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\‘ Quick Tip: Sharing & Controlling Templates

Resource Edge Client Training

As you create new email and sms templates in InsuraSeek, you will now be able to share
templates and control editing with the new "Share with" setting. Let’s review its location and
functionality.

Locating the “Share with” field.
Begin in your email template library. Inside your templates, beneath the Template Name and
Description fields, you will now see “Share with.”

My Templates Template Details

1st Interview Reminder w/Directions
2nd Interview Reminder w/ Directions

Template Name st Interview Reminder w/Directions

Cheryl's Hiring Event Email s

Directions .

Email Signature Share with All Cheryl Users

Event Reminder (External) [C] Allow others to change this template

Event Reminder (Internal)

Example - Follow Up (Post Call) Subject Your Interview reminder and directions

Example - Interview Mo Show

Example - Left Message - Please Call Back B I UA o =SiEEE=ZEE E = Ins
Example - Licensing Class Remindear .
Example - Missed Your Call - Please Call Back Dear {!candidate.namefirst},

Example - Phone Interview Reminder

Example - Thank You Confirmation (Pre-Interview) | jus‘t wa nted to rem]nd you that you have an
Example - Thank You Interview (Post Interview) . . . .

Example - Welcome Aboard interview scheduled with us for the following
Interview Confirmation (Internal) date and time:

Interview Reminder (Candidate)

Interview Reminder (Manager) {!EVEHt.tYpE}

Invitation to Group Hiring Event

Send To New Hires
{levent.eventdate}

Ievent ovanthimal

Add | Delete

|EI Cancel

Designating who sees the template in their library.
In the “Share with” drop down, you can select which users in your organization will see the



template in their library. Select your desired names from this list.

Template Details

Template Mame  1st Interview Reminder w/Directions

Dear {!candidate.namefirst],

| just wanted to remind you that you have an
interview scheduled with us for the following
date and time:

{levent.type}

{levent.eventdate}

lNevent eventiimal

Giving users access to edit a shared template.

Description Send to scheduled interview candidates,
Share with All Cheryl Users v
4 [¥] All Cheryl Users
_ Me
Subject Cheryl Manager
Cher}'ISEﬁer
B I U F 5 = = = =" = Tu

You can determine if users have access to make their own edits to the UNIVERSAL template.
Please note: Allowing others to change the template means when someone makes a change to
the template copy — it changes for EVERYONE’s template. Turning off this ability will help you
control the content that comes out from your organization.

Template Details

Template Mame st Interview Reminder w/Directions

Description Send to scheduled interview candidates.
Share with ATz Tl m e v
Allow others to change this template
Subject Your Interview reminder and directions
B I UA A~ SEEEEEEE I

Dear {Icandidate.namefirst},

| just wanted to remind you that you have an
interview scheduled with us for the following
date and time:

[levent.type}

Ilevent.eventdate]}

lNeviant avanttimal

When you have finished editing your
template, be sure to click save to
preserve your changes!

| Save | Cancel |




