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How to send Mass Email to All Registered Members

Step 1: Search for Event
Before sending mass emails for a single event, you will need to find the “Event ID” using the event search feature.
1. Go to nsdjax.org and click Registration in top menu to get to CircleBridge (CB).
2. Login with your standard CB username and password.
3. In the top menu, choose Admin and select Event Search to open the Search for Events screen.
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4. On the Search for Events screen, ensure that the Event Name drop-down says Like and type part of the name of the local dues event into the Event Name field (e.g. “Longhouse Dues”) and change the Event Start Date to be a few months before the program year starts (e.g. April 1st of the program year). Then click the Grid button to perform the search.
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5. Look through the list and find your event. Take note of the “Event ID” in the grid. You will use the “Event ID” in the next steps.
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NOTE: If the dues event does not appear, try going back and changing the Event Start Date field to an earlier date to make sure the dues event is included in the list.

Sending Mass Emails
1. Once again, in the top menu, choose Admin and select Mass Email to open the Mass Email screen.
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2. On the Mass Email screen, type the “Event ID” you previously discovered into the Event ID field.


3. [bookmark: _GoBack]Go to the bottom of the page, and click the Search button. 
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4. The next screen pre-populates event information into the subject and message/body for the dues event. It also shows the number of recipients (i.e. all members matching the selections on the previous that have email addresses on their profile. 
5. Type a Subject, add necessary attachments using the Attach File button, and type your email message (i.e. body).

6. 

7. When you are finished typing your email, click the Send button. 
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8. The email will go into a send queue and CircleBridge sends them out in bulk so it may take minutes to hours before all of the emails are sent.
9. If the email is not received after two hours, please contact the Timucuan Webspinner (webspinner@nsdjax.org) for assistance.
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Event Search Results

EventiD Level  Group  EventName Event Start Date Event Start Time EventEnd Date EventEndTime Open Reg Date Oper
Copy  Roste| Federation Timucuan 2016-2017 Local Longhouse Dues  6/1/16 12:00 AM sB1M7 12:00 AM 60116 1200
Copy Roster 5087  Federation Timucuan 2016-2017 National Longhouse Dues 6/1/16 12:00 AM sB1M7 12:00 AM 60116 1200
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Mass Email

- Mass emails are only sent to people who are currently in a Tribe.

- Mass emails are only sent to families who have not opted out of receiving them
Entering no criteria and clicking 'Search will return all current members.
‘Searching with 'Event ID' wil return only people eligible for that event

Nation: v
Tribe: v

Event ID:
Attending: v
Shopping Cart: v

Family Members: Primary Parent Only v





image6.png
Mass Email

To: 157 Recipients 4—

From: Scott Kiueppel (ironwolffax@gmail com)

Subject: [Timucuan] 2016-2017 Local Longhouse Dues
Aftach File None

2016-2017 Local Longhouse Dues.

This is a Patch Event!

Start: Wed 6/1/16 12:00 AM

End: Wed 5/31/17 12:00 AM

Currently Registered: 191

Cost: 20.00 per Person

Registration Open: Wed 6/1/16 12:00 AM thru Wed 5/31/17 12:00 AM

Comment: Discounted rate of $20 per person ($5 discount) in effect until the Citywide Pow Wow

Register: https://www_circlebridge com/timucuan/iogin php?ev=5086
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