Action Templates
The action templates section of your settings menu is where you can create and edit email or SMS templates. 
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Once inside the action template section, the top part of the page includes a section for creating new templates.
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Within this section you can choose what the template is for, name the template, determine the action type, the subject and finally the content of the email.
There are multiple action types.
The core ones include 
Email- This is an email template that will be manually sent as part of an action. Typically a non progression or progression assessment email.
Auto email- This is an email you wish to be sent automatically. For example a welcome email or class details email.
Auto SMS- This is an SMS that is sent automatically such as a class details SMS
General email template- This is a general email template that you may edit before sending as a bulk email. 
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You can build your email template by writing your email content in the message section.
To further personalise the template you may wish to use the embedded fields feature.
Embedded data fields
Embedded data fields allow you to personalise an email from a template by automatically putting personalised information such as the name of the parent, name of the child, login, password or class details.
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You can add embedded fields to the email template simply by clicking the orange embedded field button as shown above.







Template library
Directly below the template creation section is a library of existing templates. You can easily edit these templates via the edit template button.
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Editing templates
You can easily edit your templates by clicking the edit button. 
This will open up the template within the creation section, where you can make changes before saving the template again.
If an automated action is set up for the template, any changes to the template will automatically take effect for that existing action. 
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Email Header/Footer
You may want your email template to be sent with a header and footer. You can upload a header and footer image file via the header/footer section in your settings. If you have added a header footer you can enable a header/footer for each template via checking the box at the bottom of the template creator.
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HTML template compatibility
Our email templates are also HTML compatible. This means that you can use HTML email designs within the templates. This allows you to have fully HTML branded with hyper linked images directing to various websites etc. 
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Scheduling Actions 
Once you have created an action template (email or SMS) you can set up actions to schedule those communications. Actions typically are automated, however can also be linked to a manual event such as a progress or non-progressed assessment email.
To set up actions go to settings and select edit action
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Within the action rules section, you will find a table containing existing rules. Here you can edit the parameters for existing rules, turn them on or off or delete the rule. 
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Adding New Actions
To create a brand-new action rule simply click the add action rules button.
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Within the action rule section simply follow the prompts. You will be required to select options for the name of the action, mode, owner, days, trigger and template.
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For example, if you wanted to set up a welcome email the set up would be as follows…..
Action for: Student
Action name: Welcome email
Mode: Auto email:
Owner: Manager
Days: After 1
Trigger: Quick sign up
Template: Choose the template you created for welcome email
Once you save an action ensure it is turned on and then whenever the criteria is met the action will be triggered.
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Dear <#SPFNames> <#SPLNames>,

AS part of <sRecNames>s ongoing commitment to your child's progression through our Lear to
Swim program <#SFNames> is continually being assessed each week by the Swim teacher.
During our assessment weeks (varies by class level), our Deck Supervisors enter all this
information into the system and this is the reason for this email

‘We are pleased to tell you that <+SFNames> has successfully graduated from
<#SGraduateLevels> and needs to move up to the next level. Please see one of the team who.
‘will be able to help you organise your next class.

<#SFNames> has successfully learned a number of important swimming and water safety skills
by graduating from <#SGraduateL evels>. The next step in <SFNames>'s swim lesson journey is
<#SNextLevels>. As part of our swimming lesson program, you are provided with 2 personalised
SwimDesk portal to keep track of your child's progress. You can login to your portal using the
following link: https2/parent. mygreenedesk.com with the temporary user credentials provided
below:

Username: <#SUserlD>
Password : <sSPasswords>

You may change your username and password by clicking on the profile link.

Based on the evaluation done with your teacher, a competency summary has been created which
outlines the key skills that <sSFName=> has successfully learned by completing
<#SGraduateLevels> at <sRecNames>. If you have any questions about <SFNames>'s progress,
please call the centre on <#RecPhones> or email parcswim@parcfrankston.com.au

Kind regards,
<sRecNames>

Emall




