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Overview 

The SimplyCast Email application allows organizations to easily create sophisticated and 

professional email campaigns to send out to contacts automatically. The Email Editor 

provides users with a streamlined email campaign creation process and a sleek UI that has 

been designed to be user-friendly and intuitive. Email is a quick and efficient mode of 

communication that allows your organization to reach out to subscribed contacts and send 

them alerts, surveys, marketing newsletters, and more — directly to their inbox.  

With an easy drag-and-drop interface, SimplyCast’s Email tool makes it easy to create an 

eye-catching email campaign from scratch or through the use of pre-created templates. 

With automated scheduling to ensure your messages are being sent at the right time, there 

is one less thing for your organization to think about. 

New Email Editor Dashboard 

In order to set up and send an email campaign in the SimplyCast platform, first you will 

need to go to the Email Editor dashboard. Email can be found in the top bar in the 

Applications dropdown menu. From here, you will be brought to the main New Email Editor 

dashboard where you can create a new campaign, copy an existing campaign, as well as 

see a list of all the email campaigns already created, the ones that have been sent out, and 

any that are pending activation.  
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On this page you can: 

Create a New Campaign 

If you wish to create a new email campaign, there 

is a green Create Campaign button at the top of 

the New Email Editor dashboard on the left-hand 

side. Clicking this button will bring up a pop-up 

window where you can name the campaign. Enter 

the campaign name in the textbox provided and 

click the green Create button to proceed to the 

next stage of the setup process or click Cancel to close the pop-up and return to the main 

Email Editor dashboard without creating a new email campaign. Refer to Email Composer 

Setup section to learn more about creating and setting up a new email campaign.  

View the List of Email Campaigns 

Below the green Create Campaign button is a list of all of the email campaigns you have 

created, with the most recent appearing at the top. If there are no campaigns listed, this 

means you have not created one yet.  

You will be able to see five pieces of information: 

• Name: The name of the email campaign 

• Type: The type of email campaign you created:  

> Email Composer: A simple drag-and-drop editor that allows you to select various 

elements and write content 

• Created On: The date and time the campaign was created, the user that created it, and 

the user that last modified the campaign 

• Scheduled: The date and time the campaign is scheduled to send, or an indication that 

the campaign has not yet been scheduled, or that the campaign has been aborted 
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Navigate Multiple Pages of Email Campaigns 

To view an email campaign that does not immediately appear in the list: 

• Navigate to the bottom of your screen where you will find the page numbers indicating 

the total number of campaigns available. 

• Click either the page number to visit to proceed to another page of email campaigns or 

the Next button, which will take you to the next page. 

• If you know the page you wish to go to, enter the page number in the field provided and 

select Go to be directed to the chosen page. 

• Choose how many email campaigns to display at a time by clicking on the “Showing…” 

link located to the right of the number of displayed campaigns. 

Search Email Campaigns 

To search for a particular email campaign in the list: 

• Locate the search box in the top right-hand corner of the page. 

• Type in the textbox the name of the campaign you would like the system to search for. 

• The results will filter automatically. 

Edit/Rename/Preview/Delete Email Campaigns 

Once you have created email campaigns, they will appear in the table below the green 

Create Campaign button on the main New Email Editor dashboard. 

To edit an email campaign draft: 

• Click the blue Edit button located at the far right of the screen across 

from the corresponding campaign name to enter the Editor for 

that campaign. 

• Make the necessary edits and click Save at the bottom of the page 

to save your edits. Or, click the Back to Dashboard button to 

return to the main Email Editor dashboard without making any 

changes.  

To rename an existing email campaign: 
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• Click the blue down-facing arrow to the right of the 

Edit/Copy/Abort button (depending on the status of 

the campaign), located at the far right of the screen 

across from the corresponding campaign name. 

Click the Rename option from the dropdown menu 

that appears which will produce a pop-up window. 

• Make your changes to the campaign’s name in the  

      textbox provided, then click the blue Rename button to 

confirm your changes. Or, click Cancel to close the pop-up 

without renaming the campaign. 

To preview an email campaign: 

• Click the down-facing arrow button next to the 

Edit/Copy/Abort button (depending on the campaign’s 

status) that appears to the right of the name of the 

scheduled email campaign. Select the Preview option from 

the dropdown menu that appears. 

• A pop-up window will appear. This window shows the unmerged preview of your email, 

which means any merge tags you have added will show up as they appeared when you 

added them in the Email Editor. 

• Click the “X” button in the top right corner of 

the window to close the preview and return to 

the main Email Dashboard. 

To delete an email campaign: 

• Click the blue down-facing arrow to the right of 

the Edit/Copy/Abort button (depending on the 

campaign’s status), located at the far right of 

the screen across from the corresponding 

campaign name. Select the Delete option from 

the dropdown menu that appears. 

• A pop-up window will appear asking you to 

confirm your deletion. Click the checkbox in 

the window and then click the red Delete 

button. Or, click Cancel to close the pop-up 

without deleting the campaign. 

• Delete multiple campaigns at once by clicking 

the checkboxes to the left of each campaign 
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you wish to delete. A red Delete Campaign(s) button will appear at the top of the Email 

dashboard to the right of the green Create Campaign button. 

• Click the Delete Campaign(s) button and the pop-up window will appear asking you to 

confirm your deletion. Click the checkbox in 

the window and then click the red Delete 

button. Or, click Cancel to close the pop-up 

without deleting the campaign(s). 

Copy an Email Campaign 

You can also copy the template of an already-created email campaign to create a new 

campaign easily and quickly.  

To copy an email campaign draft: 

• Click the blue down-facing arrow to the right of 

the blue Edit button, located at the far right of 

the screen across from the corresponding 

campaign name. Select the Copy option from 

the dropdown menu that appears. 

• Enter the name for the new email campaign in the pop-up window that appears and 

click the green Create button in the bottom right corner, which will let you proceed to 

the Email setup process. 

• Or, click Cancel to return to the main Email Editor Dashboard without copying the draft. 

To copy a completed email campaign: 

• Click the blue Copy button located at the far right of the screen 

across from the completed campaign’s name. A pop-up window will appear. 

• Enter the name for the new email campaign in the textbox and click the green Create 

button in the bottom right corner, which will let you proceed to the Email Setup 

process. 

• Or, click Cancel to return to the main Email Editor dashboard without copying the 

campaign. 
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Share an Email Campaign 

You are able to share any completed email campaign through email or on 

social media. 

To share an email campaign via link: 

• Click the blue down-facing arrow to the right of the blue Copy button, 

located at the far right of the screen across from the corresponding 

campaign name. Select the Share option from the dropdown menu 

that appears. 

• A sidebar will appear from the right of your screen 

with a section containing the hyperlink to the email 

campaign. 

• Preview how the email campaign will look when 

shared using a link by clicking the hyperlink in this 

section. A new page will open in your browser displaying the email campaign. 

• Click the blue Copy button in the sidebar to copy the email campaign 

hyperlink to your clipboard and paste the link wherever you want to share 

it.  

• Click Close to close the sharing sidebar. 

To share an email campaign via social media: 

• Click the blue down-facing arrow to the right of the blue Copy button, located at the far 

right of the screen across from the corresponding campaign name. Select the Share 

option from the dropdown menu that appears. 

• A sidebar will appear from the right of your screen 

with a section containing buttons for four social 

media sites to which the email campaign can be 

shared: Reddit, LinkedIn, Twitter, and Facebook. 

• Click on the button for the social media site to which you wish to share the email 

campaign. A new page will open in your browser allowing you to log into the respective 

social media site, or if you are already logged in, will have added the email campaign to 

a new draft post.  

• Finish creating your draft post for the email campaign and click the 

respective Post option in each respective site to share the email 

campaign. 

• Click Close to close the sharing sidebar. 
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Create a Campaign Template 

To create a template of an email campaign: 

• Click the blue down-facing arrow to the right of the blue Edit/Copy 

or red Abort buttons, located at the far right of the screen across 

from the corresponding campaign name. Select the Create 

Template option from the dropdown menu that appears. 

• Enter the name of your new email template in the Template Name 

field in the pop-up window that appears.  

• Choose whether to save the new template to the 

account or account network in the Save 

Template To field (refer to the SimplyCast Account 

Networks User Guide for more information about 

account networks).  

• Publish the template to the chosen location 

immediately by checking off the Publish 

Template option and then click the green Create 

button in the bottom right corner of the pop-up 

to save the new template. 

• Or, click Cancel to return to the main Email Editor dashboard without creating a 

template. 

Abort an Email Send 

To abort a campaign that has already been scheduled:  

• Click the red Abort button that appears to the right 

of the email campaign name. 

• A pop-up window will appear asking you to confirm 

the abortion. Click Abort to abort the campaign 

send and return to the Email Editor dashboard. Or, 

click the gray Cancel button to return to the 

dashboard without aborting the campaign send. 

 

[Note: Aborting a campaign that is in the process of sending will not recall any emails that 

have already been sent. It will only prevent additional ones from sending.] 
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Access Email Reports 

To view the report for any email project that has been sent out, 

enter the Reporting interface by navigating to 

the list of tabs on the left-hand side of the screen 

in the Email Editor dashboard. Click the Reports 

tab which will take you to the Email Reporting 

page where all the information received for completed email campaigns 

will be displayed. Or, you can access the report of a specific email 

project by clicking the arrow on the blue Copy button to the right of the 

completed project’s name and selecting the View Reports option in the dropdown menu 

that appears.  

For more information about email reports, refer to the Reports section.  

Create a New Email Project 

After clicking the green Create Campaign button in the New Email 

Editor dashboard, a pop-up window will appear asking you to 

name your new email campaign.  

After entering a name into the textbox, click the 

green Create button at the bottom right-hand side 

of the pop-up to proceed to the email setup page, 

or click Cancel to return to the main Email Editor 

dashboard without creating a new campaign.  

Email Composer Setup 
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The Email Setup page for the Email 

Composer is where you can create 

your email however you like using 

the drag-and-drop interface to bring 

in many different elements and 

settings. Once you click the Create 

button after choosing to create your 

email using the Email Composer, 

you will be directed to the 

Templates page where you can 

choose from a selection of 

templates to begin creating your 

email. 

There are three sections 

available on the Templates page: 

• Build Your Own: Selecting this option will provide you with several layout options to 

choose from to begin creating your email from scratch. There are no pre-created 

elements or styles included with these templates.  

• Pre-Built Templates: 

Selecting this option 

will provide you with a 

selection of pre-

designed templates to 

choose from that have 

been created by the 

SimplyCast Team. 

These templates can be modified to suit your needs in the Email Composer Editor. 

Hover over these templates for a name and description of the template.  

• Saved Templates: Selecting this option will allow you to choose from any templates 

you have created yourself and saved to be re-used. These templates are essentially 
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copies of previous campaigns you have created and saved. They can be edited in the 

Email Composer Editor to suit your current purpose. Filter the displayed campaigns 

using the dropdown menu available to search through campaigns created at the 

account level, the account network level, or all available saved templates. Refer to the 

Template Management section for more information about these options. 

Search through the templates in the Pre-Built Templates or Saved Templates sections using 

the search bar to search templates by name. You can also search by any labels that have 

been provided to email templates. Refer to the Edit Templates section for more information 

on labels. 

Once you have chosen a template to use as the frame for your email 

campaign, click the blue Next button at the bottom of your screen to 

proceed to the Email Composer. 

Once you have entered the Email Composer Editor, you can: 

Configure the Campaign’s Design and Style 

On the right-hand side of the Editor, you will see the Actions 

section at the top of the menu. By default, the Design and Style 

menu will be open with options for configuring the default 

design and style for all elements of your campaign. 

In the Design and Style section you have the following 

configuration options: 

Page 

Selecting the Page option will open a new menu where you can 

configure aspects of the campaign as a whole. These settings 

will affect all elements currently in your email as well as any 

additional ones you might add, though you are able to modify these settings on an element 

by element basis. 

These settings are: 

• Page Background: Change the color of the background screen behind the email. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Background Image: In this field, you can choose an 

image to upload that will be displayed in the 

background of the email. Click the blue Choose Image 

button to produce the Image Uploader pop-up where 

you can search through your files and choose the 

image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom 

right corner of the pop-up to add the image to the 

page. To delete an image from the page, click on the 

“X” button to the right of the Choose Image button. 

• Top Padding: Adjust the amount of extra space between the section’s content and the 

top border. Enter the number of desired pixels in this field to determine the amount of 

padding.  

• Bottom Padding: Adjust the amount of extra space between the section’s content and 

the bottom border. Enter the number of desired pixels in this field to determine the 

amount of padding.  

• Border Width: Change how wide you would like the border around the outside of the 

email to be in terms of pixels. Insert the number of pixels desired into this field. Click on 

the lock icon to unlock the borders for the top, right, bottom, and left sides of the email 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border 

around the outside of the email. Do this by entering 

the code for the desired color (if known) into 

the field provided or click on the current color 

swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

[Note: The border options are not available for wide email templates.] 

• 2x Image Scaling: Choose to have the system 

save any images that appear in the email 

campaign two sizes larger if they are resized so 

as to provide optimal viewing on high DPI (dots 

per inch) screens when reading the email. Check off the box in this field to enable this 

feature. 

• Text Right to Left: Choose to have the system convert the email’s text into a right to 

left format by checking off this box to enable the feature. 
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Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 

Preheader 

Selecting the Preheader option will open a new menu where you can configure aspects of 

the campaign’s preheader section. These settings will affect all elements currently in this 

section of your email as well as any additional ones you might add, though you are able to 

modify these settings on an element by element basis. 

[Note: You can see which elements are 

currently in this section by selecting an 

element in your campaign and locating the 

breadcrumbs that appear at the top of the right-hand menu.] 

These settings are: 

• Background Color: Change the color of the 

background screen behind the preheader 

section of the email. Do this by entering the 

code for the desired color (if known) into the 

field provided or click the current color swatch 

to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

[Note: For wide email templates, the background color you select will also apply to the 

entire area behind the elements located in this section.]  

• Top Padding: Adjust the amount of extra space between the section’s content and the 

top border. Enter the number of desired pixels in this field to determine the amount of 

padding.  

• Bottom Padding: Adjust the amount of extra space between the section’s content and 

the bottom border. Enter the number of desired pixels in this field to determine the 

amount of padding.  

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 
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Header 

Selecting the Header option will open a new menu where you can configure aspects of the 

campaign’s header section. These settings will affect all elements currently in this section of 

your email as well as any additional ones you might add, though you are able to modify 

these settings on an element by element basis. 

[Note: You can see which elements are 

currently in this section by selecting an element in your campaign and locating the 

breadcrumbs that appear at the top of the right-hand menu.] 

These settings are: 

• Background Color: Change the color of the 

background screen behind the header section 

of the email. Do this by entering the code for 

the desired color (if known) into the field 

provided or click the current color swatch to 

bring up a dropdown with a selection of colors 

to choose from. Or, choose a custom color by 

using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

[Note: For wide email templates, the background color you select will also apply to the 

entire area behind the elements located in this section.]  

• Top Padding: Adjust the amount of extra space between the section’s content and the 

top border. Enter the number of desired pixels in this field to determine the amount of 

padding.  

• Bottom Padding: Adjust the amount of extra space between the section’s content and 

the bottom border. Enter the number of desired pixels in this field to determine the 

amount of padding.  

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 

Body 
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[Note: For email templates that include columns, you will see the Body section broken 

down into three sections: Upper Body, Columns, and Lower Body. Each of these sections 

contain the same settings as the Body section.] 

Selecting the Body option will open a new menu where you can configure aspects of the 

campaign’s email body. These settings will affect all elements currently in this section of 

your email as well as any additional ones you might add, though you are able to modify 

these settings on an element by element basis. 

[Note: You can see which elements are currently in 

this section by selecting an element in your campaign 

and locating the breadcrumbs that appear at the top of the right-hand menu.] 

These settings are: 

• Background Color: Change the color of the 

background screen behind the body section 

of the email. Do this by entering the code for 

the desired color (if known) into the field 

provided or click the current color swatch to 

bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Top Padding: Adjust the amount of extra space between the section’s content and the 

top border. Enter the number of desired pixels in this field to determine the amount of 

padding.  

• Bottom Padding: Adjust the amount of extra space between the section’s content and 

the bottom border. Enter the number of desired pixels in this field to determine the 

amount of padding.  

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 

Footer 

Selecting the Footer option will open a new menu where you can configure aspects of the 

campaign’s footer. These settings will affect all elements currently in this section of your 

email as well as any additional ones you might add, though you are able to modify these 

settings on an element by element basis. 
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[Note: You can see which elements are currently in 

this section by selecting an element in your campaign 

and locating the breadcrumbs that appear at the top 

of the right-hand menu.] 

These settings are: 

• Background Color: Change the color of the 

background screen behind the footer of the 

email. Do this by entering the code for the 

desired color (if known) into the field 

provided or click the current color swatch to 

bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown without changing the color. 

• Top Padding: Adjust the amount of extra space between the section’s content and the 

top border. Enter the number of desired pixels in this field to determine the amount of 

padding.  

• Bottom Padding: Adjust the amount of extra space between the section’s content and 

the bottom border. Enter the number of desired pixels in this field to determine the 

amount of padding.  

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 

Text Styles 

Selecting the Text Styles option will open a new menu where 

you can configure the default text style options that can be 

used in the configuration of the text elements within your 

email campaign. 

There are seven tabs in this section you can use to set the 

default styles for the various text options: 

Body Text 

In the Body Text tab, you can configure the default styles for the text in the body of your 

email.  
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There are seven configuration options in this tab: 

• Font Family: Set a standard font for the email by choosing from a selection of options 

in the corresponding dropdown menu. Clicking the “X” that appears next to a font 

family once it has been selected will revert the email to 

the template’s default font. 

• Font Size: Determine a standard size for the text of your 

email. Choose your desired font size from the field’s 

dropdown menu.  

• Font Color: Set a default color for the text of your email. 

Enter the code for the desired color (if known) or click 

on the current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard 

appearance of the email body text should be bolded or normal. Choose your desired 

option from the dropdown menu provided.  

• Alignment: Set the standard positioning of the main 

email campaign text. Choose whether the email text 

will align to the left, center, or right of the email by 

selecting the respective icon. 

• Line Spacing: Determine the amount of space 

between each line of text in your email campaign. 

Choose your spacing selection from the four options in 

the dropdown – compact, tight, comfortable and 

double. 

• Letter Spacing: Determine the amount of space appears between each letter in the 

text of your email by entering the number of pixels to appear between each letter in the 

textbox available. 

Links 

In the Links tab you can configure the default styles 

for any link appearing in your email.  

There are four configuration options in this tab: 

• Color: Set a default color for links in your email. 

Enter the code for the desired color (if known) or 

click on the current color swatch to bring up a dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Visited Color: Set a default color for links in your email once they’ve been interacted 

with by a recipient. Enter the code for the desired color (if known) or click on the current 

color swatch to bring up a dropdown with a selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the link text in your 

email should be bolded or normal. Choose your desired option from the dropdown 

menu provided. 

• Underline: Determine whether the standard 

appearance of any links in your email are 

underlined or not. Check off the checkbox in this field if you wish your links to be 

underlined. 

Header # 

The next five tabs refer to the various header levels in your email (essentially your <h1>, 

<h2>, <h3>, etc. tags). In each of these Header tabs you can configure the default styles for 

each header instance appearing in your email.  

There are seven configuration options for each of the Header tabs: 

• Font Family: Set a standard font for the header type by choosing from a selection 

of options in the corresponding dropdown menu. Clicking the “X” that appears next to a 

font family once it has been selected will revert the email to the template’s default font. 

• Font Size: Determine a standard size for the header type. Choose your desired font size 

from the field’s dropdown menu.  



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

18 

 

• Font Color: Set a default color for the header type. 

Enter the code for the desired color (if known) or 

click on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on 

the right side of the dropdown. Click Choose to save 

your changes or Cancel to close the dropdown 

without changing the color. 

• Font Weight: Determine whether the standard 

appearance of the header type should be bolded or 

normal. Choose your desired option from the 

dropdown menu provided.  

• Alignment: Set the standard positioning of the 

header type. Choose whether the header text will align to the left, center, or right of the 

email by selecting the respective icon. 

• Line Spacing: Determine the amount of space between each line of text for the 

particular header type. Choose your spacing selection from the four options in the 

dropdown – compact, tight, comfortable and double. 

• Letter Spacing: Determine the amount of space appears between each letter in the 

text for the header type by entering the number of pixels to appear between each letter 

in the textbox available. 

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to return to the main 

Actions section of the Email Editor. 

Custom Styles (CSS) 

Selecting the Custom Styles (CSS) option will open a 

sidebar where you can add your own CSS code to the 

email. Enter some CSS into the textbox provided and 

click the blue Save button at the bottom of the sidebar 

to apply it to the email or click Cancel to close the 

sidebar without adding any CSS. 

[Note: This option is recommended only for users who possess 

coding knowledge.] 
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Add and Edit Content Blocks 

After the Design and Style settings have been configured, you can move onto 

altering the elements and content of your email. There are seven categories of 

drag-and-drop elements that appear in the Blocks section on the left side of the 

Email Composer Editor you can use for your email.  

These are: 

• Text Block: Add some text content to the email using formatting tools. 

• Image Block: Upload an image into the email. 

• Product: Add a product image, description, and button to the email. 

