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BARSMail2 User Guide

Overview

BARSMail2 is an electronic messaging system fully integrated with Bluebird’s
RentWorks product. It provides an efficient means of inter-office communications. Once
mail is sent, the recipient is notified the next time they return to the Main Menu.

Messages can be sent to a single person or a group. You can also have the system notify
you once the message has been read.

A Lookup browser allows viewing of any saved messages. You can retrieve them by
sender or date sent.

BARSMail2 uses the Login field in Employee File Maintenance for all E-mail purposes.

Once you have purchased BARSMail2, you must first acquire the Feature Code. Simply
call Bluebird Auto Rental Systems and state that you need a Feature Code. You will be
asked for your Activation Key. To find it, go to Settings, Security, then select Security
Feature Codes from the RentWorks Main Menu. (If you have a multi-user system, you
must do this from the server.) You will see your Activation Key on this screen. Once
you are given the Feature Code for the BARSMail2 module, select Add, and answer the
questions as instructed by Bluebird.
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The BARSMail2 Menu

The BARSMail2 Menu is accessed from the RentWorks Main Menu. Once selected, you
will see folders for Mail, Groups, and Purge.

“iRentWorks 4.0 User: Jane Doe -

© Ele Help

\v:{ Favorites

=] Time Clock

:@ Settings

9) Help

%
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Reading Mail

To Read Mail (either new or previously sent), select Mail from the Main Menu, then
click on the Mail folder in the upper left corner. The following Lookup browser displays:

| D azhboard |W| X

—Search

£~ Mew mail Date: IH—EI

= Mail vou've read St Tar l—ﬁl

% hail you've zent

Group: I ﬂl

Date Sent |Time |Fr0m |T0 |Subject |New |
024251999 17.20 Guest ABE Entertaining Cuskomers
050371999 18,02  Guest elfi TEST i
0571571999 19,29 Guest harry TEST
007 /2000 15,06 Guest Robert: Class
1zfozfz002 16,21  Guest Dave Receipt from Guest
12§0z/2002 16.3¢4 Guest Dave Receipt from Guest
12§26/2006 14.24  Guest Guest Test
12f26/2008 14.30 Guest charlie Meeting next Monday ¥

Select |

¢ Select if you would like to view
e just New Mail
e mail you’ve already read
e mail which you have sent

¢ If you would like to just view messages entered since a certain date, enter that
date. Otherwise you can leave it blank.

¢ If you would like to view messages that were sent by a particular person, enter
that person's ID, or click on the binoculars to view all users.
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Reading Mail (continued)

Once you see the message you would like to read, highlight it by using the tab key, then
double-click. The following screen displays:
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Reading Mail (continued)

Reading Mail Screen / Field Descriptions

Field

Description

From

The ID of the person from whom the
message came.

Sent

Date and time the message was originally
sent.

To

ID of the person or group to whom the
message was sent.

New
Message

Check this if you want the message to
always be treated as "New". In
particular, you would always see the You
have new mail message on the Main
Menu.

CC

IDs of the persons or groups to whom the
message was copied.

Subject

A brief description of the message
contents.

Body of the message.

Once you have read the message, you may take one of the following actions:

e Search: This will bring you back to the Lookup browser again

e Forward: Allows you to forward the message. The original message will

appear in the body text between the "<<>>" symbols.

e Reply: Allows you to instantly respond to the message. The original message

will appear in the body text between the "<<>>" symbols.

e Replyto All

e New Mail: create a new message.

Note: Messages are not deleted from the system until you choose the Purge option.
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Sending Mail

To Send Mail, select Mail from the Main Menu, click on the Mail folder in the upper left
section, then click on the icon for “New” in the upper left corner:

Mail
Groups
Purge

The following screen then appears:
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Sending Mail (continued)

Sending Mail Screen / Field Descriptions

Field Description

To The ID of the person or group to whom
you wish to send a message. If you click
on the binoculars, the Employee Lookup
browser is displayed.

Return Check this if you want to be sent an

Receipt acknowledgement that you message was
read.

CC IDs of the persons or groups that are to

receive a copy of the message. Note that
you can keep on selecting multiple
recipients. The system will automatically
insert commas between each name.
Subject A brief description of the message
contents.

