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Head to your Engagifii Workspace

12 Steps (4

STEP 1

Click on Communication
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My Area®
Relationships
Communication
Library

Revenue
Legislation
Events
Accreditation

Settings and Configuration

Welcome Crescerance Admin! &

Welcome to the Association! We're here to serve you.
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STEP 2

Click on Compose a Message
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&% Communication .

‘ [# Compose a Message
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Welcome to the Association! We're here to se

STEP 3
Click on Email To Many People
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STEP 4

Type in the name of the individuals, groups or organizations you would like

to send this email to

You will see the spotlight search pop up with any relevant data below where you typed in

your name
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% Email To Many People ort

From: (@ cr Admin

To: [admin

Subject:
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0 People (0 Records)

Tags (0 Records)

@ Organizations (0 Records)

@ Person Types (0 Records)

o Groups (0 Records)
e Committees (0 Records) >

Start typing to search People, Organizations,

Groups, Tags, Person Types or Committees
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STEP 5

Click on the individual, group or organization you want to send the email to
by clicking on the name
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STEP 6

You will then see the green check mark next to their name, as well as their
email address in the To: field

% Email To Many People

From: (€ Crescerance Admin (admin@crescerance.com) ® X
To (1): () CRESCERANCE ADMIN (1/2) © X

Subject
0 People (1 Record)
Related 1

1 Record
Q CCRESCERANCE ADMIN
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STEP 7

Type out your subject line

% Email To Many People

From: ) c Admin

To (1): | ) CRESCERANCE ADMIN (1/2) @ X

Subject: [Subject Line|

Related To: Start typing here to search..

O This is a marketing/promotional email
According to CAN-SPAM Act, a marketing/promotional email must include unsubscribe information and the

physical address of your organization. Please configure your organization's CAN-SPAM Footer information in
Communication Settings
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STEP 8

For Marketing /promotional emails, you'll check the box for this (above
the text editor) and an additional window will pop up asking for Footer
information

Footer information for Marketing/Promotional Emails

Organization Name *
Organization Name
Organization Url *
Organization Url
Location
Enter Location
Address Line 1+
Address Line 1

Address Line 2

Address Line 2

City * Zip Code *

city Zip Code
Country *

Country

@ Attach Files

# Manage Signatures cancel | | o proview
Composea new email t see your signature
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STEP 9
Click on Attach Files

% Attach Files

# Manage Signatures

Compose a new email to see your signature

STEP 10

Type in your email body. You can type within this box, or copy and paste from
another source.

Subject: Subject Line

Related To: Start typing here to search

O This is a marketing/promotional email
According to CAN-SPAM Act, a marketing/promotional email must include unsubscribe information and the

Pphysical address of your organization. Please configure your organization's CAN-SPAM Footer information in
Communication Settings
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Your email tex{

R Attach Files

¢ Manage Sanatures cencel m
Compose a new email to see your signature
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STEP 11

If you'd like to take a look at what your email will look like prior to sending it
out to your recipients, click on the Preview button in the bottom right

Cancel @ Preview

STEP 12

Once you're ready, click the Send button

cel ‘ @& Preview ’ | Send I v
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