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1. Open the main menu to easily navigate through your admin tools.

2. Select 'Settings' to access advanced configuration for your organization.
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3. Access 'Email Templates' to customize the messages your members receive.

4. The paint brush icon indicates this email can be created with the new Email Designer
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5. Edit any template to tailor messages for your members’ needs.

6. The 'Plain Text' tab is the original Muse template that you can choose to continue to use
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7. Click inside the email body to update your template with a personalized message.

8. Save your updates to make sure your customizations are not lost.
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9. Preview your email for a real-time look before sending.

10. 
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11. Return to 'Email content' to make direct edits and customize the message.

12. Switch to the designer view for a creative, drag-and-drop email editing experience.

View online

https://app.arcade.software/share/VkPCBZ8TC8L8E9Ly0K2S


13. Switch back to the plain text mode for full control over your message’s wording.

14. Review the updated default template design before applying any changes.
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15. Preview your email to ensure it matches your branding and tone.

16. Scroll through your draft to craft a fully customized confirmation email.
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17. Click 'Apply' to update your membership email with the latest design enhancements.

18. Review the confirmation before finalizing any design changes that can’t be undone.
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19. Click 'Cancel' if you choose not to apply the new design to your template.

20. Dismiss the update notification to focus on your email edits.
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21. Use the tablet icon to preview how your email will display on mobile.

22. Close the preview to return to editing and finalize your customizations.
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23. Send a test email to yourself or a colleague to see the finished result before publishing.

24. Enter your test email address to see exactly what your members will receive.
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25. Save your progress as a draft and return anytime to keep perfecting your template.

26. Publish your customized confirmation email to make it live for your members.
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27. Click an element to drag and drop into your email

28. 
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29. Edit any copy within the text element

30. Duplicate a content block to reuse designs and save editing time.
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31. Delete an element at any time

32. View and adjust the properties for any element to reflect your branding
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33. 

34. Add additional Rows to the template

View online

https://app.arcade.software/share/VkPCBZ8TC8L8E9Ly0K2S
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36. 

View online

https://app.arcade.software/share/VkPCBZ8TC8L8E9Ly0K2S


37. Click Settings to adjust the overall design of the template

38. Button allows you to create and highlight a link in the email
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39. Add a table
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41. Customize your table
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43. 

44. Add and customize a new paragraph to create a flow to your email
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46. Customize the List
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52. Customize the Icon element
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54. Add Menu Items
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61. Copy any Merge Fields to add to your email copy

62. 

View online

https://app.arcade.software/share/VkPCBZ8TC8L8E9Ly0K2S

