
 
 

 
HOW TO SEND EMAILS 
Emails can be sent from many places within the so4ware. Any non-guest user can send emails from the system. 

 
From the Top Toolbar 
You can send an email to an individual or group from the top toolbar.  

• Select the “SEND” buDon to make the dropdown appear and choose “EMAIL” 
 

 



 
FROM THE PEOPLE MODULE 
 
Select the “ACTIONS” buDon dropdown menu and select “EMAIL” 
 
Note: You can filter the directory to your desired needs (by age, marital status, campus loca:on, and more). Once you have the list of 
people filtered to your needs, select the "Ac:ons" dropdown menu and choose "Email." 
 

 
 

 
 

 
 
 
 



From the CommunicaOon Module 
 
From the top sePngs, select the "Gear buDon" menu, then "CommunicaOon" and "Emails." 
 

 
 
 
 
 
 
 
 
 



From a Group 
 
From the le4 navigaOon choose "Groups," find the appropriate group, go to the "Members" tab, select the 
"AcOons" buDon dropdown menu, and select "Email." 
 
 

 
 
 
 
 
 
 
 
 
 



From the Query Builder/ReporOng Module 
 
A4er you run your query in the “ReporOng” module, select the “AcOons” dropdown menu and select “Email.” 
 

 
 
 



PREPARING TO SEND A MASS EMAIL 
 

• A pop up will display, like in the screenshot below, in which you can specify who the email is from, and if the email 
should be sent to a person's primary email, family manager's email, or parent's email. The user must input a 
subject and the body of the email. 
 

• AddiOonal recipients can be included in the email, those in which you were not generated by the Query Builder: 
People. An aDachment can also be enclosed in the email. 

 
• The email can be sent to everyone now by choosing the "Send Now" buDon; you can also select "Later" and 

schedule the email. 

 


