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1.  Update email contact list.

This needs to be done about once a month, or as deemed required.

1. Log in to site.

2. Click the groups tab

3. View contacts for the required group (in this case GISSA Western Cape Members)

4. Select “Full list of **”

5. Remove from list

6. Activate group.

7. Click advanced search option in box on left

8. Choose “custom fields”

9. Select required province and paid status from drop down list – each search must be done individually.

10. Select “Full list of **”

11. Add to active group

12. Repeat using each of the required search criteria.

13. Deactivate group 

2.  Send email to a group

1. Login to the site.

2. Click the email button

3. Type the subject and body and add attachments and hyperlinks if required. 

4. Choose type of recipients at To: and add

5. Click the “Preview” and check email content

6. Click “Send”

7. Log out.

