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Start by logging into the EMC

Under the Event Emails tab, select Edit Coaching
Emails.

Customize Your Email
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Manage Email Groups
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Your Event Emails

Edit Coaching Emails

If you have appropriate permissions, you can work with:

1. Select the template you want to send, and Copy it to make it editable.

2.

Click Edit next to the new version of your email template.

1. Message Information

Work through the Related Actions: : Eu‘“

a. Message Information: Please do not 4. WL Conlrt
change the message name AR

b. Envelope Information: Update to staff 7. Approve

person’s name and cancer.org email
address

c. Stationary: This has been set already

d. HTML Content: Update the body of your

if * 1. sender Name:

Enter the name to display in the From area of the email header and inbox of message recipients

English || Spanish

[ReTay For Life of Hope City ]

§f 2 Reply-To Email Address:

Enter the email address where replies to the message will be sent. The Sender Email Address will be used by default T empty

[sue. smiTey@cancer. org ]

fil * 3. Message Subject

Enter the phrase or select a personalized option to display in the Subject area in the email header and inbox of the message resipients

English || Spanish

[Pon € waste any timel ]

Select Personalization Option v

‘ = D%dl‘lc(ﬂ

email to include your desired information.

1. Message Informatior 'y
el § * 1. Message Content:

Enter and format your message content in the editor window. Save the content before you can preview the message.

Send Review Email

Dear [[S1frst_name]]
7. Approve

2. Emvelope
3 Stationery [ Enalish || Spanish |

& GnilEnd B 7 U | % Ga@ .k @ e |==
5. Plain Text Content o | | | || Format

~| Font family |+ Fontsize

VI E—M@A-2-

-3 if

‘ [ Next JEEEYA a'nrmev.orundu changes or cancel

You have signed up early for the [[$47:66330:_info: 1:event_tite] and showed that you are committed to fighting cancer everyday - and
not just when we gather on [[S47:66330:f1_info: 1:event_date]l. Thank you for your early registration and being a leader in our community

While our [[S47:66330:fr_info:1:zevent_title]] is still [<] months away, you've shown that it's never too early to get started. Keep up
[the momentum of registering online with some extra cancer-fighting fundraising work with your team!

« Aim to join the Hope Club before the end of the year! The Hope Club is a nationwide army of Relay For Life participants that
have raised the suggested minimum of $100 and have eamed their Relay For Life event tshirts! Why wait to try and fulfil your
Path:
A

e. Plain Text Content: Click the green Convert to

Plain Text button.

4. Send your Review Email in both the HTML and Plain

1. Plain Text Content Conversion:

‘ Convert to Plain Text ’

g tting in the message content and create the plain text formatted version.

Text version verify that the content and links are all correct.

5. Click Approve and Finish.

Set Up Email Audience

1. Once you have Approved your email, click Begin Delivery.

If you have any questions, please open an event support case



https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

2. Email Audience: Select the correct audience based on the email type.

information and tips on being a successful fundraiser

your event

Setting up Current Participant audience for an Engagement Email:

1. Select the Current Event Participants radio button, click Next.

2. Click Add All >> to email all current event participant groups, click Next.

Engagement Email: Should go to current participants, sharing event =

Recruitment Email: Should go to past participants, inviting them back to

* 1. Email Audience:

Current Event Participants
Previous Event Participants
Current Event Donors
Previous Event Donors
Groups Created by this Event

Next or  Cancel

Determines who should be sent this email message

Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City": Deliveries > Select Participation Types.

Select Delivery Type

~

Select Participation Types

w

Select Registration Filters

-~

Select Team Filters

RFL
RFL
RFL
RFL
RFL
RFL
RFL
RFL
RFL
RFL

Cvis
cvis
cvis
cvis
cyis
cris
cvig
cvig
c¥is
c¥is

EC
EC
EC
EC
EC
EC
EC
EC
EC
EC

@

Review Delivery Details

PA
Pa
Pa
PA
PA
Pa
PA
PA
Pa
Pa

* 1. Participation Types to Target With this Email Message:

each Participation Type that has partizipants who should be sent this email message.

All Selections

Hope City=/APL Scannable Form RFL CYis
Hope City=/Caregiver walk only (no fee) RFL Cv1s
Hope City=/Pay Registration by Cash or Check RFL Cv1s
Hope City®/Pay Registration by Credit Card RFL CY15
Hope City#/Flaceholder 1 RFL CY15
Hope City=/Placeholer 2 Inipaind
Hope Citys/Flacehalder 2 Add ATl >>  [EERESRH
Hope City®/Placeholder 4 RFL CY15

Hope City=/Survivor Lap Registration only
Hope City=/ves, I want to sign up to Tundrais...

