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

1. In Pupil Manager either run a search on the main screen in this case | have picked Stratton

RS Anpicants  Former Pupils  Custom Group Manager  AddPupl  Reports  Management Options

gk Sumame [ Year Group ) House | [ Reports | (2 Templates | &5

M | & NewSeacn
Basic | Academic | Registers | Activiies | CustomGroups | MutipleView | CustomView | QueryBuider | Saved
C% Displayed below are various search critera available 1o find pupls.
- General Detals: ~Specific Pupil Detals:
Forename: ‘ a| School I ‘ a‘
sumame:| B Gender: (O § Male O @ Female
Binn: Month -
S 5 C [—
e ~School Information
Forename: | g adrmission Year: | Select School Year ~|

s @ T Y
Adaress 1/2/3: | @l Boarding House: | Strtton v e_—

scadenic House: | Selee eadernc House <)

Town/County: ‘ ﬁ.l
Form: | Select a Form v

Postcode: | o]
Senooitaus: | ot aSchoot Sats <)

County: | q]

[~ Further School
Previous Schoal: ‘ m| Tutor: | seiect a Tutor v|
School Gode: ‘ ml School Division: | Select a Division ~]
SN Register: [

sSearch
’7 Save & Search

() Include Applicants (] Include Past Pupils Relozd Form

2. 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’:

@ & en Daverpsn Thomas

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



@ Email Wizard - Google Chrome = O X

Email Wizard 8
Use this wizard to send Email messages to pupils and their contacts

lo Welcome to the Email wizard. Please select the type of recipients to include in this correspondence. I

[[] & Selected pupils

Select this option to include all of the selected pupils as message recipients
«,. Contacts for the selected pupils

Select this option to include contacts as message recipients

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

@ Email Wizard - Google Chrome - O 5

Email Wizard g
Use this wizard to send Email messages to pupils and their contacts
Relstion Type | ContactGroup | Fiterby AddressTyps | Fikter by Contact Type
[  Relaton Contacts
O & Aunt 1contact
[0 & Father 1 contact
[0 & Grandfather 1 contact
[0 & Guardian 4 contacts
&9 Parents 6 contacts
O & uncle 1 contact

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



@ Email Wizard - Google Chrome - O X

Email Wizard 8
Use this wizard to send Email messages to pupils and their contacts
Contact Relation | AddressType | = @ WJ)
Family: Morayo Akintonde, Olumide Aki 3 1 contact
b @ Mr&Mrs Akintonde Parents Home =8 I
Family: Osaze Aletor 2 contacts
b @ Mr&Mrs Aletor Parents Home =89
b @@ Mr&Mrs Aletor Parents SecondHome = § @
Family: Anton Amend 1 contact
% @ Mr&Mrs Amend Parents Home = = =
Family: Osekpologbe Aziegbe, Oseyanhu Aziegbe 2 contacts
@b @ Mr & Mrs Azigbe Parents Home =8 I
@b @ Mr& Mrs Azisgbe Parents SecondHome T B O
6. You will then see a pop-up to check you are happy with your choices:

@ Email Wizard - Google Chrome - [} X

E'“‘l;'se“’;:"’m tosend Email ma | WWAMINSter.isams.cloud says ﬁ
Wizard Complete ——

‘ ' Contact The wizard is complete based on your selections. Do you want to AddressType | =, @ 0,

‘ Family: Morayo Akintonde, 0f  CONtiNUe with these choices? —

@b @ Mr & Mrs Akintonde Home =8 &

“ Cancel

Family: Osaze Aletor 2 contacts

<l @ Mr& Mrs Aletor Home = 8 2

«ll @ Mr&Mrs Aletor Parents SecondHome = W I

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

@ Send E-Mail - Google Chrome - [m] X

#) Send EMail | |1 View Sumenary | () Preview E-Mail | ] Close Window

Message IRAnp'uRs‘ Attachments | options

E-MailSuhjecbI |
For this e-mail to be sent you must enter a subject above.
Merge Template: | Select a template v
Selecting a template will overwrite any content currently entered into the editor below,

[ select STUDENT Field v | [ Select PARENT/CONTACT Field | [Select SCHOOL Field v | [ Select OTHER/USEFUL Fild v
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