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Manage event email templates
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£&2 This article is designated for all users.

About

On the Templates tab of the Emails page, you can:

e Create (with Al if you wish!), edit, schedule, and send custom emails for attendees,
speakers, and moderators. Custom emails may include event/session reminders,
schedule changes, post event surveys, and more.

e Customize the automated system emails, including "Invite", "Registration complete",
"Login email" (in case you are using login link and not user/password), "Notify
speaker of session assignment”, "Notify moderator of session assignment”, "Notify
speaker of schedule change", and "Notify moderator of schedule change".
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+* Create with Al Automated system emails

Notify your audience Invite

4+ Branding Custom templates

@ Event site editor

Send a reminder +' ® Alwayson g

Remind your registrants that the event is coming
soon and invite them to explore the site.

Let your registrants know the event (or a Customize the invitation email attendees will
session) begins so they won't miss a thing. receive.

Registration Complete ® Alwayson g%

+  Registration
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Emails
Notifications
Interaction settings

nll  Analytics
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Q Settings

Spread the word

Encourage attendees to share the event
content and remind them that it's available on-
demand.

Get feedback

Invite attendees to participate in a feedback
survey and gather valuable insights

Promote content

Engage registrants with blog posts, articles and
other resources to spark their curiosity.

Upcoming events

Invite attendees to review and register
featured events.

Customize the "registration complete”email
attendees will receive

Login email

® Always on

Customize the login email attendees will
receive.

Notify speaker of session assignment = Off

Customize the confirmation email sent to
assigned speakers.

Notify moderator of session «0On
assignment

Customize the confirmation email sent to
assigned speakers.

Notify speaker of schedule change * Off

Customize the confirmation email sent to
assigned speakers.

Please note - If your event is based on a custom event template, all branding
contained in that template is used in your automated system emails and custom

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document

constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/6994c1c40a565b74d30adbf3/n/emails-page-2-c17271.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b94169c4092a1b076585/n/create-with-ai-button-circled.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/667b18ac6451f86296037380/n/create-with-ai-screen.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673cc143129c6610a0015c91/n/reminder-creator.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b96dc84b45c41700d296/n/create-new-circled.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673cc364929fde5abd0c8883/n/new-template-35c75d.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807ab63f63cba80bb0bffb6/n/edit-template-circled-1.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ace9915c23758ab0c85f0/n/edit-template-replace-image-8874ab.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807ac24efc0d8e3540cc11a/n/send-new-circled.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68d2ccbfbb5ff9077b055174/n/send-a-reminder-715d0c.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/669e6f3357d412025a0773b0/n/advanced-list-final-with-status.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68d2cd47ca23b687c9009288/n/select-session-1.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b1d8beae0c0d530f413d/n/1745334744875.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b266d06e44c99c0297c5/n/1745334886894.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b278af08771ccc0900a2/n/1745334905308.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b504fad6c54ecf02edb8/n/send-now-b14871.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6994c2cdc54213f2d905577b/n/scheduled-tab-1-4bdd91.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/66e47f0b55fc3a1fc204a2c7/n/delete-scheduled-email.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6807b9f88c2fb48ec40aff9c/n/delete-template-circled.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad02c9ed0208d3c077979/n/customize-invite-email.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16b0851ee28f1350e2de2/n/more-than-three-languages-8a8904.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16aeca1540fe20c0d31a4/n/elipses.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6764478d6aa8a035cb02a5ce/n/invite-email-email-and-password.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/676448483c2fee41fe0d0ac9/n/invite-email-login-link-753e58.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad047027ce8ad0308c837/n/customize-registration-complete.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16b0851ee28f1350e2de2/n/more-than-three-languages-8a8904.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16aeca1540fe20c0d31a4/n/elipses.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/676448af546b44c6bd0932a5/n/registration-complete-849e19.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad05a4ec37af16c01a7ca/n/customize-login-email.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16b0851ee28f1350e2de2/n/more-than-three-languages-8a8904.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67e16aeca1540fe20c0d31a4/n/elipses.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad06ccafae8cdb20f7eb7/n/customize-notify-speaker.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67683b4f26bf4358f80a8a89/n/notify-speaker-of-session-assignment.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad0805242e8769507d63d/n/customize-notify-moderator.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67683b64498949e73b0a0dec/n/notify-moderator-of-session-assignment.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad094a927a0e4f5047623/n/customize-notify-speaker-schedule-change.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67683b6e117fcb087e0b0182/n/notify-speaker-of-schedule-change.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/687ad0a2ff2a533dc60a3a5c/n/customize-notify-moderator-schedule-change.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/67683b7aa7455bc524094c6a/n/notify-moderator-of-schedule-change.png

= kaltura

templates.

The screens shown here represent a multi-session event. The same actions apply
when working with single session.

Custom email templates and automated system emails - What's the
difference?

On our preset event templates, Kaltura provides six custom email templates that
event organizers can use to build custom emails for prospects, registrants, and
attendees. You can edit and use them as basis for your email or create new ones.

e Send a reminder - Raise awareness to the site, call registrants to check the
speakers and agenda, wander around and watch some VODs.

¢ Notify your audience - Attract registrants to join the event after it has started.

e Spread the word - Invite attendees to share content, make it clear that the
recordings are available and that the site is open for registration.

¢ Promote content - Provide extra content regarding the event’s subject with a
spotlight on the company blog posts, products, etc.

e Get feedback - Ask participants for feedback with an external form.

e Upcoming events - Showcase the organization's upcoming events.

Kaltura also provides seven automated system emails that are sent to users and
stakeholders based on system triggers.

¢ Invite - Attendees, speakers, and moderators will receive this email upon being
invited to the event.

e Registration complete - Attendees will receive this email upon completing the
registration.

