How to set up Email Templates?

@ Sending emails using pre-defined templates is a really useful way of saving admin time,
whilst also retaining a personal touch in corresponding with guests. SuperControl
allows you to use Tags to automatically include booking, guest and property-specific
information.

1. Go to Emails/Letters > Add.

@ \Whatis an email category? If you have many email templates that you wish to set-up it
can be easier to categorise them so they are easier to select when you're in a booking.
For example you could have a category called "Guest emails" and list all guest emails
within that category. For Agencies, you can have a second category called "Owner
emails" to group all owner templates together.

2. When entering the text for your email template you can build the content of your template
using tags. Click on TAG within the toolbar:

Letter name: =
Category: Mo category ¥ [Add/edit categories]
@souce | @ R|BM[ % 0 @ « ~|[B T u s|[@mmE w|liz =)=
Add Tag

3. Then select relevant tags to populate your letter eg. Thank you for

booking {property_name}. We look forward to you arriving on {property_arrival}...This means
the tags pull through the correct information on each booking without you having to manually
update it.

@ Please note:
If using tags within the Booking properties section, ensure you click to "Add property
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section" <start> and <end> tags. The <start> tag should be placed at the very top of
the template and the <end> tag should be at the very end of the letter - see below an
example. These are hidden when generated but allow the tags in between to show
correctly.

Letter name: Balance reminder =

Category: No category v | [Add/edit categories

B =

@source @ RIS % 0 B« ~|[B T U s|mmE f:q—;
{—-booking_properties_start-}
Customer Booking overall | Booking properties |

The saction allows you to add information for each property i

Thank you for booking {property_name}

We look forward to meeting you on the {property_arrival} tags within this section.
Add property s=ction

4. Enter an email subject, and specify your word document options (only required if you choose
to export your letter into a word document).

5. The tick box “Use for online booking summary” means you can replace our default text
(shown below) with your own choice of words. You can only tick this option for one letter.

6. Click Save.

Previewing your Email Templates

@ Itis useful to preview your email templates during the process of creating them.
Previewing your tempates allows you to check that the Tags have been added
correctly, and that the email will appear as you wish it to appear once sent to a guest.

1. Go to an existing booking in your account. If you are setting-up, and do not yet have any
bookings, then simply add a test booking.

2. In your booking, go to the 'History & Correspondence' section, at the bottom of the booking
(the tab indicated by the red arrow in the image below).
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Customer payments = Security deposits Add notes or files  Generate documents & vou

Select letter: Select letter ~ O MSWord (now) O MS Word (queue) ® Email SMS

Customer — I
No su mmary b

SUMMmary:

-

3. Then, select the template that you wish to preview (blue arrow), ensuring that you have
selected to generate it as an email ( ).

4. Then click 'Generate' (green arrow).

5. The email will generate in a pop-up window. You can now preview it, without sending it to the
guest.

The example below shows a template where all tags are have been populated correctly with the

guest, booking and property specific information, to create a personalised message. The tagged
sections are highlighted below.

[& Booking number 350 - Goagle Chrome - [m] X
@ secure.supercontrol.co.uk/control/letter_email.asp?bookinglD=127887919&letter|D=139077&attachsummary_customer=...
To support@supercontrol.co.uk

how address book »

cc

(O copy this o tobias parker@supercontrol.co.uk

BOC

Subject: Balance reminder
[ b | Tt only
R &« B I US| mm\=
El2l= == = Format Font E A- @

We are looking forward to meeting you on the 13th June 2022 and write to confirm your balance of £600 00 is now due.

|
Kind regards
The Booking Team

Castle Estate Cottages
Buittle Castle

Castle Douglas

Dumfries & Galloway

DGT 1PA

United Kingdom

Email: tobias. parker@supercontrol.co.uk
Web: www.buitlizcastle.co.uk
VAT reg: See Below

Booking number: 350

Tel: 01556537013 Booking date: Wed 11 May 2022
Email support@supercontrol.co.uk Document date: Wed 11 May 2022

Data automatically saved at 11/05/2022 11:32:40.

