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Email Blast - TargetingEmail Blast - Targeting

►Click on Email tab on topClick on Email tab on top
►Select your blast form the “Complete and Select your blast form the “Complete and 

existing blast” dropdown menuexisting blast” dropdown menu
►Review your text and then click “Save and Review your text and then click “Save and 

Continue”Continue”
►Click on the button “I wish to send to my Click on the button “I wish to send to my 

entire list”entire list”



Send to Whole List



Email Blast - Email OptionsEmail Blast - Email Options

►Set the “From” field to the name that you Set the “From” field to the name that you 
want the emails to appear to come fromwant the emails to appear to come from

►Set the “From Email” to the email address Set the “From Email” to the email address 
you want the emails to appear to come fromyou want the emails to appear to come from

►Do not change the Reply To Email or the DIA Do not change the Reply To Email or the DIA 
bounce and reply management features will bounce and reply management features will 
not worknot work

►Click “Save and Preview Email Blast”Click “Save and Preview Email Blast”



Enter Your Name

Enter Your Email

Keep Reply To the Same

Click Save



Email Blast - SendEmail Blast - Send

►Send yourself a test messageSend yourself a test message
 Enter your email address in the “Test Email Enter your email address in the “Test Email 

Address” field and click submitAddress” field and click submit
 After the popup window has opened with a After the popup window has opened with a 

success message close that windowsuccess message close that window
 Wait a few minutes and check the email on your Wait a few minutes and check the email on your 

computercomputer
When you are ready to send click the “Submit Blast When you are ready to send click the “Submit Blast 

Now” iconNow” icon



Send yourself a test message

Once tested, start blast



Email BlastEmail Blast

►Wait a few minutes and then refresh the Wait a few minutes and then refresh the 
reports page to see sending the status of the reports page to see sending the status of the 
email blastemail blast



Send yourself a test message

Once tested, start blast



End Of SectionEnd Of Section

►Questions?Questions?
►Comments?Comments?

Thank You!Thank You!
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