Intel® Teach Program 
Course Management Tool System Messages

The following messages are sent automatically to the “To” and “CC” fields listed when the “triggering event” occurs.
Triggering Events:
21. User Accounts


2A new user account is created with the SA, NTA, ITA, or LEA role #1


2A new user account is created with the SA, NTA, ITA, or LEA role #2


3A new user account is created with the MI role - #1


3A new user account is created with the MI role - #2


4A new user account is created with the SI role #1


5A new user account is created with the SI role #2


5An existing user account is deactivated


6An existing user account is Edited


62. Account Certification


6A user account with the SI role is certified to deliver a course


7A user account with the MI role is certified to deliver a course


7A user account with the SI role is de-authorized to deliver a course


8A user account with the MI role is de-authorized to deliver a course


93. ITAs


9An ITA primary contact changed


94. LEAs


9A LEA application is submitted


10A LEA application is approved


11A LEA application is rejected


11LEA primary contact changed


12An existing LEA is deactivated


125. Classes


12A master-level class is scheduled


13A master-level class is updated


13A master-level class is cancelled


14A student is added to a master-level class roster


15A student is deleted from a master-level class roster


15A participant-level class is cancelled


166. Material Orders


16A master-level class material order is submitted


16A master-level class material order exceeds quantity 25


17A master-level class material order is updated


18A Master-level class material order is submitted and (start date - submit date) < 10 days


18A master-level class material order is cancelled


19A participant-level class material order is submitted


19A participant-level class material order exceeds quantity 25


20A participant-level class material order is submitted and (start date - submit date) < 10 days




1. User Accounts
A new user account is created with the SA, NTA, ITA, or LEA role #1
To: <$userEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: Welcome to the Intel Teach Course Management Tool (1 of 2)
Message:

Welcome! You have been given access to the Intel® Teach Program Course Management Tool, an online resource that has been designed to support you with course management activities related to the Intel Teach Program. It is also a communications tool to keep you informed about the program, your teachers, and your classes. 

The URL to login to the Intel Teach CMT is: www.coursemanagement.intel.com
You will need to use the following username to login: Username: <$UserName$> 

Your password will be sent in a separate message.

Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please email them at teacher.training@intel.com for assistance. 

Congratulations and welcome.
Intel® Teach Program Customer Support
Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A new user account is created with the SA, NTA, ITA, or LEA role #2

To: <$userEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: Welcome to the Intel Teach Course Management Tool (2 of 2)
Message:

Hello again,

You should have received a separate email containing your username.

You will need to use the following password to login: <$Password$> 

You may change your password by logging in and visiting your profile.

The URL to login to the Intel Teach CMT is: www.coursemanagement.intel.com

You’re ready to get started!

Begin by logging onto the tool using your username and password. On the homepage, you will notice a navigation bar on the left. This is where you will find the links to the different tasks and information you will need as a user. 

For help using this tool, please refer to the Help section at the top of the welcome page.

To update your personal information, click on the "Personal Profile" link. Please check all the fields, and update or complete as necessary (and don’t forget to change your password). Be sure to review the role(s) you are approved for in your profile. The role(s) assigned in your system profile determine what information you are able to view and the transactions you may execute in the system.
Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please Email them at teacher.training@intel.com for assistance. 

Again, congratulations and welcome.
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A new user account is created with the MI role - #1

To: <$UserEmail$>
From: <$CustomerSupportEmail$>
CC: <$LEAPrimaryContactEmail$>
Subject: Intel® Teach Program - Welcome Master Instructor Candidate (1 of 2)
Message:

Congratulations! You have been accepted as a Master Instructor (MI) candidate in the Intel® Teach Program. You were identified by your LEA Primary Contact: <$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>, <$LEAName$>, <$LEAPrimaryContactEmail$>.

For additional information, please contact your LEA Primary Contact.

You have been given access to the Intel® Teach Program Course Management Tool, an online resource that has been designed to support you with course management activities related to the Intel Teach Program. It is also a communications tool to keep you informed about the program and your classes. 

Please take a moment now to review the MI benefits, eligibility, and requirements to be sure you understand the requirements for participation and the commitment you are making as a Master Instructor.

