
How to Email other Club Members –  

 
 

Go to “Our Club.” Under that is a drop-down menu of “Send Email to Members.”  
 
You must be logged in to see this page.  



Below is the page you will see.  

The first step is to search for who you want to send the message to.  

 

Ignore everything else for now, and click on “Select from Member List.”   

(Note that you will not see as many options as are listed here. This is what an administrator will see.) 



The following screen comes up . This allows you to search for a member in 3 different ways. Choose only one -  

1. Search for what their last name or first name starts with 

2. Search by what letter their last name starts with  

3. Find the page that lists their name  
 

1. Search by “Last Name starts with” or 

“First Name starts with.”   

2. Search by what letter their last name starts with 
by clicking on the letter. 

 

OR 

OR 

3. Find the page that lists their name. In this 
example you can see that there are 4 pages 
of members.  If a member’s last name starts 
with “W” they will likely be on the last page. 



This is  the screen that comes up if you click on a letter. In this case, the letter searched was “D.” 

 

Put a check mark in 
the box to the left of 
the member you want to 
contact.  

Click on “Add Selected Names.”  

You are able to send messages to more than one member.  

“Reply All” is turned off. 



Type in your Message Subject 

Type in your Message here 

This step is done. See that one 

recipient is listed.  

Click “Send.” 



 

 

It is possible to add links to email messages by Clicking on “Link Manager.” But it is not as easy or straightforward as 

the rest of the process.   






