onfigure Event Notifications

e Hover over the sidebar menu, then click Event Scheduling.
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e Navigate to the List View tab and expand the course you would like to edit by clicking
on its name.
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e Click on the name of the event you would like to edit.
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e In the left-hand menu, click Notifications.

Course

Select from the list.
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NOTIFICATIONS

PREVIEW TEMPLATE TITLE

Event Booking Coordinator

Event Booking Facilitator

Booking Request submitted to the Manager

Booking Request Approved by Manager for Person

Booking Request Declined by Manager for Person

Booking Request Approved by Manager for Coordinator

Booking Request Declined by Manager for Coordinator

Booking Request Approved by Admin for Person

TEMPLATE DESCRIPTION

Event Booking Coordinator

Event Booking Facilitator

Booking Request submitted to the Manager

Booking Request Approved by Manager for Person

Booking Request Declined by Manager for Person

Booking Request Approved by Manager for Coordinator

Booking Request Declined by Manager for Coordinator

Booking Request Approved by Admin for Person

STATUS

Notification sent 1o the
coordinator of the event

Notification sent to the facilitator
of the event

Notification sent to the Manager
if a booking request has been
submitted

Notification sent to the Person if
a booking request has been
approved by the Manager

Notification sent to the Person if
a booking request has been
declined by the Manager

Notification sent 1o the
Coordinator if a booking request
has been approved by the
Manager

Notification sent to the
coordinator if a booking request
has been declined by the
Manager

Notification sent to the Person if
a booking request has been
approved by the admin

e Email templates linked to Event Scheduling will be listed in the table.
e Templates can be previewed by clicking the view icon.

e Click the toggle button to set the template’s status to Active.
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Booking Request Approved by Manager for Person

Booking Request Declined by Manager for Person
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TEMPLATE DESCRIPTION

Event Booking Coordinator

Event Booking Facilitator

Booking Request submitted to the Manager

Booking Request Approved by Manager for Person

Booking Request Declined by Manager for Person

Booking Request Approved by Manager for Coordinator

Booking Request Declined by Manager for Coordinator

Booking Request Approved by Admin for Person

STATUS

Notification sent 1o the
coordinator of the event

Notification sent to the facilitator
of the event

Notification sent to the Manager
if a booking request has been
submitted

Notification sent to the Person if
a booking request has been
approved by the Manager

Notification sent to the Person if
a booking request has been
declined by the Manager

Notification sent 1o the
Coordinator if a booking request
has been approved by the
Manager

Notification sent to the
coordinator if a booking request
has been declined by the
Manager

Notification sent to the Person if
a booking request has been
approved by the admin
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