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How to Send and Receive Emails from Jim2®

The following information is to assist with the required setups and procedures to send emails from Jim2. The concepts
discussed in this document are that you wish to:

e Send a normal non-templated email from Jim2.

e Search for email contacts.
e Create related emails.
e Email comments.

e Create a template for emails from Jim2.

e Create email lists.

e Add tags and folders to filter emails in lists.

Setup: (after adding a Jes instance in Jim2 Configuration Manager)
1. Tools > Options > Email (global Jim2 email settings)
— Tick Enable Receive Email.
— Tick Enable Send Email and enter the Default SMTP server details. As some ISPs view batch emails as spam and
then filter these emails, consider setting the Max. emails per minute.
— Click Test SMTP Connectivity. If all works, click OK.

Email Receive

v*| Enable Receive Email

Poll every minutes (leave blank for default of 5 minutes)

Email Send

w*| Enable Send Email

Default SMTP server  |imap.gmail.com #—

Max. emails per minute |25 5| — provider or your local SMTP server

Enter the details of your service

Port (leave Port blank for default)

User Warning: Many mail servers will overwrite the from
email address when using authenticated access,
Password Check with your mail system administrater before
qg 5l configuring a user id and passwaord for relaying email
from Jim2.
Test SMTP Connectivity Infermation x
Emal Fanis L Account settings tested successfully
- 2
HTML Font I
Plain Text Font
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Tools > Setups > Email Accounts (specific email account settings, per email address)

e

Click Add.
Enter name and email address (for generic email addresses, such as sales@ or service@).
Enter POP3 information and click Test.
Enter SMTP information and click Test.
Save and Close.
Setup - Email Accounts (Editing Training) H X

GL Departments A | Account Email Address POP3 Enabled | POP3 Server SMTP Enabled | SMTP Server

Stock GL Groups I‘rraining | training @gmail.com ¥ imap. gmail.com v smtp.gmail.com
Tax Codes
B@nhng

i Payment Type

CardFiles

- Contact Types
- Payment Terms
- Price Levels
Jobs

- Job Priority

- Descriptions

- Job Type

- Labour Type

. Ship Via Informaticn * Information *
- Ship Via Item Typeg
- RFC Types AR Test successful - there are 8 emails waiting to be moved inte Jim2
Projects L. 4 4 y
- Actions
- Project Types

... Stock Yield Types
Stock

- Stock Locations
. Stock Attributes Name: | Training Email Address: | training@gmail.com
- Stock Bins

- Price Templates
Email

- Email Accounts User: |training@gmail.com \ User: |training@gmail.com

.

Account settings tested successfully

1 L

v| POP3 Enabled v’| SMTP Enabled

Server: imap.gmail.com Server: |smtp.gmail.com

i 1
Emafl Tags Pud:  [Feeeeees | Pud:  [Freeeees
- Email Folders
~

Other ssl: |saL ssL: [ssL v

L Note Types v

Test

Test incoming mail setup ‘ Test outgeing mail setup

Save Cancel elete View Close

3. Each user card file has a Jim2 email address associated with the user. This is set in the User tab. This email address
is the default From email address, until other information is added to email templates. This From address can be
amended in the email message to select the email address added in step 2 (above).
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Creating a new email from Jim2
To create and send an email from Jim2

Click on Email tab
Click New. The email interface will open and display tabs and ribbons associated with the email function. The

From field can be edited to display your From options.

ODO B &

Jobs

g % Jim2

Documents Leads Purchases CardFiles Items Stock Accounts Dashboard

Scheduling

El

Management

Projects

Mavigation | Search Results

Template: Demo Standard  Archive: Auto Archive
Count 39
£24199.09 20000
Credit Control
On Hold 0 0 . . . .
Over Limit 0 Current 30 Days 60 Days 30 Days

»

NSW erver: NUC-STU | Licensed to: Happen Business (TEST)

