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Editing Email Notification Templates

The ability to amend your own email notification templates was introduced in version 8.7+

System notification templates use twig formatting, so any drastic changes made must adhere to these rules.
Slight modifications to the wording of the template likely won't need any twig logic applied, however, for changes beyond this more information on
how to follow the formatting is here.

Updating your email templates

1. Navigate to Application > System.
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Reminder: To access the system panel, you will need to be a System administrator. For more information, check out our guide on Setting Sysadmins and
application admins.

2. From the System panel, head to the Localisation tab.
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Here is where you can change the terminology used across the site. For more information, see our guide on Localisation.

3. Select Edit notification templates.

Admin | System

Q, General

&2 Administrators
B Llicense

@® Date and Time

% Background
Services

I n Localisation
= Mail
% Configuration

A Labs
Integrations

<> Scripts
0~ APlkeys

£ LDAP

Localisation

Localisation

Localisation and translation preferences for the system and applications,

Edit localisation

Core Apps (News, Blog, Documents,
InfoCapture ...

Anniversary
Announcements
Assets

Audit

Badges

View/edit translation glossary = Check translations status  Add/edit languages

Your changes

Core Apps (News, Blog, Documents,
InfoCapture ...

Anniversary
Announcements
Assets

Audit

Badges

Original

Core Apps (News, Blog, Documents,
InfoCapture ..

Anniversary
Announcements
Assets

Audit

Badges

Edit notification templates Edit digest template

4. You will need to locate where the notification template is stored. You can also select the language option you would like to change.
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N Tip: If you are unable to find the notification template, it is likely to be in the System section.

5. Select the relevant template to update the template.
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Email templates

The templates will look similar to the template below. Anything bracketed will pull in direct information from the specific action causing the notification.
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Remove customisation

The subject line of the email is the first line of text in the template. To update the subject, simply move the section of the template down and add your own
as the first line.
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