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Step 1: From your dashboard, click "Create New Action"



Step 2: Choose which type of action to create
(in this example, we use "Link to a Webpage")



Step 3: Give your action a name
This is what the Admin sees, not the Supporter.

(Tip: develop a naming convention so you can easily organize your actions) 



Step 4: Add the Headline, Description, and an Image for your Action 



Step 5 (optional) : Take a moment to view a preview of your action,
then click "Continue Editing Action"



Step 6: Make sure the descriptive details are to your liking
You can choose to turn on "Supporter Notifications"



Step 7: Set the schedule for your action
You can choose when it will go live and when to deactivate it.



Final Step: Return to your "Actions" tab to confirm your action is
ready

(you can reorder the action if necessary)