• Video Block: Upload a video into the email. 

• Button: Place a button into the email for the recipient to click to be directed 

to an associated link. 

• Social: Insert a social element into the email so recipients can perform 

specified actions on social media regarding the email. 

• Divider: Add a horizontal line in the email to separate certain sections. 

• Spacer: Add a blank section to the email to separate various elements. 

Text Block Settings 

To add a Text Block to your email, click and drag the icon 

into the email. When you begin to drag the text block over, 

the different sections of the email (Preheader, Header, 

Footer, etc.) will be highlighted so you can determine into 

which section to place the new text block. 

When you place a text element into a single-column email 

template, you will be presented with several options in a 

pop-up window as to the type of text element you wish to 

add, as well as the choice of how many columns (one or two). Placing a text element into an 

email template containing columns will simply add a single-column text block. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.]  
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The different one-column text element 

options are: 

• Text Block (One Column): Add a 

single-column block of text to your 

email. This option appears in the One 

Column section of the window. 

• Text + Image: Upload an image into 

the email with the ability to add a 

caption.  

The two-column text element options 

are: 

• Text Block (Two Columns): Add a 

double-column block of text to your 

email. The two text blocks will appear 

side by side in the email. This option is 

available in the Two Column section of 

the window. 

• Text + Image (Two Columns: Upload 

a double-column image into the email with the ability to add a caption.  

Text Block (One Column) 

When a new text block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element in 

your email) you are able to customize various settings in the right-hand Element Styling 

menu. 

These options are: 

• Background Color: Change the background color of the element behind the text 

content. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would like 

the border around the outside of the text block 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 
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icon to unlock the top, right, bottom, and left sides of the section so you can make the 

border widths different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the text block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the text block element either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the text block element’s content and 

the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

text block from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 
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To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a selection of formatting tools will appear 

at the top of your screen that you can use further design your email text. Refer to the Using 

the Text Editor section for more 

information about the available 

tools.  

Click the Update and Close 

button at the bottom of the menu 

when you have finished configuring these settings to save the configurations and return to 

the main Actions section of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Text + Image 

When a new Text + Image block has been placed in your email by selecting it from the 

available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Image 

Settings, Image Styling, Caption Settings, and Element Styling menu. 

In the Image Settings menu you can choose the image 

to upload into the email. Click the blue Choose Image 

button to produce the Image Uploader pop-up where 

you can search through your files and choose the 

image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom 

right corner of the pop-up to add the image to the 

page. To delete an image from the page, click on the 

“X” button to the right of the Choose Image button. 

Once an image is chosen, more options will 

appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in 

the email if the recipient’s browser does not allow 

them to view the images in the element or if the recipient is using a screen reader. Type 

the text you would like to use in the textbox located in this field. 
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• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Image Alignment: Set the positioning of the image within the element. 

Choose whether the image will align to the left, center, or right of the element by 

choosing from the available dropdown. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close the dropdown without changing the 

color. 
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• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Caption Settings section, you can configure the following for the caption: 

• Caption Position: Set the positioning of the 

caption in relation to the image within the 

element. Choose whether the caption will be to 

the left, right, on top, or bottom of the image by 

choosing from the available dropdown. 

• Caption Width: Change how much space within 

the element will be allocated to the caption in 

relation to the image. Choose from the available 

dropdown menu whether the caption will be 

allocated a third of the total space within the 

element, one half, two thirds, or three quarters. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 
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click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to 

unlock the top, right, bottom, and left sides 

of the section so you can vary the margin 

size for each side. Enter the desired pixel 

values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount 

of padding. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the amount of padding for each side. Enter the desired pixel 

values into the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

Text + Image element from appearing on mobile devices. Click this checkbox in this field 

if you would like the element not to show up in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Text Block (Two Columns) 

When a new double-column text block has been placed in your email by selecting it from 

the available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Settings, 

Left Column Styling, Right Column Styling, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Settings section, you can configure the following for the element: 

• Width Split: Change how much space within 

the element will be allocated to each text 

column. Choose from the available dropdown 

menu whether the left-hand column will be 

allocated a quarter of the total space within 

the element, a third, one half, two thirds, or 

three quarters.  

• Hide on Mobile: Make the email more mobile friendly by blocking the selected Text 

Block element from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 
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In the Left Column and Right Column Styling sections, you can configure the 

following for each text column in the element: 

• Background Color: Change the background color of the element behind the text 

content of the respective column. Do this by entering the code for the desired color (if 

known) into the field provided or click the current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, choose a custom color by using the tool 

on the right side of the dropdown. Click Choose to save your changes or Cancel to close 

the dropdown without changing the color. 

• Padding: Adjust the amount of extra 

space between the text block element’s 

content and the border of the respective 

column. Enter the number of desired 

pixels in this field to determine the 

amount of padding. Click the lock icon to 

unlock the top, right, bottom, and left 

sides of the section so you can vary the 

amount of padding for each side. Enter 

the desired pixel values into the 

respective fields. 

• Border Width: Change how wide you 

would like the border around the outside of the text block column to be in terms of 

pixels. Insert the number of pixels desired into this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the section so you can make the border widths 

different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the text block 

column. Do this by entering the code for the desired color (if known) into the field 

provided or click on the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

In the Element Styling section, you can configure the following for the text element: 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

28 

 

• Rounded Corners: Make the corners of the text 

block element either more rounded or more 

angular. Move the slider in this field to the left or 

right to determine how rounded the corners 

are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary 

the degrees of roundness for each corner. Use the 

sliders for each respective side to configure the 

roundness. 

• Margin: Adjust the amount of extra space 

between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 
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[Note: Clicking the arrow next to the Update 

and Close button will allow you to choose to 

update and automatically apply these 

configured settings to all elements of this type 

appearing in your email.] 

Text + Image (Two Columns) 

When a new Text + Image (Two Columns) block has been placed in your email by selecting 

it from the available options and clicking the green Add Element button (or if you select an 

existing element in your email) you are able to customize various settings in the right-hand 

Left Image Caption, Right Image Caption, Settings, and Element Styling menus. 

In the Left Image Caption menu you can choose an 

image to upload into the email. Click the blue Choose 

Image button to produce the Image Uploader pop-up 

where you can search through your files and choose 

the image you wish to upload. Refer to the Add an 

Image section for more details. Click Select at the 

bottom right corner of the pop-up to add the image 

to the page. To delete an image from the page, click 

on the “X” button to the right of the Choose Image 

button. 

Once an image is chosen, more options will 

appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in 

the email if the recipient’s browser does not allow them to view the images in the 

element or if the recipient is using a screen reader. Type the text you would like to use 

in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 
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• Image Alignment: Set the positioning of the image within the element. 

Choose whether the image will align to the left, center, or right of the element by 

choosing from the available dropdown. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close the dropdown without changing the 

color. 

• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 
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• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 
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To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

The same options above are located in the Right Image Caption menu. Repeat these steps 

to add a second image to the Text + Image (Two Columns) block. 

In the Settings menu, you can configure the following for the element: 

• Width Split: Change how much space within the element will be allocated to each 

image column. Choose from the available dropdown menu whether the left-hand 

column will be allocated a quarter of the total space within the element, a third, one 

half, two thirds, or three quarters. 

• Caption Position: Set the positioning of the 

caption in relation to the image within the 

element. Choose whether the caption will be on 

top or bottom of the image by choosing from 

the available dropdown. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected two -column 

image block element from appearing on mobile devices. Click this checkbox in this field 

if you would like the element not to show up in the mobile version of the email. 

The final menu available with this block is the Element Styling menu where you can 

configure the following: 

• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Image Block Settings 

To add an Image Block to your email, click and drag the icon into the email. When you 

begin to drag the image block over, the different sections of the email (Preheader, Header, 

Footer, etc.) will be highlighted so you can determine into which section to place the new 

image block. 

When you place an image element into a single-column email template, you will be 

presented with several options in a pop-up window as to the type of image element you 

wish to add, as well as the choice of how many columns (one or two). Placing an image 

element into an email template containing columns will simply add a single-column text 

block. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.]  

The different one-column image element options are: 

• Image Block (One Column): Add a single image to the section of your email. This 

option appears in the One Column section of the window. 

• Text + Image: Upload an image into the email with the ability to add a caption.  

The two-column image elements are: 
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• Image Block (Two Columns): Add two images to your email appearing side by side in 

the email. This option is available in the Two Column section of the window. 

• Text + Image (Two Columns): Add two image and captions to your email appearing 

side by side in the email. This option is available in the Two Column section of the 

window. 

Image Block (One Column) 

When a new image block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element in 

your email) you are able to customize various settings in the right-hand Image Settings, 

Image Styling, and Element Styling menu. 

In the Image Settings, menu you can choose the image to 

upload into the email. Click the blue Choose Image button 

to produce the Image Uploader pop-up where you can 

search through your files and choose the image you wish to 

upload. Refer to the Add an Image section for more details. 

Click Select at the bottom right corner of the pop-up to add 

the image to the page. To delete an image from the page, 

click on the “X” button to the right of the Choose Image 

button. 

Once an image is chosen, more options will appear in 

the Image Settings section: 

• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 
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• Alignment: Set the positioning of the image within 

the element block. Choose whether the image will 

align to the left, center, or right of the image block by 

selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the image block 

to be in terms of pixels. Insert the number of pixels 

desired into this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the image so you can make the border widths 

different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the image inside the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the image within the image block element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 
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• Border Color: Change the color of the border around the outside of the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the image block element either more 

rounded or more angular. Move the 

slider in this field to the left or right to determine how rounded the corners are. Click 

the lock icon to unlock the top, right, bottom, and left sides of the section so you can 

vary the degrees of roundness for each corner. Use the sliders for each respective side 

to configure the roundness. 

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image block from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings to save the 

configurations and return to the main Actions section of the Email 

Editor. 
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Text + Image 

When a new Text + Image block has been placed in your email by selecting it from the 

available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Image 

Settings, Image Styling, Caption Settings, and Element Styling menu. 

In the Image Settings, menu you can choose the image to upload into the email. Click the 

blue Choose Image button to produce the Image Uploader pop-up where you can search 

through your files and choose the image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom right corner of the pop-up to add the 

image to the page. To delete an image from the page, click on the “X” button to the right of 

the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the 

email if the recipient’s browser does not allow them 

to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to 

use in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, 

directing those who click on the image to a web 

address of your choosing. Click on the textbox in this 

field and type in the URL of the site to associate with 

this image. 

• Image Size: Modify the vertical and horizontal sizing 

of an image. Click and drag the sliders located in the 

corresponding fields in the black box to the left of your screen to change the width and 

height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Image Alignment: Set the positioning of the image within the element. 

Choose whether the image will align to the left, center, or right of the element by 

choosing from the available dropdown. 
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• Border Width: Change how wide you would like the border around the image inside 

the element to be in terms of pixels. Insert the number of pixels desired into this field. 

Click on the lock icon to unlock the top, 

right, bottom, and left sides of the image 

so you can make the border widths 

different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of 

the border around the image inside the 

element. Do this by entering the code for 

the desired color (if known) into the field 

provided or click on the current color 

swatch to bring up a dropdown with a 

selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the image within the Image + Caption element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Caption Settings section, you can configure the following for the caption: 

• Caption Position: Set the positioning of the 

caption in relation to the image within the 

element. Choose whether the caption will be to 

the left, right, on top, or bottom of the image by 

choosing from the available dropdown. 

• Caption Width: Change how much space within 

the element will be allocated to the caption in 

relation to the image. Choose from the available 

dropdown menu whether the caption will be 

allocated a third of the total space within the 

element, one half, two thirds, or three quarters. 

In the Element Styling section, you can configure the following for the element: 
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• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, bottom, and left sides of the section so you can 

make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the Text + Image element either more 

rounded or more angular. Move the slider in this field to the left or right to determine 

how rounded the corners are. Click the lock icon to unlock the top, right, bottom, and 

left sides of the section so you can vary the degrees of roundness for each corner. Use 

the sliders for each respective side to configure the roundness. 

• Margin: Adjust the amount of extra 

space between element’s border and the 

outside edges of the section. Enter the 

number of desired pixels in this field to 

determine the size of the margin. Click 

the lock icon to unlock the top, right, 

bottom, and left sides of the section so 

you can vary the margin size for each 

side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, right, bottom, and left sides of the section 
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so you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more mobile friendly by blocking the selected Text + 

Image element from appearing on mobile 

devices. Click this checkbox in this field if 

you would like the element not to show up 

in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on the element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured settings 

to all elements of this type appearing in your 

email.] 

Image Block (Two Columns) 

When a new double-column image block has been placed in your email by selecting it from 

the available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the tabs on the right-

hand side of the screen: Left Image, Right Image, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 
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In the Left Image and Right Image tabs, you can configure the following in the four 

sections available for each image column in the element. 

In the Image Settings section, menu you can choose the 

image to upload into the email. Click the blue Choose Image 

button to produce the Image Uploader pop-up where you 

can search through your files and choose the image you 

wish to upload. Refer to the Add an Image section for more 

details. Click Select at the bottom right corner of the pop-up 

to add the image to the page. To delete an image from the 

page, click on the “X” button to the right of the Choose 

Image button. 

Once an image is chosen, more options will appear in 

the Image Settings section: 

• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Alignment: Set the positioning of the image within 

the element block. Choose whether the image will 

align to the left, center, or right of the image block by 

selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the image block 

to be in terms of pixels. Insert the number of pixels 

desired into this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the image so you can make the border widths 

different sizes. Enter the desired pixel values into the respective fields. 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

42 

 

• Border Color: Change the color of the border around the image inside the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the image within the image block element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the image block element either more 

rounded or more angular. Move the 

slider in this field to the left or right to determine how rounded the corners are. Click 

the lock icon to unlock the top, right, bottom, and left sides of the section so you can 
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vary the degrees of roundness for each corner. Use the sliders for each respective side 

to configure the roundness. 

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when 

you have finished configuring these settings in the Left/Right Image 

tab to save the configurations and return the original four tabs for 

the two-column image element. You can also return to these options by clicking the Two 

Column step in the breadcrumbs appearing at the top right of the page. 

Clicking the Settings tab for the two-column image block element will give you the 

following options to configure: 

• Width Split: Change how much space within 

the element will be allocated to each image 

column. Choose from the available dropdown 

menu whether the left-hand column will be 

allocated a quarter of the total space within 

the element, a third, one half, two thirds, or 

three quarters. 

• Hide on Mobile: Make the email more mobile friendly by blocking the selected two -

column image block element from appearing on mobile devices. Click this checkbox in 

this field if you would like the element not to show up in the mobile version of the 

email. 
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The final tab for the two-column image block element is the Element Styling tab.  

Clicking this tab will produce the following options to configure: 

• Rounded Corners: Make the corners of the text 

block element either more rounded or more 

angular. Move the slider in this field to the left or 

right to determine how rounded the corners 

are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary 

the degrees of roundness for each corner. Use the 

sliders for each respective side to configure the 

roundness. 

• Margin: Adjust the amount of extra space 

between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured 

settings to all elements of this type appearing in 

your email.] 

Text + Image (Two Columns) 

When a new Text + Image (Two Columns) block has been placed in your email by selecting 

it from the available options and clicking the green Add Element button (or if you select an 

existing element in your email) you are able to customize various settings in the right-hand 

Left Image Caption, Right Image Caption, Settings, and Element Styling menus. 
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In the Left Image Caption menu you can choose an 

image to upload into the email. Click the blue Choose 

Image button to produce the Image Uploader pop-up 

where you can search through your files and choose 

the image you wish to upload. Refer to the Add an 

Image section for more details. Click Select at the 

bottom right corner of the pop-up to add the image 

to the page. To delete an image from the page, click 

on the “X” button to the right of the Choose Image 

button. 

Once an image is chosen, more options will 

appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in 

the email if the recipient’s browser does not allow them to view the images in the 

element or if the recipient is using a screen reader. Type the text you would like to use 

in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Image Alignment: Set the positioning of the image within the element. 

Choose whether the image will align to the left, center, or right of the element by 

choosing from the available dropdown. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 
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• Border Color: Change the color of the border around the image inside the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

The same options above are located in the Right Image Caption menu. Repeat these steps 

to add a second image to the Text + Image (Two Columns) block. 

In the Settings menu, you can configure the following for the element: 
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• Width Split: Change how much space within the element will be allocated to each 

image column. Choose from the available dropdown menu whether the left-hand 

column will be allocated a quarter of the total space within the element, a third, one 

half, two thirds, or three quarters. 

• Caption Position: Set the positioning of the 

caption in relation to the image within the 

element. Choose whether the caption will be on 

top or bottom of the image by choosing from 

the available dropdown. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected two -column 

image block element from appearing on mobile devices. Click this checkbox in this field 

if you would like the element not to show up in the mobile version of the email. 

The final menu available with this block is the Element Styling menu where you can 

configure the following: 

• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email. 
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QR Code  

When a new QR Code block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element 

 in your email) you are able to customize various settings in the 

right-hand menu. These images include three categories, which can be used as follows. 

QR Code Settings 

Link: This determines where the QR code will direct contacts after they scan and should be 

copied directly from the page the code is to point 

to.  

Do Not Track: Checking this box will disable tracking 

on this link. This also prevents those who scan the 

QR code from being tied back to the recipient of 

the email. 

Image Size: This will dictate the size of the QR code in your email in order to make it fit 

better with the design.  

QR Code Styling 

Alignment: Set the position of the QR code on a horizontal plane (Left, Center, Middle) 

Border Width: Set the width of a border around the code, allowing you to change the color 

of the surrounding area.  

Border Color: Set the color of the border around your QR code using appropriate 

selectors.  

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 
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the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 
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Product 

To add a Product Block to your email, click and drag the 

icon into the email. When you begin to drag the product 

block over, the different sections of the email 

(Preheader, Header, Footer, etc.) will be highlighted so 

you can determine into which section to place the new 

product block. 

When you place a product element into a single-column email template, you will be 

presented with several options in a pop-up window as to the type of product element you 

wish to add, as well as the choice of how many columns (one, two, or three). Placing a 

product element into an email template containing columns will simply add a single-

column product block. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.]  

The different one-column product element options are: 

• Product (Stacked): Add a single-column 

product element to your email that has 

the product features stacked on top of 

each other. This option appears in the 

One Column section of the window. 

The two-column product elements are: 
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• Product (Unstacked): Add a single product element to your email that takes up two 

columns in the email by having the 

different features of the element beside 

each other rather than stacked. This 

option appears in the Two Column 

section of the window. 

• Product (Stacked) + Product 

(Stacked): Add two single-column 

product elements to your email that 

appearing side by side and have the 

product features stacked on top of each other. This option is available in the Two 

Column section of the window. 

The three-column product elements are: 

• Product (Stacked) + Product (Stacked) 

+ Product (Stacked): Add three single-

column product elements to your email 

that appearing side by side and have 

the product features stacked on top of 

each other. This option is available in 

the Three Column section of the 

window. 

Product (Stacked) 

When a new product block has been placed in your email, you are able to determine the 

stack type in the right-hand menu. You have the option to stack the product element in 

Image + Text + Button, Image + Text, Image + Button, or Text + Button formats. Select 

which stack type to use from the dropdown menu available.  

Next, you can customize various additional settings in 

the right-hand Image, Text, Button, and Element Styling 

menus depending on the stack type you have chosen. 

In the Image Settings menu, you can choose an image to 

upload into the product block. Click the blue Choose 

Image button to produce the Image Uploader pop-up 

where you can search through your files and choose the 

image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom right 

corner of the pop-up to add the image to the page. To 
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delete an image from the page, click on the “X” button to the right of the Choose Image 

button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Alignment: Set the positioning of the image within the element. Choose whether the 

image will align to the left, center, or right of the element by choosing from the 

available dropdown. 

• Vertical Alignment: Set the vertical positioning of the image within the element block. 

Choose whether the image will align to the top, center, or bottom of the block by 

selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close the dropdown without changing the 

color. 
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• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 
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• Margin: Adjust the amount of extra space between image’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 

In the Element Styling section of the Text Settings tab, you can configure the 

following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness.  

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

In the Button Settings section of the Button tab, you can configure the following for 

the call to action button: 

• Destination URL: Add the URL of the page you wish email recipients to be directed to 

once they click the button. 
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• Button Text: Provide a label for the button. Click the 

textbox in this field and type the label you would 

like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of 

the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the 

border. Enter the number of desired pixels in 

the top, right, bottom, and left fields to 

determine the amount of padding for each side. 

Click the lock icon to lock the sides so all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side.  

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the button 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 
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bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the outside of the button element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would like the element not to show up in the 

mobile version of the email. 

In the Element Styling tab of the product block, you can configure the following for 

the element: 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Product (Unstacked) 

When a new, unstacked product block has been placed in 

your email, you can customize various additional settings in 

the right-hand Image, Text, Button, and Element Styling 

menus depending on the stack type you have chosen. 

In the Image Settings menu, you can choose an image to 

upload into the product block. Click the blue Choose Image 

button to produce the Image Uploader pop-up where you 

can search through your files and choose the image you 

wish to upload. Refer to the Add an Image section for more 

details. Click Select at the bottom right corner of the pop-up 

to add the image to the page. To delete an image from the 

page, click on the “X” button to the right of the Choose 

Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 
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using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Alignment: Set the positioning of the image within the element. Choose whether the 

image will align to the left, center, or right of the element by choosing from the 

available dropdown. 

