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Using Snippets (General Usage) 
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Link: https://slate.okstate.edu/manage/inbox/ 

This document will walk through how to create simple and complex snippets and how to use themin the slate Inbox 

STEP 1: Navigate to the Snippets area of the Inbox; choose Personal 

 

STEP 2: Navigate to the New Snippet area of Snippets 

 

STEP 3: Create your new (basic) snippet using the provided text editing box 

 Give it a name so you can find it later and complete the messaging 

  

 The Snippet now appears in your Snippets list 

 

Be sure to SAVE 
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Step 4: Complex Snippet – adding merge fields 

 Sample SMS: 

 

 The same steps from above apply, but you have to select your exports to add them to the message 

Scroll below the text entry box to the “exports” area: 

 

USE EXTREME CAUTION WITH THESE EXPORTS! IF YOU ARE UNSURE WHICH ONE YOU 
NEED, PLEASE ASK osustudentsuccess@okstate.edu ! 

Names may not be as you expect. (ex: for major, use “Primary Major” not “Major”) 

Step 4: Add your merge fields 

 Click the Merge Field action button: , select the desires merge from the list, OK 

 

Click the Export Button:  

Select your needed export from the “Person” section 

 

Result:  

 

Result: 

 

Add the rest of your message and other merge fields 

SAVE 
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Step 4: Using your Snippet 

 Navigate to an email in the inbox that are replying to and *Click* 

 

 In the compose window, you can choose your snippet from the Snippets List at the bottom 
  The preview helps make sure you choose the right one- and it populates in the message body 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