Body of the message.

Once you have written your message, you may take one of the following actions:

e Click on the Send button at the bottom of the screen to send the message to all
parties

e Click on the Undo icon in the far upper left to cancel.

© 2008 Bluebird Auto Rental Systems (BARS) 7



BARSMail2 User Guide

Groups

Groups are used to send messages to a group of employees. For example, you may want
to create a group for "managers". You could create a group code of “Managers” and then
associate each manager in your company to that group. Sending a message to
“Managers” would then send the same message to every person within the group. Other
examples of groups are rental agents; all employees who work at a specific location; day,
evening and night shifts; etc. There is no limit to the number of people in a group.

To create a group, select Mail, then Groups. Alternatively, you can select Settings, then
Employee Groups. The following screen displays:

“RentWorks 4.0 User: Jane Doe - {C5)

Eile  Help

e Copy 7 Edit Delete | B)undo [ save JSchedule | Run ﬁ]\_agaut =

— i -]
Dazhboard ‘ 1 ail | *Groups | X

~u| Lease Contract Settings -
| Menu ltems Maintenance
| Employes Groups

=l Emplovess IM—
o Counity Setup Group Mame; |Managers ﬁl
.| Papment Type Setup Description: |41l Managers

-] Contract Questions

-] Inwoice/Receipt Messages

-| Reasong for Rental/Discount

-] Turndown Codes —
| Cunency Setup -

L -
\’\{ Favorites
|| File
’_r) Admin
%> Fleet
=
il Marketing
sa Counter
f) Inquiries
eg Reports
) mail
A Claims

@ Time Clock

?‘2 Settings

t)/ Help

LR
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Groups (continued)

Mail Groups Maintenance Screen / Field Descriptions

Field Description

Group ID The ID of the group you are creating.

Group Name | A name for the Group ID.

To assign an employee to a group, go to Settings, then Employees. Find the employee
record you wish to change, click on Edit, then highlight the Groups to which this
employee should belong.

“wRentWorks 4.0 User: Jane Doe - (C5) =] 3
Eile  Help
w First K3 Previous @) Mext &) Last Mew Copy ¢ Edit Delete I‘Jgndo Hgave ! Privileges B ﬁ]\_agaut -]
5 Dashboard | Mail | Groups | "Employees | x
| Lease Contract S ettings S (s i
-] Menu ltems Maintenance | iichiedeyl ‘
.| Emplopes Groups
| Emplopees
| County Setup Employes & |1 ﬂl
| Papment Tpe Setup
-] Contract Questions r—Personal Infarmation
-u| Invoice/Feceipt Messages l— l— l—
-] Rieasons for Rental/Discount et | First: [Jane Phare: [1573) 6514408
-] Turndown Codes = Address |1232 St Address 2:| Eat: |0123
-] Cunency Setup -
City: I Slate:IMU Zip: Fau: |(573) 651-2200
L -
QR Adboxorites DL ## [1038757135875375 DL State: N DL Exp Date: [12/31/1398 E
‘J File SEN |497-58-4558 Job T\tle:IHEHlE[ Language: | Englizh-US 'I
i .
T o —Login Information
#8> Fleet Login IGuest Password I"""" Security Level: |3
z Marketing ™ Account Locked Out I~ Require user to change password at nest login
83 Counter
. Location: IMa\n = Terminal ID.I 52
/.) Inquiries
Groups: B[}
@ Reports
) mail
A Claims
@ Time Clock
*‘} Settings
t_’/' Help _I
»
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Purging

To permanently erase Mail records, select Mail, then Purge. The following screen
displays:

= Mail Purge
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Purging (continued)

Purge Screen / Field Descriptions

Field Description
Purge Enter the date to used as a cut-off date.
Messages Any message sent before that date will be
Sent Before | purged.
Purge Enter a person or group to whom you
Messages have sent messages that you wish to
Sent To purge.
Purge Enter a person or group from whom you
Messages have received messages that you wish to
Sent From purge.
Purge Check this if you wish to purge messages
Unread even if you haven't read them.
Messages
Purge Check this if you wish to purge
Receipts acknowledgement receipts only.
Only
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