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Email Fields and Email Messages in Centricity2

Your Centricity2 website uses Email messages to inform users of certain events. This guide identifies the
various Emails Address fields within Centricity2, indicates when each is used and provides examples of
each message.

Email Address Fields

You will find these Email Address fields in Centricity2.

Users & Groups—Users

Users Passports Import Users Update Users Import Family Relationships Recycle Bin How do |...?

[ 3 Edit User

Last Name, First:

birector 1 Site R

Generate Password Reset Password Emulate User Delete User

General Address Groups Family Relationships Advanced

User Name:

‘ sitedirector ‘

Passport:
Controls the user's extended privileges on your site

’ Site Director v

Title:

Email Address:

’ test@testcom

Phone Number:

Cancel

Field Name: Email Address

Location: Users & Groups—=>Users—>Users Tab—> User Account Details
Regarding: Various

Comments: This Email Address is used to as the To Address when sending various system-generated
Email messages to users. In addition, it is used in Calendar Event Registration Rosters
and Form & Survey responses.
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Users & Groups—User Settings

User Settings LDAP Settings How do l..?

User Seftings

From Email Address:
Emails concerning Users & Groups, including new user emails and password change emails come from this email address.

bjn122@hotmail.com h |

Automatically Unlock User Account

Unlock after 2 ' hours.

Field Name:  From Email Address
Location: Users & Groups—>Settings—> User Settings Tab
Regarding: User Accounts

Comments: This Email Address is used to as the From Email Address for any automatically generated
Email messages regarding User Accounts (e.g., Forgot Password and New User Email
messages).
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Configure—System Settings

Field Name:
Location:
Regarding:

Comments:

A Settings How dol..?

System Settings

Manage the system settings for your site.

General MyStart Alerts Integration Mobile MyView Template

System Email Address
Enter your system email address.

l systememailaddress@schoolwires.com ‘

Session Timeout

Enter a user session timeout in minutes for Site Manager and end user website inactivity.

Maximum Image Width
Enter the maximum width in pixels allowed for images inserted on your site.

600 PX

Display Feed Buttons

Display RSS feed and iTunes® podcast feed buttons on your site.

@ Active © Inactive

[T] Allow Membership Tab in Section Workspace

This is recommended if you have a membership connector with an SIS system or if your students have user accounts.

Save

System Email Address
Configure—>System Settings—> General Tab
Various

This Email Address is used to as the To Address when a visitor generates an Email by
clicking on the Questions or Feedback? link located in the footer of the end-user
website.
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Site & Channels—>Site or Subsite—> Settings—> Contact Tab

Field Name:

Location:

Regarding:

Comments:

o [ %]
Site Settings

Rename your site by changing the site or menu name or both. If you want, you can update the contact name,
email and phone number and set a friendly web address.

General Contact Advanced

Users will see this contact infc ion in general from the site.

Contact Name:
Users will see this contact information in general messages from the website.

’ HVSD Site Adminstrator ‘

Email Address:
Emails to users from your site are sent from this email address

‘ esparks@hvsd.org ‘

Phone Number:

‘ 814-272-1111 (Main) ‘

Fax Number:

|

Street:

328 Innovation Blvd.

City, State & Zip:
| State College | PA ' 16801

Email Address

Site & Channels—>Site or Subsite—> Settings—> Contact Tab; Alternatively,
Configure->Sites—>Sites Workspace—> Contact Tab

Various

This Email Address is used to populate the From Email Address for any automatically
generated Email messages regarding general site activity (e.g., a new comment has been
submitted to an app having commenting activated).

Note that the Email Address field for the site will control the emails generated at the
subsite level as well.
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Site & Channels—> Site or Subsite—> Settings>Advanced Tab

Field Name:

Location:

Regarding:

Comments:

Site Settings

General Contact Advanced

Template:

Rename your site by changing the site or menu name or both. If you want, you can update the contact name,
email and phone number and set a friendly web address.

Templates control the look and feel of your website.

TL - Standard - Stacked Paper
Last published by Michael Kuzniar on April 12, 2013.

Calendar Notification Email:

calendar.

Email nofifications will be sent to this address when other calendars submit requests to push events to this|

esparks@hvsd.org

[7] Activate Restricted Formatting

NCES District ID:

‘12345

m { Cance,

Editors can only use pre-defined styles when formatting content

Show Membership Tab in Section Workspace
Show the membership tab for sections in this site.

