Below are templates for the email communications sent to participants automatically, including their timing and subject line. Feel free to edit as you see fit. Items such as “[user:profile-profile;field-first-name]” or “[node:title]” are automatically populated.

Enrollment Confirmation Email
Subject: Signup confirmation for Course: [Conference title]
Message:
Dear [user:profile-profile:field-first-name] [user:profile-profile:field-last-name],
Thank you for registering for “[node:title],” an educational activity developed by the [organization].
This course has been added to your Pending Activities list, which is available under Activities from your profile page : [site:url]/my/activities/pending
Please refer to the course for more details. [node:url]
We hope you will enjoy the course!
Thank you.

First Reminder
Subject: Reminder from [organization]
Timing: [Can be several weeks before event, days, etc.]
Hello [user:profile-profile:field-first-name] [user:profile-profile:field-last-name], 
Thank you for your interest in [node:title]. Here’s what you need to know:
Date: [node:field-course-event-date:value] Mountain time 
Location: 
Additional Information:
We look forward to seeing you there!


Second Reminder
Timing: [Can be several weeks or day(s) before or day-of event, etc.]
Subject: Reminder from [organization]
Message:
Hello [user:profile-profile:field-first-name] [user:profile-profile:field-last-name], 
Thank you for your interest in [node:title]. Here’s what you need to know:
Date: [Tomorrow], [node:field-course-event-date:value] Mountain time 
Location:
Additional Information:
If you experience issues accessing or completing this learning session, please contact the University of Idaho, School of Health and Medical Professions Office of Continuing Education at shamp-ce@uidaho.edu.

Post-Activity Email
Timing: [This may be 48 hours to a week later—generally must be after attendance is verified and recorded in Ethos]
Subject: Reminder from [organization]
Message:
Hello [user:profile-profile:field-first-name] [user:profile-profile:field-last-name],
We wanted to thank you for attending the [node:title]. If you have already completed the survey and claimed your credit, please disregard this email.
Your feedback is critical to the quality of our conferences. Please complete the conference survey to tell us your thoughts and claim CME for your participation in the conference. You can access the survey and claim credit by following the steps below:
1. Complete the conference survey here, select Submit and then Next. (Please note that you will need to be logged into your account to access the survey.)
2. Once submitted, select Next to claim credit.
3. Select Next to proceed and to download your certificate.
Reminder: You will have 30 days after the conference ends to claim your CE/CME credit.
Certificates are always available within your University of Idaho, SHAMP Office of Continuing Education website account by going to [site:url]/my/activities.
Please do not hesitate to contact us with questions at shamp-ce@uidaho.edu.



