
ActiveCampaign Adding 
Emails

How to add additional emails in the Automation 
System



First let’s add a Wait 
Period between 
emails.

Click on the Circled 
+ sign



#1. Choose 
Conditions 

& Workflow,

#2. Choose Wait



Choose the 1st Option - for 
a specific period of time



For the 2nd 
email, wait for 1 
day, then click 
Save



Click on the circled + to 
add email



1. Choose 
Sending 
Options

2. Click on Send Email



Click on Create New Email



Give your new email a name, 
in this case - Welcome2, then 
click Create



1. Hover over the 
template you want to 
use, in this case the 
Welcome template. 

2. Click Use This Design



Give your 2nd email a 
title, in this case, 
I Appreciate You.

Keep in mind that this 
title has to grab their 
attention and intrigue 
your contact enough 
to get them to open 
the email.

Click Continue



Remove the fields you are 
not going to use, click on 
the gear icon first and click 
Delete This,  then click on 
the Yes after Are You 
Sure? Now Scroll back to 
the top.



Let’s add a logo at the top 
of the screen, just click on 
the image icon



1. Click on Add an Image
2. Find a .jpg image in your 

picture file.
3. Click on that image
4. Then, Click Open



In the Image Manager, 
hover over the picture you 
want, then click on 
Choose… When you are 
done, Click on the X in the 
upper right hand corner



Position the picture by 
choosing left or right. 
Just Click.



1. Ideally you past your content onto the 
screen, then highlight all of it to change 
the pixel size.

2. Click on the pixel, then click on the Up 
arrow to increase the font size, or the 
Down arrow to decrease the font size. 16 
seems to be the best size for this 
application.



1. Edit your written 
content til you are 
happy with it.

2. Don’t forget to add 
you signature at 
the bottom.

3. Click Save

1. Edit your email 
content, keep the 
paragraphs short 
and leave lots of 
white space. 

2. Don’t forget to add 
a signature at the 
bottom.

3. Click Next



1. You can edit the Subject and 
From, and you can Change 
the Address.

2. You can adjust the options
3. Before you send make sure 

you click on the Desktop 
Preview to look for errors.



If you need to Edit, click 

on this button...



Which brings you back 
to this screen, Hover 
over the email bar, then 
click on Edit Email



You are now 
back to the 
email edit 
screen, make 
whatever 
changes you 
need to make, 
and click Next 
again.



At this point you 
have 2 options: 

Save & Exit (so 
that you can come 
back to it later)

Or, Finish (so that 
you can make this 
Automation Live)



Note: Your Automation is Inactive, just click on 
the active tab to automate this email series.’

Note2: Your emails will not go out til we 
integrate ActiveCampaign with your 
ClickFunnels landing pages… we will get to 
that down the line.


