
 

How to Build an Email in MyEmma 
 
Sign into Emma via the Single Sign-In Page 
 

 
 
 
Go into the CC Internal Subaccount, click on Campaigns 
Create new campaign 
 

 
 
Click onto Shared Templates and choose one of the templates  



 
 
 
How to change the Email Banner (and also insert a photo) 
 

 
 



 
 
How to change Image Size 
 

 



 
 
How to enter Alt Text and insert a link for the photo 
 

 
 



 
 
How to add new elements into the message 
 

 
 
How to send a test draft 



 
 
 
How to schedule the send 
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