Dartmouth How to Edit an

Office of Alumni Relations

Existing Email

Edit, duplicate, and delete content
Administrators with the proper access permission can edit, duplicate, and delete content.

How to edit content:

1. Login to the Harris Tool.
2. Click the Email Marketing link in the left
navigation bar. Creote & anage st | [oress & Assembie tmai | send & schodute | Roports |
3. The Create & Manage Lists page will rese & emaas Comient
display. Click the Create & Manage Content :;etn;‘upid —
tab. The Create & Manage Content page T T e e
will display. Enhancement Hotification 011Apr07 e Edit Duplicate Delete
4. Click the Edit link next to the appropriate :M‘ D'EZZTL.., E, i ﬁ i
content. See figure 1. The Edit email
content page will display with the content Figure 1
name displayed.
5. Make all necessary modifications to the
content.
6. Click Save content or Cancel to abort. The

Create & Manage Content page will
display.

How to duplicate content: How to delete content:

1. Login to the Harris Tool. 1. Login to the Harris Tool.

2. Click the Email Marketing link in the left 2. Click the Email Marketing link in the left
navigation bar. The Create & Manage Lists navigation bar. The Create & Manage Lists page
page will display. will display.

3. Click the Create & Manage Content tab. 3. Click the Create & Manage Content tab. The
The Create & Manage Content page will Create & Manage Content page will display.
display. 4. Click the Delete link next to the appropriate

4. Click the Duplicate link next to the content. See figure 1.
appropriate content. See figure 1. The Edit
email content page will display with the
content name displayed as Copy of IMPORTANT!
<Original Content Name Here>.

5. Modify the Content Name. Deleting content associated to a scheduled email will

6. Make all necessary modifications to the cause an error, and prevent the email from going
content. out.

7. Click Save content or Cancel to abort. The

Create & Manage Content page will display
with the newly saved content.





