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Send Email

Bulk emails are sent directly from the Enrollment/Re-Enrollment Search screen

Enrollment home page

‘L‘E e  From Enrollment Center menu choose your audience
( -;l o Enrollment or Re-Enrollment
e

EMROLLMEMNT

Search Grid

e Use the Quick Search filters at the top of the window to select by Name, Year, Division, Grade, AR
Group, Enrollment Status, Contract Status or Student Group

e Use the filters on the left to further refine your sort

Re-Enroliment  Home/Search

<< Hide | | Quick Search: Year: Division: Grade: AR Group:
Load Saved Filter v ‘ | Current: 2019-2020 v Lower School v Al v Al v
E Enrollment Status: Contract Status: Student Group: e
Al v Al v Al v
Filter by
@ All students
&m PcstReEnmllmmtData] EPublishCmrac(l Send Emai\] Vimswedcuntracul Unnuh\ishcamnct]
@ ReEnrollment Information 2
Contract Received Date IsBlark & X Select 4 students I
© Parents [= SEARCHGRID BB PIVOTTABLE
N T e B i e e e e R e
) Allen Martha 2 LowerSchool 2019-2020  Lower School Published 03/20/2019 No No No
@ ChecklistItem
Hall Charles 3 LowerSchool 2019-2020  Lower School Published 03/20/2019 No No Waived
King Angela H LowerSchiool 2019-2020  Lower School Published 03/20/2019 No No Waived
Clark Jerry & LowerSchool 2019-2020  Lower School Published 03/20/2019 No No Waived
‘4 »
IR 15 7 jtemsper page 1-40f4items
& [

| Select 4 students

e Choose the box under gear to select all (i.e. Select 4 students)
SEARCH GRID il

LI

« Allen M
+ Hall Ch
«| King An
# Clark Je
4
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e With your recipients checked, select Send Email button

Post Re-Enrollment D-ata] E Publish Cuntract] Send Email View Saved Contracts

Unpublish Contract

If you do not make a selection the system will prompt you with a message to do so,

"You must select at least one person.

Close

Step through Email Wizard
Step 1: Pick Template
e Choose (or add) a template

e Note the option to send only to
Signatories who have not
signed contract

e Select Next

(1]

Pick Template

Pick from existing template:  Pubiish Re-Envoliment Contract w Ilj\dd Mo Temp alu|
Maote: Emadl will be sent o sontract signatory and nat to student)

-hSun-d only to signatories who have not signed the Re-Enrollment contract

tPublishontract Type: System

Digplay Tesct: Pubilich Ra-Enrnliment Cantract Sender’s Email:

Subject: Re-Enrallment Contract Information Sender's Name:
Attachments: BEC:
Reply To Emait: o

m cancel
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Step 2: Recipient List
e This list is for review only

e Note the message about
recipients who do not have
valid email address.

o If this list needs a
correction, select the

Cancel button and adjust
recipients as needed from

Search Grid

e Select Next

Step 3: Preview/Edit Email

e Use Edit icon to personalize

Pick Template Recipient List

g Note: Emails will be sent to each recipient as well as inserted into their
communication history

An email will be sent to 3 recipients.
4 of the selected recipients do not have 2 primary email 2ddress

%[

& " " Published
Published
Published

. . Published
Published
Published
Published

Communication Category: | Pyblic hd

%] I Use Save /Cancel icon

e Use arrow in blue header (on

right) to advance through
recipients

e Select Send

Step 4: Results Log

e Review Recipients
o Only the recipients
with valid email
addresses will be on
this list
e Use the Gear Icon to set

columns

() —0- o

Preview/Edit Email

Pick Template

blished John's Re-Enroliment Contract. It is now visibie online from your Parent Portal. You can access your account here.
— s
Send Email ®
Pick Template Recipient List Previev:/Edit Email Results Log

Mumber of Successful emails: 3
Number of Failed emails: 0

X
= Cori e
Contrac

Published Successful
o - Published
Published
LR Il 10~ items per page 1-3ofJitems

Close

e Use the Excel icon to download recipient details

e Select Close
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Communication History

The email history is saved for each person under their full profile (Person | Communications)

. Noah Harry Hall

<< Hide

SENT PENDING
J person _—
Name Search: Method: To From:
— v e J
Employment
§ 04/17/2015 03:29 PM Contract Signature Incomplete Communication Email Mr. Noah Harry Hall Re-Enroliment
Education History
BT LR L] 10~ jtems perpage 1-1of litems
Relationships

Communications

Comments

Madiz

To find parent communication history

1. Select the student name from the search grid

Links are indicated by blue text

= SEARCH GRID B PIVOT TABLE

== ==

Allen Martha 2
Hz Charles 3
KI Angela 5
CI Jerry [

2. Select Contract from navigation on the left side of screen.

. Charles Alexander Hall HAL
Q, view Full Record

08/31

Male

<< Hide
ACTIVE

Generzl
Contract

Trznsactions

Appraval

3. Scroll down to see Contract Signatory table
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4. Select Name (blue text = hyperlink)

6.

Transactions

Approval

EDITING Home/ Search/ Re-Enroliment

Contract Name:
LowerSchool

Published Date:

Received Date:

Visible From:
12/25/2018

Visible To:
03/01/2022

03/20/201901:02 PM

# Contract Portal Visibility:

Contract Signatories

1
Nosh Hall Stepfather Parent/Guardi
Amber Hall Mother Parent/CGuardi:
5. Select View Full Record
Mr. Noah Harry Hall
Mr. Noah Harry Hall
01/26/1948
Male
Role(s): Parent, Constituent
Close
From Left Navigation select Communications in Person menu
eomnc @REER  Home/All People
‘ Noah Harry Hall
“ehide SENT PENDING
f Ferson —
- Search: Method: To From:
Address v E Claar
Emplayment
EBio

Educstion Histary
Connections
Relationships

Communications

Contract Signature Incomplete

10 ™ itemsperpage

‘Communication

Email

Mr. Noah Harry Hal

Re-Enrollment

1-1of Litems
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