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Confidential Word Templates and Email Word Templates

Word Templates
The 2 types of 'Email templates that need to be configured are:
- Commercial Email Templates

- Word Templates

Commercial Email Templates

Commercial email templates are set up in conjunction with the Email option attached to reports
(e.g. booking contract). These templates can only be used when email reports and will not work
with any other type of mailings (such as Correspondence tab in an event).

Within the Word Processing tab you have an option to set up Word Templates (for both Letters and
Email templates)

2280 ° -
Events Conference Rooms Bedrooms Catering Contacts Financial Lookups Word Processing
-3 Word Template Actions
E & I\\‘PE E p }.‘ bad
Template  Mail Merge Word E Status Change Letters Commerdial Email Document
Types Tags Templates Email Templates Store (SMTF)
Word Processing Email Document Store

@ Word Templates

+

Add Actions Add Group
Business Type |[AIITypes] ~ | DShowInacti\re Templates
Description Type

Brochure Letter

And the Commercial Email Templates, which are for the email option when sending
reports/Booking Contract

To set up a Commercial Email Template, Select the option ‘Commercial Email Templates, and then
‘Add'
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Enter the name of the template (this is used when selecting which template you are sending)

KaCerhigurstion

Caterng Contacts Francal  Lookups od rocassng | Student Config  StudentFnancal  Admn  Knetc

i il Templee x

Description

Tempiate ype | Commercial Email Body

P o cmsavmoine

Comments

Ensure that the Template Type is set up (this determines which mail merge tags are used) and that
the Template Type is linked to the Commercial Email Template Type when added.

Click Save, and Edit Email Template

e ________________________________ |
Edit Email Template X
Day Meeting Cantract

Description

Template Type | Commercial Email Body -

r’ Edit Email Template
£

Comments

Inactive O

Close
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The template design is now open. Each merge tag is displayed down the left-hand side, click
the merge tag you wish to use. To do this, first select the option within the grey box, and then
the corresponding merge tag within the white box. A dialogue box will pop open; you can click
insert to place it on the document.

Continue with this process until you have completed the template.

Please note: The subject line needs to have text for the email to sent

Home | Insert  Page  View

B Open S A . &

e OB

Paste Co = Show

G print Cop B I USXXA- 5 Replace k Select Paragraph o E
File Clipboard Font Paragraph Editing Tags Style

El

P Find

erge Tags x Subject: |Please find attached your Booking Contract

jrddresses
Eedroom Reservations. NN NN I - - AR B I A N R R S N TR N R N AR SN A R N I ECR N P N NN - N N NN TR - IS

[Companies

Enquiry
Event Delegates. .
Event Rooms. -
Events z
nvoice Totals o
[Operator -
-
JQuote Details Z
JQucte Total

z Merge Tag %
z Tag
B [E:Forename] |
Options:
Delete Line When Blank O

Display Format

Cancatenate details an same line O

jrddress Header
Date of Birth

Insert Cancel

Forename

Sl b ezl a b brgn g g

To save the template, click the X at the top right of the page. You will be returned to the list of
templates where you can now save your new template

fal Email templates

B3 it Emai Tempite *
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Word Processing > Email Templates

Word processing email templates are designed to be used as Mailings and would therefore,
typically be used within the Mailings tab of an Event.

From the Word Processing tab - select - Word Templates.

Click Add - select Add HTML Email Template

ﬁ Word Templates

+ +

Add Actions Add Group
Business Type |[ﬁIITypes] w | DShowInactive Templates
Drescription

Brochure Letter
DG Offer
Example Email
Example Letter

lap B Froail

Complete the details, entering the description which will be used to select when sending the email.
The template type will be Email. Click ‘Save' and ‘Edit Template'

X

Add New HTML Template

Description  |HTML Email Template

Business Type |Standard -
Template Type | Standard email template. ~
Group [Default] =
Site t Kinetic Village A

Comment its

T

Inactive

Note: The Inactive and Site fields will only affect the
Enquiry and Event Mailings screens, but must
be set for all templates

Save Cancel

Remember to enter a subject line and enter the email information you can add images and URLS
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Subject: [Joining instructions

Insert image «
File
I I
or URL
Algn [lEmbedimage into document

@® Inline

O Right

(O set as background Height

OK Cancel

The merge tags can be found along the bottom of the screen

3 et HTML e Tempine [

Subjects [Joinng mstructions

Addreses

Bedioom Resentions >
Comparies »
Enguiry »
Event Delegates

Event Roams »
Events »
Inveice Torals »
Oparator

Pesple >
Guote Detaits »
Custe Total »
Showsounds

Student Allocations »
Student Details »

B f U & 11+ Segoell vy Av oA

i
Il
I

Use the ‘X' to close, and then save

Add New HTML Template

Description HTML Email Template
Business ype | Standard "

Template Type | Standard email template. ~

X

Group Default] -

Site t

[

Kinetic Village ~
v

@ Edit Template
@ Template Actions

- I:|
O

Inactive

* Note: The Inactive and Site fields will only affect the
Enquiry and Event Mailings screens, but must
be set for all templates
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Word Processing > Word Templates

Word processing word templates are designed to be used as Mailings and would therefore,
typically be used within the Mailings tab of an Event.

