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Email & Text Message Content Templates

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

Access content templates by going to User Settings >> Content Templates.

. 9 I [ oy
@ Navigate360 | STUDENT success Al 3 e v Groups | Whitehurst Unive.. ~ l ® = ‘
. {
ﬁ Admin Settings
Update Password
Administration :I““’ —
Content Templates

si=is
il . - Logout

Site Configurations User Management Imports and Exports
@ Global Configuration Role Configuration & Access Manage Data Export Users
Group Configuration & Access Change My User's API Key

) Create a New User

Care Units View My User's AP Key.

?’ Edit a User
Configure SFTP

Absence Email Templates Edit School-Wide Pronouns
®\ Endpoint Configuration

Alert Reasons Mass Edit of Students
o Data Import
= Case Outcomes Mass Edit of Users

New Data Import

Custom Links Mass Tagging by ID .
@ LMS Data Integration (Canvas Only).

Important Information
@ Photo Import Logs

Announcements Data

Click on "Add Template" to start working with a blank template.
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Users will select applicable configurations and compose their content on the left-hand side of the page. Marking "Template is Active" will
allow for the end user(s) to select the template when composing email or text messages throughout the Navigate360 platform. Marking
"Make Template Public" will allow all users with appropriate permissions to see the content template when composing email or text
messages. If this box is left unchecked, only the individual user who created the content template will be able to select it when
composing email or text messages.

Email templates allow users to use updated Rich Text Formatting options and add attachments, while text message templates are limited
to 300 characters (note: these characters must be within the GSM-7 character set).

https://helpcenter.eab.com/hc/en-us/articles/24942172942999-Staff-Workflows-Automations-STC-24-13-Release-Notes 1/5



8/7/24, 11:25 AM Staff Workflows & Automations - STC 24.13 Release Notes — Help Center
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On the right hand side of the page, a preview of the content is generated and can be viewed in the frame of a Mobile Device, Tablet, or
Desktop.
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Preview

0 Mobile | O Tablet | O Desktop

Subject: Important Dates: Payment Deadline and Late Fee Information

_~

This is a reminder that the deadline to submit tuition payment for the [Term/Year] semester is

approaching. Please ensure that your payment is made by [Payment Deadline Date] to avoid any late
fees.

Key details:

e Tuition Payment Deadline: [Payment Deadline Date]
« Accepted Payment Methods: [Payment Methods Accepted]

« Late Fee Information: A late fee of [Amount] will be applied for payments received after the deadline.

If you have any questions regarding your tuition payment or need assistance with financial
arrangements, please contact our Bursar's Office at [Bursar's Office Email] or [Bursar's Office Phone].
We are here to assist you and ensure a smooth start to the semester.

@ Navigate360

After a user selects "Save Template," their content template will display on their "My Templates" tab:
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On the "Public Templates" Tab, users will see content templates that have been marked as a Public Template by other users (with
appropriate permissions) at their institution, as well as a few EAB Starter Templates. These templates may be left for use by end users,
edited, or deleted by the application administrator before granting end users permissions to use content templates.
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Use the actions menu to edit, copy, preview, or delete existing content templates.
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After one or more content templates have been made available to an end user, they will have the option to select an email or text
message template when composing an email or text message throughout the Navigate360 platform:
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