
Contact Me Form Page 

Submitted Forms 

By default, when a visitor completes and submits a contact me form via a teacher page, the email is delivered to the 

teacher’s email address, but the received message shows the email coming from the address “notification@evit.com”.  

Issue: When replying directly to this message, the email will be composed and sent to the notification@evit.com 

address, which is not the desired behavior. See sample notification email below. 

 

The default settings will prevent the teacher from being able to perform an inline reply to the message received. Also, 

clicking on the bottom link to view the submission online, generates an error. 

Resolution: To resolve this issue and provide a better experience, the contact me form submission needs to be set so 

that when a user submits the form, the email address provided on the form will be the reply-to email, thus allowing you 

to compose an inline reply to the submitter directly from your email. This will help you maintain a thread of 

communication that you can always refer back to or follow up with. Follow the steps below to make the change. 

1. Log in to the website and navigate to your teacher page. Click on the “Contact Me” page on the left navigation 

of your page. 
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2. Click on the red button to enable “Design Mode”. 

 

3. The button should turn green and the portlet apps will be displayed. 

 

4. Hover over the “Contact Me” form and click on the pencil to change to editing mode.  

 

 



5. The “Contact Me” detail settings will be displayed.  

 

6. Scroll to the bottom of the page and check the box next to “Set Reply to Email Address”. Wait a couple of 

seconds for the page to refresh.  

 

7. Then click the “Reply to Email Field” drop-down list and select “Email” from the options and then click on the 

“Update Form” button to save the changes.  

 

8. Exit and Log off form the system. You can then visit your updated form and test the changes.  