¢ Login email - Attendees will receive this email upon trying to log in to the event
site.

¢ Notify speaker of session assignment - Speakers will receive this email upon
being assigned to a session.

¢ Notify moderator of session assignment - Moderators will receive this email
upon being assigned to a session.

¢ Notify speaker of schedule change - Speakers will receive this email when a
change has been made to the schedule.

¢ Notify moderator of schedule change - Moderators will receive this email when
a change has been made to the schedule.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Create a custom email template using Al

Producing content for an event is challenging. Beyond managing session content, there
are numerous other details that demand attention to ensure everything runs

smoothly. One of those details is managing email notifications. Kaltura's Al-generated
email templates make creating or editing your emails much easier and faster!

-

Looking for more information about this feature? Feel free to contact your Kaltura
representative.

This feature supports English language only.

1. On the Templates tab, under Custom templates, click Create with Al.

Notify your audience Invite

The Create with Al screen displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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a

Create with Al e

What kind of template would you create?

Reminder | Post-event attended Post-event no show

What would you like to say? (optional)

The Al template uses all event details like speakers and sessions

2. Decide what kind of template you would like to create.

a. Reminder - Remind attendees about anything that's happening before and/or
during the event.

b. Post-event attended - Engage with attendees right after the event is over.

c. Post-event no show - Engage with registrants that didn't attend the event.

3. Type anything else you would like included in the email. This is an optional step. The
Al template uses all the event details (i.e., speakers, sessions, etc.), but this is your
time to provide additional context. For instance, if your event is taking place in San
Diego, CA, you may want to type something like "Mention that because the event is
taking place in San Diego, CA and there's so many fun things to do and see in San
Diego like the world-famous zoo and museums, attendees may want to arrive a day
early."

4. Click Generate. You are redirected to the Al template creator page.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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X Al template creator Beta

Template name (required) 8/44
Reminder

Template description 80/100

Remind attendees about anything that's happening before, during, or after even

Email details

Use tokens to automatically insert dynamic Customize your
content, such as user name, event date, etc. email
Subiject (required) 35/150

Reminder: {EVENTNAME]} is Coming Up!

Banner image

Recommended size: 1200x400 px

Upload image

Title

Don't Miss the [EVENTNAME} in San Diego!

Body text (required) +* Enhance with Al

B i U = =

Dear {FIRSTMAME} {LASTRNAME],

‘We're excited to remind you that the {JEVENTMAME] is just around the corner! This
virtual event, taking place on {EVENTSTARTDATE} fEVENTTIMEZOME), is sure to
be = highlight of the season.

As the event is being held in beautiful San Diego, CA. we encourage you to consider
arriving 2 day early to explore the city's many attractions. From the world-famous
San Diego Zoo to the vibrant museums and cultural landmarks, there's plenty to
see and do in this wonderful destination.

‘We can't wait to dive into the best moments from the iconic first season of Seinfeld

with you. Get ready for an unforgettable journey filled with laughter, nostalgia, and
‘engaging discussions with fellow Seinfeld enthusiasts.

() Button

Join the Event
{MAGICLINK]

Footer

B i U

Add footer content

4

Upload image

Recommended size: 1200x400 px

Don't Miss the [EVENTNAME} in San
Diego!

Dear {FIRSTNAME}{L ASTNAME},

We're excited to remind you that the [EVENTNAME} is just around the corner! This
virtual event, taking place on {EVENTSTARTDATE}HEVENTTIMEZONE} is sure tobe a
highlight of the season.

As the event is being held in beautiful San Diego, CA, we encourage you to consider
arriving a day early to explore the city’s many attractions. From the world-famous San
Diego Zoo to the vibrant museums and cultural landmarks, there’s plenty to see and do
in this wonderful destination.

We can't wait to dive into the best moments from the iconic first season of Seinfeld with
you. Get ready for anunforgettable journey filled with laughter, nostalgia, and engaging
discussions with fellow Seinfeld enthusiasts.

Join the Event

Add footer content

5. At this point you can edit what's already filled in, as well as add more to your email

template. A preview of the new template is displayed on the right of your screen and

updates in real time as you make your changes.

You may click Customize your email in the Email details section to see a list of

customization tokens that you may copy and paste into fields to customize your

email template.

o Template name (required) - Type a name for your template. The Template name

is pre-filled based on the kind of template you selected.
o Template description - Type a description of your template. Notice the Template

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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description is pre-filled based on the kind of template you selected.

o Subject (required) - Type a subject for your email.

o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click Edit image
to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.

You may also use Al to modify the body text. Simply click the Enhance with Al
button and additional options display. Clicking on any of the options modify the
email accordingly.

Add changes - Produces a different version with your specified changes.
Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

o
Looking for more information about this feature? Feel free to contact your
Kaltura representative.

AN

o Button - Click to enable use of a Call to Action (CTA) button in the email. When
users press this button, they are redirected to the configured location.

o Button Label - Type the text that will display on the CTA button.

o Button URL - Type the URL your user will be redirected to when they push the
button.

r

When using a login link for entrance into the event, Kaltura recommends
adding the "MAGICLINK" customization token as the button URL so that your
attendees can directly login and have a seamless experience.

.

o Footer - Type the text that will display on the email footer.
6. Once you are finished, click Create to save it. A notification that the custom email
template was created successfully is displayed.

Create a custom email template on your own

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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1. On the Templates tab, under Custom templates, click Create new.

Notify your audience Invite

The Create new template page displays.

X New template
Template name (required) /44
Add name

Template description 0/100

Add description Upload image

Recommended size: 1200x400 px

Email details

Use tokens to automatically insert dynamic Customize your
content, such as user name, event date, etc. email

Add title

Subject (required) 0/150
It's time to create your own email!
Add subject
Hi {FIRSTNAME},
Banner image Th.|§ where you can write the intro of your email and explain your audience why they get
this message.

