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How to Guide: Create a Branded Re-usable Email Template

Email Templates

Just by following the instructions in any email template that you use, you'll have a good idea of what
should go where. Which is sometimes easier said than done! What if instead of a generic template
staring at you, you see a template with your design and brand elements ready to go? Make one by
customizing one of the email templates we provide with the elements covered in this guide. Follow
these instructions to save a master template.

Branded, re-usable templates
save you time and keep your email
looking good in all email clients.

When you use a template there will be no need to copy an old email to re-use a great design. Instead
you'll select your custom template to start your next email. A template will give you all the elements
you want for your email each time. You won't have to worry about forgetting something because you
deleted it from the last email you sent.
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Choose a Template to Customize

All our of the templates:

* Are mobile responsive.

* Give instructions within the text boxes to guide you
in what to write.

* Include a Preheader to work with your subject line.

* Have web-safe colors & fonts.

* Designed to give your audience a clear call to
action.

Before you finish designing, test your template to
see how it will behave on a mobile device.

Let'’s get started
creating your
branded template!
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5 Ways to Brand Your Template

1 Add your logo

2 Use your organization's colors and fonts

3 Edit the social media icon links

4 Add your own disclaimers and calls to action

Make your header and footer recognizable
5 to your contacts

Contact our Custom Services department if you'd prefer to have a template made for you for a fee.
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€@ Add Your Logo

Adding your logo to your template is just adding an image. You can either edit an image that's in your template, or drag
an image placeholder to where you want your logo to be, then edit. Your logo should be in your Libarary. If it's not, just
upload it! In our example, the images are organized into folders. Click the image to go right to your Library. Always place
your logo in the center or on the left side of your email.

Another best practice is making
your logo a clickable link to your
web page.

Click on the image in your
template to display the editor,
then paste in your URL in the Link
field.
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@ Use Organization or Website Colors

Use a color picker like Color Cop or Color Schemer Online to find the exact colors of your logo, website, or blog.
Sample the color you want, then click on a color block in the Colors tab, then add in the color value to make it match
Only use 2-3 colors (besides black and white) in your template.

Make sure to match your font colors
by editing each text element.
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€ Connect Social Media Icons

Whether you know it or not, customers look for you on social media. Edit the social media icons in your template and
insert your social media addresses. Add whatever social platforms you're missing. If the template you're working on
doesn't already have social media icons, just drag one in from the Build palate. Click on the trashcan icon to remove
the icons you're not using.

You need to edit the social
media icons!

* Double click on the social
media box, then add in your
social media addresses.

* Remove any platforms you
don't use.

* Click Insert when you're
done.
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@ Add Content You Always Use

If you will always have a Sign Up button, or a disclaimer, or a list of services, make sure to add it to your template! An
image block can remind you where place a new image each time. You can always remove a placeholder if a particular
email doesn't need it, but it's good have it appear in the template so you don't forget it.
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© Recognizable Header and Footer

After you click Continue, you can edit the information in the header and footer - the From name, From email, and
update the physical address, if what is displaying isn't correct. Remember, your Preheader (which is a text block in the
template) and Subject need to work together.

Why the Header and Footer are Important

Have you ever not opened an email because
you weren't sure who it was from?

Don't let the email you send out sit
unopened in someone's Inbox!

Improve the open rate for all of your

email campaigns by making your email

recognizable. Your header and footer should

make it clear:

* Who the email is from. If the default
From Name isn't right, change it!

* Have a recognizable From Email so the
receiver knows right away that they
should open it.

Now your contacts will know that your
email isn't spam.
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More Resources to Customize With

There's lots of customization you can apply to your template. Here are some additional resources to make your
template the best it can be. And once you've got a few campaigns sent, you might find that having multiple templates
will help you get the right email built quickly. Creating a new template every now and then will keep your emails
looking fresh! The white links are video tutorials.

Format the template Images Color & Text Use Links

Brand your Email
with Color

Add an Image to
Your Email

Customize your If you prefer,
Layout watch videos
to learn how to
customize your Watch a video tutorial on
template. how to create an email

template.
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