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Agenda
• Branding email templates
• Creating email templates
• Emailing students



Branding 
Email 
Templates
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• There are five prefabricated email templates in each Community 
College Transfer Planner Portal.

• Each email template should be branded and modified slightly prior to 
use. 
− What is the CSU Transfer Planner?
− Request an appointment with a CCC counselor
− Meet with one of our California Community College Counselors! Under 2.0
− Let our CCC Counselors help you apply to Cal State Apply!
− CSU Transfer Success Pathways

Prefabricated Email Templates
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Why update the templates?

• Easy copy them to create new email 
templates

• Ready to use for quick messages and bulk 
messages

• Available for campaigns
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1. Select Templates in the Menu Bar.
2. Click on the desired template (you 

must update all).

Finding Email Templates
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What is the CSU Transfer Planner?
Branding Email Templates

1. Update your logo
2. Add social media links

1

2
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Request an appointment with a CCC counselor
Branding Email Templates

1. Update your logo
2. Insert the name of your college
3. Add a link to your online 

scheduling system 
4. Change the signature of the email 

to your college
5. Add social media links

1
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Meet with one of our California Community College Counselors! Under 2.0
Branding Email Templates

1. Update your logo
2. Add a link to your online 

scheduling system 
3. Insert name of college
4. Add social media links

1

2

3
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Let our CCC Counselors help you apply to Cal State Apply!
Branding Email Templates

1. Update your logo
2. Insert the name of your college
3. Add a link to your online 

scheduling system 
4. Insert the name of your college
5. Add social media links

1

3

4
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CSU Transfer Success Pathways
Branding Email Templates

1. Update your logo
2. Add social media links

1

2
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• Email templates are configured with a From and Reply-to email 
address.

• The From email address should not be modified
• The Reply-to email may be updated to your campuses email.
o By default, it is set to Liaison Support
o Recommended to update the email templates with appointment links.

Optional Item to Update



Creating 
New Email 
Templates
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1. Navigate to Marketing
2. Then Templates
3. Select one of the 

templates
4. Select Copy at the 

bottom of the screen
5. Select Copy again

New Email Template

1

2

3

4
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• The new email template will appear at 
the top of the list of templates.

• Select the newly copied email template.
• Edit the email contents as needed. 
− Name
− Subject
− Body of the email

New Email Template Continued
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• You can also create email 
templates without copying an 
existing one. 
− Marketing
− Templates
− (+) 

• Can choose from classic 
HTML editor or new template 
builder (email designer)

• Email designer contains 2 
template structures and a 
blank version

Building Email Templates



Communicating 
with Students
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Select an existing email template to 
send

Note: you can modify the email 
template prior to sending it!

From the Student Summary

On the contact 
summary 
screen, select 
the message 
icon

Email One 
student 

at a time
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1. Navigate to Contacts
2. Filter students as needed
3. Select students
4. Message

Bulk: From Contact Grid

1

23

4

Email 
many 

students 
at once



Resources
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• CSU Transfer Planner Community College Portal Help Center
• OneDrive Folder
− Operations Manual
− Primary User List (from the April 9th launch)
− Trainings
− Meetings

• Liaison Support Team: Technical Assistance
− csutransferplanneradm@liaisonedu.com

• The CSU Chancellor’s Office
− csutransferplanner@calstate.edu

Resources

https://help.liaisonedu.com/CSU_Transfer_Planner_Help_Center/CSU_Transfer_Planner_Community_College_Portal
https://liaisoninternational-my.sharepoint.com/:f:/g/personal/csu_liaisonedu_com/EjTXXot6bD1Ak01V-dvdVu0Bkl5T2bNQ9ERcmCvAyOBFag?e=RMD3gO
mailto:csutransferplanneradm@liaisonedu.com
mailto:csutransferplanner@calstate.edu
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THANK
YOU

Have a questions ?
Contact:
csutransferplanner@calstate.edu
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