
 
Sending a Mass Email: 
 
1. Select Manage, General and Mass Emails under the Automated Emails  

 

 
 
 
 
 
 
 
 
 
 
 
 



2. Complete the Criteria dropdown menu and select the Organization sending the mass email.  
 

 
 

3. Click Add Email at the bottom right corner of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Fill out the From line and Reply To and Subject line 

 
 

5. Select Recipients 

 
6. Choose a Category to whom you wish to send the email 

 



7. Fill out the Criteria 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Enter in the content of the email 

 
 

9. Click the blue Save button at the bottom right-hand corner of the screen. 
 

 
 
 
 
 
 

10. Click Recipients in the upper left corner of the screen to view the preview. You can send 
yourself a test email to see what the email will look once it’s sent to all recipients.  
 

 
 
 
 
 



11. Click Send Email at the bottom right corner of the screen. 
 

 
 
 
 

12. Click Process Emails at the bottom right corner of the screen to send emails out. 

 
 
 
 
 

13. Click on Recipients in the upper left corner of the screen to see everyone it was sent to and 
if the email went through. 
 

 
 
 