The URL to login to the Intel Teach CMT is: www.coursemanagement.intel.com
You will need to use the following username to login: Username: <$UserName$> 
Your password will be sent in a separate message.

Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please email them at teacher.training@intel.com for assistance. 
Congratulations and welcome.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A new user account is created with the MI role - #2

To: <$UserEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: Welcome to the Intel Teach Course Management Tool (2 of 2)
Message:

Hello again,

You should have received a separate email containing your username.

You will need to use the following password to login: <$password$> 

You may change your password by logging in and visiting your profile.

The URL to login to the Intel Teach CMT is: www.coursemanagement.intel.com

You’re ready to get started! For help using this tool, please refer to the Help section at the top of the welcome page.

Begin by logging onto the tool using your username and password. On the homepage, you will notice a navigation bar on the left. This is where you will find the links to the different tasks and information you will need as a user.

To update your personal information, click on the "Personal Profile" link. Please check all the fields, and update or complete as necessary (and don’t forget to change your password).


Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please Email them at teacher.training@intel.com for assistance. 

Again, congratulations and welcome.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A new user account is created with the SI role #1
To: <$UserEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryContactEmail$>, <$NTAPrimaryContactEmail$>
Subject: Intel® Teach Program - Welcome Senior Instructor (1 of 2)

Message:

Congratulations!  You have been accepted as a Senior Instructor (SI) in the Intel® Teach Program.  

You were selected by your Intel Teach Affiliate (ITA).
You have been given access to the Intel® Teach Program Course Management Tool, an online resource that has been designed to support you with course management activities related to the Intel Teach Program. It is also a communications tool to keep you informed about the program, your teachers, and your classes. 

You will need to use the following username to login: <$UserName$> 

Your password will be sent in a separate message.

Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please Email them at teacher.training@intel.com for assistance. 

Congratulations and welcome.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A new user account is created with the SI role #2
To: <$UserEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: Intel® Teach Program - Welcome Senior Instructor (2 of 2)
Message:

Hello again,

You should have received a separate email containing your username.

You will need to use the following password to login: <$password$> 

You may change your password by logging in and visiting your profile.

The URL to login to the Intel Teach CMT is: www.coursemanagement.intel.com

You’re ready to get started! For help using this tool, please refer to the Help section at the top of the welcome page.

Begin by logging onto the tool using your username and password. On the homepage, you will notice a navigation bar on the left. This is where you will find the links to the different tasks and information you will need as a user.

To update your personal information, click on the "Personal Profile" link. Please check all the fields, and update or complete as necessary. 

Be sure to check that you are assigned to the correct Intel Teach Affiliate(s).

Our Customer Support Team is prepared to help you with any program-related questions or Intel Teach Course Management Tool tasks. Please email them at teacher.training@intel.com for assistance. 

Again, congratulations and welcome.
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
An existing user account is deactivated
To: <$userEmail$> 
From: <$CustomerSupportEmail$>
CC: 

Subject: Your Intel Teach Course Management Tool access has been deactivated
Message:

Hello, deactivated
Your access to the Intel® Teach Course Management Tool has been deactivated.

If you believe your account has been deactivated in error and/or would like your access restored, please email teacher.training@intel.com.

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

An existing user account is Edited

To: <$userEmail$>  
From: <$CustomerSupportEmail$>
CC: 


Subject: Your Intel Teach Course Management Tool Profile has been changed
Message: 
Hello,

This message is an alert to notify you that your Intel® Teach Course Management Tool profile has been changed.

Please log in to the Intel® Teach Course Management Tool www.coursemanagement.intel.com and review your profile. Your contact information may have been edited or you may have been granted an additional role. If you have any questions, please feel free to contact teacher.training@intel.com. 

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
2. Account Certification
A user account with the SI role is certified to deliver a course

To: <$UserEmail$> 
From: <$CustomerSupportEmail$> 
CC: <$ITAPrimaryContactEmail$>
Subject: Congratulations on your recent Intel Teach Certification
Message:

Dear <$STFirstName$>…
Congratulations! You are now certified and authorized to deliver Intel® Teach <$CourseTitle$> to Master Level Instructors.

