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Appendix H
Having T.O.M. Automatically Send
Emails During Key Events.
T.O.M. has a powerful feature that allows you to designate key events that will cause an Email message to
automatically be created and sent to up to three Email address for each field trip.  T.O.M. allows you to
select which events out of a list of predefined events are to cause email messages to be sent.  T.O.M. also
lets you define which type of Email address should receive the email message when the event occurs.
Further, T.O.M. let’s you define how the email message is to be composed and what information
concerning the field trip it is to contain using T.O.M.’s Email Templates.  Finally, you can enter up to three
default email addresses per customer that are stamped on each new field trip added for that customer.  You
may then change or remove those email addresses on the individual field trip screen.  Below is a detailed
discussion of how you would setup and use this powerful feature in T.O.M. and where you may find
additional information on the various subjects discussed.

NOTE: This T.O.M. Feature will only work if your default email client on your computer uses a
‘MAPI’ email standard.  This feature will not work if your default email client uses another
standard besides MAPI such as ‘POP3’.  T.O.M. will automatically try and send these emails using
whatever email client you have designated as your ‘default email client’ on your computer.

Telling T.O.M. When You Want An Email Sent

T.O.M. has a set of predefined events that occur to field trips that you can select to have emails sent to field
trips.   T.O.M. allows you to specify which of these events will cause an email to be sent and to which or
the up to three email addresses the email is to be sent to.  To work with these settings you must click on the
Email Options button in the District Options Screen (Figure H. 1).  This will cause the Email Options
screen to display (Figure H. 2).  For more information about T.O.M.’s Email Options see Chapter 4 –
District Options in your Getting Started Manual.
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Figure H. 1- Accessing the Email Options From the District Options Screen

Click on the Email
Options Button.
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Figure H. 2 – The Email Options Screen
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Telling T.O.M. How You Want Your Emails to be Composed

When composing the automatic Email messages T.O.M. uses a set of predefined Email Templates that you
can modify.  These Email Templates allow you to specify what text is to be included in the email and what
information is to be included about the specific field trip is to be included as well.  There is a template for
each predefined event that can cause T.O.M. to send an email.  To work with these Email Templates you
would select File / Other / Templates / Email Templates from the main T.O.M. menu (Figure H. 3).  From
here you may select one of these templates and instruct T.O.M. the composition of the automatically
generated email message (Figure H. 4 and Figure H. 5).  For more information about working with the
Email Templates see Chapter 12 – Email Templates of the Getting Started Manual.

Figure H. 3- Accessing the Email Templates Option from T.O.M.’s Main Menu
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Figure H. 4 – The Email Templates List Screen

Click on a predefined Email Template
and then Click the Edit button or double
click on the desired Email Template.
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Figure H. 5 – The Detailed Email Template Screen

How Do You Tell T.O.M. Who to Email To?

T.O.M. allows you to specify up to three default Email addresses per customer (Figure H. 6).  These Email
addresses are then stamped on both new Field Trip Requests and new Field Trips as they are entered into
T.O.M. (Figure H. 7).  The user may then change these email addresses for the individual Field Trip
Request and Field Trip.  For more information about setting a customer’s default Email Addresses see
Chapter 5 – Customers in your Getting Started Manual.
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Figure H. 6 – Setting the Default Email Addresses for a Customer

Customer’s
Default Email
Addresses.
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Figure H. 7- Email Addresses for a Field Trip

Three Email Addresses available for a field trip.
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