How To helpcounter

Volunteer Software

Send An Email To All Volunteers

What this is
This will show you how to send an email to all volunteers in your database. Volunteers designated as 'inactive'
will be skipped.
How to do it
Step 1 Log into the Admin Area of HelpCounter by going to Log into HelpCounter Web...
www.helpcounterweb.com and entering your administrative log | |, yume
on. Passwn
If you are on the computer used for signing in, click on the work (e ko ]

'Admin" in the lower right corner of the main sign in window.

Step 2 In the Administrative Area, click in the panel on the left side of the page < g
labeled 'Communications. Communications
Step 3 Near the upper middle of the Send an E-Mail to a Group of Volunteers

page, click the down arrow under
{ Select a group of volunlears

Send an Eu-MalI to a Group of S § o
Volunteers'. &l 4 ) Volunteers On Fle

v Wdunteers \Who Commilted to Help on an dctivity
Click on 'All Volunteers on File'.  _ Volunteers wha Committed to Help in 2 Classroom

Step 4 You can check the list of recipients by clicking on 'Show Recipient List'. % Show Recipient List |

Click on 'Hide Recipient List' to shrink the box back down.

Step 5 Type in a Topic and a Message for your email. You may use the ~ [Me=s ;
tools above the Message box for formatting. Bl —|FEEIAN :},
i X @liE s i 4
Note: text must selected (highlighted) to format it. | f"
Step 6 When you are satisfied with the formatting, click 'Send Email Now'. [ Send E-Mail Nﬁw:
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