication (SPA)
Click the Cancel

button.

< Back ” Mexk = ][ Cancel ]




Setting Up Maintenance Coordinator

& Simplicity Software Technologies Inc. - [MAIN MENU]

: Fle | admin | Modules  Help - ® Start Maintenance

Users Accounts 5
DINATOR Coordinator

Main Program Setkings

Databases 3 .

Mew Databases g “Whork, Orders ® Open the Admln

futo Wark Orders Emailer menu and Select
Contacts and Wendors the « Program

Took Database Settings..” option.

=
~

Parts and [nventary

IIIIIII

Import - Expart Module Furchasing + Receiving

o ow Bl

Perzonal b anager kechanics + Emplovees

Procedures + Solutions m Reparts and Graphics

Projects Planner

Permitz and Forms M aintenance |zsues Production |ssues

Safety Management Tl Maintenance Services E =it

@k L
%&BN%@




Setting Up Maintenance Coordinator

ﬁ-ﬂ Main Application Settings After the Program
O Conery | [3E#] [Etormepots | (3150 Dacmonts | @HoinDotooees S | Badsm Dtabso ot | Settings dialog
B G B loads, click on the
Outgoba Exnal St (Db han Outock) E-Mail tab.
o T Uncheck the “Use
:ma“ﬁt:d':%i | |idoe@myzerever net OUthOk or
Sy — Outlook Express
for Outgoing Mail”
ﬁ & checkbox




~ Setting Up Maintenance Coordinator

Enter the following
Z‘ﬂ Main Application Settings information jllSt as it

BEompan_l,l JEMaIl @Displa}l!ﬂeports l @ISD Dncumentsl GMain [ atabases Setup l OAdd-Dn Databaze Setup l appeared ln OuthOl(:
[~ Usze Outlook ar Dutlaok, Express for Outgoing b ail
Outgoing E-mail Setup [Dther than Outlook) Your Name
Uszer Information [E-mail From |nformation) E_Mall Address
serHame: Mairtenance Dept Outgoing mail server
E-mail Address:

|idoe@myzerever net (SMTP)

Outgoing mail server (SMTP): |$mt|:|. myserver. net

Server Information

Click on the “OK - Save”

> button.
DK - Save End?gram

MAINTENACE COORDINATOR IS NOW SETUP FOR
E-MAIL USE.



Maintenance Coor:

ator, - [Maintenance Scheduler]