• Vertical Alignment: Set the vertical positioning of the image within the element block. 

Choose whether the image will align to the top, center, or bottom of the block by 

selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or you can choose a custom color by using the tool on the right side of the dropdown. 

Click Choose to save your changes or Cancel to close the dropdown without changing 

the color. 
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• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or you can choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 
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• Margin: Adjust the amount of extra space between image’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 

In the Element Styling section of the Text Settings tab, you can configure the 

following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness.  

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

In the Button Settings section of the Button tab, you can configure the following for 

the call to action button: 

• Destination URL: Add the URL of the page you wish email recipients to be directed to 

once they click the button. 
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• Button Text: Provide a label for the button. Click the 

textbox in this field and type the label you would 

like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of 

the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the 

border. Enter the number of desired pixels in 

the top, right, bottom, and left fields to 

determine the amount of padding for each side. 

Click the lock icon to lock the sides so all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side.  

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the button 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 
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bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the outside of the button element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would like the element not to show up in the 

mobile version of the email. 

In the Settings tab of the product, you can configure the following for the element: 
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• Image Position: Choose where in the email the 

image will appear in relation to the rest of the 

product block elements. Select whether the image 

will appear to the left, right, on top, or at the 

bottom of the block from the dropdown menu. 

• Image Width: Change how much space within the 

element will be allocated to the image and other columns. Choose from the available 

dropdown menu whether the left-hand column will be allocated a quarter of the total 

space within the element, a third, one half, two thirds, or three quarters. This field is 

only available if the image position is set to either left or right. 

In the Element Styling tab of the product block, you can configure the following for 

the element: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Product (Stacked + Product (Stacked) 

When a new product block has been placed in your email, you can customize various 

additional settings in the right-hand First Product, Second Product, and Element Styling 

menus..  
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In the First Product and Second Product tabs, you are 

first able to determine the stack type in the right-hand 

menu. You have the option to stack the product element 

in Image + Text + Button, Image + Text, Image + Button, 

or Text + Button formats. Select which stack type to use 

from the dropdown menu available. 

In the Image Settings menu, you can choose an image to 

upload into the product block. Click the blue Choose 

Image button to produce the Image Uploader pop-up 

where you can search through your files and choose the 

image you wish to upload. Refer to the Add an Image section for more details. Click Select at 

the bottom right corner of the pop-up to add the image to the page. To delete an image 

from the page, click on the “X” button to the right of the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Alignment: Set the positioning of the image within the element. Choose whether the 

image will align to the left, center, or right of the element by choosing from the 

available dropdown. 

• Vertical Alignment: Set the vertical positioning of the image within the element block. 

Choose whether the image will align to the top, center, or bottom of the block by 

selecting the respective icon. 
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• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close the dropdown without changing the 

color. 

• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 
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• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 

• Margin: Adjust the amount of extra space between image’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 

In the Element Styling section of the Text Settings tab, you can configure the 

following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 
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• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness.  

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 
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• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

In the Button Settings section of the Button tab, you can configure the following for 

the call to action button: 

• Destination URL: Add the URL of the page you wish email recipients to be directed to 

once they click the button. 

• Button Text: Provide a label for the button. Click the 

textbox in this field and type the label you would 

like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of 

the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 
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• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the 

border. Enter the number of desired pixels in 

the top, right, bottom, and left fields to 

determine the amount of padding for each side. 

Click the lock icon to lock the sides so all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side.  

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 
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• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the button 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the outside of the button element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 
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corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would like the element not to show up in the 

mobile version of the email. 

In the Element Styling tab of the product block (in the First Product and Second 

Product sections), you can configure the following for the element: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

In the main Element Stylings menu of the product block after you have configured 

the settings for the two products, you can configure the following for the entire 

element: 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Product (Stacked) + Product (Stacked) + Product (Stacked) 

When a new product block has been placed in your email, you can customize various 

additional settings in the right-hand First Product, Second Product, Third Product, and 

Element Styling menus. 

In the First, Second, and Third Product tabs, you are first 

able to determine the stack type in the right-hand menu. 

You have the option to stack the product element in 

Image + Text + Button, Image + Text, Image + Button, or 

Text + Button formats. Select which stack type to use 

from the dropdown menu available. 

In the Image Settings menu, you can choose an image to 

upload into the product block. Click the blue Choose 

Image button to produce the Image Uploader pop-up 

where you can search through your files and choose the 

image you wish to upload. Refer to the Add an Image section for more details. Click Select at 

the bottom right corner of the pop-up to add the image to the page. To delete an image 

from the page, click on the “X” button to the right of the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 
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• Alt Text: This is the text that will be displayed in the email if the recipient’s 

browser does not allow them to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to use in the textbox located in this 

field. 

• Link: Add a hyperlink to the image you've added, directing those who click on the image 

to a web address of your choosing. Click on the textbox in this field and type in the URL 

of the site to associate with this image. 

• Image Size: Modify the vertical and horizontal sizing of an image. Click and drag 

the sliders located in the corresponding fields in the black box to the left of your screen 

to change the width and height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling section, you can configure the following for the uploaded image: 

• Alignment: Set the positioning of the image within the element. Choose whether the 

image will align to the left, center, or right of the element by choosing from the 

available dropdown. 

• Vertical Alignment: Set the vertical positioning of the image within the element block. 

Choose whether the image will align to the top, center, or bottom of the block by 

selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the element 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border 

widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border 

around the image inside the element. Do this by 

entering the code for the desired color (if known) into the field provided or click on the 

current color swatch to bring up a dropdown with a selection of colors to choose from. 

Or, choose a custom color by using the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close the dropdown without changing the 

color. 
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• Rounded Corners: Make the corners of the 

image within the Image + Caption element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness. 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

80 

 

• Margin: Adjust the amount of extra space between image’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired 

pixels in this field to determine the amount of padding. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section so you can vary the amount of padding 

for each side. Enter the desired pixel values into the respective fields. 

In the Element Styling section of the Text Settings tab, you can configure the 

following for the element: 

• Background Color: Change the background color of the element behind the image and 

caption text. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you 

would like the border around the outside 

of the element to be in terms of pixels. 

Insert the number of pixels desired into 

this field. Click on the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of the border around the outside of the element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Rounded Corners: Make the corners of the 

Text + Image element either more rounded or 

more angular. Move the slider in this field to the 

left or right to determine how rounded the 

corners are. Click the lock icon to unlock the 

top, right, bottom, and left sides of the section 

so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective 

side to configure the roundness.  

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

image from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

To add your text to this element, simply click on the element as it appears in the Editor and 

begin typing. When you click on a text element, a bar of formatting tools will appear at the 

top of your screen that you can use further design your email text. Refer to the Using the 

Text Editor section for more information about the available tools.  

In the Button Settings section of the Button tab, you can configure the following for 

the call to action button: 

• Destination URL: Add the URL of the page you wish email recipients to be directed to 

once they click the button. 
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• Button Text: Provide a label for the button. Click the 

textbox in this field and type the label you would 

like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of 

the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the 

border. Enter the number of desired pixels in 

the top, right, bottom, and left fields to 

determine the amount of padding for each side. 

Click the lock icon to lock the sides so all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side.  

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the button 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 
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bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the outside of the button element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would like the element not to show up in the 

mobile version of the email. 

In the Element Styling tab of the product block (in the First, Second, and Third 

Product sections), you can configure the following for the element: 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

In the main Element Stylings menu of the product block after you have configured 

the settings for the three products, you can configure the following for the entire 

element: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected Video block element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Video Block Settings 

To add a Video Block to your email, click and drag the icon into the email. When you begin 

to drag the video block over, the different sections of the email (Preheader, Header, Footer, 
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etc.) will be highlighted so you can determine into which section to place the new video 

block. 

When a new video block has been placed in your email, you are able to customize various 

settings in the right-hand Video Settings and Element Styling menu. 

In the Video Settings menu you can choose the video 

to include in the email. Enter the URL for the video 

you wish to add to the email in the Video URL field.  

Once a video is added, you can add some alternate 

text in the Alt Text field that appears below the Video URL field. 

Modify the size of the video thumbnail image by using the Width and Height sliders in the 

Image Size field. 

Determine whether or not to track link clicks on the video element by checking off the Do 

Not Track field if you wish the link not to be tracked. 

Check off the Retain Size on Mobile box to ensure that the chosen video will only be as 

wide as it is when viewing it on a desktop if it is smaller 

than the mobile device. 

In the Video Styling section, you can configure the following for the element: 

• Alignment: Set the positioning of the video within the element. Choose whether the 

video will align to the left, center, or right of the element by choosing from the available 

dropdown. 

• Border Width: Change how wide you would like 

the border around the video thumbnail inside 

the element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on 

the lock icon to unlock the top, right, bottom, 

and left sides of the video so you can make the 

border widths different sizes. Enter the desired 

pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the video thumbnail inside the element. Do this by entering the code for the 

desired color (if known) into the field provided or click on the current color swatch to 

bring up a dropdown with a selection of colors to choose from. Or, choose a custom 

color by using the tool on the right side of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown without changing the color. 
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• Rounded Corners: Make the corners of the 

video thumbnail within the Video element either 

more rounded or more angular. Move the slider 

in this field to the left or right to determine how 

rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the degrees of 

roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the video. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, 

choose a custom color by using the tool on 

the right side of the dropdown. Click Choose to 

save your changes or Cancel to close the 

dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

video block element to be in terms of pixels. Insert the number of pixels desired into 

this field. Click on the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can make the border widths different sizes. Enter the desired pixel 

values into the respective fields. 

• Border Color: Change the color of 

the border around the outside of the video 

block element. Do this by entering the code 

for the desired color (if known) into the field 

provided or click on the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side of the dropdown. Click Choose to save 

your changes or Cancel to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile friendly by 

blocking the selected Video block element from appearing on 

mobile devices. Click this checkbox in this field if you would like 

the element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

Button Block Settings 

To add a Button Block to your email, click and drag the icon into the email. When you begin 

to drag the button block over, the different sections of the email (Preheader, Header, 

Footer, etc.) will be highlighted so you can determine into which section to place the new 

button block. 

When you place a button element into your email, you will be presented with several 

options in a pop-up window as to the type of button element you wish to add. 

The different button element options are: 
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• Button: Add a call-to-action button to your email. 

• Form Button: Add a button with a link to an existing Form campaign you have created.  

• Landing Page Button: Add a button with a link to an existing Landing Page campaign 

you have created. 

• Survey Button: Add a button with a link to an existing Survey campaign you have 

created. 

Button 

When a new Button block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element in 

your email) you are able to customize various settings in the right-hand Button Settings, 

Button Styling, and Element Styling menus. 

In the Button Settings section, you can configure the following for the call to action 

button: 

• Destination URL: Add the URL of the page you wish email recipients to be directed to 

once they click the button. 

• Button Text: Provide a label for the button. Click the 

textbox in this field and type the label you would 

like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of 

the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 
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• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the 

border. Enter the number of desired pixels in 

the top, right, bottom, and left fields to 

determine the amount of padding for each side. 

Click the lock icon to lock the sides so all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side.  

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 
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• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been 

selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the button 

element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border 

around the outside of the button element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

92 

 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would like the element not to show up in the 

mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured settings to all elements of this type appearing in 

your email.] 

Form Button 

When a new form button block has been placed in your email by selecting it from the 

available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Button 

Settings, Button Styling, and Element Styling menus. 
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In the Button Settings section, you can configure the following for the form button: 

• Form Project: Choose which existing form 

project to link to in your email from the 

dropdown menu in this field which shows you all 

available projects to choose from. 

• Button Text: Provide a label for the button. Click 

the textbox in this field and type the label you 

would like to appear on the button. 

• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the dropdown menu in this field. 

• Button Alignment: Set the positioning of the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side 

of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Button Padding: Adjust the amount of extra 

space between the button’s text and the border. 

Enter the number of desired pixels in the top, 

right, bottom, and left fields to determine the 

amount of padding for each side. Click the lock 

icon to lock the sides so all the padding is the 

same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side. 
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• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 

choose from. Or, choose a custom color by 

using the tool on the right side of the dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background 

color of the element behind the button. Do this 

by entering the code for the desired color (if 

known) into the field provided or click the 

current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, 
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choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

button element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border around the outside of the button 

element. Do this by entering the code for the desired color (if known) into the field 

provided or click on the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for 

each side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field to 

determine the amount of padding. Click the lock 

icon to unlock the top, right, bottom, and left sides 

of the section so you can vary the amount of padding for each side. Enter the desired 

pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected button element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured settings 

to all elements of this type appearing in your email.] 

Landing Page Button 

When a new landing page button block has been placed in your email by selecting it from 

the available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Button 

Settings, Button Styling, and Element Styling menus. 

In the Button Settings section, you can configure 

the following for the landing page button: 

• Landing Page: Choose which existing landing 

page to link to in your email from the dropdown 

menu in this field which shows you all available 

projects to choose from. 

• Button Text: Provide a label for the button. Click 

the textbox in this field and type the label you 

would like to appear on the button. 

• Button Width: Modify the horizontal sizing of a button. Set the button’s width as either 

fitted or stretched by making a selection from the dropdown menu in this field. 

• Button Alignment: Set the positioning of the button within the element block. 

Choose whether the button will align to the left, center, or right of the element by 

selecting the respective icon. (This field is only available if the button width is set to 

Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background color of the button. Do this by entering the 

code for the desired color (if known) into the field provided or click the current color 

swatch to bring up a dropdown with a selection of colors to choose from. Or, choose a 
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custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes 

or Cancel to close the dropdown without changing 

the color. 

• Button Padding: Adjust the amount of extra space 

between the button’s text and the border. Enter 

the number of desired pixels in the top, right, 

bottom, and left fields to determine the amount of 

padding for each side. Click the lock icon to lock the sides so all the padding is the same 

for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side. 

• Border Color: Change the color of the border 

around the outside of the project link button. 

Do this by entering the code for the desired 

color (if known) into the field provided or click on 

the current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project link button by choosing from a 

selection of options in the corresponding dropdown menu. Clicking the “X” that appears 

next to a font family once it has been selected will revert the button text to the 

element’s default font. 

• Font Size: Determine a standard size of the 

font in the project link button. Choose your 

desired font size from the field’s dropdown 

menu.  

• Font Color: Set a default color for the text 

in the project link element. Enter the 

code for the desired color (if known) or click 

on the current color swatch to bring up a 

dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background color of the element behind the button. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

button element to be in terms of pixels. 

Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border around the outside of the button 

element. Do this by entering the code for the desired color (if known) into the field 

provided or click on the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the element either more rounded or 

more angular. Move the slider in this field 

to the left or right to determine how rounded the corners are. Click the lock icon to 

unlock the top, right, bottom, and left sides of the section so you can vary the degrees 

of roundness for each corner. Use the sliders for each respective side to configure the 

roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 
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the section so you can vary the margin size for 

each side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field to 

determine the amount of padding. Click the lock 

icon to unlock the top, right, bottom, and left sides of the section so you can vary the 

amount of padding for each side. Enter the desired pixel values into the respective 

fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

button element from appearing on mobile 

devices. Click this checkbox in this field if you would like the element not to show up in 

the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update 

and Close button will allow you to choose to 

update and automatically apply these configured settings to all elements of this type 

appearing in your email.] 

Survey Button 

When a new form block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element in 

your email) you are able to customize various settings in the right-hand Button Settings, 

Button Styling, and Element Styling menus. 

In the Button Settings section, you can configure the following for the survey button: 

• Survey Project: Choose which existing survey project to link to in your email from the 

dropdown menu in this field which shows you all available projects to choose from. 

• Button Text: Provide a label for the button. Click the textbox in this field and type the 

label you would like to appear on the button. 
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• Button Width: Modify the horizontal sizing of a 

button. Set the button’s width as either fitted or 

stretched by making a selection from the 

dropdown menu in this field. 

• Button Alignment: Set the positioning of the 

button within the element block. 

Choose whether the button will align to the left, 

center, or right of the element by selecting the 

respective icon. (This field will only be available 

if the button width is set to Fitted.) 

• Do Not Track: Check off this checkbox if you do not wish to track button clicks for this 

element in the Email report. 

In the Button Styling section, you can configure the following for the project link 

button: 

• Background Color: Change the background 

color of the button. Do this by entering the code 

for the desired color (if known) into the field 

provided or click the current color swatch to 

bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close 

the dropdown without changing the color. 

• Button Padding: Adjust the amount of extra space between the button’s text and the 

border. Enter the number of desired pixels in the top, right, bottom, and left fields to 

determine the amount of padding for each side. Click the lock icon to lock the sides so 

all the padding is the same for each side. 

• Border Width: Change how wide you would like the border around the outside of the 

project link button to be in terms of pixels. Enter the number of desired pixels in the 

top, right, bottom, and left fields to determine the border size for each side. Click the 

lock icon to lock the sides so all the borders are the same for each side. 

• Border Color: Change the color of the border around the outside of the project link 

button. Do this by entering the code for 

the desired color (if known) into the field 

provided or click on the current color 

swatch to bring up a dropdown with a 

selection of colors to choose from. Or, 

choose a custom color by using the tool 

on the right side of the dropdown. Click 
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Choose to save your changes or Cancel to close the dropdown without changing the 

color. 

• Rounded Corners: Make the corners of the project link button either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Font Family: Set a standard font for the project 

link button by choosing from a selection 

of options in the corresponding dropdown 

menu. Clicking the “X” that appears next to a 

font family once it has been selected will revert 

the button text to the element’s default font. 

• Font Size: Determine a standard size of the font 

in the project link button. Choose your desired 

font size from the field’s dropdown menu.  

• Font Color: Set a default color for the text in the project link element. Enter the 

code for the desired color (if known) or click on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the text in the project 

link button should be bolded or normal. Choose your desired option from the 

dropdown menu provided. 

In the Element Styling section, you can configure the following for the element: 

• Background Color: Change the background 

color of the element behind the button. Do 

this by entering the code for the desired color 

(if known) into the field provided or click the 

current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

button element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 
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• Border Color: Change the color of 

the border around the outside of the 

button element. Do this by entering the 

code for the desired color (if known) into 

the field provided or click on the current 

color swatch to bring up a dropdown with a selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to 

unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size 

for each side. Enter the desired pixel values 

into the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired pixels in 

this field to determine the amount of padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the amount of padding for 

each side. Enter the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile friendly by blocking the selected button 

element from appearing on mobile devices. 

Click this checkbox in this field if you would 

like the element not to show up in the 

mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the 

configurations and return to the main Actions 

section of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update and automatically apply these configured 

settings to all elements of this type appearing in your email.] 
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Social Block Settings  

To add a Social Block to your email, click and drag the icon into the email. When you begin 

to drag the social block over, the different sections of the email (Preheader, Header, Footer, 

etc.) will be highlighted so you can determine into which section to place the new social 

block. 

When you place a social element into a single-column email template, you will be 

presented with several options in a pop-up window as to the type of text element you wish 

to add, as well as the choice of how many columns (one or two). Placing a social element 

into an email template containing columns will simply add a single-column social block. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.]  

The different one-column social element options are: 

• Social Sites: Add a bar of buttons you can configure to allow email recipients to follow 

you on various social media sites. 

• Social Sharing: Add a bar of buttons you can configure to allow recipients to share the 

email to various social media sites. 

• RSS Feed: Insert an RSS (Rich Site Summary) feed into the email. 

The different two-column social element options are: 

• Text + Social Sites: Add a double-column block to your email; a block where you can 

add some text and a block with a bar of buttons you can configure to allow email 

recipients to follow you on various social media sites. The two blocks will appear side by 

side in the email. This option is available in the Two Column section of the window. 
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• Image + Social Sites: Add a double-column block to your email; a block where you can 

add an image and a block with a bar of buttons you can configure to allow email 

recipients to follow you on various social media sites. The two blocks will appear side by 

side in the email. This option is available in the Two Column section of the window. 

• Text + Social Sharing: Add a double-column block to your email; a block where you can 

add some text and a block with a bar of buttons you can configure to allow email 

recipients to share the email to various social media sites. The two blocks will appear 

side by side in the email. This option is available in the Two Column section of the 

window. 

• Image + Social Sharing: Add a double-column block to your email; a block where you 

can add an image and a block with a bar of buttons you can configure to allow email 

recipients to share the email to various social media sites. The two blocks will appear 

side by side in the email. This option is available in the Two Column section of the 

window. 

• Text + RSS Feed: Add a double-column block to your email; a block where you can add 

some text and a block where you can insert an RSS (Rich Site Summary) feed into the 

email. 

• Image + RSS Feed: Add a double-column block to your email; a block where you can 

add an image and a block where you can insert an RSS (Rich Site Summary) feed into 

the email. 

Social Sites 

When a new Social Sites block has been placed in your email by selecting it from the 

available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Follow 

Settings, Social Styling, and Element Styling menus. 
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In the Follow Settings section, you can configure the following for the social sites: 

• Select Social Websites: Determine which social platforms 

you wish email recipients to be able to follow you on. 

The available options are: Facebook, Twitter, LinkedIn, 

Pinterest, Tumblr, YouTube, and Instagram. In this field 

you will see the icons for each of these platforms. By 

default, Facebook, Twitter, and Instagram will be enabled. 

