E-Mail Manager - Editing Tips
July 15, 2014
This document is a compilation of editing “best practices” when working with the Civica E-Mail Manager Newsletter editor module.
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[bookmark: _Toc393182157]Heading and Text Alignment
Because most content elements are contained in table cells, the text alignment is best handled in the table cell properties.
1) Open the section for editing.
2) Right-click in the cell where the text is that you wish to align. Select Cell, Table cell properties from the context menu.
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3) Select the alignment you want from the Alignment selector and then click on the Update button.
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You may chose to update just the cell you are working in, all the cells in the row are all of the cells in the table.
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[bookmark: _Toc393182158]Copying and Pasting Text
It is always best to paste as plain text. It is also best to always paste within a block of formatted text so that you do not accidentally overwrite the beginning or ending formatting tags. 
If your original text is in Word, follow these instructions.
1) Select and copy the text from Word.
2) Open Notepad and paste the text into Notepad.
3) Select the text in Notepad, and paste the text into E-Mail Manager. Select placeholder text you wish to replace, however leave the first character and the last character unselected, and then paste (Ctrl+V) to paste the text from Notepad.
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4) Remove the leading and trailing characters. 
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