ST

@ — = :|-_ = i Archive Rules Delete Retag ﬁ% T Repl Print | Report m
© E [ Email Security Unread/ Read Reply Al Email
Create Email Email Editor . Archive Related Preview 4
Email List - Rules Templstes Rules ESE”E‘J’ Receive Move Forward Fax %EI
Email Email Other Email Actions Reports Scripts [ ~
Unticed - Emal Edtor - o x
avTree 9 vove | o meeRt
Management - ABC
=
Jobs ﬁ U_E‘LI X Load Template HTML @ @ V E
Documents o
. Attach Select Paste Basic Insert Template | Plain Text | Preview  Print speling | Archive
Projects from fle  Document xt - <
Leads Email Clipboard Template Format Print Spell Arch...
Purchases
CardFiles From |System administrator <rosathappen@gmail.com > |v| ‘Sa\es | v ‘
Ttems Ros Test <rosathappen@gmail. com>
Stock Send System administrator <rosathappen@gmail.com > |
Accounts cc | | v |
4 Dashboard | BCC | | |v|
Dashboard )
Schedling Subject | | [Mone [v] [
4 Email
@l Ros Test
13| System Outbox
ET:| System Sent System administrator | Demo Company Py Lid
eBusiness
Tools

100%

‘ Branch: 5YD, Location:

— In the To field, type the specific email address for the email to be sent to, or click To which will bring up a search
box allowing you to search for email addresses stored within Jim2. This search function can be used to locate email
addresses by entering search criteria such as the contact name, CardFile name, part of the email address, etc.
Selecting the email address in this manner allows you to search and double click on the required contact to select
them for the email, then continue if more recipients are required for the email. When all recipients have been
included, click OK. Repeat the process for the CC and BCC fields as required.

Select Emais
Filter | | [] Users Only
ILI Card Name Name Email Usr Initials
BCC 7 ~
Subject » | 710 Split Bowling Chris info @7 10split.com.au "
[1o=> || |
L cc ] |
administrg | BCC -> || |
oK | | Cancel |
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— Enter the subject and the message. The email also supports attachments, and by attaching a file, a copy of this file
will be stored within Jim2. Use the Attach File button on the ribbon to search for files.
— Format the email body text, using the format tools available in the ribbon (font type, size, colour, etc).

Creating a related email from Jim2

To send an email that is related to a job, purchase order or quote in Jim2
— Open the relevant job, purchase order or quote.

— Click on the Related button on the ribbon.

Blank 2 B - O
3 es es Accounts Management Dashboard Documents Tools
0=—j = Sales Register - D % Invoice Job ~ @New Reply Report
== E:;D\spatd'l = i Reply All D
Add  View/Edit Create Return From = Unprint Rglatgd o Preview
Job Job Job List ~ Customer ~ =u% Fayment ~ - o Farward
Jobs Jobs Other Unprints Actions Pick / Pack Email Actions Reports Scripts [ ~
Untitled - Email Editor - 0 x Advance Knowledge $0.00 COD & X
NavTree || HomE | TEXT  INSERT 1 v|Name v
4 Jobs < = ABC ~ O Acc.Mar v
W0 B e 5 E S G
Proects Tax Total  |Tax Paid Down v
roje ) ) ) : )
Attach Select Paste i) Basic Insert Template | Plain Text | Preview  Print Speling | Archive Ex. Tob#
Quotes | from file Document Text - ~
Purchas Email Clipboard Template Format Print Spell Arch...
CardFile|
Ttems From | | v | vt N
Stock [ | [v] |
Account{ | Send |
|| o =
Managel L
Dashbo: | B | | |v| AUD v | Rate 1.0000 [ Lock Rate
( |
Schedul
e Subject | HED ¥ [z |
Email
eBusine:
Documey
Tools
.| Price Inc, | Disc % Tax Total
Archive: Auto Archive = —H——+| 100%
SubTotal § 0.00
Tax$ 0.00
B Create Quote | | Create Similar | | €3 Cancel | ‘ Save | | Save & Close | Total $(AUD) 0.00
- Prepaid $ 0.00
- ; ) : = for
Mavigation |Search Results » | Job |Cost | Stats | Linked Jobs/Quotes | Invoice Details E t 1| K = Balance Due § oo

