
     

 
 
 
 
 
 
 
 

 

Web Link Help File: 
E-mail Templates 

 

 
 

Abstract 
 
 

 This help file will illustrate how to customize e-mail templates that are 

used to generate notification messages sent to customers. 
 

 
 

Procedure 
 

 
 
 

1. Navigate to “Email Management” and then select “Manage Email 

Templates” from the drop down menu. The Email Templates page is a 

listing of all available templates that can be edited and customized. The 

email template grid consists of four columns (fig.1) 

 

 Event: This is the name of the template and clicking on this link will i.

open the Edit Email template page allowing the Administrator to 

make changes to the selected email. 

 Subject: This will appear in the subject line of the email that is ii.

generated and sent to the customer and can be edited as desired. 

 Email Trigger: This column indicates under what circumstance the iii.

email is sent and who it is sent to. 

 iv. The final column either contains a green checkmark which indicates 

that the email template is enabled or a red x which indicates that 

the email template is inactive or is not used. All templates can be 

 enabled or deactivated from the Edit Email page.
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2. Clicking on the Event link opens the Edit Email page. In this example we have selected the 

Order Confirmation email template.  (fig. 2 and 3)
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3. The top of the page contains several user defined field boxes (fig.4) 

 Display Name: Administrator can enter the name that will displayed in the email. 

 From Email Address: Enter the email address that will be displayed in the “from” 

field of the generated email message. 

 Subject: The user can enter a subject for the email message. 

 
 

4. Place a check in the “This Event is On” box directly below the user field boxes. 

This ensures that the email will be sent automatically for the associated event. 

 (fig. 5)

 

 

 
 
 
 
 
 

5. The text editor window is used to generate and design the email message. This window 

can be toggled between Design view (default view) and HTML view by clicking on the 

“Source” button at the top of the window. The Design view provides a WYSIWYG 

interface with a formatting tool bar. This view allows the user to easily modify the email 

without the use of HTML code. (fig.6) 
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6. To the right of the text editor window is a list of Global, Event Specific and Logical 

place holder data links. These links refer back to the database and pull the designated 

information and place it in the email message exactly where the data link is positioned. 

In the example below, by placing a [![FirstName]!] data link in the email, the first name 

of  the customer who places an order will be inserted in that field automatically when 

the message is generated. Several other data links have been used in this example 

where data regarding the order will be inserted. (fig.7)  
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7. Clicking on the “Preview” button at the bottom of the page opens a pop up window. 

  This window shows exactly how the email will look to the recipient. (fig. 8 and 9)
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8.   Clicking on the “save” button saves all changes made to the template. (fig. 10)
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