This is quite an accomplishment, and you’ve joined a network of exceptional instructional leaders who believe in effective technology integration and 21st century teaching and learning. 

We look forward to supporting you as you deliver <$CourseTitle$>!
You should already have a username and password to log in to the Intel Teach Course Management Tool, www.coursemanagement.intel.com
This tool serves as your primary communications vehicle.
You may wish to check your profile (log on and click “Personal Profile”) to be sure your information is up-to-date: it should show that you are certified and authorized to deliver <$CourseTitle$> (the boxes should be checked). 

Please let us know if you have any questions: teacher.training@intel.com.

Thank you! 
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A user account with the MI role is certified to deliver a course

To: <$MIEmail$> 
From: <$CustomerSupportEmail$>
CC: <$LEAPrimaryContact$>
Subject: Congratulations on your Intel Teach Certification
Message:

Dear <$MIFirstName$> <$MILastName$>,

Congratulations! 

You have been certified as a Master Instructor (MI) in the Intel® Teach <$CourseTitle$>. 
This is quite an accomplishment, and you’ve joined a network of exceptional instructional leaders who believe in effective technology integration and 21st century teaching and learning. 

We look forward to supporting you as you deliver <$CourseTitle$> to participants in your area!
You should already have a username and password to log in to the Intel Teach Course Management Tool, www.coursemanagement.intel.com
This tool serves as your primary communications vehicle, and is where you may now schedule a class and order materials. 

You may wish to check your profile (log on and click “Personal Profile”) to be sure your information is up-to-date: it should show that you are certified and authorized to deliver <$CourseTitle$> (the boxes should be checked). 

Please remember that as a Master Instructor, you have committed to training 10 participants in this class type within one year of becoming certified. 
For more information on the classes, curriculum and delivery guidelines, please visit www.intel.com/education/teach/us. 

Again, congratulations!
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A user account with the SI role is de-authorized to deliver a course

To: <$SIEmail$> 
From: <$CustomerSupportEmail$> 
CC: <$ITAPrimaryContactEmail$>
Subject: Intel® Teach Program - Authorization status for <$CourseTitle$>
Message:

Dear <$STFirstName$>,
This message is to inform you that your ITA has de-authorized you to deliver the <$CourseTitle$>.  You will not be able to access the course management tool functions related to the <$CourseTitle$> course for Master Instructors. 

Also, if you are authorized and certified in other Intel® Teach offerings, your ability to schedule classes for these will not be affected.

If you have any questions regarding your authorization status for <$CourseTitle$>, please contact your ITA Primary Contact:

<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A user account with the MI role is de-authorized to deliver a course

To: <$MIEmail$>
From: <$CustomerSupportEmail$>
CC: <$LEAPrimaryContactEmail$>
Subject: Intel® Teach Program - Authorization status for <$CourseTitle$>
Message:

This message is to inform you that you have been de-authorized to deliver the <$CourseTitle$> in your LEA.  You will not be able to access the course management tool functions related to the <$CourseTitle$> course. 

Also, if you are authorized and certified in other Intel® Teach offerings, your ability to schedule classes for these will not be affected.

If you have any questions regarding your authorization status for <$CourseTitle$>, please contact your LEA Primary Contact:

<$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
3. ITAs 

An ITA primary contact changed

To: <$ITAPrimaryContactEmail$>; <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: <$NTAPrimaryContactEmail$>
Subject: ITA Primary Contact Changed 
Message:

Dear <$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>,

Congratulations! You are now listed as the Primary Contact in the Intel® Teach Course Management Tool for <$ITAGroupName$>.

If you have any questions about the responsibilities of the Intel Teach Affiliate (ITA) Primary Contact, please don’t hesitate to contact Intel Teach Customer Support - teacher.training@intel.com – we’re here to help you. 

Thank you, 
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
4. LEAs

A LEA application is submitted

To: <$LEAPrimaryContactEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryContactEmail$>
Subject: LEA Application Submitted - Intel® Teach Program
Message:

Dear <$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>, 

Dear <$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>,
Thank you for your interest in the Intel® Teach Program.  We have received your LEA application and will notify you of the status of your application within 10 business days.