User: 5Y5 | Branch: SYD, Location: NSW rver: NUC-STU | Licensed to: Happen Business (TEST) | Till: 1, Till Drawer 1

| ©& 0:00 /0:00 | o ‘ 0 |E

— The Email Editor window now displays the job, purchase order or quote number that it is related to, adjacent

to the Subject field.
— Edit and Send the email.
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Emailing comments from Jim2
Comments within jobs, purchase orders and quotes can be emailed from within Jim2, as can Jim2 reports (job sheets,
purchase orders, etc).

1. Emailing a Comment from a job, purchase order or quote Comment
Open the relevant Jim2 object. el Addnew
. . . Give C
Right click on the comment to be emailed. receive Delete
Select Send comment via email. Have 2 o
) - . . L . need t Send comment via email
Jim2 will then open the Email Editor to allow you to select recipients, edit and ... A
i Send all comments via email
send the email. Un
ry UN Copy Cell
Copy Row Ctrl+Alt+C
Copy Al Shift+Ctrl +alt+C
Show Grouping Ctrl+G
Edi Show Find Panel Ctrl+5
C Grid Columns...

Save Layout

Use Default Layout

2. Emailing a Report from Jim2

Open the relevant Jim2 object.

Select the report required from the Report menu in the ribbon. ms  Stock  Accounts  Dashboard  Scheg

Click Email on the ribbon, select the recipients and edit the email as 2 (Report

required. @ [@] A Picking Slip

Click Send. Freview =

Job Reparts

L ndvad
tus Wait Price level |4 Mz
ity Urgent Ote Req. Ac
® Recover Tax Paid Ta
4if. 14072003 Ex

Serial# 2004258A5

31/10/2019 1:03 PM Page 5 of 10

AUSTRALIAN MADE



JimA
BUSINESS ENGINE &

Creating an email template
Email templates can be stored within Jim2, and selected as required for sending to recipients. These templates can
include formatting, specific text, macros (system driven variables) and attachments.

Email templates can also be selected as the default template to be used any email circumstance, for example, always
use the Standard template when adding an email, or the Reply template when replying to an email.

1. Creating an Email template
— Go to Email > Email Templates on the ribbon.
Click Add.
— Enter a name for the template, then enter format and content as required.
Click the Save button on the ribbon.

2. Selecting a default template for emails
— Go to Email > Editor Rules on the ribbon.
— In the Default Template window, select the first template to be used.
— In the Source field, select the applicable email source (Email New, Email Reply, etc).

Jimz2 Management  Jobs  Documents  Projects  Leads — Purchases  CardFiles  Items
[@ 5z, Email Rules =5 Archive Rules Delete Retag (R New Reply
=, Email Templates| =7 Email Security Unreadf Read Reply

Emc.;i'lafizi . L%'o" Editor Rules E Send/ Receive Maove e ae et Farw

B Email Templates =N x |
Filter Search Email Templates (induding contents) 2
Mame Size
‘Demo Standard 1 KB}
Quote Request 2KB
Service Response 1KB
Warranty Confirmation 2KB
Add & Edit Delete Close
— Click Save.

31/10/2019 1:03 PM Page 6 of 10

AUSTRALIAN MADE



JimA
BUSINESS ENGINE &

Basic email security settings and viewing email lists
It is important that Jim2 users can see lists of emails that have been received and sent. Jim2 has a series of system
folders, and depending upon the security settings, users will be able to create these lists.

