
ActiveCampaign Automation
How to set up an Automated Email Syste



Click on Automations



Click on New 
Automation



Choose Start from Scratch
Then scroll all the way to 
the bottom and click on 
Continue



Choose Subscribes to a List, 

Then Click Continue.



Select a List from the Drop-down, 
then click on Add Start



Choose Send Email



Click on Create an Email



Give your first email a name, then 
click Create



Let’s start with this simple 
Welcome email template, 
just hover over it and click 
on Use This Design



Give your email a name, i.e. Welcome1, then 
click Continue.



To remove the 
fields you don’t 
need, hover over 
the field, click on 
the gear icon, 
click on 
Delete This, then 
click on Yes after 
Are You Sure.



Highlight the 
content you 
need to 
replace to 
remove it.



1. Type in your content
2. Change the font style 

and size
3. Add links
4. Add a signature at the 

bottom

Click Next 
when complete



In this screen you 
can check some of 
the details and Edit 
the Subject and 
From field. You can 
also Edit the 
address, but note 
that the system will 
not send emails 
without an address.



Scroll down to the 
bottom, here you can 
change some of the 
options, but for now - 
leave them alone. You 
can also send yourselft 
a test email, but I 
recommend clicking on 
Desktop preview. The 
system automatically 
does a spam check in 
the very last field. 
When done, click Finish



This is what your 
Automation screen 
looks at this point, 
with just the 
Welcome1 email. In 
the next training we 
will show you how to 
add the Welcome2 
email.