Below is a summary of the information that you provided:

LEA Name: <$LEAName$>
ITA Group: <$ITAGroupName$>
Number of schools in LEA: <$NumSchoolsInLEA$>
Number of Total Students in LEA: <$NumTotalStudentsInLEA$>
Number of Full-Time Educators (FTE): <$NumFullTimeEducators$>

Number of Master Teachers requested to be trained: <$NumMTsToTrain$>

Number of Participant Teachers anticipated <$NumPTsToTrain$>

Should you have any questions about the application process or the status of your application, please contact your Intel Teach Affiliate Coordinator:

<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>
<$ITAGroupName$>
<$ITAPrimaryContactEmail$>
<$ITAPrimaryContactPhoneNumber$>

Thank you again for your interest in the Intel Teach Program.
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

A LEA application is approved

To: <$LEAPrimaryContactEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryContactEmail$>; <$NTAPrimaryContactEmail$>
Subject: Intel® Teach Program - LEA Application Accepted for <$LEA Name$> 

Message:

Dear <$LEAPrimaryContactFirstName$>,
Thank you for your recent application to participate in the Intel® Teach Program. We are pleased to inform you that your Local Education Agency (LEA) has been approved for participation.

The LEA Primary Contact responsibilities (agreed to during the LEA application process) are available for reference here http://www.intel.com/education/teach/us/participate.htm. Please take a moment to review the Primary Contact’s responsibilities, the general requirements, and the course-specific requirements, to ensure that you understand and accept these requirements and your role.

The first step to participate is to identify your Master Instructor Candidates, who will attend an Intel Teach course and deliver it to participants in your LEA. 

· Begin by adding your candidates to the tool: www.coursemanagement.intel.com (your username and password were sent to you in separate Emails).  
· Then, schedule your Master Instructor Candidate(s) for an appropriate Master Level course.  The Master Instructors you choose to add may be assigned to any courses your ITA offers. Assign your Master Instructors to available classes through the Intel Teach CMT account. 

Upon the MI's successful completion of the class, the MI will receive a username and password to log into the Intel Teach CMT. The MT will use the Course Management Tool to set up their classes, order materials, report teachers trained and obtain valuable program updates. 

If you have any questions regarding Intel Teach, please contact your Intel Teach Affiliate coordinator:

<$ITAGroupName$> 

<$ITAWebSite$>
<$ITAPrimaryEmail$> 

<$ITAPrimaryPhone #$>
For assistance with the Intel Teach Course Management Tool, please contact Customer Support at teacher.training@intel.com 
Congratulations and welcome to the Intel Teach Program.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A LEA application is rejected

To: <$LEAPrimaryContact$>,
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryContact$>
Subject:

Message:

Dear <$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>,
Thank you for your recent application to participate in the Intel® Teach Program. At this time, we must inform you that your application has not been approved. If you have any questions regarding this decision, please contact: 

<$ITAGroupName$>
<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$> <$ITAPrimaryContactEmail$> 
<$ITAPrimaryContactPhoneNumber$>
 Thank you for your interest in participating.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

LEA primary contact changed

To: <$LEAPrimaryContact$>,
From: <$CustomerSupport$>
CC: <$ITAPrimaryContactEmail$>                                  
Subject: Intel® Teach Program – LEA Primary Contact Guidelines
Message:

Dear <$LEAPrimaryContact$>, 

You have just been designated as the new primary contact for your LEA, <$LEAName$>, in the Intel® Teach Course Management Tool.

The LEA Primary Contact responsibilities (agreed to during the LEA application process) are available for reference here: http://www.intel.com/education/teach/expansion/inservice2_LEA.htm.  Please take a moment to review the Primary Contact’s responsibilities, the general requirements, and the course-specific requirements, to ensure that you understand and accept these requirements and your role.

If you have any questions or concerns, please contact your Intel Teach Affiliate (ITA) for assistance:

<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>                            

<$ITAPrimaryContactPhone#$>
<$ITAPrimaryContactEmail$>                                  

Thank you, and welcome to the Intel Teach Program.