Elaborate more and give context to your attendees. You can also use tokens to
personalize this email, we know people love that!

Recommended size: 1200x400 px Make sure to end this email with a clear call-to-action. You can add a CTA button to lead

your attendees to the relevant link or finish this email with a warm closing paragraph.
Don't forget to add text in the email footer, where you can also share links to your
website and social links.

Upload image

Title

Add title Add footer content

Body text (required) +* Enhance with .?I

B i U = =
It's time to create your own email!
Hi {FIRSTNAME},
This where you can write the intro of your email and explain your audience why

they get this message.

Elaborate more and give context to your attendees. You can also use tokens to
personalize this email, we know people love that!

Make sure ta end this email with a clear call-to-action. You can add a CTA button to
|lead your attendees to the relevant link or finish this email with a warm closing

paragraph. Don't forget to add text in the email footer, where you can also share
links to your website and social links.

() Button

Attend the Event
{EVENTBASEURL}

Footer
B i U = i

Add footer content

2. Fill in the appropriate fields. The editable fields in the Create new template page are

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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as follows. A preview of the new template is displayed on the right of your screen

and updates in real time as you make your changes.

You may click Customize your email in the Email details section to see a list of

customization tokens that you may copy and paste into fields to customize your

email template.

(e]

(¢}

(¢}

Template name

Template description - Type a description of your template.

Subject (required) - Type a subject for your email.

Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click Edit

image to choose a different one.

Title - Type a title for your email.

Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.

You may also use Al to modify the body text. Click the Generate with Al button
and additional options display. Clicking on any of the options modify the email
accordingly.

Add changes - Produces a different version with your specified changes.
Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

L ™

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

“

Button - Click to enable use of a Call to Action (CTA) button in the email. When
users press this button, they are redirected to the configured location.

Button Label - Type text that will display on the CTA button.

Button URL - Type the URL your user will be redirected to when they push the
button.

pe

When using a login link for entrance into the event, Kaltura recommends
adding the "MAGICLINK" customization token as the button URL so that your
attendees can directly login and have a seamless experience.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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o Footer - Type the text that will display on the email footer.
3. Once you are finished, click Create to save it. A notification that the custom email
template was created successfully is displayed.

Edit a custom email template

1. On the Templates tab, under Custom templates, choose Edit template from the
three-button menu located in the desired custom email box to edit the custom
template before sending.

Send a reminder +*

Remind your registrants that the event is coming
soon and invite them to explore the site.

Edit template @

Spread the worg
Delete template
Encourage atten

rontent and rem TS TET TS SWEEnE an-

The Edit Template page displays. In the example below, we have chosen to edit
the Send a reminder template.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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x Edit template

Template name (required) 8744

Reminder
Template description

Remind attendees about anything that's happening before. during. or after event.

Email details

Use tokens to automatically insert dynamic content

stomi; email
such as user name, event date. etc, Customize your

Subject (required) 10/15

Reminder; [EVENTNAME]| is coming up soon!

Banner image

+
+
# Replace image
Title
Join us for the [EVENTNAME]
Body text (required) +* Enhance with Al
B I ¥ E E=

Dear [FIRSTHNAME] [LASTNAME]

‘We're thrilled to invite you to the upcoming (EVENTMAME]. taking place on
[EVENTSTARTDATE] [EVENTTIMEZONE]. Get ready for anunforgettable journey
through the best moments from the iconic first season of Seinfeld!

During this virtual event, we'll explore memorable episodes, classic scenes, and
beloved quotes that made Seinfeld a cultural phenomenon. Join fellow fans as we
share laughs and engage in lively discussions about the genius of Jerry, George. Elaine,
and Kramer. And as a special treat. Eli Copter, the leading expert in the field, will be
joining us for a surprise talk you won't want to miss!

Don't miss out on this nostalgic celebration of the beginnings of Seinfeld. We can't
wait to see you there!

@ Button

Attend the Event

[MAGICLINK}

Footer

B i U = = A @&

Add footer content

Upload image

Recommended size: 1200x400 px

Join us for the (EVENTNAME}

Dear [FIRSTNAME] {LASTMAME],

We're thrilled to invite you to the upcoming [EVENTMAMEL, taking place on
[EVENTSTARTDATE] (EVENTTIMEZONE}. Get ready for an unforgettable journey
through the best moments from the iconic first season of Seinfeld!

During this virtual event, we'll explore memorable episodes, classic scenes, and beloved
guotes that made Seinfeld a cultural phenomenon. Join fellow fans as we share laughs
and engage in lively discussions about the genius of Jerry, George, Elaine, and Kramer,
And as a special treat, Eli Copter, the leading expert in the field, will be joining us fora
surprise talk you won't want to miss!

Don't miss out on this nostalgic celebration of the beginnings of Seinfeld. We can't wait
to see you there!

Attend the Event

2. Edit the appropriate fields. The editable fields in this Edit template page are as

follows. A preview of the custom email template is displayed on the right of your

screen and updates in real time as you make your changes.

You may click Customize your email in the Email details section to see a list of

customization tokens that you may copy and paste into fields to customize your

email template.

o Template name (required) - Type a name for your template.

o Template description - Type a description of your template.

o Subject (required) - Type a subject for your email.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance with
Al button and additional options display. Clicking on any of the options modify

the email accordingly.

Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.
Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

-

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

“

o Button - Click to enable use of a Call to Action (CTA) button in the email. When
users press this button, they are redirected to the configured location.

o Button text - Type the text that will display on the CTA button.

o Button URL - Type the URL your user will be redirected to when they push the
button.

o
When using a login link for entrance into the event, Kaltura recommends
adding the "MAGICLINK" customization token as the button URL so that your

attendees can directly login and have a seamless experience.

