Using your admin tools — Messages (uea.su)

This guide talks you through how to use the ‘Messages’ admin tools available to club and society
committee members. The purpose of this admin tool button is to enable committee members to
email their members via the SU website.

Click ‘Messages’
button on your admin

Admin tools tools
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Messaging
Back to admin tools | | Send email « Click ‘Send Email’ to send an email
Drafts Any emails that you save as drafts will appear
“Show my drafts only here
Sent items - Any emalIAs that you h?ve sent using this :?\dr‘]1|n tool will be visible here.
You can view the emails you have sent within the last seven days, the last
Show messages sent during: | Lact 7 davs 7 | EiShow previews m montbh, the last year, and all messages ever sent by your club or society.

i There are no sent items for this period.

If you click on send email, you will be taken to this screen...
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Send Email
Your email will automatically be sent from the

From

85U Opportunities <union opportunkties@uen sc uk> email address logged in your club or society’s
rios Rt eionpittte e details under the ‘Edit Details’ admin tool.
Repiy o

#5U Opportunities <union.apportunities@uea ac uk>

‘Chioa Platt <chioe platt@uea. ac.uk>

- Click ‘to’ to select which group you want to send your email

to. You will be able to send to groups, such as all standard
= |

members, and all committee members, or select specific

Write the subject of members.

the email here

Subject

attachments

Click ‘attachments’ - e ———

if you want to

Click this button if you want to track

attach a ﬁle to the Google campaign tracking ” X K
Track this email - Campaign: (no sublect) | Saurce: 18198 the email using google campaign

email

Nota: Open rate tracking Is enabled by default. Only chack this box ryouwoud  tracking. Please note, open rate
tracking is enabled by default. Only
click this box if you want to use
campaign tracking in Google Analytics.



Template
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You can format Message Toxt
your email - =TT "— T
using these
buttons !

\We are running a virtual quiz on the 16th January. The event is free, and you can book a ticket here.
Thanks,

SU Oppertunitss Team
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Press ‘send’ to send the email. You can also
click ‘send preview’ to preview what the
email will look like before sending.

Click ‘save as draft’ to save the email as a
draft and send at a later date.

Click ‘cancel’ if you no longer wish to send
the email.
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Write your email in this box. Make
sure to include as much information
as possible.