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
An existing LEA is deactivated
To: all active users assoc w/ LEA
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryEmail$>
Subject: Your participation in the Intel Teach Program
Message:
Greetings,
Your Local Education Agency (LEA) is no longer active in the Intel® Teach Program. Your access to the Intel Teach Course Management Tool has been deactivated. All users associated with <$LEAGroupName$> have also been deactivated. 
Intel Teach requires participation and commitment to program requirements by the LEA, including a Primary Contact within the LEA to support participating educators. 
If you wish to continue teaching Intel Teach courses, please identify an alternate Primary Contact, willing to support all requirements of the role. Then email teacher.training@intel.com or your Intel Teach Affiliate: 

<$ITAGroupName$>
<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>
<$ITAPrimaryContactEmail$>
We appreciate your past participation and hope you are able to continue participation in our free professional development offerings.

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com  

5. Classes

A master-level class is scheduled

To: <$ITAPrimaryContactEmail$>
From: <$CustomerSupportEmail$>
CC: <$NTAPrimaryContact$>; <$CustomerSupportEmail$>
Subject: Intel Teach ML Class scheduled in your ITA area

Message:

Hello <$ITAPrimaryContactFirstName$>,
Good news: a Master Level Intel® Teach <$CourseTitle$> has been scheduled for <$ITAGroupName$> in <$MLClassCity$>, <$MLClassState$>.

Course Details:

Senior Instructor: <$SIEmail$>
Start: <$MLClassStartDate$>
End: <$MLClassEndDate$>
Notes: <$MLClassDetails$>
MIs on the Roster: <$NumMIsOnClassRoster$>
Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A master-level class is updated

To: <$MLClassRosterEmails$>
From: <$CustomerSupportEmail$>
CC: <$LEAPrimaryEmail$>; <$ITAPrimaryContact$>; <$CustomerSupportEmail$>
Subject: Please review updates to your Master Level Intel® Teach Program <$CourseTitle$> 
Message:

Dear Master Instructor Candidate,
Please note that some of the logistical details for the upcoming Intel® Teach <$CourseTitle$> that you are registered to attend have been changed. 
Please note the following information:

<$CourseTitle$> 
Start Date: <$MLClassStartDate$>
End Date: <$MLClassEndDate$>
Location: <$MLClassCity$>, <$MLClassState$>
Details: <$MLClassDetails$>
We hope these changes do not affect your ability to attend. If you have any questions, please contact your ITA Coordinator:

<$ITAPrimaryContactFirstName$> <$ITAPrimaryContactLastName$>
<$ITAPrimaryContactE-mail$>
<$ITAGroupName$>
Thank you,
Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A master-level class is cancelled

To: <$MLClassRosterEmails$>; <$LEAPrimaryContactEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryContactEmail$>;<$NTAPrimaryContact$>; <$CustomerSupportEmail$> 
Subject: Master Level Intel® Teach Program <$CourseTitle$> Class Cancelled 
Message:

Dear Intel® Teach Program Master Instructor Candidate,  

This is to inform you that the Intel® Teach <$CourseTitle$> that you were scheduled to attend: <$MLClassStartDate$> to <$MLClassEndDate$> in <$MLClassCity$>, <$MLClassState$> has been canceled.

Please contact your LEA Primary Contact for assistance in being re-assigned to an alternate <$CourseTitle$>:

<$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>
<$LEAPrimaryContactEmail$>

We look forward to your participation at an alternate event. Please let us know if we can help in any way.
Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A student is added to a master-level class roster

To: <$MIPrimaryEmail$> 
From: <$CustomerSupportEmail$> 
CC: <$LEAPrimaryEmail$>
Subject: Confirmation for Master Instructor to attend Intel® Teach Program <$CourseTitle$>
Message:
Thank you for your interest in becoming certified a Master Instructor for the Intel® Teach Program <$CourseTitle$>.  We are pleased to report that you are now confirmed to attend the following professional development event: 

Start Date: <$MLClassStartDate$>
End Date: <$MLClassEndDate$>
City: <$MLClassCity$>
State: <$MLClassState$>
Details: <$MLClassDetails$>
Please remember that as a Master Instructor, you commit to training 10 participants within one year of becoming certified in this course. 

