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Email Notifications eXQ-PLATFORM

Create an email template

Email templates are typically used to send information by email such as provider report links, provider reports,
Patient Portal registrations, and the contents of the Patient Appointment Confirmation screen.

Email templates are not used for study status notifications. Those templates are called notification templates. See
feature summary, “Auto-Send Status Change Notifications.”

1. On the navigation (“burger”) E menu, select SETUP.
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2. On the OFFICE menu, select General.
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Email Notifications

EeXQ-PLATFORM

3. Onthe EMAIL TEMPLATE tab, select ADD.

FORM BUILDER

4. Type or select the following:
e Template Name
e Category
e Subject
o Facility
e Merge Fields

[remplate Name *  pafault Confirmation Sere [ Inactive Markets
ategory Confirmation Screen v Facilities *
ubject * Appointment

Confirmation Email

Fomas- B 7 E E E E - =

Dear SSFirstNames$ $sLastnamess,

This is a reminder for your $$AppointmentTypeDescription$$ imaging study
on $$StudyDatess at $$OfficeNamess.

Below are the prep instructions for your exam.
$$ExamPrepInstructionss$

If you have any questions or need to reschedule, please call our office at $$Facility ContactNogs.
Otherwise, we look forward to seeing you on $§StudyDatess.

Best regards,
$$CompanyNamess$

$%0fficeNames$s$
$40fficeAddress1$$, $$0fficeCityss, $$0fficeStatess

Merge Fields

£ Patient

Age

AgeAtDOS

Address1

Address?

City

5. Select SAVE.
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Email Notifications eXQ-PLATFORM

Edit an existing form

1. Select the edit (pencil) button of the form you want to modify.

EMSPLATE NAME REPORT TYPE & SUB.FECT
E] E  Default Confirmation Screen Confirmation Screen Appointment Confirnation Ema
E Patient Porla Fatient Portal Registraticn Fatient Portal
2. Make the necessary changes to the form, and select SAVE.
Delete an existing form
1. Select the delete (trash can) button of the form to delete.
TEMPLATE HAME REPORT TYPE = SUBJECT
e B Default Confirmation Scraen Confirmation Screen Apncintment Canfirmation Email
Patignt Portal Patient Portal Registration Patient Portal

2. Select YES.

M Delete

Are you sure that you want to delete?
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