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LMS USER GUIDE 
MESSAGE TEMPLATE 

 

INFORMATION – This functionality allows Section Administrators the ability to create messages that can be utilised 
within the system 

 

CREATING A MESSAGE TEMPLATE 

 
Section Admin Procedure 

 
Section Admin Dashboard > Message Templates 

 

1) Select 
 Add New 
Template 
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2) This screen 
shows the 
Message 
options 
available 
from the drop 
down box 
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3) Complete the 
form and 
click Save 

 

 

 
 

4) This is an 
example of a 
message 
template 

 

 
 
 
 

If you add any of these links to 
your message text they will 
include the relevant information 
from the system in the message 

Enter your 
message here 

The message can 
be previewed here 

Message can 
be previewed   

Information in brackets 
will retrieve information 
from the system 
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5) Options 
available to 
Section 
Administrator 
with regards 
to Message 
Templates 

 
 

 
 
 

  


