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Overview 
 

This article walks through the steps to upload a file (email attachment) to the System Gallery, and link to that file in your email as an attachment.  

Note: you can link to a file hosted on your own server, but this article talks specifically about hosting it on our server. 

 

 

Tip: Watch this 20 minute video to learn how to use the Trail Blazer CK email editor to style your email templates. 

 

 

 

 

 

 

 

Steps 
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Save your email attachment (file) onto your local machine in a directory that’s easy to find.  In my example I saved a PDF Newsletter into my Temp 

folder as shown below. 
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Open the System Gallery to first upload your file by following Application Menu > System Manager > System gallery.  This area of the database 

requires admin security clearance. 
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Click on the folder you want to upload the attachment too (or create a new folder), and then click [Import File].  In my example I selected a custom 

folder I created called Documents / E-Mail Attachments. 
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Locate and select the file on your local machine, and then click [Open]. 
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Once the file is uploaded, right-click on it, and select ‘Publish on web’.  This is the step where the file gets hosted on the Trail Blazer server. 
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Click [OK] to proceed. 

 

 
 

Click [OK] again once the process is finished. 

 

 

http://www.trailblz.com/kb


How to Add Email Attachments (i.e. PDF’s, Word Docs, Spreadsheets, etc.) to 
an Email Template or Mass Email Campaign 

 

 KNOWLEDGE BASE www.trailblz.com/kb    12 

 

Next you’ll need to right-click on the file and select ‘Get URL…’. 
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Click the [Copy URL to Clipboard] button.  This is what you’ll use in the final steps to hyperlink the attachment in your email. 
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Once that’s finished you can [Close] the System Gallery. 
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Next you’ll need to open the email template or campaign that you’re working on.  In my example I opened a campaign that had already been 

started. 

 

Once the email composer is open, compose your email, highlight some text or an image where you want the attached link to go, and click the 

[Link] button.  My example is below where I highlighted some text that read “this link”. 

 

http://www.trailblz.com/kb
https://www.youtube.com/watch?v=3R3eWcuniJs


How to Add Email Attachments (i.e. PDF’s, Word Docs, Spreadsheets, etc.) to 
an Email Template or Mass Email Campaign 

 

 KNOWLEDGE BASE www.trailblz.com/kb    19 

 

http://www.trailblz.com/kb


How to Add Email Attachments (i.e. PDF’s, Word Docs, Spreadsheets, etc.) to 
an Email Template or Mass Email Campaign 

 

 KNOWLEDGE BASE www.trailblz.com/kb    20 

 

Right-click in the URL field and select Paste.  This is where you’ll paste in the URL that was copied in the previous steps for the location of the 

attached file. 
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Once the URL link is properly inserted, click [OK] to finish. 
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Finish off your email and then run some tests to verify the link is working.  Click [Test] in the bottom-right which will bring up your list of ‘testers’, 

it’s good to test on many different email clients (i.e. Gmail, Outlook, AOL) and on different devices (i.e. iPhone, Android, Windows Phone, Tablets, 

Desktops, etc.). 
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Once you’re satisfied you can schedule your email.  After the email goes out you can go to the Campaigns list, click [Search] and see how many 

people are clicking on your links to download the attachments. 

 

 
 

It’s a great idea to give the tracked link a name so you can also search for the people who actually clicked on it.  You can run this search from the 

Contacts (Voters/Donors) list.  My example is below. 
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The related resources below provide links to a variety of similar articles and videos on the email tools. 
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Related Resources 
 

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 PDF Newsletter and Hyperlink it to the PDF Document 

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

http://www.trailblz.com/kb
http://www.trailblz.com/kb/?action=view&kb=280&cat=1
http://www.trailblz.com/kb/?action=view&kb=267&cat=1
http://www.trailblz.com/kb/?action=view&kb=263&cat=1
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Article: Adding SPF / DKIM Key to your domain’s Txt Record --- Greatly Improve Your Email Open Rates! (*requires access to your web host) 

Article: Configuring your From and Reply Email Address Settings 

Article: Editing Tracked Links for Mass Email Campaigns – Creating Names for those Missing a Name 

Article: How to Delete Unsent Email Campaigns, Test Email Campaigns, and Email Templates 

Article: Setup a User to Receive Test Emails, How to Send Out Test Email Campaigns, and How to Test an Individual Email Template 

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

Article: How to Create a Custom Thank-You Auto-Responder Email with Merge Fields for your Online Donation Form 

Article: How to Import a Google Web Font into your Trail Blazer Email Template 

Article: How to Use the Event Contribution Total Merge-Field in a Mass Email to Thank Attendees for the Total Amount they Gave at a Specific 

Event – 2016 Upgrade 

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

Video: Eblasts Create and Send Eblasts – Includes Image Management 

Video: Eblasts Configure email settings before mass emailing 

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

Video: Scheduled Emails 

Video: Donation Auto Responders with Merge Fields 

Video: Thank you’s using mass email 

 

 

 

 

 

Trail Blazer Live Support 
 

  Phone:  1-866-909-8700 

http://www.trailblz.com/kb
http://www.trailblz.com/kb/?action=view&kb=108&cat=1
http://www.trailblz.com/kb/?action=view&kb=258&cat=1
http://www.trailblz.com/kb/?action=view&kb=92&cat=1
http://www.trailblz.com/kb/?action=view&kb=200&cat=1
http://www.trailblz.com/kb/?action=view&kb=207&cat=1
http://www.trailblz.com/kb/?action=view&kb=325&cat=1
http://www.trailblz.com/kb/?action=view&kb=329&cat=1
http://www.trailblz.com/kb/?action=view&kb=332&cat=1
http://www.trailblz.com/kb/?action=view&kb=339&cat=1
http://www.trailblz.com/kb/?action=view&kb=339&cat=1
http://www.trailblz.com/kb/?action=view&kb=291&cat=1
https://www.youtube.com/watch?v=QAAvHVxFHww
https://www.youtube.com/watch?v=pCISGEiXh-c&list=PLgwwHL9t2abRUvBVQpwjtaSSmZA1mNbDc
https://www.youtube.com/watch?v=x-rF7-WH5ls
https://www.youtube.com/watch?v=3R3eWcuniJs
https://www.youtube.com/watch?v=XQhVau54b48
https://www.youtube.com/watch?v=6KZq8LCXsZI
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   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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mailto:support@trailblz.com
https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
https://twitter.com/trailblazersoft
http://trailblz.com/Support/Learning/Events.aspx
http://www.joingotomeeting.com/
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=OWWX4dkzm0Ht9M&tbnid=fvnmGEIR8WcqlM:&ved=0CAUQjRw&url=http://sisyphus-js.herokuapp.com/&ei=8c93UqrcFYj_qgHr4oGADw&psig=AFQjCNEn8KDSLHIodKJmcApCrvnIZvl23g&ust=1383670048026187