To disable/re-enable any of these options, click on the 

corresponding icon. To change the order in which they 

appear in your email, click and drag the icons you wish to 

move. Once you have the platforms you wish to use 

enabled, a corresponding field will appear beneath the 

icons where you can add the URL for your page or account 

that recipients will be directed to. 

In the Social Styling section, you can configure the following for the social media 

sites: 

• Horizontal Alignment: Set the positioning of the 

social media icons within the element block. 

Choose whether the icons will align to the left, 

center, or right of the element by selecting the 

respective icon. 

• Layout: Choose whether the social sites’ icons 

appear one on top of the other or side by side in 

your email by selecting the vertical or horizontal 

layout from the options provided. 

• Style: Choose whether the social sites’ icons appear 

as colored squares, monochrome squares, colored circles, or white icons by selecting 

the respective option in this field. 

In the Element Styling section, you can configure the following for the social 

element: 
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• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the social element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the social element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more 

angular. Move the slider in this field to the left 

or right to determine how rounded the corners are. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired pixels in 

this field to determine the amount of padding. 

Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the amount of padding for each 

side. Enter the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 
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from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update and 

automatically apply these configured settings to all 

elements of this type appearing in your email.] 

Social Sharing 

When a new Social Sharing block has been placed in your email by selecting it from the 

available options and clicking the green Add Element button (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Sharing 

Settings, Social Styling, and Element Styling menus.  

In the Sharing Settings section, you can configure the following for the social sites: 

• Use Email Subject as Share Subject: Choose to have the email subject line (configured 

on the next page of the Email setup process) be the text that accompanies the email 

whenever a user shares it. If you want to use the email subject, check off this checkbox. 

If you'd rather use different text, uncheck this box and enter your text into the textbox 

that appears (Subject to share). 

• Pull summary from text: Choose whether the 

shared email will pull a summary to include in 

the recipient’s email client from the body of the 

email. If you want to pull the summary from the 

email body, check off this checkbox. If you'd 

rather use different text as your email 

summary, uncheck this box and enter your text 

into the textbox that appears (Summary). 

• Include Image: Choose whether to include an 

image when the email is shared. If you want to 

include a custom image, check off this 

checkbox. You will then be able to click the blue 

Choose Image button to produce the Image 

Uploader pop-up where you can search 

through your files and choose the image you wish to upload. Click Select at the bottom 

right corner of the pop-up to add the image to the page. To delete an image from the 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

108 

 

page, click on the “X” button to the right of the Choose Image button. If you don’t want 

to include an image, leave this box unchecked. 

• Text: Add the text that will appear in the element by typing it into the corresponding 

textbox. By default the text will be set as “Share this on:.”  

• Select Social Websites: Determine which social platforms you wish email recipients to 

be able to share the email to. The available options are: Facebook, Twitter, LinkedIn, 

Pinterest, and Tumblr. In this field you will see the icons for each of these platforms. By 

default, Facebook, Twitter, and Instagram will be enabled. To disable/re-enable any of 

these options, click on the corresponding icon. To change the order in which they 

appear in your email, click and drag the icons you wish to move. Once you have the 

platforms you wish to use enabled, a corresponding field will appear beneath the icons 

where you can add the URL for your page or account that recipients will be directed to. 

In the Social Styling section, you can configure the 

following for the social media sites: 

• Horizontal Alignment: Set the positioning of the social 

media icons within the element block. Choose whether 

the icons will align to the left, center, or right of the 

element by selecting the respective icon. 

• Layout: Choose whether the social sites’ icons appear 

one on top of the other or side by side in your email by 

selecting the vertical or horizontal layout from the 

options provided. 

• Style: Choose whether the social sites’ icons appear as colored squares, monochrome 

squares, colored circles, or white icons by selecting the respective option in this field. 

In the Element Styling section, you can configure the following for the social 

element: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to 

bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of the 

dropdown. Click Choose to save your changes 
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or Cancel to close the dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

social element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border 

around the outside of the social element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured settings to all elements of this type appearing in 

your email.] 

RSS Feed 

When a new RSS Feed block has been placed in your email by selecting it from the available 

options and clicking the green Add Element button (or if you select an existing element in 

your email) you are able to customize various settings in the right-hand Settings and 

Element Styling menus. 

In the first settings section, you can configure the following for the RSS Feed: 

• RSS URL: Enter the URL of the RSS Feed you wish to pull your email content from into 

this field. By default, this field will say “Not Set.” 

• Item Limit: Use the slider in this field to determine how many items from the RSS Feed 

will be visible in the email. The minimum number is 1 with a maximum of 10 items. 

• Item Contents: Choose the type of content you wish to pull from the added RSS feed. 

Click the Add button in this section and a dropdown field will 

appear along with a new Set URL button. In the Feed Item 

dropdown menu, select the type of item you wish to add from 

the available options (which will vary based on type of RSS feed 

you added). Once you choose an option, a list of items will 

appear in the body of the email based on the Item Limit you 

set. Once you have chosen a type of content, you have the 

option to link the item. Click the Set URL button and select the 

same content type as you selected in the Feed Item dropdown 

and the items appearing in the email will become hyperlinked. 

Add as many more item contents as you wish by clicking the 

Add button appearing at the bottom of this section. 
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[Note: For example, say you add an RSS feed to your email that contains news articles. In 

the Item Contents dropdown you may have the option to choose “Author,” meaning the 

RSS feed element in the email will display a list of authors. If you wish to provide email 

recipients with the ability to click on the author name to navigate to their profile on the RSS 

feed’s associated website, you can set the URL of 

that “Author” item to “Author” as well. You could 

also have the option to include any title 

associated with a news article. Select “Title” from 

the Feed Item dropdown and a list of article 

titles that you have the option to hyperlink will 

appear in the email. You may also choose to add 

both the “Title” and “Author” item types to the 

RSS feed element, but only set the URL for the “Title” feed item.] 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

In the Element Styling section, you can configure the following for the RSS Feed 

element: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

social element to be in terms of pixels. Insert 

the number of pixels desired into this field. 

Click on the lock icon to unlock the top, right, bottom, and left sides of the section so 

you can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the social element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 
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dropdown. Click Choose to save your changes 

or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more angular. Move the slider in this field to the left or 

right to determine how rounded the corners are. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective side to configure the roundness. 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update and 

automatically apply these configured settings to all elements of this type appearing in your 

email.] 

Text + Social Sites (Two Column) 

When a new double-column Text + Social Sites block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Text, Social Sites, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Text section, you can configure the following for the element in the Element 

Styling tab: 
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• Background Color: Change the background color of the element behind the text 

content. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would like 

the border around the outside of the text block 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left sides of the section so you can make the 

border widths different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the text block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the text block element either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the text block element’s content and 

the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 
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• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

text block from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 

In the Social Sites section, there are three tabs: Follow 

Settings, Social Styling, and Element Styling. You can 

configure the following for the element in the Follow 

Settings tab: 

• Select Social Websites: Determine which social 

platforms you wish email recipients to be able to 

follow you on. The available options are: Facebook, 

Twitter, LinkedIn, Pinterest, Tumblr, YouTube, and 

Instagram. In this field you will see the icons for each 

of these platforms. By default, Facebook, Twitter, and 

Instagram will be enabled. To disable/re-enable any of 

these options, click on the corresponding icon. To 

change the order in which they appear in your email, 

click and drag the icons you wish to move. Once you 

have the platforms you wish to use enabled, a corresponding field will appear beneath 

the icons where you can add the URL for your page or account that recipients will be 

directed to. 

In the Social Styling tab, you can configure the following: 

• Horizontal Alignment: Set the positioning of the 

social media icons within the element block. 

Choose whether the icons will align to the left, 

center, or right of the element by selecting the 

respective icon. 

• Layout: Choose whether the social sites’ icons 

appear one on top of the other or side by side in 

your email by selecting the vertical or horizontal 

layout from the options provided. 

• Style: Choose whether the social sites’ icons appear 

as colored squares, monochrome squares, colored circles, or white icons by selecting 

the respective option in this field. 
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In the Element Styling tab, you can configure the following: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 

• Border Width: Change how wide you would like 

the border around the outside of the social element to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the social element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more 

angular. Move the slider in this field to the left 

or right to determine how rounded the corners are. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired pixels in 

this field to determine the amount of padding. 

Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the amount of padding for each 

side. Enter the desired pixel values into the respective fields. 
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• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

In the Settings section of the Text + Social Sites 

element, you can configure the following: 

• Text Position: Choose where in the email the 

text will appear in relation to the social sites. 

Select whether the text will appear to the left, 

right, on top, or at the bottom of the block from 

the dropdown menu. 

• Text Width: Change how 

much space within the 

element will be allocated to 

the text and social sites 

columns. Choose from the 

available dropdown menu 

whether the left-hand 

column will be allocated a 

quarter of the total space 

within the element, a third, 

one half, two thirds, or three quarters. This field is only available if the text position is 

set to either left or right. 

In the Element Styling Section of the Text + Social Sites element, you can configure 

the following: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations 

and return to the main Actions section of the Email 

Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and automatically apply these configured 

settings to all elements of this type appearing in your email.] 

Image + Social Sites 

When a new double-column Image + Social Sites block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Image, Social Sites, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Image Settings menu, you can choose the image to upload into the email. Click the 

blue Choose Image button to produce the Image Uploader pop-up where you can search 

through your files and choose the image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom right corner of the pop-up to add the 

image to the page. To delete an image from the page, click on the “X” button to the right of 

the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the 

email if the recipient’s browser does not allow them 

to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to 

use in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, 

directing those who click on the image to a web 

address of your choosing. Click on the textbox in this 

field and type in the URL of the site to associate with 

this image. 

• Image Size: Modify the vertical and horizontal sizing 

of an image. Click and drag the sliders located in the 

corresponding fields in the black box to the left of your screen to change the width and 

height of the image. 
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• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it 

is smaller than the mobile device. 

In the Image Styling tab in the Image section, you can configure the following for the 

element: 

• Alignment: Set the positioning of the image within 

the element block. Choose whether the image will 

align to the left, center, or right of the image block by 

selecting the respective icon. 

• Vertical Alignment: Set the vertical positioning of 

the image within the element block. Choose whether 

the image will align to the top, center, or bottom of 

the image block by selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the image block 

to be in terms of pixels. Insert the number of pixels 

desired into this field. Click on the lock icon to unlock the top, right, bottom, and left 

sides of the image so you can make the border widths different sizes. Enter the desired 

pixel values into the respective fields. 

• Border Color: Change the color of the border around the image inside the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the image within the image block element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Element Styling tab in the Image section, you can configure the following for 

the element: 

• Background Color: Change the background color of the element behind the image. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Border Width: Change how wide you would 

like the border around the outside of the 

image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the image block element either more 

rounded or more angular. Move the 

slider in this field to the left or right to determine how rounded the corners are. Click 

the lock icon to unlock the top, right, bottom, and left sides of the section so you can 

vary the degrees of roundness for each corner. Use the sliders for each respective side 

to configure the roundness. 

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 
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In the Social Sites section, there are three tabs: Follow 

Settings, Social Styling, and Element Styling. You can 

configure the following for the element in the Follow 

Settings tab: 

• Select Social Websites: Determine which social 

platforms you wish email recipients to be able to 

follow you on. The available options are: Facebook, 

Twitter, LinkedIn, Pinterest, Tumblr, YouTube, and 

Instagram. In this field you will see the icons for each 

of these platforms. By default, Facebook, Twitter, and 

Instagram will be enabled. To disable/re-enable any of 

these options, click on the corresponding icon. To 

change the order in which they appear in your email, 

click and drag the icons you wish to move. Once you 

have the platforms you wish to use enabled, a corresponding field will appear beneath 

the icons where you can add the URL for your page or account that recipients will be 

directed to. 

In the Social Styling tab, you can configure the following: 

• Horizontal Alignment: Set the positioning of the 

social media icons within the element block. 

Choose whether the icons will align to the left, 

center, or right of the element by selecting the 

respective icon. 

• Layout: Choose whether the social sites’ icons 

appear one on top of the other or side by side in 

your email by selecting the vertical or horizontal 

layout from the options provided. 

• Style: Choose whether the social sites’ icons appear 

as colored squares, monochrome squares, colored circles, or white icons by selecting 

the respective option in this field. 

In the Element Styling tab, you can configure the following: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired 

color (if known) into the field provided or click the 

current color swatch to bring up a dropdown with 

a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side of 
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the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

social element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border around the outside of the social element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more 

angular. Move the slider in this field to the left 

or right to determine how rounded the corners are. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for 

each side. Enter the desired pixel values into 

the respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the 

border. Enter the number of desired pixels in 

this field to determine the amount of padding. 

Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the amount of padding for each 

side. Enter the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 
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In the Settings section of the Image + Social 

Sites element, you can configure the following: 

• Image Position: Choose where in the email the 

image will appear in relation to the social sites. 

Select whether the image will appear to the left, 

right, on top, or at the bottom of the block from 

the dropdown menu. 

• Image Width: Change how 

much space within the 

element will be allocated to 

the image and social sites 

columns. Choose from the 

available dropdown menu 

whether the left-hand 

column will be allocated a 

quarter of the total space 

within the element, a third, one half, two thirds, or three quarters. This field is only 

available if the image position is set to either left or right. 

In the Element Styling Section of the Image + Social Sites element, you can configure 

the following: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations 

and return to the main Actions section of the Email 

Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update and automatically apply these configured 

settings to all elements of this type appearing in your email.] 
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Text + Social Sharing 

When a new double-column Text + Social Sharing block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Text, Social Sharing, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Text section, you can configure the following for the element in the Element 

Styling tab: 

• Background Color: Change the background color of the element behind the text 

content. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would like 

the border around the outside of the text block 

to be in terms of pixels. Insert the number of 

pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left sides of the section so you can make the 

border widths different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the outside of the text block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the text block element either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 
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• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the text block element’s content and 

the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

text block from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 

In the Sharing Settings tab of the Social Sharing section, you can configure the 

following for the social sites: 

• Use Email Subject as Share Subject: Choose to have the email subject line (configured 

on the next page of the Email setup process) be the text that accompanies the email 

whenever a user shares it. If you want to use the email subject, check off this checkbox. 

If you'd rather use different text, uncheck this box and enter your text into the textbox 

that appears (Subject to share). 

• Pull summary from text: Choose whether the 

shared email will pull a summary to include in 

the recipient’s email client from the body of the 

email. If you want to pull the summary from the 

email body, check off this checkbox. If you'd 

rather use different text as your email 

summary, uncheck this box and enter your text 

into the textbox that appears (Summary). 

• Include Image: Choose whether to include an 

image when the email is shared. If you want to 

include a custom image, check off this 

checkbox. You will then be able to click the blue 

Choose Image button to produce the Image 

Uploader pop-up where you can search 
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through your files and choose the image you wish to upload. Click Select at the bottom 

right corner of the pop-up to add the image to the page. To delete an image from the 

page, click on the “X” button to the right of the Choose Image button. If you don’t want 

to include an image, leave this box unchecked. 

• Text: Add the text that will appear in the element by typing it into the corresponding 

textbox. By default the text will be set as “Share this on:.”  

• Select Social Websites: Determine which social platforms you wish email recipients to 

be able to share the email to. The available options are: Facebook, Twitter, LinkedIn, 

Pinterest, and Tumblr. In this field you will see the icons for each of these platforms. By 

default, Facebook, Twitter, and Instagram will be enabled. To disable/re-enable any of 

these options, click on the corresponding icon. To change the order in which they 

appear in your email, click and drag the icons you wish to move. Once you have the 

platforms you wish to use enabled, a corresponding field will appear beneath the icons 

where you can add the URL for your page or account 

that recipients will be directed to. 

In the Social Styling tab of the Social Sharing section, 

you can configure the following for the social media 

sites: 

• Horizontal Alignment: Set the positioning of the social 

media icons within the element block. Choose whether 

the icons will align to the left, center, or right of the 

element by selecting the respective icon. 

• Layout: Choose whether the social sites’ icons appear one on top of the other or side 

by side in your email by selecting the vertical or horizontal layout from the options 

provided. 

• Style: Choose whether the social sites’ icons appear as colored squares, monochrome 

squares, colored circles, or white icons by selecting the respective option in this field. 

In the Element Styling tab of the Social Sharing section, you can configure the 

following for the social element: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of the 

dropdown. Click Choose to save your changes 

or Cancel to close the dropdown without 

changing the color. 
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• Border Width: Change how wide you would like the border around the outside of the 

social element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border 

around the outside of the social element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 
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In the Settings section of the Text + Social 

Sharing element, you can configure the 

following: 

• Text Position: Choose where in the email the 

text will appear in relation to the social sites. 

Select whether the text will appear to the left, 

right, on top, or at the bottom of the block from the dropdown menu. 

• Text Width: Change how 

much space within the 

element will be allocated to 

the text and social sites 

columns. Choose from the 

available dropdown menu 

whether the left-hand 

column will be allocated a 

quarter of the total space 

within the element, a third, 

one half, two thirds, or three quarters. This field is only available if the text position is 

set to either left or right. 

In the Element Styling Section of the Text + Social Sharing element, you can configure 

the following: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of 

the menu when you have finished configuring 

these settings to save the configurations and 

return to the main Actions section of the Email 

Editor. 
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[Note: Clicking the arrow next to the Update and Close button will allow you to choose to 

update and automatically apply these configured settings to all elements of this type 

appearing in your email.] 

Image + Social Sharing 

When a new double-column Image + Social Sharing block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Image, Social Sharing, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Image Settings, menu you can choose the image to upload into the email. Click the 

blue Choose Image button to produce the Image Uploader pop-up where you can search 

through your files and choose the image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom right corner of the pop-up to add the 

image to the page. To delete an image from the page, click on the “X” button to the right of 

the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the 

email if the recipient’s browser does not allow them 

to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to 

use in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, 

directing those who click on the image to a web 

address of your choosing. Click on the textbox in this 

field and type in the URL of the site to associate with 

this image. 

• Image Size: Modify the vertical and horizontal sizing 

of an image. Click and drag the sliders located in the 

corresponding fields in the black box to the left of your screen to change the width and 

height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 
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In the Image Styling tab in the Image section, you can configure the following for the 

element: 

• Alignment: Set the positioning of the image within the 

element block. Choose whether the image will align to 

the left, center, or right of the image block by selecting 

the respective icon. 

• Vertical Alignment: Set the vertical positioning of the 

image within the element block. Choose whether the 

image will align to the top, center, or bottom of the 

image block by selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click on the lock icon to unlock the top, right, 

bottom, and left sides of the image so you can make the border widths different sizes. 

Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the image inside the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the image within the image block element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Element Styling tab in the Image section, you can configure the following for 

the element: 

• Background Color: Change the background color of the element behind the image. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 
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• Border Width: Change how wide you would 

like the border around the outside of the 

image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the image block element either more 

rounded or more angular. Move the 

slider in this field to the left or right to determine how rounded the corners are. Click 

the lock icon to unlock the top, right, bottom, and left sides of the section so you can 

vary the degrees of roundness for each corner. Use the sliders for each respective side 

to configure the roundness. 

• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

In the Sharing Settings tab of the Social Sharing section, you can configure the 

following for the social sites: 
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• Use Email Subject as Share Subject: Choose 

to have the email subject line (configured on 

the next page of the Email setup process) be 

the text that accompanies the email whenever a 

user shares it. If you want to use the email 

subject, check off this checkbox. If you'd rather 

use different text, uncheck this box and enter 

your text into the textbox that appears (Subject 

to share). 

• Pull summary from text: Choose whether the 

shared email will pull a summary to include in 

the recipient’s email client from the body of the 

email. If you want to pull the summary from the 

email body, check off this checkbox. If you'd 

rather use different text as your email summary, uncheck this box and enter your text 

into the textbox that appears (Summary). 

• Include Image: Choose whether to include an image when the email is shared. If you 

want to include a custom image, check off this checkbox. You will then be able to click 

the blue Choose Image button to produce the Image Uploader pop-up where you can 

search through your files and choose the image you wish to upload. Click Select at the 

bottom right corner of the pop-up to add the image to the page. To delete an image 

from the page, click on the “X” button to the right of the Choose Image button. If you 

don’t want to include an image, leave this box unchecked. 

• Text: Add the text that will appear in the element by typing it into the corresponding 

textbox. By default the text will be set as “Share this on:.”  

• Select Social Websites: Determine which social platforms you wish email recipients to 

be able to share the email to. The available options are: Facebook, Twitter, LinkedIn, 

Pinterest, and Tumblr. In this field you will see the icons for each of these platforms. By 

default, Facebook, Twitter, and Instagram will be enabled. To disable/re-enable any of 

these options, click on the corresponding icon. To change the order in which they 

appear in your email, click and drag the icons you wish to move. Once you have the 

platforms you wish to use enabled, a corresponding 

field will appear beneath the icons where you can add 

the URL for your page or account that recipients will be 

directed to. 

In the Social Styling tab of the Social Sharing section, 

you can configure the following for the social media 

sites: 
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• Horizontal Alignment: Set the positioning of the social media icons within the element 

block. Choose whether the icons will align to the left, center, or right of the element by 

selecting the respective icon. 

• Layout: Choose whether the social sites’ icons appear one on top of the other or side 

by side in your email by selecting the vertical or horizontal layout from the options 

provided. 

• Style: Choose whether the social sites’ icons appear as colored squares, monochrome 

squares, colored circles, or white icons by selecting the respective option in this field. 

