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Editor for Newsletters, Emails and PDF Files

(CK-editor 4.9)

Flexible Design and Drag-and-Drop
Layout and edit your newsletters and emails in a preview that looks exactly like the final email.

TIP! Always layout your templates in a table and define the width for all cells that
should have a fixed width.

How to Make Your Own Template
(In this example: How to layout an email)

1. Creating a New Email
1.1 Go to Layout -> Templates -> Email Template. Create a new email by clicking the "+".

1.2 Click Advanced edit and select table. (Always select table to ensure that your layout is
displayed correctly when sending emails to Outlook accounts).
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2. Defining Table Properties

2.1 Select a number of rows and columns. (The
number is only for the basic layout and can be
altered as you work on the template).

2.2 Define the full width of your table as 100%.

2.3 Define cell spacing and cell padding as well as
border size - in this example, all values are set

to 0.

3. Defining Cell Properties
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Table Properties

Table Properties Advanced

Rows

3
Columns
2

Width
100%

—prETTT—

Headers

None

Cell spacing
0

Border size
0

Cell padding
0

Align
<not set=

Caption

Summary

A

3.1 Select a cell (or select a number of cells to give them the same layout) and right-click.
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3.2 Select cell properties.

Advanced edit v
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[§ Paste Cri+V

Cell 4 Insert Cell Before
Row 4 Insert Cell After
Column v Delete Cells
Delete Table erge Cells
A Table Properties Merge Right
Merge Down

Split Cell Horizontally

Split Cell Vertically

Cell Properties

Cell Properties i

3.3 In this example, we have defined a fixed width of 700 pixels for the column in the middle, while
no width is defined for the right and left columns, as we want them to float (i.e. they adjust

according to the display width).

34 Choose Background Color, and type your colour code (hex or rgb).

Cell Properties

Width Cell Type
Data v

Rows Span

Word Wrap Columns Span

Yes v

Horizontal Alignment Background Color
=not set= ¥ #43474a Choose

Vertical Alignment
Border Color
=notset= v
Choose
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Inserting a Row

4,
4.1 Select a row and right-click.
4.2 Select Row and Insert Row Before/After.
Advanced edit v
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Cell
Row ¥ Insert Row Before
coumn  { | Insert Row After
Delete Table Delete Rows

A Table Properties

Inserting an Image
Drag an image from a folder on your computer and drop it in the preferred place
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Right-click the image and select Image Properties.

Advanced edit v
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[ Table Properties

Ed Image Properties

Image Properties i

53 Define the image width and select alignment.

Image Properties
Image Info

URL
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6. Splitting Cells

Select the cell you wish to split (e.g. in order to change the colour of part of your layout).

6.1
Advanced edit v
23| @ | @ | [@ Source | T, | B @ E « Q b3 | % | e P v
BIRIES % x| Q=|R8|[e|2 & 8| = i
Normal ~ | Font ~ | size - | Mergefi.. ~ | LineHei. ~-| B I U | A- [}

|
C/mmy & I L2 B
{) B N N

6.2

¥
Al

-
1

A
B 4 I v

[g Paste

Cell Insert Cell Before

Row Insert Cell After

Column Delete Cells
Delete Table

ffA Table Properties Merge Right

< Merge Down

Split Cell Horizontally

Split Cell Vertically Split Cell Horizontally ‘

Cell Properties

Product Guide: Editor for Newsletters, Emails and PDF Files (CK-editor 4.9) - webCRM, November 2018 Page6/7



web [[H

CRM made simple

Select the bottom-most cell and right-click. Choose Cell Properties. Define the height and

6.3
background colour.

Cell Properties
Cell Type

Width
pixe v Data

v

Height )
pixels Rows Span

250

Columns Span

Word Wrap
Yes v

Horizontal Alignment Background Color
#{676f6

<not set> v
Vertical Alignment
<not set> v

Border Color

Advanced edit v
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