Creating reusable email templates
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An email template is a saved message you can send again and again from Send Email.

Step 1: Open Email Templates

In the menu, click Promote, then Email Templates. Click Create Email Template.
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Open Email Templates and click Create Email Template.

= Email Templates
= Save email messages you can reuse when sending updates.
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How Email Templates Work

Create your message once. Reuse it anytime.
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1 Create a template

Write your email subject and message

2 Go to Send Email

When you are ready to email contacts,

3 Choose your template

Select a saved template before choosing

nail stays clear and consistent
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Step 2: Name the template and add a subject

then save it as a template.

open Send Email.

recipients.

Last undated

Enter a Template name. Only you see it. Then enter the Email subject your contacts will see.
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Give this saved message a name and subject your team will recognize later.
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Sent Emails

Write the email once here. When you use Send Email. you will choose who receives it.
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Name the template and add the é_ub_ject.

Step 3: Write the email

Write your message under Email content. You can click Improve With Al for help with the wording.
Under Personalization, click {First_name}, {Last_name} or {Email} to add each contact's
details to the email.
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me}, {last_name]} and {email}.

Email content

Write the email once here. When you use Send Email, you will choose who receives it.
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Hi {first_name}, here is what is new this month.

Press Alt+0 for help

I ¥ Improve With Al /ssma

0 words

Build with B tinyMCE

Personalization

Use these buttons to add contact details to the email.

I| + {First_name} J { 4 {Last_name} ] { + {Email} II

Uploaded email files

Reuse files already uploaded for this site.

No uploaded email files yet. Use the editor image ® orlink @ picker in the toolbar above to upload one.

Write the message and personalize it.

Step 4: Save the template

Keep Active on so the template can be chosen on Send Email, then click Save.
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Click Save.
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Personalization

Use these buttons to add contact details to the email.

[ + (First_name} ] ‘ + {Last_name} ] ‘ T {Email}]

Uploaded email files

Reuse files already uploaded for this site.

No uploaded email files yet. Use the editor image ® orlink @ picker in the toolbar above to upload one.

Show this template on Send Email

When this is on, this template can be selected before choosing contacts.




Step 5: Find your templates

Your templates are listed on the Email Templates page. Use the buttons in the Actions column to
edit, preview, duplicate or delete a template.
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Manage your templates from the list.



