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1. Click the blue North Star icon.

2. Choose the 'Email Templates' tab.
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3. The 'Auto-Renewal Charge Notice' is sent to members before their memberships renew 
automatically.

4. The 'Manual Renewal Reminder' is sent to members who opted-out of auto-renewal 
regarding their upcoming membership renewal.
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5. Click the vertical ellipses next to the email template you wish to edit or clone.

6. Click 'Edit' for the reminder you want to customize.
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7. You will be prompted to acknowledge the editing instructions before making any edits to 
the auto-renewal charge notice template.

8. Switch to 'Plain Text' to effortlessly edit the basic copy of your renewal email.
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9. Jump to 'Designer' mode for an intuitive drag-and-drop visual editing experience.

10. Click Email Settings to configure timing and audience.
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11. Set how many days in advance the auto-renewal notification will be sent for timely 
reminders.

12. Choose whether your notice is sent before or after a membership expires to match your 
strategy.
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13. Pick which membership levels will receive your renewal notifications for precise targeting.

14. Click 'Save changes' when finished.
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15. Select 'Edit' and follow the same steps to configure the Manual Renewal Reminder.
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