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Resident Engagement: How-To Create an Email
Template

1 Starting at the home page in the Resident Engagement platform, click the
"Templates" tab.
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2 Click "Add Template" to create a new email.

3 Click the "Name" field to title your new email template.
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4 Drag and drop desired email components from the right-hand column into your
email template.
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5 Use the "Image" icon to include logos, graphics, and images within your email.

Note: Images must be a .PNG file.

6 Click "Upload Image" to select an image from your device.
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7 Use the right-hand column to change the image size and alignment.

8 Click the "URL" field to add an image link.
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9 Use the "Text" icon to include a message in your email.

10 Click "Content" to type your message.
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11 Use the text settings to format your message exactly the way you want.

12 Next, add a button to your email by dragging the "Button" icon into your
template.
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13 Label your button by clicking the button and typing a new title.

14 Click the "URL" field on the right-hand side to add a button link.
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15 When you are finished with your email template, click "Save Changes".

16 Click the "Preview" button to view a sample of your email template.


