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What: Content Templates allow users to create a library of reusable templates that can be saved or shared for
common frequent communications.

Modules: Enrollment Success, Advancement Success, Student Success

Where: Content Templates are available from the user menu in Navigate360 staff platform.

Who: Content Templates give staff and faculty reusable message templates for communications.

Conditions: To use Content Templates, staff and faculty must have the Use Templates permission to have
access to public templates. To create and use their own templates, users must have the Create, Edit, Delete
Own Templates permission.
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Feature Overview

Content Templates give users the ability to create a library of reusable templates that can be saved or shared. This
helps users who have frequent types of messages, such as appointment instructions, to send communications to
recipients more quickly without any glitches or errors caused by copying and pasting a template from another
source.

Access Content Templates by going to User Menu >> Content Templates.
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The Content Template page opens.

The page has two tabs - My Templates, which is for any template the user has created, and Public
Templates which is for any templates that have been shared for all Navigate360 users. The tables on each page
are searchable so users can find the template they want.

Creating a Template

Select the Add Template button on the My Templates tab to create a new template.
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The Compose Template page opens.
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The following fields are available.

Template Name (Required)

Name of the template. Make this memorable and brief, especially if it is going to be public.

Template Is Active

Check this box to allow for users to select the template when composing email or text messages in the
platform.

Template Description

A brief description of the template that can be used to find templates when searching results.

Make Template Public

Check this box to allow any Navigate360 user with the Use Templates permission to apply the content
template to their email or text messages. If it is not checked, only the user who created the template can use it
when composing email or text messages.

Template Type

Templates can be Email, Text, Landing Page, or Print. Text message templates are limited to 300 characters in
the GSM-7 character set.
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Branding Template

Select a header and footer for the content template from this menu.

Subject (email messages only)

The subject line for the email message.

Message/Description (for Event Landing Pages)

The template message or description. For emails and landing pages, rich text formatting is available, including
links, images, lists, and tables. Text message templates are limited to 300 plain text characters. Email
messages can also include attachments. If your institution has the Message Content Creator features, these
are available beneath the message field for emails and texts.

For Email and Print templates, you can select and insert merge tags directly into the template content. Refer
to Merge Tags in Content Templates below for details.

On the right side of the page, the content preview displays the message as it will appear to recipients. You can view
the preview in a Mobile Device, Tablet, or Desktop frame. For templates intended for print, you can generate a PDF
to download and review.
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After configuring the template, click Save Template. Completed content templates display in the table on My
Templates.

9/9/26, 4:49 PM Content Templates across Navigate360 – Help Center

https://helpcenter.eab.com/hc/en-us/articles/25283215207959-Content-Templates-across-Navigate360 7/13



Public Templates

Public templates allow users to share templates. For example, a tutoring office can use a public template so that all
tutors can use the same intake form for students who need tutoring. Navigate360 also includes a few EAB starter
templates for examples for your institution, though these can be deleted or edited by your app admin.

Each template has a row action menu for users with the Edit and Delete Public Templates permission that allows
them to edit, copy, or delete existing public templates. Otherwise, users who can use public templates can preview
the template from the table.

Using Content Templates in Navigate360

Once users have access to at least one content template, the Apply a Template option appears when users are
composing an email or text message throughout the Navigate360 platform.

9/9/26, 4:49 PM Content Templates across Navigate360 – Help Center

https://helpcenter.eab.com/hc/en-us/articles/25283215207959-Content-Templates-across-Navigate360 8/13



Content templates can be applied in the following areas:

Send message dialogs
Welcome messages, success messages, and nudges for Campaigns
Invitations and reminders to RSVP, RSVP Confirmations, and Event Reminders for Events
Email settings for Alert Reasons
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For Print Mail, a predesigned template applies standardized content and formatting to the document. This option is
available only for Print Nudges. Before generating the print job, you can generate a PDF to preview the final output.

For Landing Page templates, they are applied on the Edit Registration Page step.
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Merge Tags in Content Templates

Administrators and staff can use merge tags in Email and Print content templates. When creating or editing a
template, users can select and insert merge tags directly into the template content.
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When a template containing merge tags is applied during campaign or event message composition, the merge tags
are preserved and resolved at send time. After applying a template to a nudge, message, or invitation in a campaign
or event, users can also insert merge tags directly when composing or editing that content, even if it did not start
from a template.

Templates created using the HTML editor also support merge tags. When you select an HTML-based template, the
message editor automatically switches to HTML mode and applies the template content, including merge tags, as-is.
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Note. Merge tag support applies to Email and Print templates and nudges only. This feature is not available for
Text (SMS) templates or nudges.

The merge tags available depend on the module you're working in. If a template contains a merge tag that isn't
supported in the selected module, an error message lists the unsupported tags and blocks saving until the template
content is corrected or a different template is selected. The unsupported tags are also highlighted in the message
preview.

9/9/26, 4:49 PM Content Templates across Navigate360 – Help Center

https://helpcenter.eab.com/hc/en-us/articles/25283215207959-Content-Templates-across-Navigate360 13/13


