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LOCATE THE EMAIL TEMPLATE LIBRARY

In the interface, go to the Vertical Menu on the left.

Select ASSETS.

Select EMAIL TEMPLATE LIBRARY
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SELECT NEW EMAIL TEMPLATE
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SELECT THE ‘IMPORT TEMPLATE’ FROM THE LIBRARY

CLICK THE TEXT BLOCK
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PASTE YOUR TEMPLATE CODE IN THE SOURCE EDITOR BETWEEN THE COMMENTS



Q
ui

ck
 S

ta
rt 

V
id

eo
: How-to Import an Email Template into ActiveDEMAND

HOW-TO EDIT THE EMAIL HEADER

Click Email Header box to open preview window. Edit fields as necessary. Close Email 
Header box by clicking it once more.
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HOW-TO EDIT TEXT

Change text by clicking the text directly in the editing box.

Format text in the editor. Change the font type, font size, format style, color and more...
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HOW-TO USE LAYOUT BLOCKS TO CHANGE PAGE LAYOUT

Layout blocks can be used to change from a single column layout to a 2, 3, or 4 
column layout.
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HOW-TO DELETE CONTENT BLOCKS

Delete content blocks by clicking the ‘x’ icon

Delete entire rows by clicking the row edit button           and selecting ‘Remove’.
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HOW-TO ADD IMAGES

Click the Pencil Icon in the Editor.
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HOW-TO ADD IMAGES

From the Image Editor, upload an image or select a Static or Dynamic image from the 
library.
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HOW-TO ADD BUTTONS

From the Content Template editor, click and drag the button onto the email layout. 
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HOW-TO ADD BUTTONS

Format buttons by clicking the ‘Edit Content Styles’ button. The pop out side panel 
enables formating options such as shadow, position, spacing, etc.
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HOW-TO PREVIEW THE EMAIL AND SEND A TEST EMAIL

Preview the email by clicking the Preview button in the top right corner of the dashboard.
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HOW-TO PREVIEW THE EMAIL AND SEND A TEST EMAIL

Click the Test Email button in the top right corner and type in an email to send to.
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STILL HAVE QUESTIONS?

Contact us via Chat 

Or send us your question to: support@activedemand.com

mailto:support%40activedemand.com?subject=I%20have%20a%20question%20about%20how%20to%20login%20to%20ActiveDEMAND
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