In the Element Styling tab of the Social Sharing section, you can configure the 

following for the social element: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

social element to be in terms of pixels. Insert 

the number of pixels desired into this field. 

Click on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. 

Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border 

around the outside of the social element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click on the current color swatch to bring up a 

dropdown with a selection of colors to choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click Choose to save your changes or Cancel 

to close the dropdown without changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock 

the top, right, bottom, and left sides of the 

section so you can vary the margin size for each 

side. Enter the desired pixel values into the 

respective fields. 

• Padding: Adjust the amount of extra space 

between the element’s content and the border. 

Enter the number of desired pixels in this field 

to determine the amount of padding. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the amount of padding for each side. Enter 

the desired pixel values into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

In the Settings section of the Image + Social Sharing element, you can configure the 

following: 

• Image Position: Choose where in the email the 

image will appear in relation to the social 

sharing sites. Select whether the image will 

appear to the left, right, on top, or at the 

bottom of the block from the dropdown menu. 

• Image Width: Change how much space within 

the element will be 

allocated to the image and 

social sharing sites columns. 

Choose from the available 

dropdown menu whether 

the left-hand column will be 

allocated a quarter of the 

total space within the 

element, a third, one half, 

two thirds, or three 

quarters. This field is only available if the image position is set to either left or right. 

In the Element Styling Section of the Image + Social Sharing element, you can 

configure the following: 
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• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of 

the menu when you have finished configuring 

these settings to save the configurations and 

return to the main Actions section of the Email 

Editor. 

[Note: Clicking the arrow next to the Update and Close button will allow you to choose to 

update and automatically apply these configured settings to all elements of this type 

appearing in your email.] 

Text + RSS Feed 

When a new double-column Text + RSS Feed block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Text, RSS Feed, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Text section, you can configure the following for the element in the Element 

Styling tab: 

• Background Color: Change the background color of the element behind the text 

content. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your changes or 

Cancel to close the dropdown without changing 

the color. 
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• Border Width: Change how wide you would like the border around the outside of the 

text block to be in terms of pixels. Insert the number of pixels desired into this field. 

Click on the lock icon to unlock the top, right, bottom, and left sides of the section so 

you can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the text block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color 

by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the text block element either more rounded or 

more angular. Move the slider in this field to the left or right to determine how rounded 

the corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Margin: Adjust the amount of extra space between text block element’s border and the 

outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the text block element’s content and 

the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 

• Hide on Mobile: Make the email more 

mobile friendly by blocking the selected 

text block from appearing on mobile devices. Click this checkbox in this field if you 

would like the element not to show up in the mobile version of the email. 

In the RSS Feed section, you can configure the following for the element: 
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• RSS URL: Enter the URL of the RSS Feed you wish to pull 

your email content from into this field. By default, this field 

will say “Not Set.” 

• Item Limit: Use the slider in this field to determine how 

many items from the RSS Feed will be visible in the email. 

The minimum number is 1 with a maximum of 10 items. 

• Item Contents: Choose the type of content you wish to pull 

from the added RSS feed. Click the Add button in this 

section and a dropdown field will appear along with a new 

Set URL button. In the Feed Item dropdown menu, select the 

type of item you wish to add from the available options 

(which will vary based on type of RSS feed you added). Once 

you choose an option, a list of items will appear in the body of the email based on the 

Item Limit you set. Once you have chosen a type of content, you have the option to link 

the item. Click the Set URL button and select the same content type as you selected in 

the Feed Item dropdown and the items appearing in the email will become hyperlinked. 

Add as many more item contents as you wish 

by clicking the Add button appearing at the 

bottom of this section. 

[Note: For example, say you add an RSS feed to 

your email that contains news articles. In the 

Item Contents dropdown you may have the 

option to choose “Author,” meaning the RSS feed 

element in the email will display a list of authors. 

If you wish to provide email recipients with the ability to click on the author name to 

navigate to their profile on the RSS feed’s associated website, you can set the URL of that 

“Author” item to “Author” as well. You could also have the option to include any title 

associated with a news article. Select “Title” from the Feed Item dropdown and a list of 

article titles that you have the option to hyperlink will appear in the email. You may also 

choose to add both the “Title” and “Author” item types to the RSS feed element, but only set 

the URL for the “Title” feed item.] 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

In the Element Styling tab of the RSS Feed section, you can configure the following 

for the element: 
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• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

social element to be in terms of pixels. Insert 

the number of pixels desired into this field. 

Click on the lock icon to unlock the top, right, bottom, and left sides of the section so 

you can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border 

around the outside of the social element. 

Do this by entering the code for the desired 

color (if known) into the field provided or click 

on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

In the Settings section of the Text + RSS Feed 

element, you can configure the following: 

• Text Position: Choose where in the email the 

text will appear in relation to the social sites. 

Select whether the text will appear to the left, 

right, on top, or at the bottom of the block from 

the dropdown menu. 
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• Text Width: Change how much space within the element will be allocated to the text 

and social sites columns. Choose from the available dropdown menu whether the left-

hand column will be allocated a quarter of the total space within the element, a third, 

one half, two thirds, or three quarters. This field is only available if the text position is 

set to either left or right. 

In the Element Styling Section of the Text + RSS Feed element, you can configure the 

following: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 

Click the Update and Close button at the bottom of 

the menu when you have finished configuring these 

settings to save the configurations and return to the 

main Actions section of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close button will allow you to choose to 

update and automatically apply these configured settings to all elements of this type 

appearing in your email.] 

Image + RSS Feed 

When a new double-column Image + RSS Feed block has been placed in your email by 

selecting it from the available options and clicking the green Add Element button (or if you 

select an existing element in your email) you are able to customize various settings in the 

right-hand Image, RSS Feed, Settings, and Element Styling menus. 

[Note: If you create an email with multiple columns, when opened on mobile devices the 

email will be presented as one column, with the columns in multi-column elements stacked 

on top of one another.] 

In the Image Settings, menu you can choose the image to upload into the email. Click the 

blue Choose Image button to produce the Image Uploader pop-up where you can search 

through your files and choose the image you wish to upload. Refer to the Add an Image 

section for more details. Click Select at the bottom right corner of the pop-up to add the 
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image to the page. To delete an image from the page, click on the “X” button to the right of 

the Choose Image button. 

Once an image is chosen, more options will appear in the Image Settings section: 

• Alt Text: This is the text that will be displayed in the 

email if the recipient’s browser does not allow them 

to view the images in the element or if the recipient is 

using a screen reader. Type the text you would like to 

use in the textbox located in this field. 

• Link: Add a hyperlink to the image you've added, 

directing those who click on the image to a web 

address of your choosing. Click on the textbox in this 

field and type in the URL of the site to associate with 

this image. 

• Image Size: Modify the vertical and horizontal sizing 

of an image. Click and drag the sliders located in the 

corresponding fields in the black box to the left of your screen to change the width and 

height of the image. 

• Retain Size on Mobile: Checking off this box means that the chosen image will only be 

as wide as it is when viewing it on a desktop if it is 

smaller than the mobile device. 

In the Image Styling tab in the Image section, you can configure the following for the 

element: 

• Alignment: Set the positioning of the image within the 

element block. Choose whether the image will align to 

the left, center, or right of the image block by selecting 

the respective icon. 

• Vertical Alignment: Set the vertical positioning of the 

image within the element block. Choose whether the 

image will align to the top, center, or bottom of the 

image block by selecting the respective icon. 

• Border Width: Change how wide you would like 

the border around the image inside the image block to 

be in terms of pixels. Insert the number of pixels desired into this field. Click on the lock 

icon to unlock the top, right, bottom, and left sides of the image so you can make the 

border widths different sizes. Enter the desired pixel values into the respective fields. 

• Border Color: Change the color of the border around the image inside the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 
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choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the image within the image block element 

either more rounded or more angular. Move the slider in this field to the left or right to 

determine how rounded the corners are. Click the lock icon to unlock the top, right, 

bottom, and left sides of the section so you can vary the degrees of roundness for each 

corner. Use the sliders for each respective side to configure the roundness. 

In the Element Styling tab in the Image section, you can configure the following for 

the element: 

• Background Color: Change the background color of the element behind the image. Do 

this by entering the code for the desired color (if known) into the field provided or click 

the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your changes or Cancel to close the dropdown without 

changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

image block to be in terms of pixels. Insert the 

number of pixels desired into this field. Click 

on the lock icon to unlock the top, right, 

bottom, and left sides of the section so you 

can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the image block. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 

dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of 

the image block element either more 

rounded or more angular. Move the 

slider in this field to the left or right to determine how rounded the corners are. Click 

the lock icon to unlock the top, right, bottom, and left sides of the section so you can 

vary the degrees of roundness for each corner. Use the sliders for each respective side 

to configure the roundness. 
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• Margin: Adjust the amount of extra space between image block element’s border and 

the outside edges of the section. Enter the number of desired pixels in this field to 

determine the size of the margin. Click the lock icon to unlock the top, right, bottom, 

and left sides of the section so you can vary 

the margin size for each side. Enter the 

desired pixel values into the respective fields. 

• Padding: Adjust the amount of extra space 

between the image block element’s content 

and the border. Enter the number of desired 

pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

In the RSS Feed section, you can configure the following for the element: 

• RSS URL: Enter the URL of the RSS Feed you wish to pull your email content from into 

this field. By default, this field will say “Not Set.” 

• Item Limit: Use the slider in this field to determine how 

many items from the RSS Feed will be visible in the email. 

The minimum number is 1 with a maximum of 10 items. 

• Item Contents: Choose the type of content you wish to pull 

from the added RSS feed. Click the Add button in this 

section and a dropdown field will appear along with a new 

Set URL button. In the Feed Item dropdown menu, select the 

type of item you wish to add from the available options 

(which will vary based on type of RSS feed you added). Once 

you choose an option, a list of items will appear in the body 

of the email based on the Item Limit you set. Once you have 

chosen a type of content, you have the option to link the item. Click the Set URL button 

and select the same content type as you selected in the Feed Item dropdown and the 

items appearing in the email will become hyperlinked. Add as many more item contents 

as you wish by clicking the Add button appearing at the bottom of this section. 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

142 

 

[Note: For example, say you add an RSS feed to your email that contains news articles. In 

the Item Contents dropdown you may have the option to choose “Author,” meaning the 

RSS feed element in the email will display a list of authors. If you wish to provide email 

recipients with the ability to click on the author name to navigate to their profile on the RSS 

feed’s associated website, you can set the URL of 

that “Author” item to “Author” as well. You could 

also have the option to include any title 

associated with a news article. Select “Title” from 

the Feed Item dropdown and a list of article 

titles that you have the option to hyperlink will 

appear in the email. You may also choose to add 

both the “Title” and “Author” item types to the 

RSS feed element, but only set the URL for the “Title” feed item.] 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 

In the Element Styling tab of the RSS Feed section, you can configure the following 

for the element: 

• Background Color: Change the background color of the element behind the social site 

icons. Do this by entering the code for the desired color (if known) into the field 

provided or click the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Border Width: Change how wide you would 

like the border around the outside of the 

social element to be in terms of pixels. Insert 

the number of pixels desired into this field. 

Click on the lock icon to unlock the top, right, bottom, and left sides of the section so 

you can make the border widths different sizes. Enter the desired pixel values into the 

respective fields. 

• Border Color: Change the color of the border around the outside of the social element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using the tool on the right side of the 
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dropdown. Click Choose to save your changes 

or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the 

element either more rounded or more angular. Move the slider in this field to the left or 

right to determine how rounded the corners are. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so you can vary the degrees of roundness for 

each corner. Use the sliders for each respective side to configure the roundness. 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can vary the amount of padding for each side. Enter the desired pixel values into 

the respective fields. 

In the Settings section of the Image + RSS Feed 

element, you can configure the following: 

• Image Position: Choose where in the email the 

image will appear in relation to the social sites. 

Select whether the image will appear to the left, 

right, on top, or at the bottom of the block from 

the dropdown menu. 

• Image Width: Change how much space within the element will be allocated to the 

image and social sites columns. Choose from the available dropdown menu whether 

the left-hand column will be allocated a quarter of the total space within the element, a 

third, one half, two thirds, or three quarters. This field is only available if the image 

position is set to either left or right. 

In the Element Styling Section of the Image + RSS Feed element, you can configure 

the following: 

• Margin: Adjust the amount of extra space between element’s border and the outside 

edges of the section. Enter the number of desired pixels in this field to determine the 

size of the margin. Click the lock icon to unlock the top, right, bottom, and left sides of 

the section so you can vary the margin size for each side. Enter the desired pixel values 

into the respective fields. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected social element 

from appearing on mobile devices. Click this checkbox in this field if you would like the 

element not to show up in the mobile version of the email. 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

144 

 

Click the Update and Close button at the bottom of 

the menu when you have finished configuring these 

settings to save the configurations and return to the 

main Actions section of the Email Editor. 

[Note: Clicking the arrow next to the Update and Close button will allow you to choose to 

update and automatically apply these configured settings to all elements of this type 

appearing in your email.] 

Divider 

To add a Divider Block to your email, click and drag the icon into the email. When you begin 

to drag the divider block over, the different sections of the email (Preheader, Header, 

Footer, etc.) will be highlighted so you can determine into which section to place the new 

divider block. 

When a new divider block has been placed in your email (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand Divider 

Styling and Element Styling menu. 

In the Divider Styling section, you can configure the following for the divider: 

• Style: Choose the style of the divider line in the email from the dropdown list available. 

There are six options to choose from: 

> Solid: A solid, opaque line 

> Dashed: A segmented line 

> Dotted: A dotted line 

> Double: Two solid, horizontal lines 

> Groove: A solid line with a darker shade of the selected color at the top 

> Ridge: A solid line with a darker shade of the selected color at the 

bottom 

• Size: Determine how thick the divider line is in pixels. Enter the desired number of 

pixels into the textbox available. 

• Color: Change the color of the divider line. Do this 

by entering the code for the desired color (if 

known) into the field provided or click on the 

current color swatch to bring up a dropdown with 

a selection of colors to choose from. Or, choose a 

custom color by using the tool on the right side of 

the dropdown. Click Choose to save your changes or Cancel to close the dropdown 

without changing the color. 
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In the Element Styling section, you can configure the following for the element: 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 

• Background Color: Change the background 

color of the element behind the divider line. Do 

this by entering the code for the desired color (if 

known) into the field provided or click the current 

color swatch to bring up a dropdown with a 

selection of colors to choose from. Or, choose a custom color by using the tool on 

the right side of the dropdown. Click Choose to save your changes or Cancel to close 

the dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

divider element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border around the outside of the divider 

element. Do this by entering the code for the desired color (if known) into the field 

provided or click on the current color swatch to bring up a dropdown with a selection of 

colors to choose from. Or, choose a custom 

color by using the tool on the right side of 

the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown 

without changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Hide on Mobile: Make the email more mobile 

friendly by blocking the selected divider 

element from appearing on mobile devices. Click this checkbox in this field if you would 

like the element not to show up in the mobile version of the email. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations 

and return to the main Actions section of the Email 

Editor. 

[Note: Clicking the arrow next to the Update and Close 

button will allow you to choose to update and automatically apply these configured 

settings to all elements of this type appearing in your email.] 

Spacer 

To add a Spacer Block to your email, click and drag the icon into the email. When you begin 

to drag the spacer block over, the different sections of the email (Preheader, Header, 

Footer, etc.) will be highlighted so you can determine into which section to place the new 

spacer block. 

When a new spacer block has been placed in your email (or if you select an existing 

element in your email) you are able to customize various settings in the right-hand menu. 

These settings are: 

• Height: Change how tall you would like the spacer to be in terms of pixels. Insert the 

number of pixels desired into this field.  

• Background Color: Change the 

background color of the spacer. Do this 

by entering the code for the desired 

color (if known) into the field provided 

or click the current color swatch to bring 

up a dropdown with a selection of colors 

to choose from. Or, choose a custom 

color by using the tool on the right side of the dropdown. Click Choose to save your 

changes or Cancel to close the dropdown without changing the color. 

• Hide on Mobile: Make the email more mobile friendly by blocking the selected spacer 

element from appearing on mobile 

devices. Click this checkbox in this field if 

you would like the element not to show up 

in the mobile version of the email. 
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Click the Update and Close button at the bottom of the menu when you have finished 

configuring these settings to save the configurations and return to the main Actions section 

of the Email Editor. 

[Note: Clicking the arrow next to the Update and 

Close button will allow you to choose to update 

and automatically apply these configured settings 

to all elements of this type appearing in your email.] 

 

 

Configure the Footer  

At the bottom of each email in the Email Composer Editor is a footer element that cannot 

be deleted or moved. This element contains important information that must be included 

in every email sent in order to comply with anti-SPAM legislation. 

Click on the footer in the email project. You are able to customize various settings in the 

right-hand Footer Settings, Address Styling, Custom Text, Address Information, Element 

Styling, and Font Styles menus. 

In the Footer Settings section, you can configure the following for the email footer: 

• Enable Preferences Link: Choose to provide an option to direct recipients to a 

webpage to manage their subscription preferences. Check off this box to enable the 

link, which will cause an additional “Preference Form” field to appear below the Custom 

Links field where you can select the form to include with the email from a list of your 

created form campaigns. Refer to the SimplyCast Form & Survey Builder User Guide for 

more information.  
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• Custom Links: Chose whether to add any custom 

links to the email footer. Select either None, One, 

Two, or Three links from the dropdown menu. Once 

one or more custom links have been selected, up to 

three new tabs will appear below the Footer 

Settings section and above the Address Stylings 

option (Custom Link, Custom Link (2), Custom Link 

(3)). In each of these sections you can configure the 

following: 

> Link URL: Add the URL of the page you wish 

email recipients to be directed to once they 

click the button. 

> Link Name: Provide a label for the link. Click 

the textbox in this field and type the label 

you would like to appear for the link. 

> Do Not Track: Check off this checkbox if you do not wish to track button clicks 

for this element in the Email report. 

• Language: Choose the language to be used in the footer. Clicking this field will open a 

dropdown menu with a list of 11 languages. Select your desired language from the list 

and the text in the footer element will automatically be translated. 

In the Address Styling section, you can configure the following for the email footer: 

• Layout: Determine whether you would like the 

address in the email footer to appear in single-

line or multi-line format, or with the company 

name on top. Choose your desired option from 

the dropdown menu located in this field. 

• Line Height: Choose the height of the text within 

the footer section. Select from the Condensed, 

Single, 1.5, or Double options in the dropdown 

menu in this field. 

• Spacing: Determine how you wish each of the items in the footer will be separated 

from this dropdown menu. The available options are: None, Comma, Dash, or Line. 

In the Custom Text section, you can configure the following for the email footer: 

• Enable Custom Text: Check off this box if you wish to 

add custom text to the email footer. Once this option is 

checked off, a new text field will appear in the email 

footer above the address information that you can click 

on to edit. 
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• Position: Choose where in the footer the custom text from the dropdown menu in this 

field. Choose whether the text will appear on top or on bottom of the address 

information. 

In the Address Information section, you can configure the following for the email’s 

footer: 

• Company: Enter the company name you wish to appear in the footer. Click on this field 

and type in the name of the company to appear in the footer. This is a required field. If 

it is not filled out, the default account information 

will be used. 

• Address 1: Enter the street address of your 

company into the email footer. Click on this field and 

type in the desired address. This is a required field. 

If it is not filled out, the default account information 

will be used. 

• Address 2: Enter additional address information 

into the email footer, such as a floor or apartment 

number. Click on this field and type in any additional 

address information needed. 

• City: Enter the city you wish to appear in the email 

footer. Click on this field and type in the name of the 

desired city. This is a required field. If it is not filled 

out, the default account information will be used. 

• State/Province (if applicable): Enter the name of your company’s state or 

province into the footer element. Click on this field and type in the appropriate state or 

province name in either the abbreviated or written out format. This is a required field. If 

it is not filled out, the default account information will be used. 

• Zip/Postal Code: Enter your company’s zip or postal code into the email 

footer element. Click on this field and type in the zip or postal code. This is a required 

field. This is a required field. If it is not filled out, the default account information will be 

used. 

• Country: Choose the country your company is based out of and add it to the address 

information in the email footer. Click on this field and select the appropriate country 

from the available dropdown menu. This is a required field. If it is not filled out, the 

default account information will be used. 

In the Element Styling section, you can configure the following for the email footer: 
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• Background Color: Change the background 

color of the element behind the footer text. Do 

this by entering the code for the desired color 

(if known) into the field provided or click the 

current color swatch to bring up a dropdown 

with a selection of colors to choose from. Or, 

choose a custom color by using the tool on the right side of the dropdown. Click Choose 

to save your changes or Cancel to close the dropdown without changing the color. 

• Border Width: Change how wide you would like the border around the outside of the 

footer element to be in terms of pixels. Insert the number of pixels desired into this 

field. Click on the lock icon to unlock the top, right, bottom, and left sides of the section 

so you can make the border widths different sizes. Enter the desired pixel values into 

the respective fields. 

• Border Color: Change the color of the border around the outside of the footer element. 

Do this by entering the code for the desired color (if known) into the field provided or 

click on the current color swatch to bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by 

using the tool on the right side of the 

dropdown. Click Choose to save your changes 

or Cancel to close the dropdown without 

changing the color. 

