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STEP 1

Click on Communications
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(*) MyArea > Welcome Diana Prince! ¢
=2 Relationships >
‘ 4% Communications > ’
$ Revenue >
/. Legislation >
4 Events >
[ Training ’

~

% Settings and Configuration

STEP 2

Click on Email Templates

La s ~ VVEICUITIE DIaid Flince! ¢
=2 Relationships >
&% Communications v

[# Compose a Message

= My Message Center >

I H Email Templates I

$ Revenue >
A Legislation >
4 Events >
[ Training >
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STEP 3

Click on Add a Template to create a new Template

t Home / % Communications / B} Email Templates

(o] @ Email Templates | Bl Add a Template I

¥ | Search Template Name Q' + Created By

STEP 4

Type in Template Name and optional description

# Home | &y Communications / EJ Email Templates

] @ Email Templates

Template Name™

No dat:

0 Diana Prince ~

Xy s~

Conference Reminder

iDescription

< > | Paragraph v Prsauce AvBv B J] U S ITviDv = = Alv Ay =Y @Av@vE

— X

Cancel Save & Continue .

No data found
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STEP 5

Click on Save & Continue
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Cancel l 2 Save & Continue .

ast Updated

STEP 6
Type in Subject of Email Template

j

# Home | #y Communications / ] Email Templates / [l Email Template Detail

Conference Reminder »
Add Description &

+ Last Used

Subiec([ Summer Showdown Reminder

|e Center 3

slates © o> | Paragraph

nfiguration >

& Engagifii
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STEP 7

Click on text box to begin creating your template.

From the toolbar, you can add images, media links and format as you would with any email
editor.

‘) Diana Prince ~

# Home / A Communications / B Email Templates / Fl Email Template Detail
o X

Conference Reminder »
Add Description & i
Subject.| Summer Showdown Reminder L s |

["}c—’ Paragraph v AvBA~v B I U § [ZviZv =& = Alv Ay =v Bv@vyBEvy @ — x x @

We're excited to remind you that [C Name] is just [X day: ] away! Here's ything you need to know to make the most of this incredible event:
Event Details
"% Date: [Conference Date(s)]
? Location: [Venue Name, City, or Virtual Platform Link]
{3 Time: [Start Time - End Time, with timezone if applicable]
What to Expect
« Inspiring keynote speakers, including [Name, Title, and/or Organization].
+ Engaging breakout sessions on [topics or themes]
+ Networking opportunities with [describe audience, e.g., industry leaders, peers, experts].

Don't Forget to:
« [Register/Confirm your attendance] if you haven't already. [Include link]
« Review the agenda and plan your day. [Include link to agenda]
+ Mark your calendar and set reminders!
If you have any questions or need further assistance, please don't hesitate to contact us at [email address] or [phone number].

We can't wait to see you at [Conference Name] and make this event a truly memorable experiencel
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STEP 8

Click on Save

& @ X

Send a Message

<
U
<

@vmvmv@— )(2 )(2 ‘g

~ to make the most of this incredible event:

STEP 9

You have the option to duplicate an existing template by clicking on this icon.

o Diana Prince v

W @ X

Send a Message
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STEP 10

Click on Duplicate to copy an existing template.

Duplicate Conference Reminder ?

Are you sure you want to create a duplicate for this template?

No, Cancel Yes, Duplicate

STEP 11

Click on Send a Message to use this template to send a new message

9 Diana Prince v

& o X

[ i Send a Message ]

to make the most of this incredible event:
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STEP 12

You'll see the name of the template that you are using to send the email

&= Email To Many People

From: () Diana Prince (dianaprince1@yopmail.com) @
Reply To: () Diana Prince (dianaprincel@yopmail.com) &

To: Start typing here to search

[Emanl Template: = Conference Reminder

Subject: Summer Showdown Reminder

4 c*  Paragraph v B A u s Alv A& N O~ R o
We're excited to remind you that [Conference Name] is just [X days/weeks] away! Here's everything you need to know to make the most of this incredible event:
Event Detalls
¥ Date: [Conference Date(s)]
% Location: [Venue Name, City, or Virtual Platform Link]
3 Time: [Start Time - End Time, with timezone if applicable]
What to Expect
« Inspiring keynote speakers, including [Name, Title, and/or Organization].
+ Engaging breakout sessions on [topics or themes].
« Networking opportunities with [describe audience, e.g., industry leaders, peers, experts].
Don't Forget to:
+ [Register/Confirm your attendance] if you haven't already. [Include link]

@ Attach Files

Signature: | Standard Signature [EEET) Cancel Update Template H Save as New Template ] @ Preview J
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STEP 13

You can update any details in the template before sending and either update
the existing template or save it as a new template

= Email To Many People

Erom: () Diana Prince (gisnaprince1 @yopmall com) &
Reply To: () iana Prince (dianaprince? @yopmail com) @
To: Start typing here to search...