~

o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the custom email, click Save to save and remain on
the page or Save and Close to save and exit the page. A notification that the email
template was updated successfully is displayed.

Schedule or send a custom email

1. On the Templates tab, under Custom templates, click Send new in the desired

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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custom email box to prepare to send the custom email.

Send a reminder +*

Remind your registrants that the event is coming
soon and invite them to explore the site.

The Send new screen displays. In the example below, we have chosen to send a

reminder email.

Send a reminder Send test email  [NORT I .
Email

Sender Name From

l Virtually live

Send to Advanced list
[ All (100) ~

o Recipient count reflects current data and may change before the email is sent.

D Attach calendar invite

Subject - {FIRSTNAME}, {EVENTMNAME} is almost here! # Edit template

Hello {FIRSTNAME}

{EventName}! Is tomorrow! Don't forget to mark your calendar.

‘We look forward to seeing you on {EventStartDate}.

2. In the Sender Name field, type the sender name. Note - It is prefilled with the event
name. You can change or remove this text.
3. From the Send to pull-down list, select who will receive the custom email - All,

Speakers, Moderators, No show users, or RSVPs.

a. If you selected All, you also have the option of choosing from a more advanced
list of users, thereby streamlining communication with specific audience
segments. In other words, sending relevant content to your relevant audience
based on their attendance status. Slide the Advanced list button to the right
and another option displays - Registration status. Click the down arrow to expand
the Registration status list and click on desired status(es).

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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To @D Advanced list
All ~
Status Select "

Invited (3)

Attended - Pre-event visit (3)

Subject - Get a head
Attended - During event visit (1)

Registered (1)

The statuses listed reflect the granularity seen upon hovering over the
registration status of a user in the All users page. For detailed information on
these statuses, see People tab > All users - Invite attendees to your event.
Following are a couple examples when you may choose to use the Advanced list
option:

You want to send an email to all those who attended your event, thanking them
for coming. Choose Attended-During event visit.

You want to send an email to those who were invited and/or registered but did
not attend, telling them they were missed and directing them to the recording.
Choose Invited and Registered.

b. If you selected RSVPs, you are required to select one session from a list of
existing sessions on the agenda, thereby streamlining communication with those
who have RSVPed to a specific session at the time of sending. Click on desired
session.

Send to

RSVPs (70) ~

o Recipient count reflects current data and may change before the email is sent.

Session
Select session -~
Demystifying Marketing Automation
16/04/25 | 10:30 - 11:30

Demystifying Marketing Automation
15/04/25 | 08:00 - 09:00

Leadership Panel: The New & Improved Customer Experience
14/04/25 | 07:30 - 08:30

Demystifying Marketing Automation
14/04/25 | 10:30 - 11:30

Marketing for Gen-Z: The right way
13/04/25 | 05:30 - 06:30

This option is available only if RSVP has been enabled and configured on your
account.

4. If you would like to send a test email to yourself to check the appearance, click
Send test email, then click Send.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Send a reminder :
E ) Send test email (D Schedule e
mal

Send test email to
Sender Na

Send to

All v

5. After you've received the test email and are satisfied with the appearance, you may
choose to schedule the email to be sent later or send it now.
o Schedule the email to be sent later -
a. Click Schedule. The Schedule email screen displays.

Schedule email
© Relative to the event Select date & time

Schedule email notification @
10 Minutes ~ Before v the event

Email will be sent on 09/09/24, 10:00 AM EST

Cancel [RIOEGTT

b. Decide whether you would like to schedule the email relative to the event
(i.e., at a chosen amount of time before, into, or after an event), oron a
specific date and time.

c. If you choose Relative to the event, type the number of [days, hours, or
minutes, per your selection] and whether this will occur before, after, or into
your event.

Let's use a few examples. If you want to schedule the reminder email to be
sent 2 hours before the event starts, you type 2, then select Hours and
Before. If you want to schedule the reminder email to be sent 1 day after the
event ends, you type 1, then select Days and After. If you want to schedule
the reminder email to be sent 20 minutes after the start time of the event -
you type 20, then select Minutes and Into.

Please note that if the event time changes, the email schedule will be
adjusted accordingly. In addition, if the event has already started, and you
attempt to schedule an email before the event, you receive a message that
the email must be scheduled in the future.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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Schedule email

© Relative to the event Select date & time

Schedule email notification @
10 Minutes v Before v  theevent

Email will be sent on 09/09/24, 1
Before

Into
Cancel Bl

After

If you choose Schedule date & time, make the appropriate selections for date
and time.

Schedule email

Relative to event () Select date & time

) 09/09/2024 (O 10:00 AM

Email will be sent on 09/09/24, 10:00 AM EST

Cancel BEEEEDE

d. Click Schedule. You are redirected to the Scheduled tab. You receive
confirmation that the email has been scheduled successfully and it is
displayed in the list.

o Send the email now -
1. Click the down arrow to the right of the Schedule button.

Send test email @ Schedule

Send now

2. Choose Send now. A notification that the email was sent successfully is
displayed.

[ ]
If you would like to edit the custom template, simply click the Edit template button
and follow the steps in Edit a Custom Template.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Delete a scheduled custom email

You can always delete a scheduled email if you change your mind.

