Dear <insert name here>

Thank you for your request to join - and welcome to - <insert collaboration group name here> collaboration space.

Please open the link below to visit the community and start participating.

<insert link here>

Don't forget to update your profile and perhaps add a picture.  Please also set up email alerts to the document library, forum postings, events, blogs, the wiki, your messages box, etc, so that if someone makes a posting anywhere, you can be informed of it, and  be in a position to respond if relevant.  You can do this by clicking on the relevant section (forum, document library, messages, etc) within the <group name> community, and then selecting “subscribe for email alerts for this forum/document library, thread, wiki….” in the right hand navigation bar.  

If you have any questions, please don't hesitate to post to the forum - we're very helpful! - check the help pages at http://www.communities.idea.gov.uk/faq/faq-index.do or contact me directly.

Thank you and we look forward to welcoming you online.

<name> (facilitator)

<tel number> or <email>.

Share it, solve it.
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