
GALE PRESENTS: 
EXCEL ADULT HIGH
SCHOOL
Student Auto-Email Plan
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GETTING
STARTED



 APPLICATION
APPROVAL EMAIL
Sent when a student is manually
moved to the Pre-requisite status.

[student name], 

[library name] 



APPLICATION
CANCELED EMAIL
Sent when a student is manually
moved to the Canceled status.

[student name], 
[library name] 



OFFICIALLY
ENROLLED
WELCOME EMAIL
Sent when a student is moved to
the Enrolled status after their
interview, once you’ve determined
they are eligible for a scholarship.

[library name] 



DEADLINE
REMINDERS



PREREQUISITE
DEADLINE
EMAIL
Sent when a student is in the
Prerequisite status and is three
days away from their 14-day
deadline.

[student name], 

[date]. 



PROBATIONARY
PERIOD
DEADLINE
EMAIL
Sent when a student has been in the
Enrolled status for 25 days.

(5 days before their 30-day deadline)

[student name], 



GRADUATION
DEADLINE
EMAIL
Sent 30 days prior to a student’s
graduation deadline (2 years from
their Enrollment Date).

[student name], 

[date]. 



GRADUATION
DEADLINE
REMINDER
EMAIL
Sent as a reminder email the night
before a student’s graduation
deadline.

[student name], 



COURSE 
UPDATES



ENROLLMENT
STATUS CHANGE
EMAIL
Sent when a student’s enrollment
status has been changed.

[student name], 



COURSE
COMPLETION
EMAIL
Sent when a student has passed a
course and the course status is
changed to passed in the system.

[student name], 



COURSE STATUS
CHANGE EMAIL
Sent when a student’s course
status has been changed.

[student name], 



WEEKLY
PROGRESS
EMAIL
Sent to all students every Sunday
night as a weekly progress report.

[student name], 



FAILED COURSE
ALERT EMAIL
Sent when a course status has
been marked as failed in the
system.



GRADUATION
NOTIFICATIONS



ENROLLMENT STATUS
GRAD EVALUATION
EMAIL
Sent when an enrollment status is automatically
changed to Graduation Evaluation to notify students
that they have completed all the required coursework
to graduate. At this point, the registrar department
will do a final evaluation of the account before
confirming that the student is a graduate.

This email reminds students to provide important
information for the graduation process (Photo ID, up-
to-date address, etc.) and informs them of what they
can expect once they are officially marked as a
graduate.

[student name], 

[library name] 



ENROLLMENT
STATUS
GRADUATED EMAIL
Sent when an enrollment status is
changed to Graduated indicating
that the student has officially
graduated and their diploma
package has been shipped.

[student name], 

[library name] 



OTHER
REMINDERS



HOLD
ENROLLMENT
EMAIL
Sent anytime an enrollment hold
is applied to an account. 