1. Click on the Scheduled tab.

< All events [2 Eventsite & Patrick Lorimer ~
Virtually Live! H
v Emails
B Overview
Templates  Scheduled Sent
©®  Main details
4 Emails
4+ Branding
Timeline v Name Recipients
@ Event site editor
Send a reminder
i o 10:02 AM, 09/11/24 All
+  Registration Dan't miss out {EVENTNAME}
B Agenda 10:00 AM, 09/11/24 Send a reminder i
]
2 days after the event Don't miss out [EVENTNAME}
B  Media
11:00 AM, 09/09/24 Send a reminder
& People Al
- 1 min after the event Don't miss out [EVENTNAME]
B  Interactions 10:00 AM, 09/09/24 Send a reminder
. f: 2 : All - custom list
[FIRSTMAME}, [EVENT s st here!
Emalls 10 mins into the event FIRSTNAME} [EVENTNAME} is almost here
Notifications Send a reminder
09:30 AM, 09/09/24 All
. F: Change of schedule (EVENTNAME]}
Interaction settings
. 09:30 AM, 09/02/24 Notify a change of schedule
ull  Analytics > All

7 days before the event Change of schedule {(EVENTNAME]}

2+ Integrations i

ﬂ Settings

2. Click the three-dot action menu to the right of the desired email and choose Delete.

Recipients
All v

Delete

You are asked to confirm your action. This action can't be undone.
3. Click Delete email to confirm or click Cancel to exit.

Delete a custom email template

1. On the Templates tab, under Custom templates, choose Delete Template from the
three-button menu located in the desired custom email box to delete the custom
template.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Send a reminder +*

Remind your registrants that the event is coming
soon and invite them to explore the site.

Edit template

Spread the worg

Delete template {’"J

Encourage atten|

rontent and remiBA TRSHT THETIT S SUSTE00E An-

2. You are asked to confirm your action. This action can't be undone. Click Delete
permanently to confirm or click Cancel to exit
Customize the Invite email (an automated system email)

The "Invite" email is the email that attendees, speakers, and moderators will receive
upon being invited to the event.

1. On the Templates tab, under Automated system emails, click Edit (the pencil
icon) in the Invite box. The Edit template page displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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X Edit template

Template name (required) 6/44
Template description 54/100

@) sendthis email automatically

Email details
Hi {FIRSTNAME}!
Use tokens to automatically insert dynamic Customize your
content, such as user name, event date, etc. email
‘We zre glad to invite you to {EVENTMAME], which is happening on [EVENTSTARTDATE]}
Banner image 3t [EVENTTIMEZONE}.

‘We look forward to seeing you there.

To access the event site, please dick on the link below.

‘
N
S R

English Spanish German

# Replace image

Subject (required) 29150

You're invited to [EVENTNAME]}

Title

Hi {FIRSTRAME]!

Body text (required)

B i U =iz

Wi are glad toinvite you to {EVENTMAME), which s happening on
{EVENTSTARTDATE} 2t {[EVENTTIMEZONE).

We look forward to seeing you there.

To access the event sits, please dick on the link below.

«©
Arcess site

Footer
B I U .= =

Copyright 2024 Kaltura Inc.

Privacy | Terms v

4 » L]
2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Invite
email is displayed on the right of your screen and updates in real time as you make
your changes. You may click Customize your email in the Email details section to
see a list of customization tokens that you may copy and paste into fields to
customize your email template.
o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.
o You may wish to edit your multi-lingual invite emails. Select the desired language
tab to edit the multi-lingual content for your invitations. If more than three

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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languages are available on your account, click the ellipses to see the full list of
relevant languages.

English German Arabic E

Choose a language from the drop-down list. That language will be placed in the
second position, right after the main language set on your account. In our
example below, the main language is English. When the user chooses a language
from the drop-down list, the language chosen will be placed between English and

German.
W 200 . |
# Editimage Russian
French
English German Chinese (Simplified)
Hrnish
Title Finnis|
Hi [FIRSTNAME}! AR Spanish
Body text (required) Danish
. o y— Korean
B i U = =

We are glad to invite you to [EVENTNAME], which  Japanese

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

o Subject (required) - Type a subject for your email.
o Title - Type a title for your email.
o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
withAl button and additional options display. Clicking on any of the options
modifies the email accordingly.
s Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

- ™

Looking for more information about this feature? Feel free to contact your

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Kaltura representative.

A

o Call to Action Button text - Type the text that will display on the Call to Action
(CTA) button in the email.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Invite email, click Save to save and remain on the
page or Save and Close to save and exit the page. A notification that the email

template was updated successfully is displayed.

Note that you cannot edit the Template name or the Template description. These
fields have been set in advance by Kaltura. You also may not disable this email from
being sent automatically, nor may you disable the CTA button.

Following is an example of an "Invite" email for an event configured with email and

password.

Hi Jane!

We are glad to invite you to Quarterly Sales Event, which is happening on
October 13th 2023, 10:00 am at America/New_York. We look forward to

seeing you there.

To get you set up, please click on the link below to create your password.

Copyright 2024 Kaltura Inc.
Privacy | Terms

Following is an example of an "Invite" email for an event configured with a login link.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Hi Jane!

We are glad to invite you to Marketing Kick-off 2023, which is happening on
August 14th 2023, 9:00 am at America/New_York.
We look forward to seeing you there.

To access the event site, please click on the link below.

Copyright 2024 Kaltura Inc.
Privacy | Terms

Customize the Registration complete email (an automated system email)

The "Registration complete" email is the email that attendees will receive upon
completing the registration.

1. On the Templates tab, under Automated system emails, click Edit (the pencil
icon) in the Registration complete box. The Edit template page displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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x Edit template

Template name (required) 21744
Template description 67/100

(} Send this email automaticalty

i
{[FIRSTNAME]}, thanks for registering!

Email details

Use tokens to zutomatically insert dynamic Customize your
content, such as user name, event date, etc. email

Hi {FIRSTNAME],

Banner image “You have registered to {EVEMTMAME]. We can'twait to see you participating in our
valuable sessions and meet our inspiringspeakers

‘We look forward to seeing you on {EVENTSTARTDATE} EVENTTIMEZONE).