Enter the National Center for Education Statistics ID for your district or school

Calendar Notification Email

Site & Channels—>Site or Subsite—>Settings—> Advanced Tab; Alternatively,
Configure->Sites—>Sites Workspace—>Advanced Tab

Calendar Event Posting Requests

This Email Address is used to as the To Address for automatically generated emails sent
when other calendars submit requests to push an event to the local homepage calendar.
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Broadcast E-Alert Emails—Sender Email

New Alert

Enter the required information for your E-Alert.
General Body Delivery Registered Recipients Other Recipients

Enter a subject and sender information then select a notification type.

Subject:

| 3
Sender Name:
|
Sender Email:
| N
Notification Type:

© Email [CIHmiL © Mobile and Email

Save Draft Cancel

Field Name:  Sender Email
Location: Site or Subsite Workspace—> Tools Tab—> Broadcast E-Alerts>New E-Alert
Regarding: Broadcast E-Alerts

Comments: This Email Address is used to as the From Email Address of your Broadcast E-Alert.
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Broadcast E-Alert Emails—Other Recipients

Add Email Addresses

Enter email addresses separated by commas.

Email Address:

h |
Add Cancel
Field Name: Email Address
Location: Site or Subsite Workspace—> Tools Tab—> Broadcast E-Alerts=>New E-Alert—>> Other

Recipients Tab—>Add Email Address
Regarding: Broadcast E-Alerts

Comments: Your Broadcast E-Alert is sent to all Email Addresses you specify in this field.
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Content E-Alert—Section Options—>Email Address

Field Name:
Location:
Regarding:

Comments:

Section Options
Modify the general and advanced options for your section.

General Advanced

Section Name:
The section name appears in Site Manager and anywhere the section name ActiveBlock is used on the site.

 Wilson, Rachel h
Menu Name:

The menu name appears in the navigation on the end-user website.

Wilson, Rachel ‘

Contact Name:
Uszers will see this contact information in general messages from the section.

| Rachel Wilson

Email Address:

| rwilson@hvsd.org

Phone #:

Calendar Notification Email:
Email notifications will be sent to this address when other calendars submit requests to push events to this
calendar.

Save Cancel

Email Address

Site or Subsite Workspace—>Channel Workspace—> Section Options—=>Email Address
Updated content

Your Content E-Alert is sent to all users who have subscribed to receive alerts when

content is updated. A content E-Alert is sent when an editor click the Send E-Alert button in an app.
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Site or Subsite—Channel Options

Field Name:

Location:

Regarding:

Comments:

Field Name:

Location:

Regarding:

Comments:

Channel Options

Modify the general and advanced options for your channel.

General Advanced

Channel Name:
The channel name appears in Site Manager and anywhere the channel name ActiveBlock is used on the
site.

About Us "

Contact Name:
Users will see this contact information in general messages from the channel.

Email Address:

Phone #:

Calendar Notification Email:
Email notifications will be sent to this address when other calendars submit requests to push events to this
calendar.

Email Address

Site and Subsite Workspaces—> Channels Tab—> Options—> General Tab
Various

This Email Address is used to as the To Address of the system-generated emails sent
whenever a new comment is submitted to an app placed within the Channel
Workspace.

Calendar Notification Email
Site or Subsite Workspace—>Advanced Tab—>Channel or Section Options=>General Tab
Calendar Event Posting Requests

This field populates the To field for the system-generated Calendar Event Posting
Request Notification emails for the channel homepage calendar.
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Channel->Section Options—>Email Address

Field Name:

Location:

Regarding:

Comments:

Field Name:

Location:

Regarding:

Comments:

Section Options

Modify the general and advanced opticns for your section.

General Advanced

Section Name:
The section name appears in Site Manager and anywhere the section name ActiveBlock is used on the site.

’ Our Schools

Menu Name:

The menu name appears in the navigation on the end-user website.

I Our Schools ‘
Contact Name:

Users will see this contact information in general messages from the section.

Email Address:

|

Phone #:

|

Calendar Notification Email:
Email notifications will be sent to this address when other calendars submit requests to push events to this
calendar.

Cancel

Email Address

Channel Workspace—>Summary Tab—> Options—>General Tab
Various

The value in this field is used as the To Address of automatically generated Email
messages sent when a new comment is submitted to an app on a page in the Section
Workspace.

Calendar Notification Email
Site or Subsite Workspace—> Advanced Tab—>Channel or Section Options—>General Tab
Calendar Event Posting Requests

The value in this field is used as the To Address of automatically generated Calendar
Event Posting Request Notification Email messages (all calendars within a section).

