
Update Email Template
Approved Exhibitors with a Balance

BOOTH SALES

We recommend updating the 'Approved Exhibitors with a Balance'
email template to include a direct payment link. Replacing the

Exhibitor Resource Center login link ensures exhibitors can make
payments even if the ERC is not yet activated.

*This update is the default for new events; no further actions are needed. 

Access Email Templates
To access email templates, go to the Sales dropdown on the Show Dashboard
and select Booth Sales.

Then, select Email Templates under
Sales Options/Settings.

https://www.mapyourshow.com/


Use the search bar to find the 'Approved Exhibitors with a Balance'
template. Click the email title to edit.

Update the email text as needed and insert the [PAYMENTLINK] placeholder,
which will automatically populate with recipient data when sent.

Click 'Update Template' at the bottom of the page to save your changes.
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