‘Want to explore more? Once you're logged in, visit the event site, it's all set and ready for
you.

‘\ Visit event site

# Replace image

English Spanish German
Subject (required) 34/150
You're 2ll set to join [EVENTMAME]
Title
{FIRSTNAMEY, thanks for registering!
Body text (required)
B i U iz iz
HI {FIRSTNAME]
You have registered to {EVENTMAME). We can't wait to see you participating in
our valuable sessions and meet our inspiring speakers.
We look forward to seeing you on {EVENTSTARTDATE] {EVENTTIMEZONEL

VWant to explore more? Once you're logged in, visit the event site. it's all set and
ready for you.

«©
Visit event site
Footer
B | U = =

Copyright 2024 Kaltura Inc.
Privacy | Terms

« ol
2. Edit the appropriate fields.
The editable fields this Edit template page are as follows. A preview of the
Registration complete email is displayed on the right of your screen and updates in
real time as you make your changes. You may click Customize your email in the
Email details section to see a list of customization tokens that you may copy and
paste into fields to customize your email template.
o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.
o You may wish to edit your multi-lingual invite emails. Select the desired language
tab to edit the multi-lingual content for your invitations. If more than three

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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languages are available on your account, click the ellipses to see the full list of
relevant languages.

English German Arabic E

Choose a language from the drop-down list. That language will be placed in the
second position, right after the main language set on your account. In our
example below, the main language is English. When the user chooses a language
from the drop-down list, the language chosen will be placed between English and

German.
W 200 . |
# Editimage Russian
French
English German Chinese (Simplified)
Hrnish
Title Fome
Hi [FIRSTNAME}! AR Spanish
Body text (required) Danish
. - y— Korean
B i VU = =

We are glad to invite you to [EVENTNAME], which  Japanese

o Subject (required) - Type a subject for your email.
o Title - Type a title for your email.
o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
with Al button and additional options display. Clicking on any of the options
modify the email accordingly.
s Add changes - Produces a different version with your specified changes.
Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

- ™

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

o CTA Button text - Type the text that will display on the Call to Action (CTA)
button in the email.
o Footer - Type the text that will display on the email footer.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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3. Once you are finished editing the Registration complete email, click Save to save
and remain on the page or Save and Close to save and exit the page. A notification
that the email template was updated successfully is displayed.

Note that you cannot edit the Template name or the Template description. These
fields have been set in advance by Kaltura. You also may not disable this email from
being sent automatically, nor may you disable the CTA button.

Following is an example of a "Registration complete" email.

Jane, thanks for registering!

Hi Jane,

You have registered to Marketing Kick-off 2023. We can't wait to see you
participating in our valuable sessions and meet our inspiring speakers.

We look forward to seeing you on August 14th 2023, 9:00 am
America/New_York.

Want to explore more? Once you're logged in, visit the event site, it's all set
and ready for you.

Visit event site

Copyright 2024 Kaltura Inc.
Privacy | Terms

Customize the Login email (an automated system email)

The "Login" email is the email that attendees will receive when trying to log in to the
event site. To learn more about your event site, see Getting to know your event site,
session page, and lobby page.

1. On the Templates tab, under Automated system emails, click Edit (the pencil
icon) in the Login email box. The Edit template page displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.
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* Edit template

Template name (required) 11/44

Template description 49/100

c Send this email automatically

Email details

Use tokens to automatically insert dynamic Customize your -
content, such as user name, event date, etc. email Hi {FIRSTNAME],

We're welcoming you to join {EVENTMNAME]
Any questions? Contact us at [SUPPORTEMAIL)

Banner image

St

#' Replace image

English Spanish German

Subject (required) 16/150

Join [EVENTNAME]

Title

Body text (required)
B i UisE
Hi [FIRSTNAME],

We're welcoming you to join (EVENTNAME}
Any questions? Contact us at [SUPPORTEMAIL}

«©

Login

Footer

B i YU = i=
Copyright 2024 Kaltura Inc.
Privacy | Terms

L] » 4

2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Login
email is displayed on the right of your screen and updates in real time as you make
your changes. You may click Customize your email in the Email details section to
see a list of customization tokens that you may copy and paste into fields to
customize your email template.
o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.
o You may wish to edit your multi-lingual invite emails. Select the desired language
tab to edit the multi-lingual content for your invitations. If more than three
languages are available on your account, click the ellipses to see the full list of

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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relevant languages.

English German Arabic E

Choose a language from the drop-down list. That language will be placed in the
second position, right after the main language set on your account. In our
example below, the main language is English. When the user chooses a language
from the drop-down list, the language chosen will be placed between English and

German.
e . |
# Editimage Russian
French
English German Chinese (Simplified)
Y
Title Finnis|
Hi [FIRSTNAME}! AR Spanish
Body text (required) Danish
. S TR Korean
B i Y = =

We are glad toinvike you to [EVENTNAMEL which| - Japanese
o Subject (required) - Type a subject for your email.
o Title - Type a title for your email.
o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
with Al button and additional options display. Clicking on any of the options
modify the email accordingly.
s Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.
More casual - Edits the current content to a more casual writing style.

L Y

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

A

o CTA Button text - Type the text that will display on the Call to Action (CTA)
button in the email.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Login email, click Save to save and remain on the

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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page or Save and Close to save and exit the page. A notification that the email
template was updated successfully is displayed.

P

o

Note that you cannot edit the Template name or the Template description. These
fields have been set in advance by Kaltura. You also may not disable this email from
being sent automatically, nor may you disable the CTA button.

