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Sending communication emails to those
registered to an event, course, or programme

1 On your admin profile use the list on the left hand side and scroll down to 'Events
Admin'.
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2 Click 'Events Admin'.

3 Click on Event, Course, or Programme.

This selection depends on the type of event you set up.
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4 Your list of events, courses, or programmes will be displayed. Select the one
relevant to you.

5 Click on 'Entries'.
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6 Select the member/participants you want to contact.

7 Click "Email"
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8 Click the 'Subject' field and 'Next'.

9 Add your email text and click 'Send'.


