Using Paragraphs

Last Modified on 09/29/2023 4:35 pm EDT

Applies To: W PoliteMail Desktop W PoliteMail Online W PoliteMail 0365

Version: W49 m5.0 m5.05

Paragraphs

Paragraphs are re-usable components or parts of an email message. In PoliteMail, Paragraphs can include
text, links, and even images. By saving a Paragraph, you can easily pull theminto new messages without
having to retype the content.

Saving a Paragraph

Desktop Version Only: If you have already typed the Paragraph in your email body, you can select the
paragraph text, then right click and choose Save as:Paragraph.

1. Open the PoliteMail Builder, click the = button, and select Paragraph.

2. Click the + New button. A window will appear for you to enter your P:ema” e X
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3. The Paragraph will be saved and appear in the Paragraphs drop down f New 7 it 12 Shae =
menu. The name will appear as the first few words in the saved Paragraphs
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To insert your new paragraph, place your cursor where you want the paragraph to go, and use either the
PoliteMail Builder or the Paragraphs button.

Editing a Paragraph



Desktop / 0365: If you need to change the text of the paragraph you will need to load the Paragraph into
a new message, edit the text, and then either save it as a new file, or overwrite the old file.

PoliteMail Online: With PoliteMail Online, you can click the 'Edit' button when viewing your available
Paragraphs in the PoliteMail Builder to edit the content the way you like. When finished,just click Save.

Save Paragraph
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| Samplle lorem ipsum paragraph
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Lorem ipsum dolor sit amet, civibus abhorreant ea eos. Cu cibo maiestatis eam, eos te accusam verterem. Cu eam mundi aeterno,
eripuit accusata mea id, labitur graecis hendrerit mea ut. Inermis oporteat seriptorem his cu. In mei unum menandri, labore
efficiendi ad pro. Dolore sapientem instructior his eu, eos ei inani facilisfierent. Ex per tantas electram
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