School admins may require compliance documents completed by students for specific requirements

set by sites. Follow these steps to send the necessary emails:

Steps to Send Compliance Emails:

1. Access Placement Module

¢ Navigate to Placement on your dashboard.

@g Placements

Navigate the process of matching students to sites from start to finish.

e Alternatively, click the hamburger menu and select Placement.

“lo Placements

]

2. Open Email and Publish

e Click on the Email and Publish option in the Placement module.
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3. Select Group Mode

* Choose the Group mode for bulk email sending.
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4. Choose the Desired Rotation

e Select the specific rotation for which compliance documents are required.
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5. Specify Recipients

e Choose whom to send the email to: either Location or Preceptor.

e Select the recipients you want to include.
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6. Click on "Compose Email"

7. Verify the recipients

and click on "Next"

X Compose Email

[ (D copy selected recipient email addresses ]

Recipients 2 selected recipients

Adriana* Bentley (Adriana.Bentley@site.com)

Ashish Maharaja (ashish.maharaja@example.com)

8. Add or Select an Email Template
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If override is specified, ALL email notifications will be sent to THIS email instead of the original
recipients.

Override Recipient's Email

Replyto*

amee j@exxat.com ()

o
BCC

You have 25.00 MB remaining for attachments in Recipients Tab
Upload files

%Y Browse to upload

Supported formats:
pdf,doc, jpg, jpeg,.png, heic,.docx, xIsx, pptx,.pptm, potx,.potm, ppt,.rtf, s, docm,.bmp, csv, gif iff,
.mp4

You can only upload files with file size under 25 MB.
We recommend switching to PDF format if you encounter issues viewing the uploaded file in other
formats.

e To create a custom email, click Add Template and compose your message.



e Alternatively, select an existing template from the list.

9. Include the Merge Field

X Compose Email

2 Template
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Pick atemplate *

Set as Default Template

Subject*
Thank you for mentoring our students
(@First Name @Last Name
@title

Dear @prefix @First Name @Last Name,

Thank you so much for working with our students. Our records reflect the below Below
are the students you are currently working with

@PlacementTable

Student Profile: @StudentProfileLink
Student Profile with Compliance and Location Requirements:

ink

Please do let us know if you need any further information for your records and, again,
thank you for helping to shape the future of our profession!

Best,
The Exxat University Placement Team

Merge Fields
(@First Name

@Last Name
@prefix

@title
@StudentProfileLink

(@StudentProfileWithComplianceLink

ink

(@PlacementTable

® 0 60 0 6 6 6 0 O

(@ActualHoursTable

Attachments

You have 25.00 MB Remaining for Attachments in this Template.

@ Uploaded Files in this Template

e Ensure the merge field @StudentProfileWithComplianceAndLocationRequirementsLink is

added to the email.

e This link ensures site personnel can access student profiles and compliance requirements.

10. Preview Your Email

X Compose Email

2 Template

7 Recipients 7 Preview

Pick atemplate *

- Set as Default Template
+ Add Template Previous J { Edit
Subject* Merge Fields
Thank you for mentoring our students @FirstName @
@Last Name @
@prefix @
@title @
@FirstName @Last Name
@title @StudentProfileLink [6)
Dear @prefix @First Name @Last Name, @StudentProfileWithComplianceLink [6)
Thank you so much for working with our students. Our records reflect the below Below I ink I ®
are the students you are currently working with
@PlacementTable [6)
@PlacementTable
(@ActualHoursTable [6)
Student Profile: @StudentProfileLink
" X o .
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Please do let us know if you need any further information for your records and, again,
thankyou for helping to shape the future of our profession!

Best,
The Exxat University Placement Team

You have 25.00 MB for

inthis Template.

@ Uploaded Files in this Template

e Click the Preview button to review your email before sending.

11. Send or Schedule Email



You can choose to:
¢ Send Now - Dispatch the email immediately.

X Compose Email

Thank you for mentoring our students

@First Name @Last Name
@title

Dear @prefix @First Name @Last Name,

Thank you so much for working with our students. Our records
reflect the below Below are the students you are currently working
with

@PlacementTable

Student Profile: @StudentProfileLink

Student Profile with Compliance and Location Requirements:
" y N . ink

Please do let us know if you need any further information for your
records and, again, thank you for helping to shape the future of our
profession!

Best,
The Exxat University Placement Team

QO send email at specific date and time

Attachments from Template
No Attachments
Attachments from Recipient Tab

No Attachments

e Schedule - Set a specific date and time to schedule the email.

X Compose Email

Thank you for mentoring our students

EXXAT

@First Name @Last Name
@title

Dear @prefix @First Name @Last Name,

Thank you so much for working with our students. Our records
reflect the below Below are the students you are currently working
with

@PlacementTable

Student Profile: @StudentProfileLink

Student Profile with Compliance and Location Requirements:
" y N . ink

Please do let us know if you need any further information for your
records and, again, thank you for helping to shape the future of our
profession!

Best,
The Exxat University Placement Team

QO send email now

(® Send email at specific date and time

Date Time*
01/30/2025, 11:00 AM @

MM/DD/YYYY, HH:MM

Attachments from Template
No Attachments
Attachments from Recipient Tab

No Attachments



