How Create a Communication in Slate

This document will cover how to quickly create a Communication in Slate. Please see the “How to Send a
One-Time Communication in Slate” for further instruction on adding Recipient Lists.
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o This will bring up the prompt below. Here you will give your mailing a new name and place it
into a Folder and optionally a subfolder. In this example we will place the new mailing named
“Culen's Deliver Test Example” into the “Graduate School” folder and the new “Test” subfolder.
Make sure the “Method” is set to Email. Click Save



Y New Mailing

{ Name |Culen's Deliver Test Example i
Folder | Graduate School ¥ | / | Other v | |Test f

'\ User |Wi|5c|n, Culen v | r

| method |
Opt Out | Allow Unsubscribe (default) v

LTM Tracking Disabled * f

Save Cancel

e Once saved, you will automatically be brought into the message. Click “Edit Message” to open
the message editor.
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Stop Date/Time

Opt Out Allow Unsubscribe (default)

Message Display Sample Message
Reply Ta Send Test Message

Sender "The University of Morth Caralina at Chapel Hill" <UNCCH_Admissions@unc.edus

Recipient

cC

Subject ; l

e This prompt will allow you to edit the Sender, Recipient, Subject, and Body of your
communication. If you are anticipating that merge fields will be added to your email, you can
surround the name of the merge field with double curly braces {{}}. Once a corresponding
recipient list is added via query or an uploaded spreadsheet, these values will be populated.

Merge fields can be placed in the Reply To, Sender, Recipient, CC, Subject, and email body. Click
Save to finalize your changes.



Edit Message |

Reply To (opt.) |

|
Sender | "The University of North Carolina at Chapsl Hill" <UNCCH_Admissions@unc.eduz | |
Recipient [{({Emaily} (:‘:I |
[ | culen. test@gmail.com| |
Subject |Cu|en'5 Deliver Test Example <: | F
A B G| s MEEER > Q%L Bsource| |
‘B I U S|/i=: ¢ #€||== =| romat -| Ft | sz -/ A B

Hello { {First}}.

Thus 1s a test of the deliver module. I hear vour favorite 1s {{Color}}. Your email address 1s { {Email}}.

Thank vou,

The University of North Carolina

U

Save Cancel I ~= Edit Attachments

e Your edited message will be displayed under the “Message” Section
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Hello {{First}}.
This 1s a test of the deliver module. I hear your favorite is {{Color}}. Your email address is { {Email}}.
Thank vou,

The University of North Carolma

¥ “The Universit | HilF <UNCCH_Admissions @unc edu=

Unsubscribe from The Univ Hill.



