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Sender  Author  EMMA Subaccount/Audience Notes.




Date Date that the email will be scheduled for release in EMMA

Time Exact time of day that will be requested in EMMA. This data point will be important when it comes to load balancing email.
Subject Exact subject line that will be entered into EMMA. The subject line that the recipients will see in their inboxes.
Sender Person or departmental email address that will appear in the "from" line in emails.

Person who is repsonsible for entering the email into EMMA (also responsible for acquiring approvals outside of the

system). This is the person who will be contacted of an issue is detected or if the email requires a different date or time for
Author load balancing purposes.

The EMMA Subaccount and audience that the email will be sent to. Please indicate whether the email is for students, staff,
EMMA Subaccount/A faculty, or all employees or a custom list.

Any important, additional information that would be useful in determining the importance and priroty if email load balancing
Notes is deemed necessary or some issue is detected with the email



