
 
 
 

 

 
Page 1 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Send Email 

 

 



 
 
 

 

 
Page 2 

 

  

Send Email 

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

 

Enrollment home page  

 From Enrollment Center menu choose your audience 
o  Enrollment or Re-Enrollment 

 

 

 

 

 
Search Grid 

 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 

 Use the filters on the left to further refine your sort 

 
 
 

 Choose the box under gear to select all (i.e. Select 4 students) 
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 With your recipients checked, select Send Email button

 
 

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

 

 
Step through Email Wizard 

Step 1: Pick Template 

 Choose (or add) a template 

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

 Select Next 
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Step 2: Recipient List 

 This list is for review only 

 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 

 Select Next 

 

 

Step 3: Preview/Edit Email  

 Use Edit icon to personalize 

Use Save /Cancel icon 

 Use arrow in blue header (on 
right) to advance through 
recipients 

 Select Send 

 

Step 4: Results Log 

 Review Recipients 

o Only the recipients 
with valid email 
addresses will be on 
this list 

 Use the Gear Icon to set 

columns 

 Use the Excel icon to download recipient details 

 Select Close 
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Communication History 

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

 
 

To find parent communication history 

1. Select the student name from the search grid 

Links are indicated by blue text 

 

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

 

 

 

 

 

 

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

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

5. Select View Full Record 

 
 

6. From Left Navigation select Communications in Person menu 

 


