[bookmark: _GoBack]INSTRUCTIONS TO SEND CUSTOMIZABLE EMAIL

Step 1: Click on the file. Once you’ve clicked on it, it should open in your browser. 

Step 2: Select Ctrl+A (or right click on the white portion of the screen and click on select all. 

Step 3: Once the entire page is selected, right click again and click on Copy (shortcut, select Ctrl+C). The selection has been copied and is ready to paste in the email. 

Step 4: Paste the copied text in the body of the email. 

Step 5: Type in your agency name, email, address and phone number in respective CTA area. 

Don’t forget about your subject line. You are now ready to blast your email.  
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