
S E T T I N G  U P  A  
W E L C O M E  M E S S A G E  
I N  R U B R I C



L O G  I N  T O  
Y O U R  C L U B S  

R U B R I C  
A C C O U N T

• All executives should have access to the Clubs Rubric account.

• If you haven’t accessed this before please follow the instructions in 
the ‘Using Rubric’ section of this page. There are also some short 
video guides on this page for the different Rubric modules, you
can watch the video on the Communications module here.

• If you have any issues accessing Rubric please reach out to your 
Clubs Officer.

https://rusu.rmit.edu.au/club-leader-resources-running-your-club/
https://www.loom.com/share/37e39a24d51545b9950489ec87182c10


G O  T O  T H E  
S M S / E M A I L  T A B  A N D  
S E L E C T  ‘ C R E A T E  N E W  
C A M P A I G N ’

• You can select either email or SMS, however we generally recommend just 
using emails as SMS may be off putting for some members and offers less 
‘creativity’ in your Welcome Message.



P I C K  A  T E M P L A T E  ( O R  C R E A T E  Y O U R  O W N ! )

• There are a range of basic 
templates to choose from, 
even a specific template for 
a ‘Welcome Message’!

• However some of these 
templates come with a lot of 
options and sometimes too 
much content (including the 
‘Welcome Message’ 
template) – feel free to 
explore these yourself but if 
you want to keep it simple 
you can just use the 
‘Announcement’ Template.



W H O  W I L L  
R E C E I V E  T H I S  
E M A I L ?

• After selecting a template you will 
see this page, the first section allows 
you to select who will be receiving this 
email.

• You will see all your membership 
types here, as this is a ‘Welcome’ 
email you should likely just select all 
current membership types.

• Note: When you start this email 
‘campaign’ all current members will 
receive the email, and for as long as 
it is ‘live’ all future signups will also 
receive it.



S T A R T  &  E N D  D A T E  
F O R  T H I S  ‘ C A M P A I G N ’  
&  E M A I L  T I T L E

• Now that you have selected who will receive this email, you need 
to select when it will be sent - this is straightforward, if you want to 
send it immediately then select the current date & time, if you want 
to schedule it for later then select a later date. The end date is 
also self explanatory, this is when the email campaign will end.

• However, this is a good time to explain the difference between an 
ongoing email campaign and a ‘one off’. If you want to send out 
an email to all current members you could just set the end time as 
a day or so after the start time. If you want this to be an email 
that all current and future members receive (like we do for this 
Welcome Message) then you can set the end time far later, in this 
case we can select the end of the year for example.

• Note: Despite being an ‘ongoing’ campaign, each member will 
only receive this email once - it just means that anyone that signs 
up to be a member within this period will also receive the email 
upon signing up.

• The email subject will be the header/title of the email, keep it 
short and simple (put your own Clubs name there instead of [CLUB 
NAME]).



D E S I G N I N G  
Y O U R  
W E L C O M E  
E M A I L

• If you selected the ‘Announcement’ 
template then you should see this when 
you scroll down, if you selected another 
template it will look different – but the 
same principles will apply.

• You can customise this however you like, 
get creative if you want!

• The following parts will show you some 
of the basic ways to edit this template, 
but feel free to explore more on your 
own.

• Note: This draft will not save unless you 
scroll down and click the save draft 
button – be careful about closing the tab 
or refreshing the page without saving!



A D D I N G  A N  I M A G E  &  D E L E T I N G  A N  
E L E M E N T
• If you want to add an image to a section like the logo at the top or the picture in the middle, you first need to click the box you want to add 

it to (which will outline the box in red) and then click the button as shown in the image on the left, you can then follow the instructions in the 
box that pops up.

• To delete an element, you can simply click on it and then click the bin icon as shown in the picture on the right.

• Note: You can use standard shortcuts when editing, such as CTRL+Z to undo (but sometimes you will need to click off an element before 
doing so otherwise it may not work)



E D I T I N G  A  L I N K  O N  A  B U T T O N
• If you want to edit a link on a 

‘button’, like the blue ‘Click 
Here’ button in the template, 
you can simply click on the 
button you want to edit the 
link of, and then press the icon 
highlighted in the image on 
the left.

• You will see a pop-up window 
like the one on the right, you 
can delete the circled link and 
paste your own.



C H A N G I N G  S O C I A L  M E D I A  L I N K S  P A R T  1

• To change the social media 
links in your email you first 
need to select the element 
that contains the Facebook & 
Instagram logos at the 
bottom, you can see the red 
outline around the ‘box’ they 
are in once selected.

• Then click the icon 
highlighted icon, see next 
section for the following 
steps.



C H A N G I N G  S O C I A L  
M E D I A  L I N K S  PA R T  2
• Once you click the button in the previous section you will see the image on the 

top left, if you wish to delete one or both icons you can click the bin icon to 
the right of them.

• Otherwise, if you wish to change the link you can click on either icon and you 
will see a pop-up box like the bottom left, you can paste your own social 
media link where the circle is.



A D D I N G  T E X T  
&  F I N I S H I N G  
T O U C H E S

• To add text to any of the boxes with 
text already in them simply click on 
them and you can edit it. Text on the 
left is an example, write whatever you 
want!

• In your text you can use either 
**NAME** or **FIRSTNAME**, this 
will be automatically replaced with 
the members name when it is sent out 
to them. Despite the example on the 
left I would recommend just using 
**FIRSTNAME** rather than 
**NAME** (which will use their full 
name).



C H E C K I N G  
M O B I L E  V I E W

• Before sending it's important to check 
how the email will look on a phone as 
well, as I’m sure many of your 
members will be opening the email on 
their phone.

• If you select the button highlighted in 
the picture (make sure you don’t have 
any elements selected, you can just 
click elsewhere on the page to 
deselect) it will show you the ‘mobile 
view’. You can click this button again 
to go back to the regular view.



S E N D I N G  Y O U R  E M A I L

• Before sending it out to members, make sure to send a test email to yourself first!

• If you’re happy with how it looks then select ‘Submit’ to start the campaign - remember all current members will receive an email 
immediately (if you selected the current date/time as the start time) and all future members will receive an email right after signing up.

• Have a play with the templates or creating your own, as you can use this system to send out promotional emails for your upcoming
events, AGM invites or any other communications with your members!

• If there’s any questions you can always reach out to your Clubs Officer.
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