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1. Click on the blue North Star icon.

2. Click "Email Templates."
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3. You can activate any of the automated email templates by toggling the boolean to on/off 
accordingly.

4. To manage an email template, click the vertical ellipses to the far right of the row, where 
you have options to Edit or Clone.
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5. Editing the template allows you to modify the Email Subject and Body, as well as utilize AI 
suggested copy.

6. Select the "Email preview" tab to see the end user view.
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7. Click "Email settings" to configure settings specific to each template like timebound rules, 
etc.

8. Click 'Save changes' when finished.
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