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QuickStart Guide for Admins

It’s that easy!
 gradleaders.com 614.791.9000 @GradLeaders

From the email composition pop-up, create 
your email by entering Subject and Email Body

Click Save Email to save this email as a 
template

Name the email and mark it available for Public, 
Protected or Private Access

The next time you create an email start from 
the Selected Template

Create Email Template