10
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Apps - Calendar Event-> Contact->Email

Event Title:
HVHS Senior Play - Grease k.
Event Recurrence Registration Location Contact Post to Calendars Viewers

Enter a contact name and email address. If you want, you can enter a website address and a contact phone number.

Web Address:

\ http://fwww.hvhs.net/Seniors/play

Contact Name:
’ Eric Sparks

Email:

’ esparks@hvhs.org

one:

814-272-1111
m | cancet || Create E-Alert |

Field Name: Email
Location: Contact Tab
Regarding: Registration Events

Comments: Depending upon the automatically generated Registration Event Email message, the
value in this field is used as the From or To Address.

11
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Apps—Alumni Directory

New Alumnus

Enter a name and graduation year. If you want you can add additional information.

General Contact More

Address:
|

City:

|

State:

|

Zip Code:

|

Phone:

Email:

Activate on my page
Cancel [ Create E-Alert

Field Name: Email
Location: Alumni Directory App > New Alumnus
Regarding: App Record

Comments: The value in this field is used for display only.

12
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Apps—Article Library

New Article

Enter a title for your article. If you want, you can add additional information.

Article Article Body Author Display Duration Accent Image Viewers

Author Name:

Phone Number:

[ Email Address:

Activate on my page

Cancel ‘CreateE-Alerl

Field Name: Email Address

Location: Article Library App—>Author Tab
Regarding: App Record

Comments: This Email address displays below the content of the article.

13
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Apps—Blog

Blog Posting

Enter your blog post details.

General Posting Author

Name:

Tags

’ Blog Author Name

Email:
(Will not be published)

I blogauthoremail@testcom

Activate on my page

Cancel Create E-Alert

Field Name: Email
Location: Blog App—>Author Tab
Regarding: Blogs

Comments: This Email address has functions as information only.

14
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Apps—Blog Commenting

Post a Comment

Name

Comment

Submit Comment

Field Name:  Email
Location: App (end-user website)>Post a Comment
Regarding: Commenting Blog Visitor’s Email

Comments: This Email address displays on the end-user website in apps with the Commenting
option activated. The value in this field is automatically populated with the Email
Address specified in the User’s Account information, provided that user is signed in.

15
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Apps—Discussion

New Topic

Enter a title for your topic. If you want, you can add a description, choose a start and end date, and activate your topic.

General Author Display Duration

Name:

Email:

Phone:

[¥] Activate on my page

Cancel || Create E-Alert

Field Name: Email
Location: Discussion App—>New Topic=>Author Tab
Regarding: Discussion App Author Email Address

Comments: This Email address functions as information only.

16
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Apps—Headlines & Features

New Headline

Headline Headline Body

Name:

Author Viewers Tags

Phone Number:

Email Address:

[¥| Activate on my page

m ! Cancel | | Create E-Alert
\ ) \

Field Name: Email Address

Location: Headlines & Features—>Author Tab

Regarding: Headlines & Features App Author Email Address

Comments: This Email address displays below the content of the headline body.

17
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System-Generated Emails

Here are examples of automatically generated Email messages that are triggered and sent to users.

Content Moderation: Content Approval—Content Waiting Approval
A content waiting approval Email is triggered and sent when content is submitted to be approved.

From: User Account Email Address of Editor that is submitting the content

To: All users listed as Approvers for the Content Group

Subject: Content is awaiting your approval.

Body: [Submitting Editor First Name Last Name] submitted the following content for
your approval on [Long Date and Time content was submitted]: [Content
Preview] Click here to view your approval queue: [link to Approval Queue]
Thank you.

Content Moderation: Content Approval—Content Approved
A comment approved Email is triggered when an approver approves content in the Approval Queue.

From: Approver

To: User Account Email Address of Editor that submitted the content

Subject: Your content has been approved in the [App Name] app.

Body: [Approver First Name Last Name] approved the following content on [Long Date
and Time]:
Thank you.

Content Moderation: Content Approval—Content Declined
A content declined Email is triggered when an approver declines content in the Approval Queue.

From: Approver
To: User Account Email Address of Editor that submitted the content
Subject: Your content has been declined in the [App Name] app.
Body: [Approver First Name Last Name] declined the following content on [Long Date
and Time]:
Comment:
[Approver’s comments]
Thank you.

18
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Users & Groups—Forgot Password
A forgot password Email is triggered when a user clicks the Forgot Password link.

From:

To:

Subject:
Body:

Users & Groups > Settings > General Tab > From Email Address

Requesting user’s Email address (Users & Groups > Users > Users Tab > User
Account Details > User Settings Tab > Email Address)

Forgot [Site Name] Website Password — Select A New One

Hello [FirstName]!