1. Managing Email Security Jim2 Management Jobs  Documents  Projects  Leads  Purchases  CardFiles
— Go to Email > Email Security on =L Ermai = ; :
the ribbon [EI o, Email Rules w Archive Rules Delete Retag I New
o ) Ef. Email Templates = Email Security Unread) Read ]
— Select View By Email Folder, Create Archive Z=Related

Plict - | =@ Editor Rules  EZ5Send/ Receive ave
then select System Sent from EmaiList - = i

the Email Folder field. B email security =N x |
— Click Edit. _ ,
. . . View By |Email Folder Email Folder |System Sent
— Double click on either a security
group, or an individual user, to Users/Security Groups A (B Selected Users/Security ... =
allow them to see the System 4 Security Groups 4 Security Groups
Sent emails in a list. When they Admin Staff : Administrator
. Manager 4 Users
are selected, they will appear on =
. . . Sales Ros McCool
the right side of the Email __
” . Technician _—
Security window.
lick Save when all choices h ¢ Users
— Click Save when all choices have Alex Vander e
been completed. Frank Lampard
— Repeat the edit and selection Greg Tegal
process as applicable to allow Happen Eusiness Pty Limited
users to see each of the folders. Harry Rednapp
Joe Cole
2. Creating Email lists John Green -
— Go to Email > Create Email List ' '
on the ribbon. —_— Cancel
— In the Email List window, select

the applicable folder (eg. System Sent, System Outbox, System Inbox).

— Enter applicable criteria and click Run. As this is a list view, filtering, sorting and grouping options are available.
Ensure users review the Advanced List tab at the bottom of the window.

— A preview screen will open to the right side of Jim2. This can be used to view the email, however, double
clicking on the email within the list will fully open the email on- screen.

— This list can be turned into a live list by entering a value into the number field, adjacent to the Advanced tab.
This number can be from 1- 60, and reflects the number of minutes between the times the list is automatically
run by Jim2.
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Creating a job or quote from an email

1. When viewing an email list, a job or quote can be created by right clicking on the email.

Purchases

CardFiles

Items

Stock Accounts

Management

Dashboard

Scheduling

@ M= —= = = Archive Rules (g Delete D Retag - 2 New &) Reply P Report
% = 7, Email Security | (3 Unread/ Read &3 Reply Al &
Create Email Email Editor . = O Archive - Previe _
EmailList -  Rules Templates Rules b5 send/ Receive | B Move - Co (3 Forward 7=
Email Email Other Email Actions Reports Scripts & ~
PR o Lt vstom st T
Nav Tree Unread Falder System Sent w | Sent > 01/1 & w Card# | Subject: [Blank Invoice#t1 17]
Jobs Status v | Sent < 01/12/2018 v Read M| Batch (W Frop; Sales <sales@happen.biz
Projects — Tor carrl4@optusnet.com.au
ent v
Quotes Sent: 25/
Purchases
U] From Subject Sent A Size
. Happen Business {TEST) Inveic...PDF
CardFiles 4 Lastweek (COUNT=2) =
Ttems 0 & @ System View £2 112016 12:17PM [
Stock a System 111/2016 11:07 AM B, 1KB
Accounts &: Reply Ctrl+R
Management &3 Reply Al shift+Ctrl+R
Dashboard 4 I
C Forw: Cirl+F
Scheduling =y Formar
4 Email View Job #1
| System Sent B View Invoice #1
eBusiness
Documents Mark as Unread
Tools Create 4 Job
Ze Delete Quote
Zy  Archive 3
=, Move »
+ Retag 3
Export Data
Print &8 Hilda Taylor FROM Oately TAFE (Chan
Print Preview & Email Sent By System administrator v
[ . o -
® 10b#1 Invoice#1 view/edit
Unread Copy Cel Ctrl+C 0 linked groups view/edit
Copy Row Ctrl+Alt+C C
P = Cancel
Copy Al Shift+Ctri+Alt+C [
Mavigation | Search Results » | List | Advanced 0 5| System ¢

Show Find Panel Ctrl+5

Grid Columns. ..

2. The new job or quote appears on screen, and can then be edited. The email selected will automatically link to the

new job or quote.

Linking an email to a job, purchase order or quote
When an email arrives in the System Inbox, it can be linked to one or more current jobs, purchase orders or quotes.
Where the email is a reply from an email sender, it may link automatically, based on the token the original email
carried when it was sent. The token is an entry in the subject line of an email that holds information such as the
database name, the object type (job, purchase, etc), the document number of the object.

