TO SEND A MASS E-MAIL

From the website, click "Deacon’s Corner (Secured).

You will be prompted to log in with the user nanmel password originally
assigned. (If you do not re-call your usernamea&sword, please contact
messenger@fpcyorksc.org.) Once the username asd/@aksis entered click
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In order to access this page, you must first login.

Type in your user name and password below to continue.
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When the Deacon's Corner webpage opens, clickefMiember Contacts (Mass
E-Mail) link on the left side of the page.
The following page will appear:
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Select groups on the left and use the buttons below to place them inte the box on the right.
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In the middle and bottom section of the screergcsien criteria appears.
Select the groups on the left that need to be dedun the e-mail and click
"Add>>"to move that criteria to the "Selected Gveubox. For example, to
send a message to "All_Users", hi-lite "All_Useagt click "Add>>".
NOTE: When selecting "ALL_Users", it is not neaaysto select any other
groups. Once the selection criteria is complditek the "E-mail" button at
the bottom of the page. The following screen ajlpear:




DO NOT change the e-mail address to send from

Change the reply to Email Address to your own askire

Enter a subject in the subject line

Type your message in the message box.

Uncheck the radio button for "...Check this boxalkso send this email to
children of the members that will receive it.

Proofread your message for accuracy and click "SEND

You will see a confirmation on the screen indicgtine number individuals
that will receive the communication.



