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Head to your Engagifii Workspace 7Steps (4

STEP 1

Click on Settings and Configuration

& Library >
Revenue >
/. Legislation >
4 Events >
[ Accreditation > —

) X Welcome to the Association! We're here to serve you.
% Settings and Configuration >

Use the links on the left to:

« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top rigt
« Take a look at the legislative issues we're tracking, read

The following modules have notifications that can be managed through the steps
below:

Accreditation
o Events

Revenue

The following steps are going through the Accreditation module, however the same
steps are present for the Events and Revenue modules as well
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https://cxsba.engagifii.com/pages/home
https://cxsba.engagifii.com/

STEP 2

Click on module name you would like to see (in our case here, we're using
Accreditation)

$ Revenue >
/> Legislation ?
4 Events >
[ Accreditation >

Wel to the Association! We're here to serve you.
% Settings and Configuration ' Y

<

B Accreditation Use the links on the left to:
R
= Browse our list of upcoming Events and Classes

= Update your profile by clicking your name in the top rigt

§ Events >
= Take a look at the legislative issues we're tracking, read
/. Legislation
£ Relationships >
$  Revenue >
&% Communications

STEP 3

Click on Notification Management

4§ Events > I

B Accreditation >

. . Welcome to the Association! We're here to serve you.
% Settings and Configuration «

Use the links on the left to:

[ Accreditation v
« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top rig
i General Settings « Take alook at the legislative issues we're tracking, rea

A Notification Manag...

§ Events >
/. Legislation

£F Relationships >
$  Revenue >
£% Communications
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STEP 4

To turn a notification on, click on the toggle to the left of the name

fonships , . Notification Settings ar
nunication >
Notifications Setting Email Temg
ry >
Triggers
aue >
Approver added for Class Re
lation >

Approver added for Endorse

's

’ Approvers updated for Class
:ditation ’ Approvers updated for Endo
1gs and Configuration Class - Email to Billing Contz

STEP 5

Next, click on the toggle below Email, and then click on the pencil icon to
Edit your template

Email
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STEP 6

In the edit screen, you have the ability to create a fresh template from

scratch by using the text editor, or you can edit what is already there. You
also have the option of utilizing the Merge Tags (located to the right of the
text editor) to create a more custom template.

STEP 7

Click on Save

& Engagifii

Email Notification | test x
Subject: ™
“ > Paragraph v AvBAvy B I U § x2 %, ;=viZv i Predefined Merge Tags ©

igevhiv
Tags Description

$SIADDEDAPPROVEREMAILIS SIADDEDAPPROVEREMAILIS

Added Approver
Email

$[ADDEDAPPROVERNAME]S

Added Approver
iame

$[APPPROCESSNAME]S
SIAPPSTEPNAME]S . B

SIAPPSTEPNAME]S

{OVALWORKFLOWCONTACTNAME]S  Default Contacts

Cancel Save
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