Alerts and Messages (W5)

This version is superseded. Click here to view the latest
guide.

PURPOSE

This document shows the detailed procedure for accessing
alerts and messages in CS Lucas system.

WHY IS THIS IMPORTANT?

Alerts and messages sent from the system can be seen on the
Welcome screen when the user log on to the system. It provides
notification to the user for all sort of alerts that can be
set up in the system. Messages allows instructions or notes to
be sent to users of the systenm.

PROCEDURE

1. The Welcome screen is displayed upon logging in the system.
You may also select Welcome from the main menu to access the
Welcome screen.

Welcome
Wiew &lerts and Messages -
Fr Date | 21/11/2019 To Date | 2B/11/2019 View new only v’ [
Refrezh Send Box

Date/Time By Subject

Mo records found.

You have no unread message in the selection

2. 0On this screen, new messages or alerts, should there be
any, will be displayed.

3. To check for previous alerts and messages, uncheck the View
new only checkbox. Change the Fr Date and To Date as required.
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4, Click Refresh.

5. Any alerts and messages created within the specified dates
will be displayed.

Welcome
View &lerts and Messages -
Fr Date | 03/09,/2014 To Date | 2B/11/2019 View new only 'Jl
Refrezh Send Box

Date/Time By Subject

28-Mov-19 1:39 PM devD1@12dI2d.c{ 1ake note Moted
F-Mov-19 12:47 PM devD1@12dI2d.cif Welcome Subject Moted

1 507 i

6. To read a message, click on the Subject. In this example,
subject saying “take note” will be selected.

7. The screen will display the message.

Message
(—
From
Te devl1@12dI2d.com,
Subject
St B 7 Uaex, x - TH-lg pb L TS EEEs=S == %«
i =
Hi Andy, please take note of Transaction D 533382
Artachment
Status Receipient Date/Time Read
devD1@12dl2d.com 28-Nov-12 1:39 FM

8. To return to Welcome screen, click Back Button.

9. For any alerts or messages that you have read, you may



click Noted. System will exclude the noted alerts and messages
from the list when View new only is checked.

Welcome
Wiew &lerts and Messages -
Fr Date |03/00/2014 To Date | 2B/11/2019 View new only I_‘Zl
Refresh Send Box
Date/Time By Subject
28 Mov-10 1:39 PM dev01@12dI2d.ci  take nate
7-Mov-19 12:47 PM dev01@12dI2d.c:  Welcome Subject Moted
1 50 [k

10. To send message to users of the system, click on Send Box.

11. The screen below displays.

Send Box
FrDate | 21/11/2019 To Date | 2B/11,201019 To -
£ Refresh Mew
Subject ¥ Date/Time Sent %
take note 28-Nov-19 1:39 PM
1 0 |

12. Click New.



New Message

— Send

From
To - [|+]||=

Subject

]
[}
1]
]
[l
[
§

B 7 Uaex x*T-TH-Tg T L == :iEiE

Lol

a7 = [«

Content

Attachment | Browse... | Mo file selected. |

13. Select from the To drop down field the user or user group
to send the message to. Then click Add Button.

New Message

= Send

From

To dev02@12d12d.com - ||+ [—

devD2@1 2dI2d.com,

14, Similar to adding user, if you wish to remove user, select
the user id or user group from the To drop down field and
click Minus Button.

15. Type in the subject of the message.
16. Type the messages in the Content box.

17. You may also attach one document.



New Message

— Send

From

Ta devi2@12d2d com - ||+]||[—
dev02@1 2dI2d com,

Subject Pls approve MMK100220.02
llIgahax‘x'-T—-r‘I‘-I-u-r'QL};EE;EEEEEEEEE"‘ = . % e
& E3 F =R
Hi John,
MMK100220.02 for your approval. See attached.
Thanks.

Caontent

Attachment || Browse... | img-731039630-0001_pdf

18. Click Send when completed.

19. You will be returned to Send Box screen. The message sent
is saved here.

Send Box
FrDate |21/11/2019 To Date | 28/11/2019 To -
= Refresh Mew
Subject ¥ Date/Time Sent %
take note 28-Nowv-19 1:39 PM
Pls approve MME100220.02 28-Now-19 1:44 PM
1 s [,

20. To return to Welcome screen, click Back Button.

FREQUENTLY ASKED QUESTIONS
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