Setthe autosave intenval:| 30 Seconds v
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Editing email templates

Troubleshooting your Templates

The template may look like this when generated:

= Boocking number 350 - Google Chrome = m} X
8@ secure.supercontrol.co.uk/control/letter_email.asp?bookinglD=1278879198letterlD= 139077 &attachsummary_customer=..
To: support@supercontrol.co.uk
Show address bool
CC:
P
|:|C:3-,-tl1'5t:- tobias.parker@supercontrol.co.uk
BCC:
e
Subject: Balance reminder

HTML  Text only

[ Source | @ [Q

(@ B I US &M

=

lih
1]
0]

4= Format || Font - | Size - || A~ B~

James Bond

4 Market Street
Castle Douglas
DG7 1PA

11th May 2022
Dear James,

We are looking forward to meeting you on the {property_arrival} and write to confirm your balance of £600.00 is now due.

Kind regards
The Booking Team

Note: The arrival date tag has not populated.
If the tags don't populate as expected, there are a couple of things to check.

1. Check that the missing information (such as the guest's address) has been added to the
booking.

2. If the correct information is present in the booking, you need to go back to the template and
check that you have added the correct tag for the information required.

In our example above, the {property_arrival} tag did not populate in the preview.

The template is shown below.
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Letter name: Balance reminder

Category: No category ~ | [Add/edit categories]

2 4

Bswee (@ RIBY 0 @« +|[B T USs|@mmsEw

{customertitle} {customerfirstname Hcustomerlasiname)
{cusfomeraddress Tt

{customeraddress2}

{customeriown}

[customercounty?

{cusfomerpostcode}

{date}

Dear {customerfirstname},
‘We are looking forward to meefing you on the {property_amival} and write to confirm your balance of {total_outstanding} is now due.

Kind regards,
The Booking Team

The {property_arrival} tag is taken from the 'Booking Properties' Tag section. The Tag options in
an email template are accessed by pressing the Tag button (red arrow). The Tag for
{property_arrival} is the one indicated by the blue arrow.

If any tags are used from the Booking properties tag menu, they must be enclosed by two
other tags. These tags tell the system where to find the specific information to populate the
template. These are:

{--booking_properties_start--}

{--booking_properties_end--}

You can add them by clicking the top tag in this menu (green arrow). This will add them into
your template.
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edit categories]

Customer Bnul'-gmﬂIBmkngpmpemﬁ Layout & General Ownerdetzils  Custom fields

The saction allows you o 2dd information for each propanty in 2 booking. You sheuld first add 2 "bocking_properties s¢
tags within this secbon.

|

Propery changacvar notes
Number of 2duls HNumber of children MNumber of infz
to confirm your balance of {iotal_outstandit : : =

Number of aduls «children Humber of adults plus children plus infants Armyal day of 1
Depanura day of wesk Property group name Housskeapar:
Amvzl dats {e g 28th March 2023 I Departure date (2.g. 28th March 2023 Mumber nights
Armvzl dats (cd] Arnival month {mm] Armval year (v
Deparura dat= (o Departure month {mm; Depanure yes

Holiday count down Smer 2ges & genders

Deparure tme

Once added, the {--booking_properties_start--} and {--booking_properties_end--} tags should
look like this:

|@Suurceﬁ||§|'§vl o « + B I U S LM

([0
2

{-—-booking_properties_start-—-} .
{--booking_properties_end--}

{customertitle} {customerfirstname Hcustomerlastname}
{customeraddress1}

{customeraddress2)

{customertown}

{cusfomercounty}

{cusfomerposicode}

{date}

Dear {customerfirstname},

We are looking forward to meeting you on the {property_amval} and write to confirm your balance of {total_outstanding} is now due

Kind regards,
The Booking Team

We would recommend to move the {--booking_properties_start--} tag to the every beginning of
your template, and the {--booking_properties_end--} tag to the very end.
The screenshot below shows the position recommended.
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You only need to add them once per template, no matter how many tags from the Booking
properties menu are being used.

(]
B
i
il

@Snurceﬁ@lgv (@ B I U s L H

{—hooking_properties_start--}

{customertitle} {customerfirstname Hcoustomerlastname}
{customeraddress 1}

{customeraddress2}

{customertown)

{customercounty)

{customerpostcode)

{date}

Dear {customerfirstnama},
We are looking forward to meeting you on the {property_amival} and write to confirm your balance of {total_outstanding} is now due.

Kind regards,
The BEooking Team

{--booking_properties_end--}

Save the template, and preview it again to ensure that the information now populates correctly.

@ Please note:
Emails are not being scheduled to neither iCal nor cross-updated bookings. The same
goes for emails that are being added to existing bookings.
The guest communication should normally not be done via an imported iCal or cross-
updated booking. The guest communication should be done via the original booking.

Email Templates FAQ:

Can | add tags to the email subject?

