Creating and Scheduling Email to Send
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STEP 1

Click on Communication
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STEP 2

Click on Compose a Message
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STEP 3
Click on Email To Many People
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STEP 4

Select your recipients in the 'To' field

= Email To Many People

From: | () Crescence Admin (acmin@ssescorance com) @ X

Torny; | (BONRD SECRETARY o Eosisecrasytangoprmatccn) X
|
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STEP 5

Enter the email subject

2 Email To Many People

From: o Admin com) @ x

o) ) BOARD SECRETARY YUKON (boardsecretaryyukon@yopmail.com) X
o .

Subject: (Mumh\y Update

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 6

Type your email message in the body

SuspEu Mg s
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 Pl figure your ization's CAN-SPAM Footer information in
Communication Settings
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% Attach Files
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Compose a new email to see your signature
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STEP 7

Click on dropdown arrow next to the Send button

STEP 8
Click on Send Later
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STEP 9

Select your send preference from the list

N EmaiJ 0 Send later ( rimezone - 6MT0400)

i Thu, 19 Oct, 2023 ¢
From: o Tomorrow morning , '
QO Tomorrow afternoon Thu, 19 Oct, 2023 ¢
To (1): Q O Friday morning Fri, 20 Oct, 2023 at
O Custom date/time 10/18/2023
Subject: M
Related To:

(0 This is a marketing/promotional email
According to CAN-SPAM Act, a marketing/promotional em:

STEP 10

Click on Custom date/time to create your desired send date/time

¥ Email 0 Send later (rimezone - 6Mra400)

| i Thu, 19 Oct, 202 :00 AM
From: o QO Tomorrow morning u, 19 Oct, 2023 at 08:00

. O Tomorrow afternoon Thu, 19 Oct, 2023 at 01:00 PM

SLLI

To (1) Friday morning Fri, 20 Oct, 2023 at 08:00 AM

[E Custom date/time 10/18/2023 151 PM - ]

Subject: M

Related To: Cancel Send Later

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 11

Click on Send later when finished

Thu, 19 Oct, 2023 at 08:00 AM
Thu, 19 Oct, 2023 at 01:00 PM

Fri, 20 Oct, 2023 at 08:00 AM Cc Bece

(11/01/202 | | 8:00AM -
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iting/promotional email must include unsubscribe information and the
. Please configure your organization’s CAN-SPAM Footer information in
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