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Creating Custom Foreign National or HR
"Welcome" Email Templates

If you have Immigration Case Management (ICM) Administrative privileges, you can create custom
email templates and set them as a “Welcome Email” type for Foreign National (FN) or HR users.

To create a new template:
1. Click your username displayed in the top right of the screen.

Select Administrative Settings from the drop-down menu.

Hover your cursor over Templates.

Select E-Mail & Reminder from the drop-down menu.

Click Add E-mail Template in the upper right.

Click Plain Text Format.

Next to Welcome E-mail? Select either Foreign National or HR as the type of end recipient.
e Select No if the template is not meant for use as a Welcome Email.
e Inthe Set as default option, to set the new FN or HR email template as the system

default, select Yes. If it should not be the default, select No.

8. Type a name for your template in the Template Class field.

9. Add your custom e-mail text in the blank description field.

10. Add any attachments, if necessary, by clicking Upload Document in the lower left.

11. Once you are finished customizing, click Update Info to save the template.
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Once a custom email template is created, it is available for use in ICM. In an FN's Activities page,
click the Send Welcome Email button and select one of the custom created templates to be sent.

More Training Available!
Check out additional training resources available on our site, Connections.
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