EC
EC
EC
EC
EC
EC
EC
EC
EC
EC

PA
Pa
Pa
PA
PA
Pa
PA
PA
Pa
Pa

Relay For Life of Hope City

Your Selections - 10/

Hope City=/API scannable Form

Hope City=/Caregiver walk only (mo fee)

Hope Citys/Pay Registration by Cash or check
Hope City®/Pay Registration by Credit Card

Hope City#/Flaceholder 1

Hope City=/Placeholder 2

Hope Citys/Placeholder 2

Hope Citys/Placeholder 4

Hope City=/survivor Lap Registration only

Hope City=/ves, I want to sign up to fundrais...

[ED orcancel

3. Apply any optional filters on the recipient list, click Next.

4. Proceed to Review Delivery Details to set up your email delivery

Setting up the Past Participant audience for a Recruitment Email:

1. Select the Previous Event Participants radio button, click Next.

2. Click Add All >> to email all past participant groups, click Next.

1. Select Delivery Type
2

Select Previous Event
Participation Types

Rewview Delivery Details

EA
EA
A
A
Ea
A
A
Ea

FA
PA
PA
PA
Pa
PA
PA
PA

t Previous Event Participation Types!

All Selections

Hope City#/AFI Scannable Form

Hope City#/Caregiver walk only (no fee) RFL CY14
Hope City*/Pay Registration by Cash or Check RFL CY14
Hope City*/Pay Registration by Credit Card RFL CY14
Hope City=/Placeholder 1 RFL CY14
Hope City®/Flaceholder 2 A RFL Cvi4
Hope City#/Placeholder 2 Add ATl >>  |LTRESER
Hope City*/Survivor Lap Registration only RFL CY14
<< Remove

EA
EA
A
A
Ea
A
A
Ea

. 4 Select the Previous Event Participation Types that should receive this email. Select a Participation Type from the list on the right and click Remove to remove it from the
" selected audience.

FA
PA
PA
PA
Pa
PA
PA
PA

Relay For Life of Hope City

Hope City*/AFI Scannable Form

Hope City*/Caregiver walk only (no fee)

Hope City*/Pay Registration by Cash or Check
Hope City*/Pay Registration by Credit Card
Hope City=/Placeholder 1

Hope City*/Placeholder 2

Hope City*/Placeholder 2

Hope City*/Survivor Lap Registration only

[E) orcancel

If you have any questions, please open an event support case



https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

3. Onthe summary page, click Manage Do Not Email Groups
under Related Actions.

4. Choose the radio button for Current Event Participants, click
Next.

5. Click Exclude All >>, then click Finish.

Related Actions
Schedule

Manage Do Not Email Groups

'* * 1. Do Not Email Audience;

giange= . of Group members will not receive this emai

( ® Current Event Participants )

Current Event Donors

Previous Event Donors
Groups Created by this Event

D orcancel

* 1. Do Not Email Audience:

Determines which type of participants, danors, or group members will not receive this email

All Email Groups

RFL CY16 EC PA Hope City/APT Scannable Form

RFL CY16 EC PA Hope City/Caregiver Walk Only (no fee)

RFL CY16 EC PA Hope City/Pay Registration by Cash or Check

RFL CY16 EC PA Hope City/Pay Registration by Credit card _

RFL CY16 EC PA Hope City/Placeholder 1

RFL CY16 EC PA Hope City/Placeholder 2 [
RFL CY16 EC PA Hope City/Placeholder 3

RFL CY16 EC PA Hope City/Placeholder 4

RFL CY16 EC PA Hope City/Survivor Lap Registration Only

RFL CY16 EC PA Hope City/Yes, I want to sign up to fundraise online!

<< Allow AT1

o caneel

Excluded Email Groups

RFL €Y16 EC PA Hope City/APT Scannable Form

RFL CY16 EC PA Hope City/Caregiver Walk Only (no fee)

RFL €Y16 EC PA Hope City/Pay Registration by Cash or Check

RFL €Y16 EC PA Hope City/Pay Registration by Credit card

REL CY16 EC PA Hope City/Placeholder 1

RFL CY16 EC PA Hope City/Placeholder 2

RFL CY16 EC PA Hope City/Placeholder 3

RFL CY16 EC PA Hope City/Placeholder 4

RFL CY16 EC PA Hope City/Survivor Lap Registration Only

RFL CY16 EC PA Hope City/Yes, I want to sign up to fundraise online!

6. Proceed to Review Delivery Details to set up your email delivery

Set Up Email Delivery (Review Delivery Details)

1. If you wish to send your message immediately, click the B0 8T © 5 FE T3 %8 button.

2. To schedule the delivery for a later time, click on Schedule unde
a. Select the date and time you want the message to send and
b. Verify that your delivery date/time is correct and
click the BTG RCRE=a 5 T S RTS8 button.

r Related Actions.
click Finish. Related Actions

Schedule

If you have any questions, please open an event support case



https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