Shortcuts

Scheduler

Options

Ele) iew Wwork Requests

@ Report Wizard

% Complete ‘Work Order

[tJl Ernall‘work Order

Ijﬁj P Groups

‘work Order Resources
Ii__’l Add or Edit Labor

E_A Add or Edit Parts

Instructions

B Edit Safety Instructions
@ Edit Task Instructions
@ Add 5 afety Instructions

ﬁ Add Task Instructions

j Tasks Calendar

‘525 Support Tools

QOO E -

Home Go Work Orders Filters Instructions

df Add New Record
@ Post/Save Changes

Generate Generate by

& Print Record
@ Preyiew Record 3 Find

Maintenance Scheduler

Reports Graphs

2 Eind First

Options ™ @

Tasks Classes == Delete Record
Generate Work Orders Clipboard Records Print Search
Task Description: |New “wark Order Task 1D |Ugg4.72
2 Lookup ] [& Details | @& Instructions | € status |
Sort By ‘ Reference 1D ﬂ Types |AII Types j Status Al Open +| StatDater [ang/2008 J Fiefresh
+- Undefined Class TaskID | D escription | Created | Star &
+ Production Equipment 0703-36 Remaurt propane tank rack 11/26/2007 042790097
+{=) Safety Related 0709-37 Bolts on top dispenser needs tightening | 10/09/2007 04/06/2009
+ Support Equipment 0709-39 Case Palletizer (PALLOO02) Planned hain 09082007 1211072008
0709-40 High Pressure Air Compressor (HIGHOOO( 034 0/2007 04/20/2008
0711-43 Caze Palletizer (PALLOOOZ) Planned Main 1107/2007 040172009
0711-48 Pairit Bill's office 11672007 050472009
0711-50 Hand=on Air Dryer (HANMDOOOO1 ) Plannec 11/23/2007 04/15/2009
0a01-61 Case Palletizer (PALLOOOZ) Planned Main 01/24/2005 041772009
0804-62 Caze Palletizer (PALLOO0DZ) Planned Main 0441772008 05/18/2009
0307-64 Caze Palletizer (PALLODOZ) Planned hiain 07 A 072005 06/25/2009
0811-65 Case Palletizer (PALLODO2) Planned hain 11421 /20058 06/01/2009
0311-66 Case Palletizer (PALLOOOZ) Planned Main 11,/24/2003 040772009
0a01-68 Case Palletizer (PALLOO0Z) Planned hiain 0 A 472009 04012009
0903-70 Case Palletizer (PALLODO2) Planned hiain 0505/2009 0F/01/2009
0904-73 High Pressure Air Compressor (HIGHOOOL 04,24/2009 04/27r2009
0904-74 High Pressure Air Compressor (HIGHOOO! 04/24,/2009 07/27/2009
0905-79 Case Palletizer (PALLOOOZ) Planned Main 054 2/2009 0&/01/2009
0907-100 Hand=on A Dryer (HANDOOOOT ) Planne: 07 £30/2009 08052009
0907101 Hand=on Alr Dryer (HANMDOOOOM ) Planne: 07/30/2009 081252009
0907102 Hand=on Air Dryer (HANDOOOO1 ) Plannec 07 /30,2009 08/19/2008
ZDSD'M 03 Hand=on Ajr Dryer (HANDOOOOM 1 Plannec 07 /30,2009 08/26/2009
< v

iy

0304-72

Setting Up a Work Order for Auto
E-Mail Use

Start the Maintenance
Scheduler module and
perform the following:

Create a new Work Order
document

Move to the Details tab.



m Up a Work Order for Auto
E-Mail Use

B Maintenance Coordinator - [Maintenance Scheduler] g@@
S 2 x| =)\ @O W - Maintenance Scheduler M h P
| rsonnel

ict_hedu'er Home Go Work Orders Filters Instructions Reports Graphs Options ™ @ Ove ‘t.o t e e SO .e

ptions

IS ViewWork R : % '|_::,:_. %Add Mew Record &Erint Record pfind First Asslgnl I Ients Sectlon

E..s") e W0k Requests e — o Cut @ Post/Save Changes @ Preview Record w Find Next

Eﬂ Report Wizard T Tasks Classes V| et 7/ Delete || = Delete Record and add an el I Iployee

Generate Work Orders Clipboard Records Print Search

Complete Woork Order = g
? . Task Description: |Bolts on top dispenser needs tightening Task ID: |o709-37 ﬂ Or meChanlc tO thlS
[ Ermnail \Woark Order .
,O Lookup [ Details l = 1nstruct\ons] Qgtatus ] WOI‘I( Order

[jﬁ:l PM Groups Task Type Scheduling Fiecurring Setup
Date: 10/9/2007 Frequency:
‘“Work Crder Resources |Slandard “whork Order j J Mone -
= Scheduled Stat: A/5/2009 J Every x4 Criteria: 2147433647
IESL Add or Edit Labor Task Priority |'3 -
ScheduledEnd:  [4,/9/2009 [=] [~ Generate New When Done B f d d 2 th
Ii‘g Add or Edit Parts Est DownTime: [ Start Time: 300 &M = w e Ore a lng e
eramatoe i ] employee however
Perzonnel Azsignments tachine Azsignment )

