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Purpose: This document outlines the steps how to send class notifications within Knowledge Link. Class notifications
can be used in addition to the standard system notifications that are automatically sent to users.

Send Notifications from Classes At
1. Open the Class in Knowledge Link. ctions
2. Under Actions, select Send Email Notification. Send Email Notification

Resend Registration Email Notifications
Notify Instructors

\iew Roster

Send Notification x]
3. To refine the population receiving

the notification, you can choose
from the drop down list. Select

Send Notifications Help

»Slep1>Step2 > Step 3

Step 3: Refine Population
Next.
This step further refines the population according to the Registration Status and/or Completion Status.
Registration Status: AND Completion Status: [JEFETES]
Cancelled A COURSE-CHOP RECIPRO (Chop Reciprocity) A
Course dropped by adminisirator ASSESS-PASS (Complete)
Active Enroliment v CHECKLIST-COMPLETE (Complete) v
Walk-in or addition by administrator COMPETENCY-COMPLETE (Complete)
. . . . - - - el
4. Add and remove users to criteria (this is Send Notification
. . . 1 H Hel)
optional - skip if you do not have any usersto = Send Notifications v

>Slep1>Slep2>Step 3> Step 4

add or remove).

Step 4: Add/Remove Users

Previous Next o

A. Add a user by clicking on Add Users o Crteria

Enter User ID g add one or more from list

Add one or more from list,
to search and select user(s).
B. Check the box next to the

UserID: Add

Update Users

Apply Changes Reset

user name you want to remove. it ila

User ID User Name Remove
Select Apply Changes. 10092955 Millman, Jennifer Al
50012067 Millman, Nick e
C. Select Next. 51816926 Miliman, Lisa K 0
JARTESTUSER3  TEST-03, Joe ]
JLMTESTGM Millman, Gianna

O
Apply Changes Reset 9
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. Send Notification = [
5. Complete the message fields.
“« ” H Send Notifications Help A
A. Enter “From” email
>Step 1> Step2 > Step 3 > Step 4 > Step 5
“ . ” “ ”
B. Enter “Subject” and “Body - = Requied Ficids
R . . Step 5: Build Email
C. Click Send Notification.
®
Select Template
Email Template: Q,
Specify Email Addresses
Reply To: Q,
) *From: Q, I {
Send copies to:
Mote: The above recipients will receive 1 email for each user receiving this
notice.
Second copy of email to users' O
supervisors:
Customize Contents !
Launch Editor
Attachment: Browse...
= Subject:
e * Body:
Note: Use the Editor to customize the template content. v

6. Select OK.

Send Notification =

Send Notifications Help
> Step 1> Step 2 > Step 3 > Step 4 > Step 5 > Finish

Finished

Notification(s) sent successfully.
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