Forgot your password? No problem! Just click this link and create a new one.
http://linktoresetpassword

This password reset link will expire in 24 hours.

If you have any questions, please contact your site administrator at Users &

Groups > Settings > General Tab > From Email Address.

Sincerely,
[Site Name]

Users & Groups—New Account

A new user account Email is triggered when a new user account is created and the site administrator

opts to send an Email to the user.

From:

To:

Subject:

Body:

Users & Groups > Settings > General Tab > From Email Address

New User Account Email (Users & Groups > Users > Users Tab > User Account
Details > User Settings Tab > Email Address)

A User Account Has Been Created For You on the [Site Name] Website
Hello [FirstName]!
A new user account has been created for you at [Website URL].

Your user name is: [UserName]
Click this link to create a password for our account.

http://linktoresetpassword

This password link will expire in 24 hours. To create a password after this link
expires, click Sign In then Forgot My Password.

If you have any questions, please contact your site administrator at Users &
Groups > Settings > General Tab > From Email Address.

Sincerely,
[Site Name]

Email Address Fields and Email Messages
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Users & Groups—New User Has Registered
A new user registration notification email is triggered when a new user account is created using the

Register button.

From: Users & Groups > Settings > General Tab > Email Address
To: Users & Groups > Settings > General Tab > Email Address
Subject: User Registration Notification

Body: A new user has registered on [Website URL].

You may wish to update this user's Site Manager Passport and Groups.

New User’s Name: [Registered User's First Name Last Name]
Address: [registrant address]

Telephone: [registrant phone]

Fax: [registrant fax]

Email: [registrant email]

Passkey Suggestion Approved
A Passkey suggestion approval Email is triggered when a Passkey suggestion is approved.

From: System Email Address (Configure > System Settings > General Tab)

To: Suggesting User Account Email Address

Subject: Passkey Suggestion Approved

Body: Your PassKey suggestion has been approved. The PassKey will be added
shortly.
Thank you,
[Site Name] Website Administrator

Passkey Suggestion Declined
A Passkey suggestion declined Email is triggered when a Passkey suggestion is declined.

From: System Email Address (Configure > System Settings > General Tab)
To: Suggesting User Account Email Address
Subject: Passkey Suggestion Declined
Body: Your PassKey suggestion has been Declined.
Thank you,
[Site Name] Website Administrator

20
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Registered Calendar Event: New Registration—Registrant
A new registration Email is triggered and sent to registrants when they register for a registered calendar
event.

From: Event Organizer Email Address (Calendar App > Calendar Event Details >
Contact Tab > Email)

To: Registering User Account Email Address (Users & Groups > Users > Users Tab >
User Account Details > User Settings Tab > Email Address)

Subject: Registration Confirmation
Body: You’ve successfully registered for the following event. We'll notify you if this

event is changed in any way.

Event: [Event Title]
Date: [Event Date and Time]

You can view or modify your registrations by signing into the website and
clicking View My Events on any calendar.

Thank you,
[Event Contact Name]
[Event Contact Email Address]

21
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Registered Calendar Event: New Registration—Event Organizer
A new registration Email is triggered and sent to the event organizer when a user registers for a
registered calendar event.

From:

To:

Subject:

Body:

Registering User Account Email Address (Users & Groups > Users > Users Tab >
User Account Details > User Settings Tab > Email Address)

Event Organizer Email Address (Calendar App > Calendar Event Details >
Contact Tab > Email)

New Event Registration
Section Editor has registered for the following event:

Event: [Event Title]
Date: [Event Date and Time]

Contact Information:
[Registering User First Name Last Name]

[Registering User Email Address]

22
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Registered Calendar Event: Event Details Change—Notification

An events details change Email is triggered and sent to registrants when a registered event has at least

Email Address Fields and Email Messages

one registrant, the Send Change Notification Emails check box is checked, Save is clicked and one of the
fields noted in the body below is changed.

From:
To:
Subject:
Body:

Event Contact Email Address
Event Registrant User Account Email Address

Event Change Notification

The following details have been changed for the event you’ve registered for -

Training Session 1:

[For an Event Title or Description Change]:
Event Name:: [Event Name]
Description: [Event Description]

[For an Event Location Change]:
Location Name: [Event Location Name]
Zip Code: [Event Location ZIP Code]

[Date or Time Change]:

Start Date: [Event Start Date]
Start Time: [Event Start Time]
End Date: [Event End Date]
End Time: [Event End Time]
AllDayEvent: [Yes/No]

[Event Description text]
If you have any questions, please Email [Event Contact Email Address]

You are still registered for this event. If you wish to cancel or update your
registration visit the My Events page.

