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1. Left Click Setup. 

2. Left Click to expand the EMail Designer group. 

3. Left Click Email Designer. 

4. Left Click New. 

5. Left Click to select a layout. 

6. Add a new Name, Description and select an Action to assign to this if desired. Click Accept.
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7. Click and drag any block on the right, and drop it into position anyplace in the document.

 

8. Click the edit button in any  block to modify it.

 

9. You can make any changes you like to the block. We'll change the background color. Click the 

Design tab.
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10. Choose the background color you want to use and click OK.

 

11. Next we'll add a Merge field. Click to edit the block you want to change. 

12. Change the test as desired. 

13. Place your cursor in position in the text block, and click the CRM Data tab.

 

14. We'll add a Contact field. Click Contact Fields.
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15. Click the drop-down arrow to choose the field you want to insert.

 

16. Click to select the field.

 

17. Left Click OK.

 

18. Click Save.
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19. Click the More tab if desired to Preview your email or to view/edit the HTML code.

 

20. Left Click Save.

 

21. It's a good idea to send a test email to yourself before using your email template. Click Tools.

 

22. Select Send Test Email.
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23. Left Click the binoculars to select a test record for testing your merge field(s).

 

24. Select the example record you want to use.

 

25. Enter the email address that you want to receive the test email.

 

26. Left Click OK. 

 

27. Right Click to download the images in the test email. Scroll through the email to review. 

 


