How to Re-send Invitation email from the LawRoom Admin Toolbox:

+* Resending the invitation email is used when:
o The supervisor has not registered for the training yet and:
= Needs the link, ID and password to access the course. (Please note this function will
not work for supervisors who’ve registered for course.)

= Supervisor did not receive the initial invitation email.
= Supervisor is past due.

+* Note about invitation email: This email is from admin@lawroom.com and it can be mistaken as junk

mail, so it’s helpful to ask the supervisor to check their junk folder if they do not see the email in their

Inbox.

To get to this function, you’ll have to run a report by clicking on the “M” icon under the
Stanford section:
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Next, click on the following selections (highlighted in yellow) to run a Full Special report:
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Note on date fields: The To: field displays the current date. The default dates should be fine; however you may
alter them if you need to.
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After pressing “Show Report”, click on the envelope icon(s) for people who should receive a
new invitation:
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