Click View My Events on any calendar if you’d like to view or cancel your
registration.

Thank you,
[Event Contact Name]
[Event Contact Email Address]

23
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Registered Calendar Event: Registration Canceled—Registrant
A registration canceled Email is triggered and sent to registrants when a registration is cancelled by the
registrant or event organizer.

From: Event Contact Email Address

To: Event Registrant Email Address

Subject: Event Registration Cancelled

Body: Your registration has been cancelled for the following event:

Event: [Event Title]
Date: [Date and Time]

Please check our calendar again for future event postings. Visit [Site URL] to
view Calendar events.

Thank you,
[Event Contact Name]
[Event Contact Email Address]”

Registered Calendar Event: Registration Canceled—Event Organizer
A registration canceled Email is triggered and sent to the event organizer when a registration is
cancelled by the registrant or event organizer.

From: Event Registrant Email Address

To: Event Contact Email Address

Subject: Event Registration Cancellation

Body: [Event Registrant Name] has cancelled their registration for the following
event:

Event: [Event Title]
Date: [Date and Time]

Contact Information:

[Event Registrant Name]

[Event Registrant Phone Number]
[Event Registrant Email Address)

24
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Registered Calendar Event: Event Canceled—Event Registrant
An event canceled Email is triggered and sent to registrants when a calendar event is canceled.

From:
To:
Subject:
Body:

Event Contact Email Address
Event Registrant Email Address
The following event, for which you are registered, has been cancelled.

Event: [Event Name]
Date: [Event Date]

Thank you for your interest. We apologize for the cancellation. Please check
our calendar again for future event postings.

Calendar Posting Request—Editor Requests Their Event to be Posted to another Calendar
An email is sent to a user notifying them that another editor wants to post an event from another

calendar to their calendar.

From:

To:

Subject:

Body:

Requesting editor's user account email address (Users & Groups > Users >
Users Tab > User Account Details > User Settings Tab > Email Address)

Calendar Notification Email for Destination Calendar (Calendar App > Calendar
Event Details > Contact Tab > Email)

Calendar Posting Request

There is a new event posting request in your calendar queue.

Calendar: [destination calendar name(workspace name)]

Originating calendar: [App name] [(Site name / Subsite name/ Channel name

/Section name)]
Posting requested by: [requesting editor's user account First name Last name]

Calendar Posting Request—Posting Request Approved
A response email is generated when a calendar posting request is approved.

From:

To:

Subject:

Body:

Approver’s user account email address (Users & Groups > Users > Users Tab >
User Account Details > User Settings Tab > Email Address)

Calendar notification email for originating calendar (Calendar App > Calendar
Event Details > Contact Tab > Email)
Calendar Posting Request Approved

Your request to post event titled '[Event Title]' on the parent calendar has
been approved.

25
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Calendar Posting Request—Posting Request Denied
A response email is generated when a calendar posting request is declined.

From: Approver’s user account email address (Users & Groups > Users > Users Tab >
User Account Details > User Settings Tab > Email Address)

To: Calendar notification email for originating calendar (Calendar App > Calendar
Event Details > Contact Tab > Email)

Subject: Calendar Posting Request Denied

Body: Your event posting request has been declined.

Event Name: [Event Title]
Calendar: [Destination Calendar Name(Workspace Name)]

App Social Settings—New Comment Submitted
A new comment Email is triggered when a new comment is posted to an app.

From: Site Settings Contact Email Address

To: Section Contact Email Address

Subject: A comment has been added to your app posting.

Body: A comment has been added to the following app posting:

Title: [App Name]

The following person wrote the comment:

Name: [Logged-in user’s First Name Last Name/Anonymous]
Date and Time: [Long Date and Time of Comment Submission]
Comment:

[Text of Comment]
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Content E-Alert—Editor sends E-Alert
A content E-Alert is sent when an editor click the Send E-Alert button in an app.

From:

To:

Subject:

Body:

Sender email in Content E-Alert window (default is user email for logged in
editor sending the E-Alert)

All users who have subscribed to section through Edit Account Settings >
Manage Subscriptions

[Section name] website content has been updated.

The following site was recently updated:

[Section URL]

You have received this message because you're subscribed to E-Alerts from
this area of our website. To unsubscribe, sign in to the website and edit your

account settings in the My Account area.

Thank you,
[Parent Site Name] Web Administrator
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