For more information about the Intel Teach Program, please visit www.intel.com/education/teach/us. 

If you have any questions regarding this event, please contact your Local Education Agency: <$LEAGroupName$>
<$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>
<$LEAPrimaryContactEmail$> or Intel® Teach Customer Support at teacher.training@intel.com. 

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A student is deleted from a master-level class roster

To: <$MIPrimaryEmail$>
From: <$CustomerSupportEmail$> 
CC: <$LEAPrimaryEmail$>; <$ITAPrimaryContactEmail$>
Subject: You have been removed from an Intel Teach <$CourseTitle$> ML Roster
Message:

Dear <$MIFirstName$> <$MILastName$>,

Thank you for your interest in attending an Intel® Teach Master Level: <$CourseTitle$>.
We are sorry to report that we are not able to place you in the class that was originally requested: <$MLClassCity$>, <$MLClassState$> on <$MLClassStartDate$>. You have been returned to the available candidates pool.  
Your Local Education Agency (LEA), <$LEAGroupName$>, or Intel Teach Affiliate, <$ITAGroupName$>, may assign you to an alternate class.
We hope that another class will accommodate your needs.  If you have any questions or would like assistance in locating a class, please contact your LEA: 

LEA:
<$LEAGroupName$>:

<$LEAPrimaryContactFirstName$> <$LEAPrimaryContactLastName$>
<$LEAPrimaryContactEmail$>
Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A participant-level class is cancelled 
To: <$CustomerSupportEmail$>; <$MIPrimaryEmail$>
From: <$CustomerSupportEmail$>
Subject: Intel® Teach Program - PL Class cancelled
Message:

Dear Master Instructor, 

Your Intel® Teach <$Course Title$>, <$PLClassStartDate$> to <$PLClassEndDate$>, has been cancelled. If your class materials have already been shipped, please retain them in a safe place for use in a future class. If you do not plan on conducting another class in the near future, please contact our Customer Support Team at teacher.training@intel.com for directions on returning these materials to Intel.  

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
Dear Intel® Teach Program Customer Support,    

                                                                                                                                                            This is to inform you that the following Master Instructor has cancelled a Participant Level class but the class materials were already ordered and may have already been shipped.  Please note the following information:                                                                                                                                                  Master Instructor: <$MIFirstName$> <$MILastName$>
Class Type: <$CourseTitle$>
Start Date: <$PLClassStartDate$>
End Date: <$PLClassEndDate$>    

6. Material Orders

A master-level class material order is submitted
To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryemail$>; <$SIEmail$>
Subject: Material Order has been placed for Intel® Teach <coursetype>, Master Level
Message:
Dear Intel® Teach Customer Support, 

This is to let you know that materials have been ordered for the Intel Teach Program <$MLClassTitle$> Master Level class, scheduled in <$MLClassCity$>, <$MLClassState$>, starting <$MIClassStartDate$> and ending <$MIClassEndDate$>.
You may view the order details, including the ship to address, by logging on to the Intel Teach Course Management Tool: www.coursemanagement.intel.com
If you have any questions regarding this materials order, please contact Customer Support at teacher.training@intel.com for assistance. 

Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 
Course Management Tool: www.coursemanagement.intel.com 
A master-level class material order exceeds quantity 25

To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: FYI: ML Material Order Exceeds Qty 25 
Message: 

Dear Customer Support: Please check this order to ensure the quantity is appropriate. Escalate if needed.
Information for your reference:

<$ITAGroupName$>
<$CourseTitle$>
<$MLClassCity$> 

<$MLClassState$>
<$MLClassStartDate$>
<$MLClassEndDate$>
<$NumMTsOnClassRoster$>
<$MLClassDetails$>
<$SIFirstName$> <$SILastName$>

<$SIEmail$>

Thank you!

A master-level class material order is updated

To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: <$ITAPrimaryemail$>; <$SIEmail$>
Subject:

Message: Please check: ML Order Updated
This is notification to alert you that a Master Level order has been updated: 

Information for your review:
<$ITAGroupName$>
<$CourseTitle$>
<$MLClassCity$> 

<$MLClassState$>
<$MLClassStartDate$>
<$MLClassEndDate$>
<$NumMTsOnClassRoster$>
<$MLClassDetails$>
Thank you!

