
Using Email Wizard 

Below is an example, showing how to contact boarding house parents 

1. In Pupil Manager, click on Custom Search, then Query Builder, and in Data Field select Boarding 

House - TEXT 

 

 

2. Then change the Query Type to ‘Equals’ and click on the Houses that you want (hold down the 

Control key to select multiple houses), then click Search: 

 

 

3. Now select the pupils that you want by ticking their names, and on the right-hand side drop down 

‘Selected Pupils’ choose the option right at the bottom of the list ‘Email Wizard’: 



 

 

 

4. On the pop-up window, select ‘Contacts for the selected pupils’ and click next: 

 

 

5. Now select the type of contact you want (in this case parents): 

 



 

6. You then get a screen to confirm the recipients: 

 

 

7. You will then see a pop-up to check you are happy with your choices: 

 

  

8. Click OK, and you will go through to a screen to compose and send your email: 



 


