How to Modify Email Templates

Tl version 10.6

ACTIVE

@ Admin
(O Manager
QO Editor
O Reader

APPLICABLE TO:

n Enter the desired study and select
Settings within the Navigation
Grid

a In the navigation tree on your left,
expand the Email category menu
and choose the sub-menu Email
Templates

» @ IRBIEC

p B Oroanizations

+ @ Email

E Email Templates

K FRoom Legal Hold Motifications

E Notification Preferences

a Choose your Template Type from
the drop-down menu

n Modify the Subject field and email
body with insertions (see next
page) or free text, as needed.
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Template Type: Document C!uer,r Remlnder
Subject: Document Query Reminder

ool Documents Available for Audit Reminder =
rial - =
Documents Download From FTP
. ) General Query Email Template
ello ##RecipientFir v o
Query Email Placeholder Text
We are expecting ar  Reconciliation Report to CRA Manager ier
##QueryI D Responsible Party Missing Documents Reminder
Returned Back Document to Reviewer
Please provide YoUr  poyiew Feedback
Thanks, TiSign Decline to Sign
#HSenderFirstNames  TiSign Reminder Email

TiSign Sign Completion
##ssueQueryEmailContent##

nsertions: |Query 1D

B About H | Email Templates \

Template Type:*  Document Query Reminder

Iguh_w Ouer‘;Remmﬂer'#RoomNamefw-(#OUERYID'#QUEMD#I

<> Arial - 12pt - B I Y A-.@A- =

Hello ##RecipientFirsiName## ##RecipieniLastName##,

We are expecting a response from you for the query that was sent to you earlier.

Thanks,
#HiSenderFirstName## ##SenderLastName##

«—

##ssueQueryEmailContenti##
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I Please provide your reply to this email. I
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|
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Insertions / \\
' Hello ##RecipientFirstName## ##RecipientLastName#,
-Place cursor where the text should I \We are expecting a response from you for the query that was sent to you earlier. :
be entered. ' ‘_Uemm_# o |
| [Please provide your reply to this email. [
I
-Choose the field to be used from the I L #SanderF rsiName## ##SenderLasiName## :
drop-down menu. I _ I
I ##ssueQueryEmailContent# l |
-Cli l |
Click Insert. g s [ =3 |
\ /
N o e e e e e e e e e e e e e e e = -
- S \
a Click Save when finished . |
I I
' | M Save | |
N /J
a Click Change Log at the bottom right
corner to view template updates
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