• Rounded Corners: Make the corners of the element either more rounded or more 

angular. Move the slider in this field to the left or right to determine how rounded the 

corners are. Click the lock icon to unlock the top, right, bottom, and left sides of the 

section so you can vary the degrees of roundness for each corner. Use the sliders for 

each respective side to configure the roundness. 

• Padding: Adjust the amount of extra space between the element’s content and the 

border. Enter the number of desired pixels in this field to determine the amount of 

padding. Click the lock icon to unlock the top, 

right, bottom, and left sides of the section so 

you can vary the amount of padding for each 

side. Enter the desired pixel values into the 

respective fields. 

In the Font Styles section, you can configure 

the following for the email footer: 

• Font Family: Set a standard font for the email footer by choosing from a selection 

of options in the corresponding dropdown menu. Clicking the “X” that appears next to a 

font family once it has been selected will revert the email to the template’s default font. 
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• Font Size: Determine a standard size for the text 

of your email footer. Choose your desired font 

size from the field’s dropdown menu.  

• Font Color: Set a default color for the text of your 

email footer. Enter the code for the desired color 

(if known) or click on the current color swatch to 

bring up a dropdown with a selection of colors to 

choose from. Or, choose a custom color by using 

the tool on the right side of the dropdown. Click 

Choose to save your changes or Cancel to close 

the dropdown without changing the color. 

• Font Weight: Determine whether the standard appearance of the email footer text 

should be bolded or normal. Choose your desired option from the dropdown 

menu provided.  

• Alignment: Set the standard positioning of the email’s footer text. Choose whether the 

text will align to the left, center, or right of the email by selecting the respective icon. 

Move an Email Element 

Once you have an element situated in your email 

campaign, you may need to move it to another 

location in the email’s layout. 

To move an email element: 

• Select the element you wish to move with your mouse. 

• In the blue bar that appears at the top of the element, you will see an image of a four-

directional arrow on the left. 

• Click and hold this image and drag the element to a new location in your email. 

Copy an Email Element 

You are able to duplicate an email element within 

an email campaign. 

To create a copy of an email element: 

• Select the element you wish to duplicate with your mouse. 

• In the blue bar that appears at the top of the element, you will see an image of two 

pages on the right. 
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• Click this image to create a copy of the element that will appear below the original, but 

can then be moved. 

Delete an Email Element 

To delete an email element from the 

campaign: 

• Select the element you wish to delete with 

your mouse. 

• In the blue bar that appears at the top of the 

element, you will see an image of trashcan on 

the right. 

• Click this image to produce a pop-up window 

asking you to confirm the deletion. 

• Click OK to confirm the deletion or Cancel to 

return to the Editor without deleting the 

element. 

Create a Conditional Block 

You are able to personalize specific 

sections of your email to each individual 

email recipient by creating filters that 

determine whether the recipient sees 

this section or not depending on their past 

actions and preferences noted in the CRM. 

Select the element you wish to make conditional and 

select the filter icon appearing in the blue bar on the 

right. Clicking this icon will cause a sidebar to appear 

containing the blue Configure Conditional 

Visibility button a filter builder that you 

can click to create the conditions that 

need to be met in order for the email 

recipient to view this section of your 

email. 

To set up a conditional filter: 

• Choose an information column from the left-hand dropdown list. 
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The default columns available are: 

> Address 1 > Email Unsubscribe > Mobile 

Unsubscribe 

> Address 2 > Email Valid > Mobile Valid 

> City > Fax > Modified 

> Company > Fax Bounce > Name 

> Compliance Disabled > Fax Delivery Ratio > Phone 

> Country > Fax Last Attempt > Phone Delivery 

Ratio 

> Created  > Fax Sendable > Phone Last Attempt 

> Crossmarketer Enabled > Fax Unsubscribe > Phone Sendable 

> Date > Fax Valid > Phone Unsubscribe 

> Email > Form Signup URL > Phone Valid 

> Email Complained > Last Device Info > Postal Code/ZIP 

> Email Contact Plan > Last IP > Preferred Method 

> Email Generic > Last IP City  > Province/State 

> Email Hard Bounce > Last IP Country > Purchased 

> Email Last Open > Last IP Location > Salutation 

> Email Last Send > Last Referer > Signup Form 

> Email Last Softbounce > Last User Agent > Source 

> Email Open Ratio > Mobile > Subscribe 

> Email Optin > Mobile Bounce > Title 

> Email Score > Mobile Delivery 

Ratio 

> Twitter 

> Email Sendable > Mobile Last Attempt > Twitter Invalid 

> Email Unlimited > Mobile Last Reply > Twitter Sendable 

> Email Unlimited 

Modified 

> Mobile Sendable > Twitter 

Unsubscribe 

  > Unsubscribe 

[Note: Any custom CRM columns created will also appear in this dropdown list.] 

• Once you have selected an information column, you must choose a parameter to use 

when defining the condition. The parameter decides how the condition’s value will 

interact with the option chosen in the previous dropdown. Depending on the data type 

of the information column, the parameter options vary. 
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The available parameter options are:  

> Is equal to 

> Is not equal to 

> Is greater than 

> Is greater than or equal to 

> Is less than 

> Is less than or equal to 

> Contains  

> Doesn’t contain  

> Begins with 

> Ends with 

• After selecting a parameter to associate 

with the chosen column type and name, 

next you must provide a value in the last 

field. This value will tell the system what 

it is looking for in the column you have 

chosen, using the noted parameter to determine how the value interacts with 

the column. For example, you could create a condition where only those email 

recipients who live in a certain area will receive a particular section of the email.  

To do this: 

> Choose “City” from the dropdown menu in the Column option. 

> Select “Is equal to” as your parameter. 

> Insert the name of the city into the Value field (e.g. Dartmouth). 

Now the email section will only be included when sent to contacts whose CRM profiles 

list them as being from Dartmouth 

You are able to set up multiple conditions for the same email section by clicking the And or 

Or options from the dropdown menus to the left of each column type row and creating and 

adding a new condition. 

Choosing “And” will cause the system to look at both of these conditions and only send the 

contact the email section if they meet the parameters of both options. 
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For example, say that in addition to living in Dartmouth, in order for an email recipient to 

receive this particular section of the email, they must also be part of Company X.  

To demonstrate this example: 

• Select the “And” option underneath the first condition. 

• Select “Company” from the dropdown menu in the Date Column option. 

• Select “Is equal to” as your parameter. 

• Type the name of the company (Company X) into the value field. 

Now, only email recipients who live in Dartmouth and who work for Company X will receive 

this section of the email. 

On the other hand, choosing “Or” will cause the system to look at the two conditions and if 

at least one of them applies to the contact, they will receive this section of the email. 

For example, we will start with the first condition we set where we wanted to send this 

section of the email only to contacts who live in Dartmouth. However, we also want the 

recipient to see this section if they hold a managerial title.  

To create this new condition: 

• Select the “Or” button from the dropdown to the left of the Advanced Column row. 

• Select “Title” from the dropdown menu in the Advanced Column option. 

• Select “Contains” as your 

parameter. 

• Insert “Manager” into the 

value field. 

Now, this section of the email will 

only be included when sent to 

contacts whose CRM profiles 

list them as being from 

Dartmouth, or if they are a 

manager. 
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When you have finished creating your conditions for this section of your email, click the 

blue Save button at the bottom of the Conditional Visibility sidebar 

to save the condition(s). 

To remove a condition, click the “X” button located to the right of any of the conditions 

added to the sidebar. 

Using the Text Editor 

When you click on a text block or caption element in your email project the text editor bar 

will appear at the top of your screen containing various tools for editing your text content 

such as bolding and italicizing, image uploading, bulleted lists, etc.  

Here is the full list of available tools: 

• <> Source (HTML) 

• Styles 

• Bold 

• Italicize 

• Underline 

• Deleted (Strikethrough) 

• Bulleted List 

• Numbered List  

• Text Direction (left to right/right to left) 

• Outdent 

• Indent 

• Link 

• Alignment (left, right, center) 

• Insert Line 

• Change Font Family 

• Font Color 

• Change Font Size 

• Merge Tags 

• Insert Image 

• Table 

• Undo  

• Redo 

The following tools may require further explanation: 

• <> Source (HTML): This 

option appears  on the 

left of the text editor 

toolkit in the Styles 

section, and when 

clicked, will open a pop-

up window where you 

are able to modify the 

HTML code of the 

element’s text. It is advised that this feature be used only by those experienced with 
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HTML formatting. Click the blue Save button at the bottom right of the pop-up to apply 

the HTML changes. 

• Styles: This option found to the left in the 

text editor toolkit in the Styles section allows 

you to easily apply some standard styles to 

the text in this element. These standards can 

be configured in the Text Styles section of the 

Editor (Refer to the Text Styles section for 

more information). After these style 

standards have been configured to your 

liking, you can implement them using the text 

editor by selecting the appropriate option from the dropdown when writing your email 

text, along with options for making the selected  appear as normal text, a quote, or as 

code. 

[Note: For example, if you wanted each of the headers in the various sections of your email 

to conform to each other, you could configure the Header sections in the Text Styles 

section to your liking and every time you wish to add a new header somewhere in the 

email, simply click on the Formatting option in the text editor toolkit and choose the 

Header option. This will cause the next text you type out to follow the style you had set. 

You can also apply a style by highlighting text and choosing the appropriate option from 

the dropdown menu.] 

• Link: This option, 

located at the right in 

the text editor toolkit in 

the Insert section, 

allows you to insert a hyperlink into your email 

to an outside source. First, highlight the section 

of text or image you would like to turn into a 

hyperlink and click on the Link button and then 

the Insert Link option to bring up a pop-up 

where you can insert the URL to direct email 

recipients to once they click on the link. In the 

field below the URL field, modify the linked text 

if you like. Check off the checkbox in this 

window if you do not want the system to track the link clicks, opens, or other 

engagements. Click Insert to add the hyperlink or click Cancel to close the window 

without adding a hyperlink to your email. To remove hyperlink from a piece of text, 

highlight the hyperlinked text, click the Link option, and then Unlink. 
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• Merge Tags: This option allows you to add 

merge tags to the text. Merge tags allow you 

to personalize emails to each recipient by 

adding individual names, titles, cities, as well 

as any other information found in a contact’s 

CRM profile. To add a merge tag to the email, 

click the button located at the right in the Text 

Editor in the Insert section to reveal a dropdown with your merge tag options. 

Select your desired merge tag and it will be added to the email wherever your cursor is 

currently located. The tag will appear in the message with two percentage symbols on 

either side (i.e. %%NAME%%). You can also choose to type out a merge tag rather than 

using this the Merge Tags option in the Text Editor. 

[Note: For example, to include the email recipient’s name in the email salutation after the 

word “Hello,” choose the Name option in the Merge Tags dropdown. The tag will be added 

to the email and will look something like this: “Hello %%NAME%%.” When the contact 

receives the email, the message will include the contact’s name in place of the merge tag.] 

Add an Image 

In order to add an image to the text body of an email message (including image captions), 

you must first make sure your mouse cursor is clicked on where you wish the image to be 

located. Then, click on the Image icon on the right side of the Text Editor toolkit in the 

Insert section. Or, click the blue Choose Image button if you are adding an image to an 

image element. 

The Image Uploader pop-up window will appear. In this window, you are able to select 

an image from the server or upload a new image from your device.  

To do this: 

• The first thing you will see is a list 

of all images you have previously 

uploaded into the platform 

(if any). If you see the image you 

would like to use in this list, 

click on it and then click Select in 

the bottom right-hand corner of 

the pop-up to continue the 

process of adding it to your 

email. 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

159 

 

• If you do not see an image you would like to use or there are no images to choose from, 

click the green Upload button found at the top of the pop-up, which will open another 

pop-up where you are able to 

search through your device to 

choose an image to upload. Once 

you have found an image, click the 

Open button at the bottom right of 

the pop-up to add the image to the 

list in the Image Upload window. 

• Use the Refresh button located to 

the right of the Upload button at 

the top of the Image finder 

window to refresh the list of 

images if new ones have been added. 

• The Settings button next to the Refresh button 

at the top of the window will display some 

organizational options when clicked. Choose whether to view added images in 

thumbnail or list view; determine what information to display with each image 

(Name, Size, and/or Date); whether they will be ordered by image name, type, size, or 

date; and whether or not the images are displayed in descending order. 

• Repeat Step 2 to continue adding the image to your email. 

[Note: In the section on the left side of the Image Finder window, you will see an Images 

folder. By default, all added images will be placed in this folder, but for organizational 

purposes you are able to create subfolders by right-clicking on the folder and selecting the 

Add New Subfolder option. You are able to create as many subfolders as you like.] 

• Once you have clicked the Select button, you will be brought back to your email and the 

image will be added. 

Create an Email Template 
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Once you have finished editing an element and have clicked the Update and Close button, 

you will once again see the Actions menu on the left side of the Editor. By default the 

Design and Style menu will be open with options for configuring the default design and 

style for all elements of your campaign, but you will also see the option to create a 

template of your configured email that will be added to the “Saved Templates” section of 

the Templates page when creating a new email. 

When you click the green Create Template option:  

• A sidebar will appear where you will be asked to 

configure your template. The first field in the sidebar 

allows you to select where the template will be saved 

to – either at the account level or network level. 

Refer to the SimplyCast Account Networks User Guide 

for more information. You must make a selection 

before saving the template. 

• Next, provide a name for your new template in the 

Name field. This is a required field. 

• Then, below the Name field, there is a textbox where 

you can enter a brief description for the template 

that will appear on the Templates page. 

• Enter any tags into the Tags field below the 

Description textbox, so the template can be 

searched for easily using the search tool on the 

Templates page. Type in a tag and hit the Enter 

button to add it to the list or add an existing tag if there are some available. Remove a 

tag by clicking the “X” button appearing to the right of the tag’s name in the list. 

• If you would like to publish your template immediately, check off the Publish checkbox. 

If this checkbox is unchecked, the template will be saved but will not appear on the 

main Templates page.  

• To create your email template, click the green Create button 

at the bottom of the sidebar. Alternatively, click the gray 

Cancel button to close the sidebar without creating the template.  
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[Note: To unpublish or delete a previously-

published template, simply enter the Template 

Management section of the Email Editor from 

the menu on the left side of the main Email 

dashboard, click the arrow beside the blue Edit 

button on the desired template. Then, select 

either the Unpublish or Delete options from 

the dropdown that appears. Selecting 

Unpublish will immediately unpublish the 

template and make it unavailable to other 

users, while selecting Delete will cause a pop-

up window to appear asking you to confirm the 

deletion. Check off the box in the pop-up and 

click Delete to delete the template or click 

Cancel to close the pop-up without deleting the 

template.]  

Preview and Test the Email 

On the right-hand side of the Editor, you will 

see the Actions section at the top of the menu. By default the Design and Style menu will 

be open with options for configuring the default 

design and style for all elements of your 

campaign, but you will also see the option to 

preview and test your configured email before 

sending it to your contact list(s). 

When you click the blue Preview and Test option 

you will be directed to a new page where you 

can see the preview for the email as well as 

complete a test send. 

On this page you can: 

View Previews by Device 

At the top left of the page you are able to preview the email campaign as it would appear 

when opened on mobile, tablet or desktop. Select the appropriate icon to view the preview 

for the respective device type. 
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View Text Preview 

Next to the mobile, tablet, and desktop preview icons, you are able to choose whether to 

preview the text version of the image, or the HTML email version as designed. Select the “A” 

icon to preview the text version or the image icon to preview the HTML version. 

View Merged Preview 

At the top of the Preview and Test page, you are able 

to preview the email as it would look with sample 

merge tag information included. 

To preview a merged copy of the email: 

• Click on the Merge Tag Preview button located to 

the right of the text and HTML preview icons at 

the top of the page. 

• A sidebar will open from the right side of your 

screen containing the List dropdown menu. 

• Choose a contact list from this dropdown to preview a merged copy of the email with a 

sample insert of the merge tag’s information. 

• A new dropdown field will appear below the List dropdown where you can select a 

contact from the chosen list to see how the email will appear with that contact’s 

information in it. 
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• Click the blue Random Contact button below the Contact dropdown once a list has 

been selected and a random contact from that list’s information will be inserted into the 

merge tags to preview. 

• Continue clicking the Random Contact button to show a preview with 

another contact’s information in that list. 

• Click the gray Close button at the bottom of the sidebar once you have 

finished viewing a merged preview of your email. 

Test Send the Email 

The blue Test Send button is located on the top right of the 

Preview and Test page. This button allows you to send a test of the email to yourself or 

another email address in your account to see whether the email was configured correctly 

before sending it out on a mass scale. 

To test send an email: 

• Click the blue Test Send button and a 

sidebar will appear from the right of the 

screen. 

• Verify the subject line that the test send 

will use and modify it if you wish in the 

“Subject” field. 

• Next, choose the email address(es) to 

send the test to from the “Email(s) to 

send test to” field. Select one or more 

emails (if available) from the dropdown 

list and they will appear in a section 

below the field. 

• Remove any email addresses from this section by clicking the “X” icon located next to 

the address to remove. 

• Click the blue Send Test button at the bottom of the pop-

up to send the email to the selected addresses or click 

Cancel to close the sidebar without sending a test email. 

 

 

Review Test Send Feedback 
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Once you have sent a test email to one or more contacts, 

they have the option to reply to the email with any 

suggestions they may have. You can then view any responses 

received by clicking the gray Feedback button located to the right of the Test Send button 

on the Preview and Test page. 

Clicking the Feedback button will open a new page where you are able to read and manage 

the responses to your test email. 

Return to the Email Editor 

Should you need to make additional edits to the email, click the gray back button located at 

the top left of the Preview and Test screen to return to the Email Editor. Or, click the black 

Back button at the bottom right of the page. 

If you are satisfied with your email and would like to move on to the next step of the email 

setup process, click the black Next 

button at the bottom of the Preview 

and Test page to proceed to the 

Settings step. 

Email Settings 

Clicking the Next button after creating and configuring your email project in any of the 

editors will bring you to the Settings page, where you can schedule the email campaign and 

select your contacts. 

In this section you can: 

Configure Sending Settings 

This is the first section on the Settings page of the email setup process, where you 

can configure the necessary settings for sending your email.  



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

165 

 

These are: 

• Subject: Enter a subject line for your email. Type your subject line into the text field 

provided. This is a required field. 

• Sender Email Address: Select the email address the email will appear to be sent from. 

Click this dropdown menu to choose an email address that you have access to send 

the email from. This is a required field. 

• Sender Name: Enter the name of the person or organization whom you wish the 

email to be from. Type the appropriate name into the text field provided. This is a 

required field. 

• Reply to Email Address: Choose a different email address where replies to the email 

will automatically be sent. Check off this box to enable the Reply To email address and a 

dropdown menu with available address options will appear below. Enter a name in the 

Reply Name field to the right of the dropdown. If the checkbox is not checked, replies 

will go to the selected sender address. 

Send Now or Schedule  

You have the option to choose whether to send the email to your contacts immediately 

or schedule the email to send at a later time. 

In the Schedule section, you will see two radio buttons: Send Now and Schedule. By default, 

the Send Now button will be selected. This means that the email will be sent as soon as 

you complete the email campaign. 

To send the email sometime in the future, click the Schedule button located next to the 

Send Now button. Selecting this option will cause three new fields to become activated 

below the buttons in this section: 

• Start Date: The date you wish to send your email. Click this field to open up a calendar 

dropdown to choose your desired start date. 
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• Start Time: This field is separated into three sets of dropdown menus: Hours, Minutes, 

and AM/PM. These refer to the time you wish to start sending your email. Click on these 

dropdowns and select a send time. 

• Time Zone: The time zone the system will adhere to when sending the email. Click this 

field to open a map to select a location with the time zone you’d like to use. 

Alternatively, enter the name of a city in the textbox at the bottom left of the map. 

Select Your Contact Lists 

The third section on the Settings page of the email campaign setup process is where you 

can select which contact list(s) to send the email to. 

To do this: 

• Click on the Choose Lists 

dropdown menu and a 

selection of your lists will 

appear to choose from along 

with the number of contacts 

each list contains.  

• Select one or more of these contact lists at a time to select them. List names will 

become bolded when selected.  

• De-select a list by clicking the list name again to remove the bolding. 

[Note: There is a limit of 10 lists that can be selected.] 

• Click away from the dropdown menu to close it once you have selected your lists. The 

lists you’ve chosen will appear in a section below the dropdown field. 

• To remove any of these lists from the email send, click the “X” located on the right side 

of the list name you wish to remove. 

• At the bottom right of this section you will see the total number of lists you have 

selected as well as the total number of contacts who will receive the email. 

Choose an Audience (Optional) 

Audience Management is an optional feature used to further segment contact lists by ensuring 

only the contacts who have subscribed to this particular type of email will receive it and allows 

contacts to unsubscribe from all emails or only from selected email types. 
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Enable this section by clicking the Audience Management toggle button to the right of the 

section so that it is positioned to the right and colored green. 

Once the section is enabled: 

• Choose which audience group to send the email to from the list of options available in 

the Choose Group dropdown menu. 

• Once you selected your audience group, another dropdown will appear where you can 

choose which audience(s) to send to. You can send to as many or as few audiences as 

you would like. 

[Note: If you only select the audience group without selecting an audience, the feature will 

not activate upon sending of the email.] 

• If you wish to enter the Audience Management tool in the CRM, click the blue Go to 

Audience Management button under the section heading. 

