How to Modify Email Templates
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2. Expand the Email Menu and
choose the sub-menu Email
Templates.
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1. Enter the study room and
click on Settings within the
Navigation Grid at the top left.
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3. Choose your Template Type
from the drop-down menu.
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B About E Email Templates *
Template type:* ||/Task Reminder Email v
4. Modify the required ~— Subject.*  [#SiteName#: - ##Subjecti
Subject field and email ©  TimesNew ..~ 12pt - B 7 Y A-A- & §
body with insertions or Subject: £4Subjecti
Start Date: #4StartDate##
free text, as needed. Sart Date. e tariDate? -
Priority: ##Priority##
Status: #Status##
Complete %: ##CompletePercent##
Description: ##Description##
Subject: #£Subjects## Insertions:

Start Date: #£#StartDate##

Due Date: ##DueDate##

Priority: #Priority##

Status: #Status##

Complete %: #2CompletePercent##
Description: ##Description#£

Insertions | Priority

5. Click Save when finished.

6. Click Change Log to view updates.
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-Place cursor where the text
should be entered.

-Choose the field to be used
from the drop-down menu.

-Click Insert.

M Save

[ Change Log I
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