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MyAssistant is an easy-to-use tool that proactively monitors your business, identifying important  

issues and alerting the people that need to know. MyAssistant uses Microsoft Outlook to deliver 
needed information,  when it’s needed. For example, MyAssistant can automatically: 
 
� Send notices to customers with past due balances  
� Run and distribute personalized reports to project managers, customers, tenants, and others 

� Identify vendors with insurance expiring in 30 days and send them a letter 

� Notify property managers when leases are about to expire or when units are vacant 

� Send each project manager a list of costs codes that are over budget for their jobs 

� Audit processes such as job, lease, contract, or employee setup to ensure they are completed correctly 

 
TASKS 
MyAssistant Tasks define what you would like to monitor in your business and the action to take when 
an issue is identified. Schedule when each Task runs and be notified in Microsoft Outlook® when a 
Task has found something needing attention. Get started with any of more than 125 pre–built 
construction and 75 property management Tasks, or create your own using a simple wizard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

For each Task you can: 
� Define what should be monitored by selecting one of the 260 pre-built Conditions, or write a custom 

Condition 

� Schedule the Task to automatically run on one or more schedules. Tasks can be run daily, weekly on 

specified days, or each month. 

� Designate one or more Timberline data folders for the Task to monitor 

MyAssistant  



� Assign who to notify when the specified condition is met. Select email addresses from Outlook or specify a 

Role to send a specific person—project manager, vendor, customer, tenant, employee, etc.—just their 

notifications. 

� Specify who the people being notified will reply to 

� Detail what to communicate in the email. Send text, a simple table of Timberline Office data, or use Email 

Templates to include a letter, report, or form in the body of the email. 

� Specify one or more reports to be run and attached to each email. Reports can be filtered so each recipient 

receives just their information with the report. 

� Use security to control who can see or use each Task 

 

 

Email Templates 
Email Templates allow you to determine the format and content of each email message. Use Email 
Templates to send letters, forms, or reports right in the body of the email. With MyAssistant Email 
Templates there are no email attachments to open – each recipient will view information directly within 
the email. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
With Email Templates you can: 
� Create a personalized message for each email recipient 

� Include logos, charts, or other images  

� Automatically generate attractive HTML email messages 

� Reuse Email Templates for multiple Tasks  

� Use the power of Crystal Reports to define an unlimited number of Email Templates  

 



Reports & Other Documents 
MyAssistant can automatically run and distribute reports. As emails are generated, MyAssistant can 
filter the content of the reports attached to each email to include information specific just to the 
recipient.  For example, send each Project Manager reports for their jobs or each customer reports 
detailing their invoices. In addition to reports, other files can be attached to emails.  For example, 
automatically send new vendors a request for W9, or attach a Word document detailing your insurance 
requirements to vendors with expiring insurance. 
 

With Attachments you can: 
� Use Crystal Reports to deliver reports and forms specific to the email recipient 

� Attach Microsoft Word, Microsoft Excel, PDF, or other files to each email 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
Conditions  
MyAssistant Conditions define what MyAssistant monitors within your business. For example, a 
Condition can check to see if a vendor has insurance expiring in the next thirty days. When the 
Condition is met, MyAssistant takes action. Define what should be monitored by selecting one of the 
260 pre-built Conditions, or write a custom Condition. 
 

� Copy and modify any of the prebuilt conditions 

� Use simple logic to write a condition—SQL knowledge is not required 

� Create and use formulas within conditions 
 

Roles  
MyAssistant Roles determine the specific person that should be notified when a Task’s Condition is 
met. For example, use a Vendor Role to send an email to each Vendor that has expiring insurance. 
MyAssistant allows an unlimited number of roles such as Project Manager, Vendor, Customer, Tenant, 
and Employee.  



E-mail  
MyAssistant uses Microsoft Outlook to notify the email recipient of issues identified by Tasks. Email 
recipients can work directly with the information in the email. For example, a project manager that has 
received an email detailing the cost codes for their jobs that are over budget can open a cost code 
inquiry right from the email. E-mail messages can be sent for each Task or output from Tasks can be 
grouped into a Daily Summary email in which all Task output for a recipient is grouped into a single 
email. 
 

With MyAssistant emails you can: 
� Mark notification items complete 

� Ask to be notified again if the issue hasn’t been addressed in a period of time  

� Indicate you do not need to be notified of the situation again 

� View any Sage Timberline Office* report or inquiry 
� Click the reply button in the email to respond to the appropriate person 

 

 

Notification Log 
The MyAssistant Notification Log provides each person one place to view and manage their 
notifications generated by Tasks. 

With Notification Log you can: 
� Filter the Notifications displayed for each person 

� View open, closed, or all notifications  

� See a list of Tasks that have generated Notifications and each specific Notification for that Task 

� Run specific Timberline Office reports or inquiries right from the Notification Log  

� Export Notification data to Microsoft Excel 

� Update the Notification list with the single click so that you always have current information 
 

 

 

 

 