For further information on the Audience Management feature, refer to the SimplyCast CRM User 

Guide. 

Review the Email Crosscheck 

When you have finished configuring your scheduling and contact selection settings, click 

the black Next button in the bottom right corner of your page to be directed to the 

crosscheck page for the email project. This page will show you whether you have set up all 

the elements of your email correctly.  

On this page, each stage of the email setup process will have an icon beside it with 

one of three colors displayed in it: 

• Green with a checkmark: If the icon is colored green with a checkmark, this means 

this section of your email has been configured correctly and will function as expected 

when the email is sent. 

• Yellow with an exclamation point: If the icon is colored yellow with an exclamation 

point, something is not ideal in this section of your email. An explanation will appear 
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below the section, detailing the potential issue However, you are still able to send an 

email with a yellow icon. 

• Red with an “X”: If the icon is colored red with an “X”, there is an error within that 

section of the email setup and you are unable to complete your email project without 

dealing with it. Details concerning the error(s) are noted beneath the section. 

To the right of each of the email setup sections, there is a blue button to allow you to 

enter the respective stage of the setup process and fix any issues or make any 

modifications desired.  

Complete the Email Project 

Once you reviewed the crosscheck page 

and have made any necessary changes to 

the email, click the black Complete button 

found at the bottom right-hand side of your screen. When you click this button, you will be 

redirected to the Email Dashboard. 
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Template Management 

Templates are copies of existing email campaigns, with all the 

elements and content intact. You can use templates as a base to 

create similar campaigns in the future without needing to build it 

from scratch. Created templates can be saved either to your 

account or to the account network (a collection of accounts under 

one administration). Refer to the SimplyCast Account Networks User Guide for more 

information. 

To create a template from an existing email campaign (if you have permission): 

• Locate the blue Edit button on the far-right side of the 

screen across from the corresponding campaign name on 

the Email Dashboard and click the dropdown arrow beside 

it. Select the Create Template option. 

[Note: For more information about creating an email template 

from an existing campaign, refer to the Create a Campaign 

Template section.] 

You can enter the Template Management section from the main 

Email dashboard by clicking the Template Management option from the menu on the left 

side of the screen. Clicking on this tab will bring you to a page where you are able to view, 

edit the settings for, copy, publish, unpublish, and delete email templates created within 

your SimplyCast account. 
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In the Template Management section, you are 

able to: 

View a List of Templates 

When you have created at least one template in 

your account (or have had at least one template 

shared by another member of your account 

network), you will be able to view these templates 

on this page. 

For each template, you will be able to view: 

• The name of the template 

• A preview of the template 

• Whether the template is published or 

unpublished 

• The application the template was created for 

(Email) 

In the menu on the left side of the screen you will 

see two template visibility options: Account and Account 

Network. The Account option refers to any templates that you 

have made yourself or other users in your specific SimplyCast 

account have published. The Account Network option lets you 

view the campaign templates visible for all users and accounts in the entire account 

network to use. 

Navigate Multiple Pages of Templates 

To view a campaign template that does not appear on the first page: 

• Navigate to the bottom of your screen where you will find the page numbers indicating 

the total number of pages of campaign templates that have been created. 

• If the template you are looking for is not on the first page, click the “Next” button to look 

through older campaigns on later pages.  

• Or, if you know the page the template is on, you can click the appropriate page number 

or enter the page number into the textbox provided and select Go to be redirected to 

that page. 
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Filter Templates 

To filter the available templates on the Template Management page, there is a green Filter 

button located at the top right of the screen. The button will appear green as the templates 

are automatically filtered to the channel from which you entered the Account Templates 

page. Available channels include Email, SimplyCast 360, and Autoresponder. 

[Note: For example, since you entered the Template Management page from the Email 

channel, the templates will be automatically filtered to show only templates for the Email 

channel.] 

To use the filter tool: 

• Locate and click the green Filter button at 

the top right of the Template Management 

page. 

• A dropdown menu will appear with two 

filtering methods. The first method is 

another dropdown menu where you can select the channel to view templates for. 

Choose to view templates for either Email campaigns, SimplyCast 360 campaigns, or 

Autoresponder campaigns. 

• You can also choose to show only campaign templates that have been published. To do 

this, check off the Show Only Published checkbox. 

When you have chosen how you wish to filter your campaign templates, click the blue 

Apply button to close the dropdown menu and apply the filter. Or, click Clear to close the 

dropdown without creating or changing the filter. 

 

[Note: To remove an applied filter, click the green Filter button again and click Clear to 

reset the templates and show all of them again.] 

Search for Templates 

If you are looking for a particular template, you can search through the templates in the 

list.  

To do this: 

• Select the search box that appears in the top right-hand corner of the page. 

• Type in the name of the template you would like the system to search for. 

• The list of templates will automatically filter. 
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• To remove the search filter, remove the text you’ve 

entered by hitting the Backspace key until the 

search box is empty. You will return to the full list of 

templates. 

Edit Templates 

You can edit the name and description of a template as 

well as add labels to facilitate searching. 

 

To edit these settings: 

 

• Locate the blue Edit button located at the bottom of 

the preview for the appropriate template and click to 

open a sidebar containing six fields: 

 

> Created By: The name of the user that created the 

template. This cannot be edited. 

> Created On Account: The name of the account the template was created on. This 

cannot be edited. 

> Created At: The date and time the template was created. This cannot be edited. 

> Name: The name of the template. To edit the name, type the new name into the textbox 

provided. 

> Description: Add a description to the template by typing in the textbox provided. 

> Add Label: Add a label to the template by typing it into the textbox provided and 

pressing Enter. You can add multiple labels to each template. Labels can be used to 

search for the template on the Templates screen when creating a new campaign. 

 

• Click the blue Save button at the bottom of the sidebar to close 

the sidebar and save your edits or click Cancel to close the 

sidebar without saving your edits. 
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Publish or Unpublish Templates 

Publishing a campaign template will make the template 

visible and available to everyone on your account. 

 

To publish or unpublish a template from the 

Template Management page: 

 

• Locate the blue Edit button located at the bottom of 

the preview for the appropriate template. 

• Click the downward-facing arrow to the right of the 

Use Template button to open a dropdown menu. 

• Click the Publish/Unpublish button in this 

dropdown. 

The Template Management page will automatically 

refresh and either publish or unpublish the 

template. Published templates will have a green 

Published symbol in the top right corner of the 

template preview. 

[Note: You can still make new edits to published templates.] 

Delete Templates 

To delete a template: 

 

• Locate the blue Edit button located at the bottom of 

the preview for the appropriate template. 

• Click the downward-facing arrow to the right of the 

Use Template button to open a dropdown menu. 

• Click the Delete button in this dropdown. 

• A pop-up window will appear where you must confirm 

the deletion. To do this, click the checkbox and then 

click the red Delete button to delete the template and 

close the pop-up window, or click Cancel to close the pop-up without deleting the template. 

 

[Note: To use one of these saved email templates, create a new email campaign and click the 

Saved Templates tab when choosing a template to base your email off of. Your saved templates 

will appear in this section.] 
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Reports 

To view a report for an email project, you must navigate to the 

Email Reporting interface. 

To do so: 

•  Go to the main Email dashboard where you will see (up to) six 

tabs on the left-hand side of your screen: Dashboard, 

Template Management, Reports, Unsubscribes, 

Authentication, and Dedicated IPs. 

• Click the Reports option to be directed to the Reports page. 

[Note: To enter the report for a specific email campaign that has been sent, click the arrow 

next to the blue Copy button located to the right of a sent campaign name for which you 

would like to view the report and select the View Reports option.]  

View the List of Reports 

When you enter the Email Reports dashboard, there is a list of all 

sent or pending email campaigns, with the most recent at the top of 

the list. If there are no campaigns in the list, you have not yet 

completed any. 

Each report in the list is broken down into six columns:  

• Name: The name given to the email campaign  

• Subject: The subject line of the email 

• Time Sent: The date and time the email message was sent  

• Status: Whether the campaign is scheduled, pending approval, prepared, aborted, 

active, completed, or unknown 

• Sent: The total number of email messages sent 

• Lists: The name of the contact list(s) the campaign was sent to 
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Navigate Multiple Pages of Reports 

If you have sent multiple email campaigns, they will be displayed on multiple pages in the 

Reports dashboard.  

To view a report for a campaign that does not appear on the first page of the list: 

• Navigate to the bottom of your screen where you will find the page numbers.  

• Proceed to another page of reports by clicking either the page number to visit, or 

the Next button to take you to the next page of email campaign reports.  

• If you know the page number of the report, enter it into the field provided and select 

Go. 

• Choose how many reports to display at a time by clicking on the “Showing…” link 

located to the right of the number of displayed reports. 

Search Reports 

To find an email campaign to view the report for, use the search bar located at the top right 

of the screen above the list of all the reports in the main Email Reporting page. The results 

will automatically filter. 

Filter Reports 

You can filter your email reports to show 

campaigns sent on a particular date, at a 

particular time, or within a certain window of time. 

To filter your email campaigns: 

• Find the gray Filter button at the top right of your screen in the main Email Reporting 

dashboard, directly above the list of campaigns, beside the search bar. 

• Click the Filter button and a dropdown menu will appear with two boxes that say Click 

to Set Date. 

• Click either box and another dropdown menu will show up with two fields labeled Date 

and Time where you can manually insert the date and time to filter email reports from. 

• Below these fields is a calendar you can also use to choose the date to filter reports 

from. 
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• Click Apply to implement the filter. Or, click Clear if you do not wish to filter your 

reports, which will close the dropdown menu. 

[Note: When a filter has been applied the Filter button will appear green. To remove a 

filter, click the filter button again and click the Clear button.] 

View Reports 

To view the report of a particular email campaign: 

• Select the email campaign to see the report for by 

checking off the box to the left of the campaign’s name. 

• The blue View Report button on top of the campaign list will become active and able to 

be clicked.  

• Click the View Report button to be directed to the report for that email campaign. 

Overview Tab 

There are four tabs across the top of an email report. The first tab in an email campaign 

report is the Overview tab, which will display up to 13 separate boxes in an Overview 

section: 

• Open Rate: The percentage of emails opened by recipients 

• Click Rate: The percentage of recipients who clicked on any link in the email 

• Queued: The number of email messages the system attempted to send 

• Unsubscribed: The number of recipients who opted out of future communications from 

you through the unsubscribe link 

• Soft Bounced: The number of emails that couldn’t be delivered for temporary 

reasons such as a full inbox or the email contained too large of a file 

• Hard Bounced: The number of emails that couldn’t be delivered for permanent 

reasons such as a non-existent email address or the recipient has blocked email 

delivery 

• Failed: The total number of emails that failed to send  

• Sent: The total number of contacts your email campaign has reached up until this point 

• Opened: The number of emails opened by recipients 

• Unopened: The number of emails that remain unopened by recipients 
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• Clickers: The total number of recipients who clicked on any link in the email 

• Time Sent: The date and time the email campaign was sent to your selected contact 

lists 

• Status: The current status of the email campaign 

Performance 

 

 

 

 

 

 

The second section in the Overview tab is the Performance section with a bar graph 

of some of the statistics appearing in the Overview section in this tab: queued, sent, open, 

unopened, hard/soft bounce, unsubscribe. 

Lists 

The third section in the Overview tab is the Lists section where you can see a table 

containing the contact list(s) to which this email campaign was sent.  

This table contains two columns: 

• Name: The name of each list 

• List Size: The number of contacts in each list 

Content 

The fourth section in the Overview tab is the Content section where you can view the email 

sent out to your contacts. The email subject line and the sender name and email appear 

just above the content of the message. Use the scroll bar on the right of this section to 

scroll through the entirety of the email message. 
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Link Clicks Tab 

The second tab at the top of the email campaign report is the Link Clicks tab. 

The Overview portion of the Link Clicks tab displays three separate information 

boxes: 

• Clickers: The number of email recipients who clicked on any link in the email. Click this 

number to be directed to a page to see who clicked the links 

• Unique Clicks: The total number of link clicks by unique email recipients 

• Total Clicks: The total number of link clicks by email recipients (including multiple clicks 

by the same recipient) 

Links 

The second section in the Link Clicks tab is the Links section. In this section is a table with 

the URLs of all links in your email campaign.  

There are three columns of information in this table: 

• Link: The URL of the email link 

• Unique Clicks: The total number of link clicks made by unique email recipients 
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• Total Clicks: The total number of link clicks made by email recipients (including 

multiple clicks by the same recipient) 

Navigate Multiple Pages of Links 

If there are enough links in your email campaign, they will be displayed on multiple pages 

in the Links table.  

To view a link not on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers.  

• Proceed to another page of links by clicking either the page number you would like to 

visit or the Next button to take you to the next page of email links.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page.  

• Choose how many links to display at a time by clicking on the “Showing…” link located to 

the right of the number of displayed email links. 

View All Link Clicks 

In the Links section, you can also view a timeline of the email’s link 

clicks. To view this timeline, click the blue View All Link Clicks 

button located at the top of the table containing the link URL 

information. Different information can be displayed by filtering the contact lists, selecting 

different dates, and include information such as a contact’s name, the list they are on, their 

email, and platform/browser. 
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Filter Link Clicks Timeline 

To filter the link clicks timeline by date: 

• Look to the top right of the timeline to find two fields where you can select a From and 

To date to filter the timeline. 

• Clicking on either of these fields will change the default date into year/month/day 

format (e.g. 2018-05-03). 

• Enter in the desired starting and end date to see the timeline of link clicks in this 

timeframe. 

Zoom Into or Out of the Timeline 

To zoom in or out on a section of the link clicks 

timeline: 

• Find the Zoom section at the top left of the link clicks timeline with several zoom 

options. 

• Choose whether to zoom to a one-month, three-month, six-month, year-to-date, or 

one-year section of the timeline, or the entire timeline. Select your desired option. 

View List of Link Clickers 

On the View All Link Clicks page, you will see a table with seven columns of information 

regarding the link clickers: 

• Name: The name of the link clicker 

• List Name: The contact list the clicker belongs to 

• Email: The email address of the link clicker 
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• Platform: The operating system used by the link clicker 

• Browser: The internet browser used by the link clicker 

• Time: The date and time the contact clicked the link 

• Link: The URL of the link clicked 

Search/Sort Link Clickers 

To search for a specific link clicker: 

• Locate the search bar found at the top right-hand corner of the link clickers table. 

• Type the name of the clicker or list name you are searching for in this field. 

• The table will filter to show results matching the text typed into the search bar. 

• To clear the search, delete the text from the search bar and click the blue magnifying 

glass button to show all lists again. 

You can also sort the table of link clickers by the Platform, 

Browser, and Time columns.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Navigate Multiple Pages of Link Clickers 

If there are enough link clickers in your email campaign, they will be displayed on multiple 

pages in the table.  

To view a link clicker not on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers indicating the total 

number of link clickers.  

• Proceed to another page of link clickers by clicking either the page number to visit or 

the Next button to take you to the next page of clickers.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page.  

• Choose how many clickers to display at a time by clicking on the “Showing…” link 

located to the right of the number of displayed link clickers. 
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• If there are more projects that can be displayed at once on a page, look to the right side of 

the list to find a scroll bar. Click and drag the scroll bar to view all email link clickers on that 

page.  

View the Map of Link Clickers 

At the bottom of the View All Links page, you can see a world map indicating where all the 

email’s link clicks originated from. Red dots appear on the map wherever a click was made 

from. 

Platforms Tab 

The third tab you will see at the top of the email report is the Platforms tab. 

The top of the Platforms section will display three separate pie charts with the 

following information: 

• Platform Types 

• Platforms 

• Browsers 
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The Platform Types pie chart (left) provides a representation of the 

different type of devices used to open the email. Common options 

are desktop or mobile devices. Hover over 

each section of the pie chart to see the 

exact number of email recipients who 

opened the email using that specific device 

type. 

The Platforms pie chart (right) provides a 

representation of the different types of 

devices used to open the email, such as 

Android or Windows. Hover over each section of the pie chart to 

see the exact number of email recipients who opened the email 

using which type of platform. 

[Note: Sort the pie charts by clicking on any options in the 

legend that you do not wish to see in the pie chart. The 

option will gray out and the pie chart information will be 

redistributed without 

the chosen option(s).] 

The Browsers pie chart (left) provides a representation of 

the different email browsers used to open the email. 

Common options are Mozilla Firebox or Google Chrome. 

Hover over each section of the pie chart to see the exact 

number of email recipients who opened the email using that 

specific browser. 

Platform Breakdown 

The second section in the Platforms tab of the email report is the Platform Breakdown. At 

the top of this section you will see a timeline showing the number of opens per day since 

the email was sent out. Hovering your mouse over a specific point in the graph will produce 

a box indicating the particular date as well as the total number of opens occurring on that 

day. The blue line on the graph represents the number of opens. 
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Use the scroll bar found at the bottom of this section to view more of the timeline. Zoom 

into a specific section of the graph (if the email has been sent long enough ago) by locating 

the Zoom function underneath the Platform Breakdown header on the left side of the page 

and clicking on the amount of time you would like to view on the graph. 

You can also choose a date range to view by selecting your desired dates in the fields 

located directly across from the Zoom function on the 

right-hand side of your screen. 

View List of Email Opens 

Below the timeline in the Platform Breakdown section of 

the report, you will see a table containing a list of all the 

email recipients who opened the email. 

In this table there are six columns of information you can view: 

• Name: The name of the contact. If there is no name associated with the contact’s CRM 

profile, this column will show “Unnamed Contact.” 

• List Name: The list (if any) the email recipient belongs to. This column will be blank if 

the contact was chosen manually and not through a list. 

• Email: The contact ‘s email address 

• Platform: The type of device the contact used to open the email (i.e. Android or 

Windows) 

• Browser: The email browser the recipient used to open the email (e.g. Outlook or 

Gmail) 

• Time: The date and time the recipient opened the email 

 

Navigate Multiple Pages of Email Opens 

If enough contacts have opened the email, they will be displayed on multiple pages in the 

Platform Breakdown table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers. 
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• Proceed to another page of contacts by clicking either the page number to visit, or 

the Next button which to you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, 

and click Go to proceed directly to that page.  

• Choose how many to display at a time by clicking on the “Showing…” link located to 

the right of the number of displayed contacts. 

Search for a Contact 

To search for a contact: 

To find a contact to view the email open information for, use the search bar located at the 

top right of the screen above the list of contacts in the Platform Breakdown section of 

the report. As you type in the name of the contact you are searching for, the results will 

automatically filter. 

Filter Contacts 

To filter your email campaigns by 

platform/browser:  

• Find the gray Filter button located at the 

top right-hand side of the Platform Breakdown 

section underneath the timeline. 

• Click the Filter button and a dropdown menu will 

appear with two fields to choose the platform(s) 

and browser(s) you would like to use to filter the 

contacts by. 

• Click either box and another dropdown menu will 

show up with a list of all the available platforms 

or browsers contacts used to open the email. Select 

an option and it will appear below the search field 

• Select as many platform and browser options you 

wish to see by continuing to add them to the 

space below the search bar. 

• Click the blue Apply button to implement the filter 

or the gray Cancel button to close the Filter 

dropdown without choosing a filter. 

[Note: When a filter is applied, the formerly gray Filter 

button will appear green. To remove a filter, click the 

green Filter button and select the gray Clear button.]  
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Activity Tab 

Next to the Platforms tab located at the top right of the email campaign report, you will see 

the Activity tab where, when selected, you can choose from up to nine activity options to 

view the information for.  

These are: 

• Queued  

• Unsubscribes 

• Soft Bounced 

• Hard Bounced 

• Failed 

• Sends 

• Opens 

• Unopened 

• Opens Map 

Queued 

The Queued section in the Activity tab of the 

email report displays the contact information 

pertaining to the messages that were queued 

to send as part of the email campaign. At the 

top of this section is a timeline where you can 

view when the emails were sent to the 

contacts.  

Below the timeline there is a table broken down into five columns of information: 

• Name: The name of the contact the email is queued to send to. To view their CRM 

profile, click on their name. 

• Queued Time: The date and time the email was queued to send to the contact 

• Sent Time: The date and time the email was deployed to the contact 

• List: The CRM list the contact belongs to. To view the list in the CRM, click on the list’s 

name. 

• Email: The contacts’ email address 

Navigate Multiple Pages of Queued Contacts 

If there are enough contacts queued to receive the email, they will be displayed on multiple 

pages in this table.  
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To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers indicating the total 

number of queued contacts.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for a contact: 

To find a particular queued contact, use the search bar located at the top right of the 

screen above the list of all the queued contacts. As you type in the name of the contact you 

are searching for, the results will automatically filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Unsubscribes 

The Unsubscribes section in the Activity tab of the 

email report displays the contact information 

pertaining to contacts who unsubscribed from 

receiving further messages from you. At the top of this 

section is a timeline where you can view when the 

contacts unsubscribed.  

Below the timeline is a table broken down into four columns of information: 

• Name: The name of the contact who unsubscribed. To view their CRM profile, click their 

name. 

• Queued Time: The date and time the email was queued to send to the contact 
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• List: The CRM list the contact belongs to. To view the list in the CRM, click the list’s 

name. 

• Email: The contact’s email address 

Navigate Multiple Pages of Unsubscribed Contacts 

If enough contacts who unsubscribed to the email, they will be displayed on multiple 

pages in this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers.  