The following tags are available to add to the email subject field:
{bookingID}
{property_name}

{customerlastname}
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Email options

Default email subject: Thank you for your booking {bookinglD}

Q Please note: When the Default email subject field is left blank the system will
automatically use: Booking {bookingl|D}

How do | hyperlink text in an email?

1. Go to Emails/Letters > Edlit.

2. Click Edit on your chosen letter and then highlight the text you would like to hyperlink and
then click this icon on the toolbar.

[ Format -

e e

Link I

=

Bsoce @RI 20 @ « »|/B I v s|mm

PR Y TS Y DR DR —

3. If you're linking to a website, enter the web address in the URL field. If you're linking to an
email address, select “Link type = Email” and enter the email address below (you can also
choose to enter a default email subject and message body). Then, click OK.
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Link A

Link Info || Target Advanced

Link Type
URL v

I Protocol URL
http:/f

www.supercontrol.co.uk

Browse Server

OK C I
ance
| concet

How to upload images into your email templates

@ You should avoid simply copying and pasting images to your email templates. This can
cause errors in the way that your images display.

To add images to your emails, please follow these steps to upload the images:

1. Click on the image icon in the editor toolbar

' [l Source | i@ @‘M| H @)« »|B I U S|

]I
B

i
*e
i i
i

4

I

]
][]
I
[[]

2. In the popup click on "Browse Server"
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Image Properties

Image Info Link || Advanced
URL
Browse Server
Alternative Text
Width Preview
Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
8 ¢ |Maecenas feugiat consequat diam. Maecenas metus.
Height Vivamus diam purus, cursus a, commodo non, facilisis
vitae, nulla. Aenean dictum lacinia tortor. Nunc iaculis,
nibh non iaculis aliquam, orci felis evismod neque, sed
ornare massa mauris sed velit. Nulla pretium mi et risus.
Fusce mi pede, tempor id, cursus ac, ullamcorper nec,
Border enim. Sed tortor. Curabitur molestie. Duis velit augue,
condimentum at, ultrices a, luctus ut, orci. Donec
pellentesque egestas eros. Integer cursus, augue in
HSpace cursus faucibus, eros pede bibendum sem, in tempus
tellus justo quis ligula. Etiam eget tortor. Vestibulum
rutrum, est ut placerat el n, lectus nisl ali
velit, tempor aliqguam eros nunc nonummy metus. In
VSpace
Align
<not set>

Cancel 4

3. Select an existing image and then OK

Asset manager

supercontrol.co.uk,

https://c621446.55.cf3.rackedn

Upload File: | Browse... | No file selected.

@ 22263-47772E28-A945-41EC-BDEB-4B30221827D8.jpg ¥

@ 22263-47772E28-A945-41EC-8DES-4B30221827D8_small.jpg &

dm Cottage for Super Control.gif &
B1) Terms of Booking v5 Test PG(64922).docx &
B3] Terms of booking(63729).docx &
{2) emptytxt &
enquiry
o logo-letterhead_sm.jpg &

Don't resize v | | upload |

EEREEEEE
EREIERIEIRIEIR

4. Upload a new image - browse, set resize options then click upload
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Asset manager

supercontrol.co.uk;

o5 22263-47772F28-A%45-41EC-8DER-4B30221827DB.pg & gel
o[ 22263-47772E28-A945-41EC-B8DEB-4B30221827D8_small.jpg & cel
¥ Cottage for Super Control.gif % del
B9 ) Terms of Booking v5 Test PG(64922).docx & cel
B3] Terms of booking(63729).doce & del
£2) emptyt & del
] enquiry % del
1 logo-letternead_sm.jpg & el
Upload File: | Browse... | No file selected. Don't resze v | [ upload |
[ ok |

5. Click OK to use this new image

6. The image will now be available to be inserted - click OK

Image Properties x

Image Info Link || Advanced

URL
https://c621446.ssl.cf3. BrowseiSenver

Alternative Text

Width Preview
600 g ¢
Height
156

Border

i
HSpace ) ' ) N )

ipsum dolor sit amet, consectetuer adipiscing elit. Maece|
purus, cursus a, commodo non, facilisis vitae, nulla. Aene
aliguam, orci felis euismod neque, sed ornare massa mal

VSpace

Align
<notset>

Cancel Y

7. The image will now display in your email as expected.
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Email owners

Sender:

Subject:

Attachment:

Browse... | No file selected.

Uploading large attachments may result in a long processing delay

[
e
i
.
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