Email Template: ~ Conference Reminder

Subject: Summer Showdown Reminder

5 ¢* | Paragraph v Pswce AvBv B I U S Alv &

=. @ -@-@- 0

1o remind you that | Name] is just [X
Event Details
¥ Date: [Conference Date(s)]

# Location: [Venue Name, City, or Virtual Platform Link]
{3 Time: [Start Time - End Time, with timezone if applicable]
What to Expeet

. speakers, [ Title, and/or
« Engaging breakout sessions on [topics or themes]
+ Networking i h [describe audience, e.g,

, peers, experts].
Don't Forget to:
+ [Register/Confirm your attendance] if you haven't already. [Include link)
\

] away! Here's everything you need to know to make the most of this incredible event:

@ Attach Files

Signature: | Standard Signature [T

Cancel [ Update Template
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STEP 14

Click on Preview to view email before sending

e as New Template

‘ @& Preview ]

STEP 15

From Compose a Message, you can also access the email templates

== Relationships >

&% Communications v
—
= My Message Center >
H Email Templates

S Revenue >
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STEP 16

Click on Select to pick your email tem

plate

Email To Many People

om: () Diana Prince (dianaprincel @yopmail.com) @
sply To: () Disna Prince (dianaprince1@yopmail.com) @

> Start typing here to search

ail Templale.[ Select

ibject:
5 > | Paragraph v Blsowce A @A~ B I U § = vz
Best,

Diana Prince

administrative Assistant

Attach Files

ilignature: Cancel

Standard Signature [EETTY

Save as New Template ‘ [ @ Preview J

STEP 17

You can edit as you normally would.

From: () Diana Prince (dianaprince1@yopmail.com) &
Reply To: (] iana Prince (dianaprincel@yopmail.com) &
To: Start typing here to search..

Email Template: | Conference Reminder

Subject:

4 ¢* | Paragraph ~ 5 Source B I U S5 Iz

A~ B~

Ce Bee

Al~ £~ =v @BvR@-B- @ — B

Event Details

¥ Date: [Conference Date(s)]

® Location: [Venue Name, City, or Virtual Platform Link)

T Time: [Start Time ~ End Time, with timezone if applicable]

What to Expect
= Inspiring keynote speakers, including [Name, Title, and/er Organization]
« Engaging breakout sessions on [topics or themes].

Dont Forget to:
« [Register/Confirm your attendance] if you haven't already. (Include link]

We're excited to remind you that [Conference Name] is just [X days/weeks] away! Here's everything you need to know to make the most of this incredible event:

= Networking opportunities with [deseribe audience, e.q., industry leaders, peers, experts].

@ Attach Files

Signature:

Standard Signature [T

Cancel

Update Template } [ Save as New Template

@ Preview J
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STEP 18

You have the option to select your email signature, update the existing
template, save it a a new template, preview and send.

From: | Diana Prince (dianaprince1 @yopmail.com) ©
Reply To: () Diana Prince (dianaprincel @yopmailcom) &
To:  Start typing here to search.

Email Template: | Conference Reminder

Subject:

v E-QYEY @ —

o | Pamgraph v Pswce AvEBAv B I U S IZeizve = Alv B~

f Name] is just [X d: ks away! Here's everything you need to know to make the most of this incredible event:

We're excited to remind you that [Ct
Event Details
¥ Date: [Conference Date(s)]
? Locatien: [Venue Name, City, or Virtual Platform Link]
{3 Time: [Start Time - End Time, with timezone if applicable]
What to Expect
« Inspiring keynote speakers, including [Name, Title, and/or Organization].
- Engaging breakout sessions on [topics o themes].
+ Networking opportunities with [describe audience, e.g., industry leaders, peers, experts]

Don't Forget to:
+ [Register/Confirm your attendance] if you haven't already. [include link]

% Attach Files

Signature: | Standard Signature [[ETY Cancel [ Update Template Save as New Template { @ Preview J
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