Navigate360: Add Content Templates

Allow users to create a library of reusable templates that can be saved or shared for common frequent

communications.
1. Open content templates @ - ’ @ .
o Inthe top right corner of the home screen, click on the circular user icon Admin Settings
o Click Content Templates from the pop-up menu User Settings
Content Templates
2. Create Email/SMS templates Stop Impersonation

o Click Add Template to start working with a new template
o Create a Template Name, Template
Description, Template Type (email or text), a Sl s ey
Subject line, and a Message General Settings
e NOTE: Marking a Template is

Active will allow users to select

: <
the template when composing
email or text messages
throughout the Navigate fakesempiate puolc  ————
pIatform Template Content
e NOTE: Marking Make Template it OO
Public allows users to see each
other’s templates. If this box is v o Sourlonied e avgie 15 Ve
left unchecked, only the
Paragraph v By Av £« AlvB I & T~ iZ~ b? M@~

individual who created the
content template will be able to
select it when composing email

Don't forget to Download the Navigate360 Student App

or text messages.

o sEmail templates allow users to add attachments

o Text message templates are limited to 300
characters

o On the right hand of the screen, a preview of the
content is generated and can be viewed in the
frame of a Mobile device, Tablet, or Desktop

rreview -

Continue to next page...
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Allow users to create a library of reusable templates that can be saved or shared for common frequent

Preview

Subject: Have You Downloaded the Navigate App Yet?

communications.

= Preview =

‘ 0 Mobile | O Tablet I £ Desktop I

Subject: Have You Downloaded the Navigate App Yet?

u EAST TENNESSEE SIATE
UNIVERSITY

Don't forget to Download the Navigate360 Student App!

Need help with Navigate?

@ Navigate360

U [EAST TENNESSEE STATE |
I UNIVERSITY

Don't forget to Download the Navigate360 Student App

o Click Save Template

My Templates | Public Templates

NOTE: Content will display on the My Templates tab. If the template is made public, it
will also appear under the Public Templates tab. There are also EAB Starter Templates
available under the Public Templates Tab.

NOTE: The hamburger menu allows users to Edit, Copy, Preview, or Delete a template

1y Templates
con
+ Add Template bt o
Previe
. |[=
Delete
_ veiete
= ~ D Tvez : Cazatzo O $  PusLc
=  Download the Navigate App Email 08/02/2024 Yes
Template: Public Templates
Sublic Templates
e e @
= a Dezcaintio s Tyoe s Cazates 0 s Crezaven B a
=  Course Registration Deadline Approaching  EAB Starter Template - Registration Deadline Email 07/31/2024
=  Download the Navigate App Emai 08/02/2024 Swatzell, Rachel (s
= Financial Aid Reminder: Complete Your FA EAB Starter Template - FAFSA Completion Email 07/31/2024 ‘
=  Important Dates: Payment Deadline and La.. EAB Starter Template - Payment Deadline Email 07/31/2024
=  Mark Your Calendar: Final Exam Schedule EAB Starter Template - Final Exam Schedule Email

07/31/2024 ‘
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Allow users to create a library of reusable templates that can be saved or shared for common frequent

3. Using templates in the platform

communications

Send A Message

o When selecting Message Student or Send a

Message in the platform, the Send a Message

screen appears

o Select the Apply a Template dropdown and

search for the saved template you want to

use for your message

@ email O Text

To: Bucky Buc (they/them)

~ Apply a Template ©

o After selecting your template, click the
Update box to apply your template to the

message
o Click Send Message

Text Preview of
Content Template

+1(940) 398-0543

Text Message
Yesterday 4:33PM

Don't forget to create your message
template!

red

Note: Load ng a template will overwriteé any content you have ent

w

Email Template

| Select Message Content Template A | [ Update |
| Default | -
My Templates |
Email Template
Download the Navigate App X v l ‘ Update ’ /
Browse and Preview Templates
ubject:
Have You Downloaded the Navigate App Yet?
lessage:
Paragraph v By Av &EvAlvB I @ Zv
Don't forget to Download the Navigate360 Student App!

Have You Downloaded the Navigate App Yet? v
Swatzell, Rachel (she/her) <swatzellr-7pSOvwgYTkBx@success.mail.etsu.edu> @ o
To: @ Swatzell, Rachel Fri 8/2/2024 9:46 AM

E EAST TENNESSEE STATE
UNIVERSITY

Email Preview of
Content Template

Don't forget to Download the Navigate360 Student App!
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