
Email templates for 
introducing Atlassian  
Cloud products

The success of your Cloud migration hinges on your 
teams actually adopting the new Cloud products. 
 
At this point in your migration, you’re likely aware of the importance 
of thoughtful communications as part of your change management 
plan. Teams will need to hear the message multiple times and in 
multiple ways, before making a change. Allowing your teams the 
time they need to get comfortable with the new change will ensure 
they are open to it and prepared when the rollout takes place.  
When the message comes from someone they trust, they will be 
more likely to listen.

To help you get your teams up and running on Cloud sooner, we’ve 
created a set of modifiable email templates you can use to inform 
your teams about your Cloud launch. 
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When to use these templates
These email templates are to promote adoption of the new Cloud products 
during the Launch phase of your migration. These email templates are not to 
drive awareness of the migration itself. 

At this point in the process, you should have already communicated about the 
migration with your teams during the previous phases (Assess, Plan, Prep, Test, 
and/or Migrate). At a minimum, one month prior to launch, your users should 
be aware that a migration is happening, when it is happening, and why.  For 
guidance on what to communicate during the earlier phases, please reference 
Cloud migration toolkit.
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How to use these templates
1. Determine which channel you will use to communicate with your  

users. These templates are designed as emails, but if you choose to  
use MS Teams, Slack, or another platform, you’ll want to update the  
copy accordingly.

2. Copy the template below and paste it into a new email message  
(or your preferred communication tool).

3. Customize the [ placeholder text ]. You’ll notice a lot of spots to 
customize the product name (Atlassian Cloud, Jira Software Cloud, 
Confluence Cloud, etc.). Depending on which product(s) you are launching, 
you should update the text.

4. Add additional context to help your team understand how and why  
you’re adopting Atlassian Cloud products.

5. Remove any content that isn’t relevant for your team.

6. Send the email to your team, ask them to give the new products a try,  
and reply with feedback.

TIP:

Consider customizing these templates further for specific functions 
or departments who may have a different level of awareness of  
the change. For example, if you’re rolling out a specific Jira Cloud 
product to the Finance team for the first time, they’ll need a  
different message than if you’re rolling out all Jira Cloud products  
to Development teams that have been using Jira self-managed 
versions for years.
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       Email 1: Rolling out Atlassian Cloud 
products

Subject: We’re rolling out [ Product Name (i.e. Jira Software, Confluence, 

Jira Service Management Cloud) ]

Content: 

[ Add organization banner image if available ]

Hi, 

As you know, we have been working on migrating [ Product Name ] to Cloud. 
This change will make it possible for you and your teams to work efficiently, 
enjoy a modern user interface, and get access to new features sooner.

The migration is on track and your Cloud products should go live on [ date ]  
at [ time ]. After the migration, you will see some changes, and we want to be 
sure you are prepared.

1. During the migration on [ date ] at [ time ] with expected duration of 
[ hours ], the following application(s) will be unavailable:

 a. [ List Server/Data Center URL(s) ].

 b. Please plan your work around this window.

2. Upon launch, you’ll be able to access your apps at the following         
URL(s): [ https://yourdomain.atlassian.net/ ]

3. After the migration, you may notice some feature, terminology, and 
interface differences. Check out the attached quick start user guides for     
[ Product Name ] Cloud for a preview of those changes.

4. We’ve compiled some training resources at [ URL ] to help you get 
comfortable quickly.

For a detailed project plan and additional information, please see: [ URL ]. 

For questions during the migration period, please contact [ email address ]. 

To report issues after the migration, please [ instructions ]. 

Thank you, 

[ Name ]

Recommended attachments: Quick start guides for Confluence Cloud,  
Jira Software Cloud, and/or Jira Service Management Cloud
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      Email 2: Start using Atlassian Cloud

Subject: Start using [ Product Name ] Cloud!

Content: 

[ Add organization banner image if available ]

Hi, 

The [ Product Name(s) ] migration is complete! You can get started by visiting 
the new cloud application(s) at: [ URL(s) ]. 

Please update your bookmarks with this/these location(s) and login with  
[ credential information ] .

You should expect some feature, terminology, and user interface differences. 
Check out the attached [ Product Name ] quick start guide(s) for an overview 
and summary of the most notable differences.

Your old site will be available until [ Date time ] on a read-only basis, and then 
will be shut down and archived. [edit as appropriate]

Additional information and training materials are available at: [ URL ].

To report a problem or request support, please [ instructions ]. 

For general migration questions, please contact [ email address ]. 

Thank you,

[ Name ]

Recommended attachments: Quick start guides for Confluence Cloud,  
Jira Software Cloud, and/or Jira Service Management Cloud
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      Email 3: Tips & tricks for Atlassian Cloud

Subject: Tips & tricks for [ Product Name ] Cloud

Content:

[ Add organization banner image if available ] 

Hello,

We hope you’ve been enjoying using [ Product Name ] Cloud and that you’ve 
been able to get up and running smoothly. 

Now that you’ve had a couple weeks to adjust, we wanted to share some of 
the most popular tips, tricks, and new features from around the organization. 

 · Download the new mobile apps so you can work on the go!

 · Subscribe to the Atlassian Cloud blog where product changes are 
announced weekly so you can stay on top of the latest new features

 · [ Add any key actions you’d like your users to take at this time in   
product ]

As a reminder, you can find additional information and training materials at:     
[ URL ]. 

To report a problem or request support, please [ instructions ].

Thank you,

[ Name ]

https://www.atlassian.com/mobile
https://confluence.atlassian.com/cloud/blog


       Email 4: Request for Atlassian Cloud 
feedback

Communication is an ongoing journey
The email templates above are designed for a point in time — the introduction 
of your Atlassian Cloud products. Once your users are up and running, they 
won’t need as frequent communication. That being said, it’s also not advised 
to go radio silent. We recommend sending a monthly or quarterly newsletter 
to your users to inform them about new features that have shipped, insights 
and success stories from across your organization, and additional use cases to 
expand how your teams think about their Atlassian products. If you’re already 
sending an IT newsletter with updates across your toolset, this could be as 
simple as embedding Atlassian-specific changes into your existing newsletter.

Subject: How are you liking [ Product Name ] Cloud? 

Content:  

Hi there,

I hope you’ve had the opportunity to try out [ Product Name ] Cloud. If you are 
using [ Product Name ] Cloud today, then you already know that the Cloud 
version can be used for everything you used to do and more, usually with 
fewer clicks and smoother collaboration with your teammates.

Now that you’ve been using [ Product Name ] Cloud for 30 days, we would like 
to hear from you. Please take a few minutes to complete our feedback survey 
[ add link ] to share your thoughts and input on how these new products 
are working for you. [ edit as appropriate depending on chosen feedback 
collection mechanism ]

Thanks for your participation,

[ Name ]

Subscribe to the Atlassian Cloud documentation blog to be informed of new 
Cloud features so you can stay abreast of what’s shipped and prepare your 
users for what to expect.

https://confluence.atlassian.com/cloud/blog