When Jim2 receives a reply email that carries the token, it links the email reply to the object. Unread emails attached to
objects, cause those objects to appear in bold type within a list, making it easy to see which objects have emails linked
that have not been read. Setting up Job lists with filters to specify show me jobs with unread email allows the user to
concentrate on those jobs where information has been added automatically.

When a new email arrives, it can be linked to a Jim2 object, either via an email rule, or by manual intervention.
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Automatically linking an email to a job from the email subject token

= Below, you will notice the token of [Demo Job#101 0] ADV.KNOW. This token ensures this reply email is linked to
the original job.

[Ros Job#101 0] ADV.KNOW - Email

GO D b 3 @ D

Reply Reply Forward Delete  Properties  Archive Preview  Print
Al v

Email Actions Email Other Print ~
Subject:  [Ros Job#101 0] ADV.KNOW
From: System administrator <rosathappen@gmail.com>
To: lindac@happen.biz
Sent: 1122016 3:09 PM
Date: 14/07/2003 4:26 PM -

Comment: Have left mesage for Customer to call me.

g Not linked to customer (Change)
&8 Email Sent By System administrator
® 1ob#101 view/edit

® sales view/edit

 AEIEIEYERES

Manually linking an email to a job

— Open the email

- Click on View/Edit in the footer of the email

— Click Add and the Assign email to object window appears.

test - Email

Qe D Ly & Lo o=
Reply Reply Forward Delete  Properties  Archive Preview  Print
All -
Email Actions Email Other Print ~

Subject:  test
From: Sales <sales@happen.biz>
To: carrl4@optusnet.com.au
Sent: 25/11/2016 11:07 AM

B Assign email to object EE3
Object Type d

[0b [¥] | |

| oK || Cancel |

| Add || Wiew || Remowve |
LIRIRIEYERE
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— Select Job and enter the job number the email is to be assigned to. One email can be assigned to many objects.

Many automated features for email and object creation/linking are available by utilising Email Rules and Macros. These
rules are based on conditions and actions.

Adding Folders and Tags

Folders can be added to assist in managing email. These folders are used in email lists, allowing you to associate or tag
an email to a specific folder. Jim2 can store all tagged emails in nominated folders (eg: all support emails coming in
can be included in the same folder as those support emails going out). Emails can have multiple tags, which, in turn,
allow them to be seen in numerous folders.

1. Tags can be added in Tools > Setups> Email Tags.

Jobs “ |Mame

2. Emails can be tagged manually once they arrive. Job Prerity fales
- Descriptions Suppart

— Right click on the email in the list and select Retag. - Job Type
- Labour Type
o - Ship Via

Emadl List - System Sent 2 = - Ship Via Item Types
Folder System Sent v | Sent > 01112016 v Card# - RFC Types
Projects
- Actions
- Project System Typ
- Project Types
] From Subject Sent v Size - Finance Templates
- Stock Yield Types

| Stock
System [Pl—\.-h Tems rmimm =1 471 Cei MC {44 N4 12: 1? PM E‘* 46 Stgck Lgcahgns

= System H View F2 107 AM =N e ot
& Reply Cirl+R -~ Stock Bins

- Price Templates
&l Reply Al Shift +Cirl+R Email

Status w | Sent < 01/12/2016 W Read W Batch W

Sent =

ty Forward Ctrl+F - Email Accounts
- Email Tags -

View Job #1 L L

View Invoice #1

¢ Mark as Unread

Create »

s Delete

te Archive 4

e Move »

& Retag 3 Sales
Export Data Support
Print

Unread Print Preview

3. Folders can be added in Tools —>Setups > Email Folders.
— Inthe Folder Name, enter the preferred name for the new folder.
— In the Email Group field, select from the applicable tags — emails with these tags will then appear in this new
folder.
Note: There is no need to populate the other fields.
— Select the applicable tag. The email will now appear in a list of emails for the applicable folder.

For further assistance or information please call Happen Business 02 9570 4696 or email support@happen.biz
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