m |NTERACTIVE How to Modify Email Templates

Applicable to: MAdmlnlstrators Editors []Readers
MeTI\/IF MStudy Start-up

&

1. Enter the study room
and click on Settings
within the Navigation
Grid at the top left.
- Training Room 1 -
- Settings
Search Q |
> B Regqured Documents . 2. Expand the Email
> @ Countries menu and choose the
» (8 Investigative Sites Sub-menu Email
@ IRB/EC
/ Templates.
E Email Templates
E Room Legal Hold Notifications
B MNotification Preferences
b B Required Documents < [Fempaenpe] 16

General
Data Room Legal Hold Reminder
Existing Participants Invitation ‘h

Investigative Sites Expiration

» @ Countries Subject =

3 . C h OOSG yO U r » 1B Investigative Sites
Template type from | °==
the drop-down ‘

menu. e

Documents

Mini Newsletter Notification

New Participants Invitation

Newsletter Notification

Potential Investigative Sites Motification

B Email Templates

B Notification Columns Audit Query Review Feedback

— CRA Reconciliation Review Missing Documents Notific
i= Document Templates

» B Audit

» # Workflows Insertions -
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fd INTERACTIVE

How to Modify Email Templates

4- Modify the required B About B Email Templates _
. . . Template type:*  |[Task Reminder Email ¥
Su bject- fle-ld anc! email " s
body with insertionsor | . . - s 18 7 U a-m-lo &
free text, as needed. | quect sesunects

8

Due Date: ##DueDates#

Priority: ##Priority##

Status: #Statusss

Complete %: ##CompletePercent##
Description: ##Description##

tart Date: ##StartDates#

Insertions:

e place the cursor where
text should be entered

e choose field to be used
from drop down menu

e click Insert

A Save

6.

1 Change Log |

7

Subject: ##Subject##

Start Date: #:StartDate##

Due Date: ##DueDatet

Priority: #Priority##

Status: #5Status##

Complete %: ##CompletePercenti##
Description: ##Description##

Insertions: | [Priority

. Click Save when finished

Click Change Log to view updates

For any additional

assistance, click ... @ Help & Guide
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