
How to set up the email templates in Aweber 
 
1. Once you have signed up for the Aweber and have your email and details all lined up. 
 
2. There are 2 types of email sequence that we will use.  
  
Indoctrination sequence: these are the email and templates we will use to introduce the 
client and these will be a sequence of 3 emails.  
 
These are automated and you don’t need to set them up every-time. These are ready and on 
auto mode once you set them. 
 
1st Email: will talk about welcoming and thanking the client for signing up for your webinar as 
well as giving them the link to video number 1 
2nd Email: will send them the indoctrination 2 video attached in the email  
3rd Email: will send them the indoctrination 1 and 2 videos and will ask about registering for 
the webinar. 
 
The second one that we will use is the  
 
Broadcast emails: serves as the reminder emails for the webinar.  
 
They can be saved in the mail responder and you have to schedule them every time to send 
them, they don’t go on automated like follow up sequences. 
 
They are basically followed in a 4 email process where 
 
1st email: is sent 10 hours before the webinar  
2nd email: is sent 2 hours before the webinar  
3rd email: is sent 30 mins before the webinar.  
4th email: is sent 5 minutes before the webinar.  
 
All these emails will have registration links and attendance links in the emails, which will also 
be available in the mentioned spaces in the templates as well.  
 



Inserting emails in the Aweber.  
 
Follow ups 
 
1. To insert follow ups you need to first go to the Aweber home page after logging in and then 
you need to click on the messages ->  followup sequences.(see screenshot) 
 

   
 
 
2. Once you do that click on the green button Create a followup. 
 
3. Then you see that the window for inserting message is visible there. Insert the template 
with the heading and set the font to times new roman 14. 
 
4. On the right hand you will see the template section make sure that you have selected 
template left aligned. 



5. Once you do that click on the left margin to make the text aligned to left  (see screenshot) 
 

  

6. After that the margin will be aligned to the left and then you can use the tools accordingly 
from the top bar that is visible. So if you have to use the text you drag the paragraph option 
and drop it down on the place where you want to write, if you want to introduce an image 
you can just simply drag the image. It all depends on the kind of template and visual appeal 
you want to give to your mail. (see screenshot) 

 

  



 
7. Once you insert all the email and you are done click on the next button (green colour that 
is on the bottom and then click on it and proceed to the next and click save and exit out of it. 
 
note there will be a column that will ask you after how many days you have to keep a gap of 1 
day after every email  
 
1st followup: no gap.  
2nd followup: after 1 day after the previous email.  
3rd followup: after 1 day after the previous email.  
 
You can get this thing checked with your coach, just using these steps will help you in doing 
so. 



 
 
Broadcasts: 
 
1. To insert the email template into broadcasts you need to click on messages and then go to 
broadcasts(see screenshot)  
 

  
 
2. Once you do that the same message like window will open where you follow the same steps 
as followup (from steps 3 to step 6) will be the same.  



 
 
3. After that click next, next and you will be asked to schedule the message in a window that 
will ask you to schedule the message. Now in terms of timings of scheduling you have to be 
careful that the timings are as follows. 
 
Broadcast 1: goes 10 hour before the webinar as a reminder.  
 
Broadcast 2: goes 2 hour before the webinar as a reminder. 
 
Broadcast 3: goes 30 minutes before the webinar as a reminder. 
 
Broadcast 4: goes 5 minutes before the webinar as a call for joining the webinar. 
 
For example if we have a webinar that is scheduled at 18th November Eastern 1PM  
 
We’ll follow the following pattern:  
 
Broadcast 1: 3am Tuesday 18th November (10 hours before)  
 
Subject line: Your meeting today 
 
Broadcast 2: 11am Tuesday 18th November (2 hours before)  
 
Subject line: your log in info for the webinar 

Broadcast 3:  12.30 pm Tuesday 18th November (30 minutes before)  
 
Subject Line: We’re on in 30 minutes 
 
Broadcast 4: 12.55 pm Tuesday 18th November (5 minutes before)  
 
Subject line: We’re starting here, log in here 
 
Recommended Resources: 
 
For setting up and calculating international time and timezones:  

http://www.worldtimebuddy.com/ 
 
to see the messages check for the templates section  