A Master-level class material order is submitted and (start date - submit date) < 10 days

To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: <$SIPrimaryEmail$>; <$ITAPrimaryEmail$>
Subject: Intel® Teach Program - action required: ML Class Kit rush ordered
Message:

A materials order has been received for a class that starts in less than 10 days. We ask for orders to be placed in advance, whenever possible, to avoid rush orders (typically at least 14 days is recommended). Rush orders require additional handling and shipping charges and there is a risk materials may not reach you in time.
Dear Senior Instructor, 

The Intel® Teach Customer Support Team will do all that they can to ensure your materials arrive in time for your class. If you have any questions, please contact teacher.training@intel.com for assistance.  

Dear Intel Teach Customer Support Team,

This email is to notify you that the following Master Level Class materials were ordered for an upcoming Intel Teach class with a start date in less than 10 days.
Information for your reference:
<$SIPrimaryEmail$>

ML Class Information:
Class Type: <$CourseTitle$>
Start date: <$MLClassStartDate$>
End date: <$MLClassEndDate$>                                                                                                                                                                     
Thank you,

Intel® Teach Program Customer Support

Email: Teacher.training@intel.com 

Course Management Tool: www.coursemanagement.intel.com
A master-level class material order is cancelled

To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject:

Message: Please check: ML Order Cancelled
This is notification to Customer Support, that an order has been cancelled: 

Information for your review:
<$ITAGroupName$>
<$CourseTitle$>
<$MLClassCity$> 

<$MLClassState$>
<$MLClassStartDate$>
<$MLClassEndDate$>
<$NumMTsOnClassRoster$>
<$MLClassDetails$>
If the order has shipped, please let the ITA know they may keep the materials for their next class. 

Thank you!

A participant-level class material order is submitted 

[MI only]

To: <$MIEmail$>

From: <$CustomerSupportEmail$>

Subject: Material Order has been placed for Intel® Teach <$coursetitle$>

Message:

Dear Intel® Teach Customer Support,

This is to let you know that materials have been ordered for the Intel Teach Program <$PLClassTitle$> Participant Level Class, scheduled in <$PLClassCity$> , <$PLClassState$>, starting <$PLClassStartDate$> and ending <$PLClassEndDate$>
A participant-level class material order exceeds quantity 25

To: <$CustomerSupportEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: FYI: PL Class Order Exceeds Qty 25
Message: 

Please check this order to ensure the quantity is appropriate. 

Information for your reference:

<$MIFirstName$>
<$MILastName$>
<$MIPhoneNumber$>
<$MIEmail$>
<$ITAGroupName$>
<$LEAGroupName$>
<$LEACity$>
<$LEAState$>
<$PLClassEndDate$> 

<$PLClassStartDate$>
<$CourseTitle$>
A participant-level class material order is submitted and (start date - submit date) < 10 days

To: <$CustomerSupportEmail$>; <$MIPrimaryEmail$>
From: <$CustomerSupportEmail$>
CC: 

Subject: Intel® Teach Program - action required: PL Class Kit rush ordered
Message:

Dear Master Instructor, 

A materials order has been received for a class that starts in less than 10 days. We ask for orders to be placed in advance, whenever possible, to avoid rush orders (typically at least 14 days is recommended). Rush orders require additional handling and shipping charges and there is a risk materials may not reach you in time.

The Intel® Teach Customer Support Team will do all that they can to ensure your materials arrive in time for your class. If you have any questions, please contact teacher.training@intel.com for assistance.  

Dear Intel Teach Customer Support Team,

This email is to notify you that the following Master Instructor has ordered their Participant Level Class materials for an Intel Teach class with a start date less than 10 days

Master Instructor Information:
<$MIFirstName$> <$MILastName$>
<$MIPrimaryEmail$>
<$ MIPhoneNumber$>

PL Class Information:
Class Type: <$CourseTitle$>
Start date: <$PLClassStartDate$>
End date: <$PLClassEndDate$>                                                                                                                                                                     
Thank you.
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