Customize the Notify speaker of session assignment email (an automated
system email)

The "Notify speaker of session assignment" email is the email that speakers will receive
upon being assigned to a session.

1. On the Templates tab, under Automated system emails, click Edit (the pencil

icon) in the Notify speaker of session assignment box. The Edit template page
displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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X Edit template

Template name (requirad) 15/44
Template description 15/100

@D Send this email automatically

Email details

Welcome to {Event name}!

Use tokens to automatically insert dynamic

Customize your email
content, such as user name, event date, etc. T

Hi {first name}

B N Welcome to the event- fevent name}. This is an automated notification to let you know
Subject (required) you've been added to session {session name} as a speaker.

You've been added to {Event name} The session occurs at:
{date and time + timezone}.

Please click this link to add this session to your calendar.

Join the Session

Banner image

Extraordinary events, every day
Kaltura Events | Contact us

# Replaceimage

Title

Welcome to {Event name}!

Body text (required) +* Enhance with Al

B i U = = A &
Hi {first name}

Welcome to the event- {event name}. This is an automated notification to let you
know you've been added to session {session name} as a speaker.

The session accurs at:
{date and time + timezone}.

Please click this link to add this session to your calendar.

(O]

Join the Session

Footer

B i U = = A &
All rights reserved © 2021
TITLE | TITLE | TITLE

4 »

2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Notify
speaker of session assignment email is displayed on the right of your screen and
updates in real time as you make your changes. You may click Customize your
email in the Email details section to see a list of customization tokens that you may
copy and paste into fields to customize your email template.
o Send this email automatically -
Enable switch to send this email automatically. When enabled, "On" displays on
the template card. (This is the default setting.)
Disable switch to stop sending this email automatically. When disabled, "Off"
displays on the template card.
o Subject (required) - Type a subject for your email.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance with Al
button and additional options display. Clicking on any of the options modify the
email accordingly.

Add changes - Produces a different version with your specified changes.
Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

- ™

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

.

o Button text - Type the text that will display on the Call to Action (CTA) button
that will redirect them to the session itself.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Notify speaker of session assignment email, click
Save to save and remain on the page or Save and Close to save and exit the
page. A notification that the email template was updated successfully is displayed.

Note that you cannot edit Template name or Template description. These fields
have been set in advance by Kaltura.

Following is an example of a "Notify speaker of session assignment" email.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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Welcome to Meet and Greet !

Hi Shaked .
Welcome to the event- Meet and Greet .

This is an automated notification to let you know you've been added to session
Meet and Greet as a speaker.

The session occurs at:

19th December 2024, 4:45 pm Asia/Jerusalem.

Extraordinary events, every day
Kaltura Events | Contact us

Customize the Notify moderator of session assignment email (an automated
system email)

The "Notify moderator of session assignment" email is the email that moderators will
receive upon being assigned to a session.

1. On the Templates tab, under Automated system emails, click Edit (the pencil

icon) in the Notify moderator of session assignment box. The Edit template page
displays.

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
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X Edit template

Template name (required) 27744
Template description 58/100

@D Send this email automatically

o
Welcome to {EVENTNAME}!

Email details

Use tokens ta automatically insert dynamic e
content, such as user name, event date, etc. =
HiFIRSTNAME],
Subject (required)

factirequlred) Welcome to the event- (EVENTNAME]

You've been added to {Event
‘ou've been added to {Event name} This is an automated notification to let you know you've been added to session

{SESSIONNAME] as a moderator.

Banner image

The session occurs at:

{SESSIONSTARTDATE} {EVENTTIMEZONE}.

#" Replace image Extraordinary events, every day
Kaltura Events | Contact us

Title

Welcome to {Event name}!

Body text (required) +* Enhance with Al

B i U = = A &
Hi {first name}

Welcome to the event- {event name}. This is an automated notification to let you
know you've been added to session {session name} as a speaker.

The session accurs at:
{date and time + timezone}.

Please click this link to add this session to your calendar.

«©

Join the Session

Footer

B i U = = A &
All rights reserved © 2021
TITLE | TITLE | TITLE

4 »

2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Notify
moderator of session assignment email is displayed on the right of your screen and
updates in real time as you make your changes. You may click Customize your
email in the Email details section to see a list of customization tokens that you may
copy and paste into fields to customize your email template.
o Send this email automatically -
Enable switch to send this email automatically. When enabled, "On" displays on
the template card. (This is the default setting.)
Disable switch to stop sending this email automatically. When disabled, "Off"
displays on the template card.
o Subject (required) - Type a subject for your email.
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o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
withAl button and additional options display. Clicking on any of the options
modify the email accordingly.

Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

-

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

.

o Button text - Type the text that will display on the Call to Action (CTA) button
that will redirect them to the session itself.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Notify moderator of session assignment email,
click Save to save and remain on the page or Save and Close to save and exit the
page. A notification that the email template was updated successfully is displayed.

Note that you cannot edit Template name or Template description. These fields
have been set in advance by Kaltura.

Following is an example of a "Notify moderator of session assignment" email.
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Welcome to Meet and Greet !

Hi Shaked,
Welcome to the event- Meet and Greet .

This is an automated notification to let you know you've been added to session
Meet and Greet as a moderator.

The session occurs at:

19th December 2024, 4:45 pm Asia/Jerusalem.

Extraordinary events, every day
Kaliura Events | Contact us

Customize the Notify speaker of schedule change email (an automated system
email)

The "Notify speaker of schedule change" email is the email that speakers will receive
when a change has been made to the schedule.

