Asset Essentials Change Management 
Email Templates for Requesters

Instructions: Copy and paste the below text to use as email communication to your users, letting them know about the upcoming move to Asset Essentials. Be sure to replace the red text with information customized for your organization. 
____________________________________________________________________________
Requesters - 1 to 4 Weeks before change over

Hello ____,

We are excited to announce that Account Name is moving to Asset Essentials, the next generation maintenance management platform powered by Dude Solutions. This is going to help our maintenance department manage work and assets more effectively, ensuring our facilities continue to be taken care of in the best manner possible. This also means you’ll have a slightly different process for submitting work requests, but you can continue to expect ease of use and consistent communication. 

We are on track to make this change on Date. We’ll be sending out more specific information on that date. Until then, please continue to enter work requests through ____.

If you’d like to learn more about Asset Essentials, click here.



___________________________________________________________________________
Requesters - Day of

Hello _____, 

We are excited to announce that Account Name is now using Asset Essentials for our work order management platform!
 
How do I log in?
There’s a new portal to submit your work requests online. You can find it at URL.

You will also have new login credentials:
Login: your email address
Password: Newuser1!

You may be asked to reset your password upon logging in. Your new password should be 6-20 characters in length and has at least a character in A-Z, a-z, 0-9 and a special character(!@#$%^&*).

How do I make a request?
When you are ready to make a work request, here are some help guide and video resources to help you through the process:

· How to Log In
· Submitting and Viewing Requests
· Editing Your Profile
· [bookmark: _GoBack]Using the Mobile App


______________________________________________________________________
