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How To Edit Default Comms Templates

This guide provides a straightforward process for editing default communication
templates, ensuring that your messaging aligns with your brand's voice and style. By
following the steps outlined, users can easily customize various elements, from
subject lines to branding colors, enhancing the overall effectiveness of their
communications. Whether you're looking to improve engagement or maintain
consistency, this guide is an essential resource for optimizing your templates.

1 Click Admin in the toolbar
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2 Navigate to Comms Templates

3 Click the Settings icon of the template you want to amend
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4 The subject line of the email can be changed by amending the 'Subject' field
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5 The heading at the top of the email can be changed by amending the 'Heading'
field

6 You can change how the recipient is addressed in the email by amending the
'Salutation' field
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7 The content of the email that will appear above the button link can be changed by
amending the details in 'Section 1'
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8 The wording in the button link can be changed by amending the 'CTA Button
Label' field

9 The content of the email that will appear below the button link can be changed by
amending the details in 'Section 2'
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10 The closing wishes at the button of the email can be changed by amending the
'Closing Wishes' field
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11 The branding within the email can be amended in the 'Branding' section. Here you
can change the heading and link button colour

12 If you wish to preview how the email will render, click the Preview your
Template button
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13

14 To save your changes, click the Save Template button at the bottom of the page