1. On the Templates tab, under Automated system emails, click Edit (the pencil

icon) in the Notify speaker of schedule change box. The Edit template page displays.
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X Edit template

Template name (required) 32/44

Template description 65/100

D Send this email automatically

Email details
Please Note: {SESSIONNAME}
Use tokens to automatically insert dynamic Customize your Sched u |e Cha nge
content, such as user name, event date, etc. email
Subject (required) 31/150 Hi {(FIRSTNAME} {LASTNAME),
Updated Schedule: {SESSIONNAME} The information for “[EVENTNAME] - [SESSIONNAME}” has been updated.

The session occurs at:

(EVENTSTARTDATE} {EVENTTIMEZONE].

Join the Session

# Replaceimage Extraordinary events, every day
Kaltura Events | Contact us

Title

Please Note: {SESSIONNAME] Schedule Change

Body text (required) +* Enhance with Al

B i U = =

Hi{FIRSTNAME} LASTNAME],

Theinformation for *{EVENTNAME} - {SESSIONNAME]" has been updated.
The session occurs at:

{EVENTSTARTDATE} (EVENTTIMEZONE},

«©

Join the Session

Footer

B i U = = A @
All rights reserved © 2021
TITLE | TITLE | TITLE

4 »

2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Notify
speaker of schedule change email is displayed on the right of your screen and
updates in real time as you make your changes. You may click Customize your
email in the Email details section to see a list of customization tokens that you may
copy and paste into fields to customize your email template.
o Send this email automatically -
Enable switch to send this email automatically. When enabled, "On" displays on
the template card. (This is the default setting.)
Disable switch to stop sending this email automatically. When disabled, "Off"
displays on the template card.
o Subject (required) - Type a subject for your email.
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o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
withAl button and additional options display. Clicking on any of the options
modify the email accordingly.

Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

-

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

.

o Button text - Type the text that will display on the Call to Action (CTA) button
that will redirect them to the session itself.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Notify speaker of schedule change email, click
Save to save and remain on the page or Save and Close to save and exit the
page. A notification that the email template was updated successfully is displayed.

Note that you cannot edit Template name or Template description. These fields
have been set in advance by Kaltura.

Following is an example of a "Notify speaker of schedule change" email.
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Please Note: Meet and Greet
Schedule Change

Hi Shaked .
The information for Meet and Greet has been updated.
The session occurs at:

19th December 2024, 5:55 pm Asia/Jerusalem.

[

Extraordinary events, every day
Kaliura Events | Contact us

Customize the Notify moderator of schedule change email (an automated
system email)

The "Notify moderator of schedule change" email is the email that moderators will
receive when a change has been made to the schedule.

1. On the Templates tab, under Automated system emails, click Edit (the pencil
icon) in the Notify moderator of schedule change box. The Edit template page
displays.
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X Edit template

Template name (required) 35/44

Template description 67/100

D Send this email automatically

Email details
Please Note: {SESSIONNAME}
Use tokens to automatically insert dynamic Customize your Sched u Ie Cha nge
content, such as user name, event date, etc. email
Subject (required) 31/150 Hi (FIRSTNAME} (L ASTNAME},
Updated Schedule: {SESSIONNAME} The infarmation for “[EVENTNAME] - [SESSIONNAME}" has been updated.

The session occurs at:

{EVENTSTARTDATE}{EVENTTIMEZONE}.

Join the Session

#" Replace image Extraordinary events, every day
Kaltura Events | Contact us

Title

Please Note: {SESSIONNAME] Schedule Change

Body text (required) +* Enhance with Al

B i U = =

Hi{FIRSTNAME} LASTNAME],

Theinformation for *{EVENTNAME} - {SESSIONNAME]" has been updated.
The session occurs at:

{EVENTSTARTDATE} (EVENTTIMEZONE},

«©

Join the Session

Footer

B i U = = A @
All rights reserved © 2021
TITLE | TITLE | TITLE

4 »

2. Edit the appropriate fields.
The editable fields in this Edit template page are as follows. A preview of the Notify
moderator of schedule change email is displayed on the right of your screen and
updates in real time as you make your changes. You may click Customize your
email in the Email details section to see a list of customization tokens that you may
copy and paste into fields to customize your email template.
o Send this email automatically -
Enable switch to send this email automatically. When enabled, "On" displays on
the template card. (This is the default setting.)
Disable switch to stop sending this email automatically. When disabled, "Off"
displays on the template card.
o Subject (required) - Type a subject for your email.
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o Banner image - If you wish to upload an image, click Upload image and choose
the desired file. Recommended size is 1920x1080 px. You may click
Replace image to choose a different one.

o Title - Type a title for your email.

o Body text (required) - Type the message for the body of the email. Some tips are
provided for creating a powerful email.
You may also use Al to modify the body text. Simply click the Enhance
withAl button and additional options display. Clicking on any of the options
modify the email accordingly.

Add changes - Produces a different version with your specified changes.

Rewrite - Produces a different version of the same content.

Shorter - Creates a shorter version of the same content.

Longer - Creates a longer version of the same content.

More formal - Edits current content to a more formal writing style.

More casual - Edits the current content to a more casual writing style.

-

Looking for more information about this feature? Feel free to contact your
Kaltura representative.

.

o Button text - Type the text that will display on the Call to Action (CTA) button
that will redirect them to the session itself.
o Footer - Type the text that will display on the email footer.
3. Once you are finished editing the Notify moderator of schedule change email, click
Save to save and remain on the page or Save and Close to save and exit the
page. A notification that the email template was updated successfully is displayed.

Note that you cannot edit Template name or Template description. These fields
have been set in advance by Kaltura.

Following is an example of a "Notify moderator of schedule change" email.
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Please Note: Meet and Greet
Schedule Change

Hi Shaked .
The information for Meet and Greet has been updated.
The session occurs at:

19th December 2024, 5:55 pm Asia/Jerusalem.

Extraordinary events, every day
Kaliura Events | Contact us
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