B Edit Safety Instructions
| J “wiork Fequested By |Case Palletizer

& et B S ensure that they have
| Edit Task Instructions | Griags. Fred |PALLOO0Z B . o
| j Riequester E-Ma Select Client/E quipment | a Valld e_mall address
[ Hohn Nelson and Associates Setup in the System.
) i )
thlons] Aﬂach] Audlts] You Can t Send an e_

Clazsification Azsignment Account Azzighment Partz and Labar Aszignments

,,,,, | N . mail to someone that

2y Scheduler EE Edit work Order Pars d ) h Z 1
Froject Azsignment Oesn t a.Ve e_mal .
E Tasks Planner n
|Suppart Equiprent J | J o

j Tasks Calendar Edit "wark Order Labar

'Qb Support Tools

Iﬁ Add Safety Instructions

@ Add Task Instructions

%

0703-37 [




Setting Up a Work Order for Auto
E-Mail Use

B Maintenance Coordinator - [Maintenance Scheduler]

shorkcuts

Scheduler

P ) @0oceow -

Options

EEL Wi work Requests

[ﬂ Report wizard

@ Complete Wark Order

tij Email wWork Order

ﬁﬁj PM Groups

Home Go Work Orders

=] Copy

& Cut
Generate Generate by Paste
Tasks Classes X Delete
Generate Work Orders Clipboard

Maintenance Scheduler

Filters Instructions Beports Graphs
F Add New Record (25 Print Recard 7 Find First
@ Post/Save Changes @ Preview Record » Find Next
= Delete Record
Records Print Search

Options ~ €@

Task Description:

@ Add or Edit Parts

Task Type
‘Wark Order Resources |Standard “whork, Order ﬂ
Ii:_-}l Add or Edit Labor T ask Priority m

Est. Down Time:

Instructions

IV'_;)] Edit Safety Instructions
@ Edit Task Instuctions
@ Add Safety Instructions

ﬁ Add Task Instuctions

Ferzonnel Azsignments

Assignments ¢ Option

Special Fields

<) Scheduler

Field Captions: Field % alues:

[ ]

[ =

|Bo\ts on top dizpenzer needs tightening

,O Lookup Q Details l - 1nstructi0ns] Qﬁgtatus ]

Scheduling
D ate:

107972007 .|
verzns |

Scheduled Start:

Scheduled End:  [4/9/2003 []
Start Time: :00 &AM -
Ending Time: 5:00 P -
‘Work Requested By

|Griggs, Fred J

Fequester E-Mail

| ttach | Audits |

Automnatic Emai

I¥ Use Auto Email Feature

Tasks Planner

j Tasks Calendar

'Qa Support Tools

r Prevent Future Emails for this
‘wiork, Order Only

Task 100 [g7o9-a7

Fecuring Setup

Frequency: ’m
Ewery == Criteria: 2147433647

I Generate Mew ‘When Dane

=

Machine Azsignment

i

|Case Palletizer

[FALLOO0Z

Select Client/E quipment

=
Y
|

Mok Nelsor and Associates

Pt Grouping
™ PM Group Member

| -

Fetrieve Current Schedule

iy

0703-37

Click on the
‘Options” tab near
the bottom of screen.

Place a checkmark in
the “Use Auto Email
Feature” check box.

Remove any checks
in the “Prevent
Future Emails for this

Work Order Only”
check box.



Setting Up a Work Order for Auto
E-Mail Use

B Maintenance Coordinator - [Maintenance Scheduler]

Sharteuts rx "'"l DOoO0O@OE - Maintenance Scheduler - ® Setup your

Scheduler )
Home Go Work Orders Filters Instructions Reports Graphs Options ™ @

Ci?—_:ns ) % = oy | ok Add New Record &5 Print Record 2 Eind First Schedule Start and
E&") iew wfork Rlequests @ Post/Save Changes @ Preview Record » Find Next 4
= Delete Record End Dates for thlS

