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Overview 
 

This article shows how to use one of your custom email templates as an auto-responder for a specific event.  The article assumes you already know 

how to create and customize your events. 

 

By default Trail Blazer will send a receipt with the purchase information (which is still an option as a merge field) but if you select one of your own 

templates for the email response it will only send that email response. 

 

IMPORTANT!  *If you decide to create your own email responder for events, it will *NOT* send the order receipt that normally goes out.  If you 

want the details of their order to still be included in the email you’ll need to use the merge field <<OrderReceipt>> which can be found at the 

bottom of the merge field drop-down (shown below): 
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Tip: Get a head start with your email template creation by using one of our Standard Internal Trail Blazer Templates. 

 

 

 

 

 

 

 

 

Steps 
 

First you’ll want to verify that the template you want to use has been created in your Templates list.  My example is below called ‘Membership 

Event Auto-Responder w/Merge Fields’ as shown in the image below. 

 

http://www.trailblz.com/kb
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If you don’t have a template created yet you’ll want to create your own with the merge fields you want to use, or choose from one of our Standard 

Templates as a starting point. 
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After verifying that your email template is ready, navigate to the Events list and open the event you want to configure an email-responder for.  In 

my example I opened the most recent event in my database which was setup to sell memberships and was called ‘Become a Member of 

Pandamonium’. 
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Navigate to the Email Response tab within the event record underneath Setup. 

 

 
 

Select the template you want to use from the drop-down menu and click [Save]. 
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Run a test signup through your event to verify the email looks how you want it to, and that the merge fields you chose to utilize are functioning 

correctly (not all merge fields work in auto-responder emails).  This process is laid out in the sequence of screenshots below. 

 

Img 1 of 7 – After Saving the Event, Click [View Page] 
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Img 2 of 7 – Select an Item (Ticket/Product/Membership) and Click [Order] 
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Img 3 of 7 – Fill Out the Top-Half of Test Event Purchase 

 

http://www.trailblz.com/kb


How to Create Custom Email Responders for Specific Events – New 
2016 Feature Upgrade 

 

 KNOWLEDGE BASE www.trailblz.com/kb    15 

 

http://www.trailblz.com/kb


How to Create Custom Email Responders for Specific Events – New 
2016 Feature Upgrade 

 

 KNOWLEDGE BASE www.trailblz.com/kb    16 

 

Img 4 of 7 – Fill Out the Bottom-Half of Test Event Purchase 
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Img 5 of 7 – Order Confirmation Page after Purchase 
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Img 6 of 7 – Top-Half of My Example Email Response that Went Out 
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Img 7 of 7 – Bottom-Half of My Example Email Response that Went Out 
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Repeat these steps until you are satisfied with the way your auto-responder emails looks.  Once you’re finished you can purge your test orders by 

following the steps below. 

 

Img 1 of 3 – Open the Test Order under the Sales > Orders Tab 
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Img 2 of 3 – Open Each Order Line and Delete it 
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Img 3 of 3 – Delete the Full Test Order Once Each Order Line has been Removed 
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The Related Resources below link to a variety of other articles and videos related to mass email. 
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Related Resources 
 

Article: How to Create Trackable Links in your Email Campaigns, and How to Analyze those Statistics after the Eblasts Goes Out 

Article: How to Cancel to Mass Email Campaign as it’s Going Out & How to Reschedule a Queued Email Campaign 

Article: Configuring your From and Reply Email Address Settings 

Article: How to Upload Documents to your System Gallery such as PDF’s, Spreadsheets, Audio Clips, Image Files, Etc. 

Article: How to Create a Hyperlink around a Screenshot of your Video and Link to the Video from your Trail Blazer Email Templates 

Article: How to Create a Hyperlink around a Screenshot of your PDF Newsletter and Hyperlink it to the PDF Document 

Article: How to Access and Use the Standard Trail Blazer Templates as a Starting Point for Template Creation and Mass E-Mail Campaigns 

Article: From and Reply To Email Addresses for Mass Emails 

Article: Email Thank You Auto-Responders 

Video: Video Playlist for Events 

Video: Donation Auto Responders with Merge Fields 

Video: Eblasts Create and Send Eblasts – Includes Image Management 

Video: Scheduled Emails 

Video: Eblasts –Setting people up to receive test (draft) emails 

Video: Eblasts Configure email settings before mass emailing 

Video: Thank you’s using mass email 
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Trail Blazer Live Support 
 

  Phone:  1-866-909-8700 

   Email:  support@trailblz.com 

   Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180 

   Twitter: https://twitter.com/trailblazersoft 

 

 

* As a policy we require that you have taken our intro training class before calling or emailing our live support team. 

 

Click here to view our calendar for upcoming classes and events.  Feel free to sign up other members on your team for the same training. 

 

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live 

interactive trainings. 

 

* This service is included in your contract.  
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