Using the PAN System
CUSTOMIZING EMAIL TEMPLATES
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Introduction @

* The PAN platform provides a number of Email templates to
facilitate communication.

* Our standard Email templates are easily customized with your
own text.

* You can also modify:
— From Address
— CC and BCC Addresses
— Email Subject

CAUTION: The changes you make to an email template

will affect all candidates moving forward.
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Introduction @

* All templates utilize “Tokens” to simplify the customization of
your Emails. Tokens are formatted as follows:
%% \VariableText%%

* To help you find the templates you need, we’ve organized
them into categories. On the following slides, we’ve listed the
Emails that you will find within each of the four categories:

—Administrator Functions
—Assignment —Candidate
—Billing and Credit
—Client Settings
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Email Type: Administrator Functions @

* Within this category, you will find Email templates on the
following topics:

—Accommodation Request Approved/Denied/ Under
Review

—Account Created

—Candidate Created

—Candidate Notification of Custom URL
—Candidate Score Reports Available
—Notification of Changed Login ID
—Registration Received/Approved/Rejected
—Test Completed
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Email Type: Assighment-Candidate @

* This Email category includes the following templates:
—360 Rater Notification and Reminders
—360 Subject Notification and Reminders
—Assessment Notification and Reminders
—Assessment Assigned Notification and Reminders




Email Type: Biling & Credit

oS

Inventory Low

* This Email
from ndaress: | category includes
pe Address: the “Inventory
| Low"” template
Emall Sbects e shown below

Body: 4\ Copy/Paste Warning|

BCC Address:
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Styles -  Format - Font - size - A- -

You have requested to be notified when your inventory falls below %%InventoryReminderNumberla%. %%
AssessmentName%% has a quantity of %%InventorylowQtyRemaining%% available. To ensure this product is
available for future processes, please purchase more inventory.
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Email Type: Client Settings @

* “Client Settings” Email templates include:

—Administrator Notification of the Type of PAN
Subscription Selected

—Notification to PAN Client Services and Sales of
Client’s Subscription Type Selected

—Low Product Inventory for Custom URL

—Maximum Number of Candidates Reached for
Custom URL




Customizing Email Templates

OS]

& - a = @ ’
CATALOG ASSIGN RESULTS AUTHORING
Dashboard Approve Admins Resource Center Subscription Types
Administrator Dashboard
q

o

Edit My Info
Candidates
Administrators
Clients

Email Templates
System Messages
Logs

= Assignment - Candidate Final 360 Reminder (Subject)

= Mt - Candidltc<: Final Assessment Reminder )

= Assignment - Candidate First 360 Reminder (Participant)

- 2 J . . . \

To customize an Email
Template:

1. Under the “Settings”
tab (3 wheels), click
“Email Templates.”

2. Locate the Email
that you want 1o
edit and click the
icon in the “View”
column.
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Customizing Email Templates

oS

First Assessment Reminder

[FeteAdminEmailses, <mm— ]
CC Address:
BCC Address:
[26%AdminEmail%% ]
Email Subject:
%%ClientName%% Test Registration Reminder
Body: A\ Copy/Paste Warning
Bsowce @ ¥ RG] Q b
B I USXx x* ;=2 EF EEE2E SQ@M@=
Styles - Fomst - Font - Sze - A- B-
: A
%%TesterName3%%,
It has been %% TesterAssignedEmailReminderDays%% days since you were contacted to complete your
ssessment. Please complete the assessment as soon as possible. or contact your administrator if you have
questions
You have been registered to tojliyan for %%C %. The ) you are to take is
the %%TestName%3%, and | am your Test Administrator.
To tske the assessment, click the following link: %%BatteryUriLink%%
Follow the directions on the screen
If you have technics! problems reaching the assessment, go to %%LoginUrlLink%% and click on the "Log On"
button. The following screen will prompt you for login help.
will expire on %%, ExpirationDate%%
v
4
Insert Token Into Body:
[AdminEmail V| Insert

) Send Email Preview

= Save = Save As X Cancel

3.

4,

|dentify where you
want to make
changes.

In the example on
the next slide, we:

—Replaced the token
in the “From Address”
field with the
Administrator’'s Email
Address

—-Inserted the
Administrator’'s name
in the text, using a
token.

-Did NOT alter a

token by changing the
text between the

“%%'" as this would
render the token
unusable.
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Customizing Email Templates

First Assessment Reminder

From Address:

/AdamAdministrator@yourorganization.com

CC Address:

BCC Address:
[26%AdminEmail% % |

Email Subject:

%%ClientName%% Test Registration Reminder

Body: a Copy/Paste Warning
@ souce @ 3£ B E @ «

B I USx x =

{0
s
i

Styles - Format - Font ~ || Size ~

%%TesterName%%,
It has been %%TesterAssignedEmailReminderDays%% days since you were contacted to complete your
assessment. Please complete the assessment as soon as possible, or contact your administrator if you have

questions.

You have been registered to take an assessment for %%ClientName%%. The assessment(s) you are to take is
the %%TestName%%, and | am %%AdminName%%, your Test Administrator.

To take the assessment, click the following link: %%BatteryUrlLink%%
Follow the directions on the screen.

If you have technical problems reaching the assessment, go to %%LoginUrlLink%% and click on the "Log On™
button. The following screen will prompt you for login help

Your assessment will expire on %%AssessmentExpirationDate%%

Insert Token Into Body:

AdminName V| Insert h

body 4

oS

5. Toinsert a token:

—Find the desired
token in the
dropdown list
under “Insert
Token Into Body”

—Place the cursor
where you want
the token
inserted

—Click “Insert™

PSI Confidential



Customizing Email Templates oS

Final Assessment Reminder 6. Be careful when

From Address: remOVing TOkenS OS
[26%AdminEmail%% ] . .
_—— you may eliminate a
BCC Address: n e C ess O ry

[%%AdminEmail%% ] O Ssess m e n-l- p rOC ess o
—Example: If the

Email Subject:
[%%ClientName%% Test Registration Reminder

Body: 1N Copy/Paste War

S BB Y %Z%BatteryUrlLink%%
e R SRS is deleted from this

template, the test
taker will not be

It has been %%TesterAssignedEmailReminderDays%% days since you were contacted to complete your . .

assessment. Please complete the assessment as soon as possible, or contact your administrator if you have O b | e 'I'O C | I C |< O | I n |<

questions

%%TesterName%%.

You have been registered to take an assessment for %%ClientName%%. The assessment(s) you are to take is TO TO ke Th e

the %%TestName%%, and | am your Test Administrator O SS ess m e n .I.
.

To take the assessment, click the following link: %%BatteryUrlLink%%
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Customizing Email Templates

OS]

Insert Token Into Body:
lAdminName VI Insert

(-7 Send Email Preview h

[= Save [= Save As ¥ Cancel “

Insert Token Into Body:
[AdminName V] Insert

4 Send Email Preview /

[= Save [= Save As ¥ Cancel
New Template Name: First Assessment Reminder - Eﬂ x:
—b ' OK Cancel

/. Always test a

customized Email by
sending it to
yourself, to ensure it
Is working properly.

When you are
satisfied with the
customized Email
template:

—Click “Save As”
—Assign the
template a new

name and click
“OKH
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Reminders @

* Do not change the test that falls between the “%%”
symbols in a token as this will result in a non-
functioning token.

 The changes you make to an Email template will
affect all candidates moving forward.

 Removing a token could cause a necessary
assessment process to be eliminated.
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Using the PAN System
CUSTOMIZING EMAIL TEMPLATES

QUESTIONS?

Contact Your PAN Account Representative
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