• Proceed to another page of contacts by clicking either the page number like to visit or 

the Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for an unsubscribed contact: 

To find a particular contact who unsubscribed, use the search bar located at the top right 

of the screen above the list of all the contacts in the Unsubscribed section of the report. As 

you type in the name of the contact you are searching for, the results will automatically 

filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 
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Soft Bounced 

The Soft Bounced section in the Activity tab of the 

Email report displays information pertaining to the 

emails that failed to be delivered due to temporary 

reasons such as the recipient’s inbox being full. At 

the top of this section is a timeline where you can 

view when the emails soft bounced.  

Below the timeline is a table broken down into five columns of information: 

• Name: The name of the contact whose email bounced 

• Queued Time: The date and time the email was queued to send to the contact 

• Bounced Time: The time the email failed to be delivered 

• List: The CRM list the contact belongs to 

• Email: The contact’s email address 

Navigate Multiple Pages of Soft Bounced Contacts 

If there are enough contacts who soft bounced, they will be displayed on multiple pages in 

this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for a bounced contact: 

To find a particular contact who soft bounced, use the search bar located at the top right 

of the screen above the list of all the contacts in the Soft Bounced section of the report. As 
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you type in the name of the contact you are searching for, the results will automatically 

filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column.  

Hard Bounced 

The Hard Bounced section in the Activity tab of the Email 

report displays information pertaining to emails that failed 

to be delivered due to permanent reasons such as a non-

existent email address or the recipient has blocked email 

delivery. At the top of this section is a timeline where you 

can view when the emails hard bounced.  

Below the timeline is a table broken down into five columns of information: 

• Name: The name of the contact whose email bounced. To view their CRM profile, click 

on their name. 

• Queued Time: The date and time that the email was queued to send to the contact 

• Bounced Time: The time that the email failed to be delivered 

• List: The CRM list the contact belongs to. To view the list in the CM, click the list’s name. 

• Email: The contact’s email address 

Navigate Multiple Pages of Hard Bounced Contacts 

If there are enough contacts who hard bounced, they will be displayed on multiple pages in 

this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers.  



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

191 

 

• Proceed to another page of contacts by clicking either the page number you would like 

to visit or the Next button which will take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for a bounced contact: 

To find a particular contact who hard bounced, use the search bar located at the top right 

of the screen above the list of all the contacts in the Hard Bounced section of the report. As 

you type in the name of the contact you are searching for, the results will automatically 

filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Failed 

The Failed section in the Activity tab of the Email report displays information pertaining to 

contacts who failed to receive the email due to either a soft or hard bounce. At the top of 

this section is a timeline where you can view how many and when the emails failed.  

Below the timeline is a table broken down into four columns of information: 

• Name: The name of the contact who failed to receive the email 

• Queued Time: The date and time the email was queued to send  

• List: The CRM list the contact belongs to 
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• Email: The contact’s email address 

Navigate Multiple Pages of Failed Contacts 

If enough contacts who failed to receive the email, they will be displayed on multiple 

pages in this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for a failed contact: 

To find a particular contact who failed to receive the email, use the search bar located at 

the top right of the screen above the list of all the contacts in the Failed section of the 

report. As you type in the name of the contact you are searching for, the results will 

automatically filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 
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Sends 

The Sends section in the Activity tab of the Email report 

displays information pertaining to messages sent as 

part of the email project. At the top of this section is a 

timeline where you can view when the emails were 

sent to the contacts.  

Below the timeline is a table broken down into five 

columns of information: 

• Name: The name of the contact the email was sent to. To view their CRM profile, click 

on their name. 

• Queued Time: The date and time the email was sent to the contact 

• Sent Time: The time the email was deployed to the contact 

• List: The CRM list the contact belongs to. To view the list in the CRM, click the list’s 

name. 

• Email: The contact’s email address 

Navigate Multiple Pages of Sent Emails 

If there are enough contacts who received the email, they will be displayed on multiple 

pages in this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers indicating the total 

number of contacts who received the email.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for an email recipient: 

To find a particular contact who received the email, use the search bar located at the top 

right of the screen above the list of all the contacts in the Sent section of the report. As you 

type in the name of the contact you are searching for, the results will automatically filter. 
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You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Opens 

The Opens section in the Activity tab of the Email report 

displays information pertaining to the emails opened by 

recipients. At the top of this section is a timeline where you 

can view when the emails were opened.  

Below the timeline is a table broken down into five 

columns of information: 

• Name: The name of the contact who opened the email. To view their CRM profile, click 

on their name. 

• Sent Time: The date and time the email was sent to the contact 

• Opened Time: The date and time the email was opened by the contact 

• List: The CRM list the contact belongs to. To view the list in the CRM, click on the list’s 

name. 

• Email: The contact’s email address 

Navigate Multiple Pages of Opened Emails 

If there are enough contacts who opened the email, they will be displayed on multiple 

pages in this table.  

To view a contact that does not appear on the first page of the list: 

• Navigate to the bottom of the table to find the page numbers.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 
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Search/Sort Contacts 

To search for an email recipient: 

To find a particular contact who opened the email, use the search bar located at the top 

right of the screen above the list of all the contacts in the Opens section of the report. As 

you type in the name of the contact you are searching for, the results will automatically 

filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Unopened 

The Unopened section in the Activity tab of the email report displays the contact 

information pertaining to the contacts that have not yet opened the email. 

In this section there is a table that is broken down into four columns of information: 

• Name: The name of the contact who has not opened the email. To view their CRM 

profile, click on their name. 

• Sent Time: The date and time the email was sent to the contact 

• List: The CRM list the contact belongs to. To view the list in the CRM, click on the list’s 

name. 

• Email: The contact’s email address 

Navigate Multiple Pages of Unopened Emails 

If there are enough contacts who did not open the email, they will be displayed on multiple 

pages in this table.  

To view a contact that does not appear on the first page of the list: 
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• Navigate to the bottom of the table to find the page.  

• Proceed to another page of contacts by clicking either the page number to visit or the 

Next button to take you to the next page of contacts.  

• Or, enter the page number in the field located to the right of the Next button, and click 

Go to proceed directly to that page. 

• Choose how many to display at a time by clicking on the “Showing…” link located to the 

right of the number of displayed contacts. 

Search/Sort Contacts 

To search for an email recipient: 

To find a particular contact who did not open the email, use the search bar located at the 

top right of the screen above the list of all the contacts in the Unopened section of the 

report. As you type in the name of the contact you are searching for, the results will 

automatically filter. 

You can also sort the table of contacts by column name.  

To do this: 

• Hover your mouse over the name of the column you want to sort the table by. 

• Click any of these column names and an upwards-facing arrow will appear next to the 

name and the list will sort alphabetically or chronologically. 

• Click the column name again and the list will sort reverse-alphabetically or 

chronologically according to the column. 

Opens Map 

The Opens Map section in the Activity tab of the email report displays a global map marked 

with red points representing contacts who have opened your email and where they are 

located. 
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Filter the Report 

You can filter data from a particular date, at a particular time, from within a certain window 

of time, and from a specific contact list. 

To filter your email report: 

• Find the gray Filter button located at the top 

right-hand side of your screen, directly above 

the Activity section. 

• Click the Filter button and a dropdown menu 

will appear in which you will see two boxes 

that say Click to Set Date. 

• Click on either Click to Set Date box and 

another dropdown menu will show up with two fields labeled Date and Time. 

• Manually insert the date and time you would like to filter your email opens from. 

• Choose the list you want to filter from the available lists in the Choose a List dropdown. 

[Note: When a filter has been applied to the report, the formerly gray Filter button will 

appear green. To remove a filter, click the green filter button and select the gray Clear 

option to remove the filter.] 

Download the Report 

To download the entire email project report to 

your device, there is a blue download button 

located to the right of the Filter button, on top of 

the Activity tab in the report.  

When you click the download button: 

• A sidebar will appear from the right of the 

screen. Change the name of the report 

download in the first field if you would like. 

• Choose to download the report in either CSV 

or XLSX format by clicking the appropriate 

option in the File Type dropdown field.  

• Next, you need to decide what information you 

would like to include in report download. By 

default, all information is selected but you may not need to download all report 

information. There are six sections of information available which will each produce a 

separate report document when downloaded:  
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> Campaigns: Clicking this section will open it to display a collection of 

information fields that can be included in the downloaded file. De-select any 

unnecessary fields by clicking the “X” button next to the field names in this 

section. Search for fields to re-add to the download using the search field and 

associated dropdown menu and select which field(s) to add to the report. Click 

the toggle button on this section so that it is positioned to the left and colored 

red to disable this section and not have the Campaigns report included in the 

downloaded file.  

> Sends: Clicking this section will open it to display a collection of information 

fields that can be included in the downloaded file. De-select any unnecessary 

fields by clicking the “X” button next to the field names in this section. Search for 

fields to re-add to the download using the search field and associated dropdown 

menu and select which field(s) to add to the report. Click the toggle button on 

this section so that it is positioned to the left and colored red to disable this 

section and not have the Sends report included in the downloaded file. 

> Interactions: Clicking this section will open it to display a collection of 

information fields that can be included in the downloaded file. De-select any 

unnecessary fields by clicking the “X” button next to the field names in this 

section. Search for fields to re-add to the download using the search field and 

associated dropdown menu and select which field(s) to add to the report. Click 

the toggle button on this section so that it is positioned to the left and colored 

red to disable this section and not have the Interactions report included in the 

downloaded file. 

> Link Clicks: Clicking this section will open it to display a collection of information 

fields that can be included in the downloaded file. De-select any unnecessary 

fields by clicking the “X” button next to the field names in this section. Search for 

fields to re-add to the download using the search field and associated dropdown 

menu and select which field(s) to add to the report. Click the toggle button on 

this section so that it is positioned to the left and colored red to disable this 

section and not have the Link Clicks report included in the downloaded file. 

> Links: Clicking this section will open it to display a collection of information fields 

that can be included in the downloaded file. De-select any unnecessary fields by 

clicking the “X” button next to the field names in this section. Search for fields to 

re-add to the download using the search field and associated dropdown menu 

and select which field(s) to add to the report. Click the toggle button on this 

section so that it is positioned to the left and colored red to disable this section 

and not have the Links report included in the downloaded file. 

> Open Locations: Clicking this section will open it to display a collection of 

information fields that can be included in the downloaded file. De-select any 

unnecessary fields by clicking the “X” button next to the field names in this 

section. Search for fields to re-add to the download using the search field and 

associated dropdown menu and select which field(s) to 

add to the report. Click the toggle button on this 
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section so that it is positioned to the left and colored red to disable this section 

and not have the Open Locations report included in the downloaded file.  

• Once you have determined what information to include in the download file, click the 

blue Download button at the bottom of the sidebar. Or, click Cancel to close the sidebar 

without continuing the download. 

• You will be directed to the Downloads page with all of your requested downloads in a 

table showing the name of the report, the status, the file type, and the date it was 

created.  

• Click the report you wish to download and then click the blue Download Report button 

on this page to complete the download of the report.  

Compare Reports 

Compare Reports allows you to have two or more Email reports placed side by side for a 

comparative analysis. 

To compare multiple reports: 

• On the Email Reports 

dashboard, check off the boxes 

next to the name of the reports 

you would like to compare. 

• When more than one email 

report has been checked off, two new blue buttons will appear next to the View Report 

button at the top of the list of reports. 

• Click the Compare Reports button to direct you to a copy of the side-by-side report. 

Here, you will see a table with eleven boxes:  

> Campaign: The name of the email campaigns 

> Subject: The subject line of the emails 

> Queued: The number of emails sent 

> Unsubscribed: The number of contacts who unsubscribed 

> Soft Bounce: The number of soft bounces 

> Hard Bounce: The number of hard bounces 

> Failed: The number of emails that could not be sent 

> Sent: The number of emails that were successfully sent 
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> Opens: The number of emails that were opened 

> Clickers: The number of clicks the emails received 

> Status: The status of the email sends 

 

• Below the table there are two sections, Lists and Content. 

• In the Lists section, you will see a table with two boxes for each email sent, listed by 

subject: 

> Name: The name of the list(s) that received the email 

> List Size: The number of contacts on the list(s) 

 

• If an email was sent to multiple lists and you wish to look at the numbers from a certain 

list, search the list by name in the search bar above the table. 

• In the Content section, you can scroll down through each message sent, with each email 

given its own window and separated by subject line. 
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Combine Reports 

The Combine Reports option allows you to take two or more email reports and merge the 

data together into a single report. 

To combine reports in the Email Reports dashboard: 

• Check off the boxes next to each of the reports you would like to combine. 

• When more than one email has been checked off, two new blue buttons will appear 

next to the View Report button at the top of the list of reports. 

• Click the Combine Reports button located on the right-hand side of these two new 

buttons and it will direct you to a copy of the merged report. 

• The report will be divided into four sections: Overview, Performance, Lists, and Content. 

Refer to the Reports section’s Overview Tab section for a breakdown of the elements in 

the combined report. 

Unsubscribes 



Copyright © 2023 SimplyCast 

 

New Email Editor User Guide  4.26.2023 

202 

 

The fourth tab in the left-hand menu is the Unsubscribes tab. This tab will bring you to a 

page where you can view the list of all the contacts who have either unsubscribed 

from receiving your emails or who have been hard bounced. 

On this page you can also manually unsubscribe contacts so they do not receive your 

emails.  

To manually unsubscribe contacts: 

• Click the blue Add to Unsubscribe List button at the top of your screen. A sidebar will 

appear form the right of the screen. 

• Type the email address(es) to unsubscribe in the textbox in the Email Unsubscribe List 

sidebar. Each new email address must be entered on a new line. 

• Once you have entered all the email addresses to 

unsubscribe, click the blue Add to List button located at 

the bottom of the sidebar to add the address(es) and 

close the sidebar. 

• A pop-up window will appear indicating how many emails have been added to the list. 

Click OK to close this pop-up. 

• The list of unsubscribed email addresses appears in 

the unsubscribes table. You will see the 

unsubscribed email address, the date it was added 

to the list, and whether it was a hard bounce. 

• Use the search bar located at the top right of the 

Unsubscribe List table to search for a specific 

contact. The results will filter automatically to match 

the text. 

• To download the Unsubscribe List, click the blue 

download button icon above the list. A sidebar will 

appear from the right of the screen where you can 

rename the download file, choose whether the 

unsubscribe list will be downloaded in CSV or XLSX format, and select what information 

fields you wish to include in the download.  

• Click the blue Download button at the bottom of the sidebar to be directed to the 

Downloads page with all of your requested 

downloads in a table showing the name of the 

report, the status, the file type, and the date it 

was created. 

• Click the unsubscribe list option to download 

and then click the blue Download Report 

button on this page to complete the download 

of the list. 
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[Note: Once an email address is added to the Unsubscribe List, you cannot remove it. The 

contact can re-subscribe to your sending list through a signup form or another method but 

cannot be removed from the Unsubscribe List manually. This is to ensure contacts will not 

receive any messages they have unsubscribed from.] 

In the Unsubscribe List, there are seven fields:   

Email Address: The email address added to the unsubscribe list   

Date Added: The date the email address was added to the unsubscribe list   

Hard Bounce Date: The date the email address hard bounced, if applicable.  

Actor Who Unsubscribed: The individual who unsubscribed the contact (generally, either 

the contact themselves or an account user)  

Source Mechanism: The source mechanism of the unsubscribe (e.g. a link in an email or 

the Unsubscribes tool).  

Campaign Type: The type of campaign that the source mechanism was associated with.  

Associated Campaign: The specific campaign that the source mechanism was associated 

with.  

Personalize Your Unsubscribe Page 

To upload a logo to personalize your email unsubscribe page: 

• Locate the Logo section found underneath the Unsubscribe List table with the blue 

Upload button. 

• Click the blue Upload button in this section to open the Image Uploader window where 

you can upload your logo from your device. 
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• To remove a logo, click the blue Remove that will appear below the Upload button in 

this section. 

Add Social Media Links to the Unsubscribe Page 

To add links to your company’s social 

media accounts so that 

unsubscribing users can choose to 

follow you: 

• Locate the Social Media section 

underneath the Logo section. 

• In this section there are six fields 

corresponding with six social 

media sites: Facebook, Twitter, 

LinkedIn, Pinterest, YouTube, and 

Tumblr. In any of these fields, 

enter the name of the 

account/page to direct unsubscribers to when they click this link. 

• Click the blue Save and Preview button located at the bottom of this list of social 

media fields to bring up a pop-up window showing you what your email unsubscribe 

page will look like. 
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Authentication 
The next tab located in the menu on the left-hand side of the screen in the Email 

Dashboard is the Authentication tab. This tab contains information to be passed on to your 

domain administrator or technical team. 

Specifically, this tab provides instructions on how to authenticate the mailing system with 

your existing domain. While this isn’t a necessary step, certain email clients are able to 

detect when the source domain sending the email and the sender address don’t match up, 

leading the server to possibly direct the email to the spam folder. Adding these records to 

the domain provider gives SimplyCast permission to send from its servers on your behalf. 

To set up email authentication (if desired):  

• The first field in the Email Authentication page is the 

Authentication Status toggle. Click this toggle so it is 

enabled (the toggle should be on the right side and green). 

• In the Authentication Checks section, determine the sender 

domain (e.g. example.com) to use to send emails from the SimplyCast platform. By 

default, the selected sender domain will be the domain associated to the email address 

used to sign up for the SimplyCast account.  

[Note: If you have multiple sender addresses in your SimplyCast account, the domains will 

appear in the dropdown menu in this section. Select the desired domain from the 

dropdown list.] 

[Note: The blue Check button next to the Sender Domain dropdown menu allows you to 

check whether the SPF or DKIM record has been authorized properly. This button will be 

used after you have either added or modified a record. Refer to the Check Your Domain 

section for more information.] 

 

• Next, you will have to add SPF and DKIM authentication records to your hosting email 

provider’s DNS records to render the selected email address valid for use with 

SimplyCast.  

 

> SPF (Sender Policy Framework): An email validation system designed to detect 

spoofing, making sure incoming mail comes from an authorized domain. This 
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essentially confirms that the IP addresses sending mail are allowed to send using the 

domain they are applied to. 

> DKIM (DomainKeys Identified Mail): An email authentication method designed to 

detect spoofing, making sure the email sender is who they say they are. You use SPF 

to allow your IPs to send, while the system uses DKIM to allow these IPs on its server. 

> DNS (Domain Name System): A naming system for devices connected to the 

internet or a private network that translates domain names into IP addresses 

[Note: To add an SPF and DKIM record to your domain, you need to access your domain 

settings. For example, if you use GoDaddy as your domain, you will need to log in to the 

GoDaddy system to view or change your domain settings.] 

Add an SPF Record 

To set up an SPF record in your 

domain: 

• Add the value that appears in the gray box in this section to the end of the DNS TXT 

records.  

• If you already have an SPF record listed in the settings, add the IP range listed below the 

gray box to the existing record. 

[Note: These values differ depending on the platform environment your account has been 

created on.] 

• For example, if you have a record like v=spf1 include:spf.protection.outlook.com ~all, the 

above IP range needs to be added. The modified SPF record will look something like 

this: v=spf1 include:spf.protection.outlook.com ip4:[IP value] ~all. 

[Note: The "all" rule must be the last part of the string. Nothing can be added after this as 

mail servers will try and match these rules in order and will never look past the "all" rule. 

Forgetting to add the "all" rule will also mean the SPF record is invalid and all sent mail will 

likely go to the Spam folder.] 

Add a DKIM Record 

To set up a DKIM record for your domain: 
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• Add the following key to the DNS TXT record: mail._domainkey k=rsa; 

p=MIGfMA0GCSqGSIb3DQEBAQUAA4GNADCBiQKBgQCpuDFs+laI+uqPEV3N5EsNJTPftx2I+BIafi

65PgzZuVfmgmDM7bHoFPUXz5/BThZNzprxUWOkmJnYf33jnxb1I+hu/+5u0u9Hp2I7iEEC3F6m

Qm1uu3MK8eH6xoiNq3kHwig5TWtZII41y3YRGGJAWT7cRjJrH26YS7fChva1ywIDAQAB . 

 

[Note: If you do not manage the domain at your organization, or have any questions about 

the process, provide the above information to your mail server administrator or the person 

that manages your domain so they can make these changes for you.] 

Check Your Domain 

After the SPF and/or DKIM 

records have been added to 

the email domain, it may take 

up to 48 hours for the hosting 

provider to update the DNS records.  

Once this time period has 

passed: 

• Return to the Email 

Authentication section in 

the Email channel. 

• Click the blue Check 

button next to the sender 

domain dropdown menu to verify the changes to the DNS records have taken place and 

the email domain has been properly authenticated. 
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• If the domain has been properly authenticated, you will see a “Success” message in 

both the SPF Results and DKIM Results sections. If not, you will receive a red error 

message indicating what went wrong. 

Dedicated IPs 

The Dedicated IPs tab will only show up in the menu on the left of the Email dashboard for 

any accounts with a particular subscription tier for the Email tool. Clicking the Dedicated IPs 

tab will bring you to the Dedicated IPs page 

where the IP addresses you are sending your 

emails from will be displayed.  

If you have more than one dedicated IP address 

and would like to find a particular address, you 

can use the scrollbar on the right of the table. 

 

 

 

 

 

 

 


