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Quick Start Guide – Training Notification 
 

1 
 

From the Configuration 
Manager, click the E-mail 
Settings link and enter 
the desired information.  
 
Enable E-mail must be 
selected to send overdue 
training messages. 

 

2 
 

Select desired options in 
the User Settings and 
Default Settings. 
 
Click the Save link in the 
Action Menu. 

 

3 
 

Sit back, relax, and let 
ExxTend Learning take 
care of notifying users 
and supervisors when 
training is overdue. 
 
 

 

 Fast Track: Training due 
Notification 

Notify users before training is due rather than when it is past due by 
changing the Email Days for Overdue to a negative number. 

 


