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Email Blast - New BlastEmail Blast - New Blast

►Click on the “Email” tab on the topClick on the “Email” tab on the top
►Click on the “Create a New Email Blast” Click on the “Create a New Email Blast” 

buttonbutton



Start a New Blast



Email Blast - Choose TypeEmail Blast - Choose Type

►Select “Use an Email Template”Select “Use an Email Template”
►Select the email.dwt templateSelect the email.dwt template
►Click on the “Continue” buttonClick on the “Continue” button



Create Email from Template



Email Blast - HTML EmailEmail Blast - HTML Email

►Start by adding your HTML content to the Start by adding your HTML content to the 
email blastemail blast

►Click on the edit link in the HTML templateClick on the edit link in the HTML template
►The WYSIWYG (What You See Is What You The WYSIWYG (What You See Is What You 

Get) HTML editor will appearGet) HTML editor will appear



Click Edit Button



Email Blast - WYSIWYGEmail Blast - WYSIWYG

►Add and edit text inside the WYSIWYG editorAdd and edit text inside the WYSIWYG editor
 Click on the chain icon to create a hyperlinkClick on the chain icon to create a hyperlink
 Click on the tree icon to add or edit an image Click on the tree icon to add or edit an image 
 Use other standard icons for formattingUse other standard icons for formatting

►When finished click the “Update Content” When finished click the “Update Content” 
buttonbutton



Click Update
When Done

Click Tree for
Images

Click Chain
to make link



Email Blast - Edit ContentEmail Blast - Edit Content

►Add a Reference Name that you will use to Add a Reference Name that you will use to 
keep track of this blastkeep track of this blast

►Give the message a subjectGive the message a subject
►Fill out the plain text content of the emailFill out the plain text content of the email
►Click the “Save and Continue” Button under Click the “Save and Continue” Button under 

the text boxthe text box



Email Subject

Name to find email latter

Text Message Here



End Of SectionEnd Of Section

►Questions?Questions?
►Comments?Comments?

Thank You!Thank You!
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