F.. = X Generate Generate by
ﬁ Report 'Wizard Tasks Classes

Generate Work Orders Clipboard Records Print Search

- T ask Description: |Bolts o top dispenser needs tightening TaskID: 070937 ﬂ WO rl( O rder for
[_j Email work Drder ” ) . -
S Lookup [ Details I [ 1nstructlunsl < status l L 2
il v ows sometime in the

Tazk Type Scheduling Fiecuring Setup

@ Complete "ork Order

Drate: 10/9/2007 Frequency: -
Work Order Resources |Standa|d ‘“whork Order j J MNone f t
= Scheduled Start 4/6/2009 J Every i Criteria 2147483647 u ure .
Ii'!i Add or Edit Labor Task Friority m
Scheduled End: 4/9/2009 J I Generate New 'when Done
IEJA Addor Edit Parts Est Down Time: Stant Tirne: 000 A = i
Instructions el i 500 PM hd
Perzonnel Assignments I achine Aszighment

Ii)j Edit S afety Instructions |

-]
@ Edit Task Instructions | J |Griggs, Fred J FEE H nOW ready fOI' AUtO

Iﬁ Add Safety Instructions Select Client/Equipment |

B rre— __ o This work order is

[Case Palletizer

J Fequester E-kail

‘ Wohin Nelson and Associates E —mail U.Se .

ﬁ Add Task Instructions

th\uns] Aﬂach] Audils]

Clazsification Assignment Account Assighment Partz and Labor Azsignments
,,,,, Color Scheme: | J F

Z) Scheduler EE Edit Work Order Parts o C 1 O S e th e

— Project Assignment
T Pl 5
EE as nner |Support Equipment o

= | ] | savototin | Scheduler.
Support Tools

oy

070337 [




Setting Up the Auto E-Mailer

A Simplicity Software Technologies Inc. - [MAIN MENU] M=1E3
: Fle | admin | Modules  Help
Users Accounts ® From the Maln
Main Pragram Setkings I DINATO R Menu screen Open
Datab v A
R the ‘Admin” menu
Mew Databases » whork Orders Partz and Inventary
Auto \Wark Orders Emailer E and SEIeCt the
Impart - Export Module ) Purchasing + Feceiving Contacts and Wendaors “quto WOF]( OI‘dEI‘S

Emailer” option.

Perzonal b anager kechanics + Emplovees Toolz Databaze

Procedures + Solutions m Reparts and Graphics

M aintenance |zsues

Projects Planner

Permitz and Forms Production |ssues

Safety Management taintenance Services E =it

P
SN S




Setting Up the Auto E-Mailer

%8 Work Orders Auto Email |Z||E|[z|
i Fie |

|ﬂ Setup Options
= send Mow - 10015

...................................

. SendMow B CLOSE

* Open the “File”
menu and select
the “Setup
Options” option.



~ Setting Up the Auto E-Mailer

Setup Options [

* Move to the various fields of this
setup dialog and setup the
criteria to your satisfaction.

Daps in advance to emai - . « ”»
' 1=l * Click the “OK” button when

s 0 \ done.
ok Cancel

* Export File Format — This is the e-mail work order attachment file type. Either
PDF or RFT (The file to be sent).

Ex=port File Farmat: crobat POF (= pdf]

Work Order Types: |l otk Drders =]

who ta email |.i‘-.|| 3 Resources

*Work Order Types — Recurring, Single Shot (Repair), or both.

*Who to email — The person or persons to email a copy of the work order when
it becomes due.

*Days in advance to email — Mail a copy of the work order the day it's due or up
to 7-days in advance.



~

We’re Done!

Wk Work Orders Auto Email |:||: |E|

i File

* Minimize the Work Orders Auto
E-Mailer and let it run in the
background.

| 10/17/2008-10:19

....................................

. SendMow B CLOSE

The Auto E-Mailer will check the database around every 15
minutes or so to see if there are any new work orders ready
to be mailed out. If it finds one it will mall it out as setup,
and all automatically.



