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1. New Module: Quick E-Mail Template Manager

The newly developed module, Quick E-Mail Template Manager, addresses the network’s request to be

able to customize the e-mail application templates and match those to each program to be consistent
across communications.

Reminder: Templates are located on the “Activities” pages under both the Trainees and Faculty
headings on the left sidebar. They are part of the ‘Quick E-Mail’ tool (see screenshots below). Note:
Programs are now able to include people who are not in the recipient list by using the ‘cc’ function.
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The Quick E-Mail Template Manager is available for Program Directors and Administrators only. It’s the
last option in the left-hand side navigational menu (see screenshot below).

< = 0O ‘E’, aucd.org/nirs/db/LPQI/AdminEmailTemplateManager.cfm?CFID=558 17705&CFTOKEN=43326511
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Emails to Trainees
0 Trainees Invitation to Submit Data for T1 Data Point
0 Trainees Invitation to Submit Data for T3 Data Point
0 Trainees Reminder to Submit Data for T1 Data Point

Email Template Manager
0 Trainees Reminder te Submit Data for T3 Data Point

Emails to Faculty
0 Faculty Invitation to Submit Observation for T2 Data Point
0 Faculty Invitation to Submit Observation for T3 Data Point
0 Faculty Reminder te Submit Observation for T2 Data Point

0 Faculty Reminder te Submit Observation for T2 Data Point



There are two groups of templates: (1) for Trainees, and (2) for Faculty. Each group contains four
templates: two invitations and two reminders. Each template has the same set of fields that can be
customized:

Subject (subject line of email template)
From (e-mail “from address”)
E-mail body text (content of email template)
e Introduction
e Footer
e Signature

2. E-Mail Template Manager: Two Parts

Each template will have two parts:
e  Modify Quick E-Mail Template
o View Delivery Report

Both options can be accessed by clicking on the arrow on the left, next to the template header (see
screenshot below):
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Email Template Manager

o Trainees Invitation to Submit Data for T3 Data Point
o Trainees Reminder to Submit Data for T1 Data Point

0 Trainees Reminder to Submit Data for T3 Data Point




3. E-Mail Template Manager: Modify E-Mail Template

Quick Email Template Manager | Trainees Invitation to Submit Data for T1 Data Point
Home  Quick Email Template Manager ~ Modify Email Template

MODIFY EMAIL TEMPLATE
Subject | Invitation to complete Pre-Training LEMD Core Competency Self-Report |
From | Douglas Blocker |
Email Template ‘Walue from fiedd FROM will be added to LPQI@auct org email address in the recipient’s inbox.

Exarnple: IF you enter Johin Smith', the 'Frarm' address will be similar ta: On Behalf of john Smiith <LPQISaucd org>
Body Text Hello [FirstName],
Introduction Editor FAQ
s om oy B rul===|2u[He
A-P-lLBGEE| Hf—=saE| LEAN

Esch year we seek to improve our training program by tracking how much our trainses report
l=arning about cors concepts such as family centered care and interdisciplinary teams.

As part of this quality improvement process, we sre asking you to complete 3 "Pre-Training
LEND Cors Competency Assessment.” This process should take less than five minutes.

Path: y

[personalized link to trainee portal]

Footer Editor FAQ
spes  Higpm g m ru|ss=(e [He
A-W-XaB@E| f—=isaeiE| LEHQ
our resp are C ial. The data will be de-identified, aggregated and only

wsed for program-level evalustion. Pleass note that we will slso ask you to complets these same
measures one more time 5t the end of your training year.

Path: y

Signature Editor FAQ
Styles <y | B I
A-W- X LRG| =
Thank you,

[CirectorZfProgram]
[CenterMamea]

=
= &

Path: y

SAVE CHANGES * ROLL BACK TO DEFAULT TEMPLATE

Custom changes can be canceled by clicking the “Roll Back to Default Template” button. Doing so will
restore default, generic text and all customized changes will not be saved. i

Trainee and Faculty templates contain two fields that are dynamically generated (i.e. by the system) for
each e-mail recipient and those cannot be customized:

e Personalized greeting (“Hello, [trainee or faculty name]”)
e Personalized link to trainee portal (for trainees)



4. E-Mail Template Manager: Delivery Report

Clicking “View Delivery Report” for each template will bring you to the Delivery Report landing page;
there, you can select a specific e-mail to review delivery statistics for it.

F7 Suggested Sites 77 Web Slice Gallery
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Quick Email Template Manager | Delivery Repart | Trainees Invitation to Submit Data for T1 Data Point
Home | Quick Email Template Manager

DELIVERY REPORT
Mailings
Trainees Invitation to Submit Data for T1 Data Point
05/17/2017 04:11 PM
05/17/2017 04:04 PM
05/17/2017 12:50 PM
m 05/17/2017 09:54 AM

05/17/2017 09:49 AM

By clicking the “View Info” button, you will expand screen to access the delivery data. Note: Dynamically
generated fields will be displayed in square brackets.

LPQladmin —AAATest Center, UCEDD/LEND, F¥ 2017 (July 1, 2016June 30, 2017}

Quick Email Template Manager | Delivery Report | Trainees Invitation to Submit Data for T1 Data Poin

Home / Quick Email Template Manager
DELIVERY REPORT

Mailings

Trainees Invitation to Submit Data for T1 Data Point OS/7I2077 BT P

SENT: May 17, 2017 04:11 PM
SUBJECT: Invitation to complete Pre-Training LEND Core Competency Self-Report Sent From Douglas Blocker

RECIPIENTS: 1
oksana.kimova@gmail.com

CC RECIPIENTS: douglas@douglasblocker com jennifer@modemsignal.com
BODY TEXT:
Hello [FirstName],

Each year we seek To improve our training program by tracking how much our trainees report learning about core concepts such as family
centered care and interdisciplinary teams.

As part of this quality improvement process, we are asking you to complete a "Pre-Training LEND Core Competency Assessment.” This process
should take less than five minutes.

[personalized link to trainee portal]

Your responses are completely confidential. The data will be de-identified, aggregated and only used for program-level evaluation. Please note
that we will also ask you to complete these same measures one more time at the end of your training year.

Thank you,
[DirectorOfProgram]
[CenterName]