From the Word Processing tab - select - Word Templates.

Click Add - select Add Word Template

(5 —
Add New Word Template x

Description

onfere
Business Type Standard v

Template Type Standard Letter ~

Group [Default] -

Site t

Description - The name of the template so you can identify it
Business Type - For Commercial this is Standard.

Template Type - Letter (this may be labelled different at your
venue)

Site - Choose the sites that this template will be used at.

H Comments - Further comments to help guide users when this
template should be used.

Inactive O

* Note: The Inactive and Site fields will only affect the
Enguiry and Event Mailings screens, but must
bes

for i tempite Click save and Edit Template

You are then presented with a blank template with which to begin your new word template.
This screen can be used in very much the same way as a hormal word document.

You have the option to either free type your letter straight into this blank template or to copy
and paste an existing word document into this screen. Then use the merge tags where
required

Use the X' to save the document the same way as your email template
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This area is for our Support team only.

Additional Configuration Settings

If these templates are not working correctly, check the following areas of KxConfiguration.

Specific Control Settings must be switched on for Word Template Emails to work. Ensure that Use
Email Templates is ticked.

HXLO L = KsConfiguration
Events Conference Rooms Bedrooms Catering Contacts Financial Lookups ‘Word Processing Student Config Student Financial Admin Kinetic

el =\ [ ] - v
& & @ o B O Y H 2 ® N O o

- User Groups

Sites | Users  AdHoc Control  Operational  Config Mobile KxWorkHorse  KiPayments  SMTPEmal | System | Favourites
Users & User Group Departments | settings Areas Audit  Administration Manitor Audit Configuration | Setup
Sites Users Groups Settings Options

93: System Control Settings

Save Cancel Updates

= availability Planner| [] invoices| Quotes | {® Financial | Financial - Continued | " Word Processing | Dates | Actions | Company / Contacts | /& User Information | 181 Reports ﬁRepms-cUntmu

Postcode Software

Main

Advanced Options

KxConferencing
Select Postcode Software Type [as -

provderNetwork tocation ||
KxCatering ‘QAS Postcode INI Source
TCP/IP Port Number El Provider Status
KxResidential
Kill My Outstanding Requests

KxStudent )
Provider Comm. Mechanism QAS Postcode Library Source

KxMarketing
Provider Libray Name [ |
Auto Scripts Active

[ ] Force Reservation Match Mandatory Fields

r Use Email Templates (Requires Qutlook) I Mandatory Field Colour i

‘Commercial Email Settings

(@) standard MAPI (Plain Text) O Basic (Plain Text) (O outlook (HTML)
T .

(O Simple MAPI (Plain Text) O SMTP (HTHAL) () Outlook 64bit (HTML)

Global Commercial
Email Footer

In the hidden area of KxConfiguration ensure that Email Word Template Type is set to Commercial
Email and Email Body Template Type is set to Commercial Email Body.

10
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Kinetic System Control Settings

Conferenang Conference Room Interface
Conferencing - Continued || Room Interface Name -
Student Active Database Name
Student - Continued Expoct Cantact &
US Clients Create Events For Syllabus Bookings
Contact Key Field ExternaliD -
Report Paper Setup itk i
Contact Import Field  UserText2 -
Financial
Event Type Residential Conference
Residential
Event Status Provisional
System Config Room Status Week One

System Config - Continued | company Role Main Company

Service Interface Contact Role Main Contact

Catering
Commercial Email Templates
Client Speafic Email Word Template Type  Commercial Email
Charge Types Email Body Template Type  Commercial Email Body

Events Conference Rooms Bedrooms Caterng Contacts Fnancal Lookups Word Processing Student Config Student Financal Admn Kneti
) v SCatio (" Y = )
Custom Settings ™ Logos cation Pugins ('DLLS") Reports Report Queries
"‘ B stes For Licence E 9 9 L ] # Appica gins ('DLLs) i Repo port Qu R
- A\ Error Messages ) Auto Serpts 4 Vaidator Tables 9 Text Reports ? Query Relationships
Compress B Edt Raw Data Kinetic Control . KxArchiver = ; - < Key Card
rrespondence Data Settings = Activity B! Database Lnks 5 0 fa Global Feature Access 8 Custom Reports 7 Custom Queries Interface Settings
Tools Customisation Technical Settings Reporting Setup Key Card Interface

Departure Date Update

[_] Always able to edit event times / dates
Show Web Publish ‘
[_] Show Web Published option on Events

Availability Screen

Standard ® Compiex Multi Site

Event Quote Screen

Original Quote Screen ® Enhanced Quote Screen
Booking Contract
[_] Allow selection from all of the sites booking contracts
Setup / Takedown
B Aliow enhanced setup/takedown times
Event Summary

|_J Use Old HTML Event Summary Pages
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