
Setting/Editing a personalised Email Template  
in AWM 
 

 

Editing Automated Email Templates 
During the various stages of the membership cycle, ActiveWorks Membership can send members automated 
emails.  

1. Select ‘Programs’ at the top of the page. 

2. Identify the page you wish to update the personalised email for and select ‘View Package Options’ 

 
 

3. On the right-hand side of the page under ‘Email Template’, select ‘View/Edit’.  

4. Identify the email template that you wish to update and select ‘View/Edit’. 
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Life Cycle Emails 

New Member Email 

This email is automatically sent to newly-registered members and to people who have converted from a trial 
membership. 

Renewal Reminder Email 

This email is automatically sent before a membership is set to expire for memberships that have the auto-renewal 
setting turned off. You can set the number of days prior to expiration that the email will be sent. The email 
requires the member to take action to renew their membership before it expires. 
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Membership Expired Email 

This email is automatically sent when a membership is not renewed and has expired. It is sent as a notification the 
day after expiration. 

Auto-Renewal Reminder Email 

This email is automatically sent just before a membership is about to auto-renew. This applies only to 
memberships that have the auto-renewal setting turned on. You can set the number of days prior to expiration 
that the email will be sent. 

Successful Renewal Email 

This email is automatically sent after a membership has been renewed and payment received. This applies to both 
auto-renewal and manual-renewal. 

Cancellation Email 

This email is automatically sent when a membership has been cancelled. This email acts as a notification and 
confirmation of the cancellation. 

Removal Reminder Email 

This email is automatically sent when a member is removed out of a family membership. It is sent as a notification 
of the removal and reminder of the removed family membership and becomes an individual membership. 

Failed Payment Email 

This email is automatically sent if a membership has an unpaid order. The email notifies the member to make a 
payment on portal. 

System Notification Emails 

Sign Waiver Email 

This email is sent to members whose membership was paid for a primary user, and asks the members to sign their 
waivers in the portal 

Sign Waiver Reminder Email 

This email is sent on the 1st of every month to remind members to sign any unsigned waivers in the portal 

 

 

 

 

 

 

 

Editing Personalised Emails 
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Selecting the type of email members will receive 

Club Directors can choose what emails individual members will receive. Use the following instructions 

1. Click on ‘View Package Options’ next to the package you wish to update the emails for. 

 

2. Click on ‘View & Update’ 
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3. Scroll down to the bottom of the page and select the emails you wish members to receive. 

 

4. Select ‘Save’ 

 
 
 
 
 

 
 


