VLC E-Mail Instructions to Use:
BEFORE Teams are Assigned or when Emailing MULTIPLE Teams
www.veronalacrosse.com
To log in use the same user name and password you used when you registered your player or registered as a coach. .  If you have forgotten your password, you can recover it by using the "edit my account" option on the website.  You must log in to perform any of the following tasks.
E-Mail use VLC System (Before Teams are Formed):  Option 1
1. On the top bar, click on Admin 
2. Select Members
3. Select Email Members
4. In Report Type, Send Email is the default.  You can also you can select Text or Email & Text as options.
5. Selecting recipients
a. Scroll to the bottom and click on the applicable “Registered In” program.  You can select more than one program by holding down the “Shift” key.
b. Select a team from LAST season on the right by changing the drop down to the applicable Spring Season, and selecting the team.  All teams will automatically be highlighted.  Simply click on the applicable team to select just that team or you can select more than one team by holding down the “Shift” Key.  
c. You can do both of the above to narrow a search furthe (but if there is a conflict, it will return zero recipients).  You can also add restrictions on grades. 
6. Scroll to the bottom, and click Find Members.  This will bring up a “Compose a Message” box.
7. In From, type your name and/or Verona Lacrosse Club.
8. In Reply To, include your reply email.
9. You can Edit or View the Addresses selected.
a. Click Edit Recipients to “uncheck” anyone who you don’t want to receive the email and/or to review the list.  
i. If you selected the “Registered In” list, this list will ONLY include those registered in the program, not coaches or those or do not have a player registered.
ii. If you selected a team from last year, this list will include players, parents, and coaches assigned to that team.
b. Emails will only be sent ONCE to an Email address.  A player and a parent may both be listed under “Edit Recipients”, but if they use the same Email address, it will only be listed once under View Addresses”.
10. ONCE YOU’VE GOTTEN TO “COMPOSE A MESSAGE”, DO NOT CLICK BACK TO DOUBLE CHECK ANYTHING.  IF YOU DO, IT MAY STILL SHOW RECIPIENTS, BUT IT WILL SEND TO NO ONE.
11. Be sure to include a Subject as well.
12. Attachments.  If including at attachment, choose the file to attach.  Note that it may include an attachment address of c:\fakepath\...   The file should still attach regardless of this path name.
13. Compose Your Email:
a. Simply compose your message or use a Saved Templates.  
i. If using a saved template (by you or others), simply use the down arrow at the right of the field to select your template option.  You can then modify your Email message according.  Also, you can simply look at the list to see if there is a template that may work for your purposes
ii. NOTE:  If you use a template, changes made in your email do not automatically change the base template.
14. Upon Completion of your Email you can select a read acknowledgment, send later or use as a future template.
a. If this is an Email that you will likely use again, consider checking the box at the bottom “Save this email as a template for future use?”  This will create a new template for your future use.  Saving a new template does not modify the template you started with.
15. Lastly, once your email is composed, you can preview or send a test.  
a. It is recommended to send a Test.  The test will be sent to the Email address in the Reply To box.
b. Attachments will not show up in Test Emails.
c. Attachments will show up in the final Email as a link at the bottom of the email.

E-Mail Using OWN Email Program (Before Teams are Formed):  Option 2
1. On the top bar, click on Admin 
2. Select Members
3. Select Export Members.  Report type will indicate Download Data
4. Under Member Type, specify if you want All, Player, or Parent in your downloaded list.
5. Scroll to the bottom and click on the applicable “Registered In” program.  You can select more than one program by holding down the “Shift” key.
6. Scroll to the bottom, and click Find Members.  
7. This will bring up a Download Member Data
8. [bookmark: _GoBack]The default is to include all data.  Alternatively, you can Choose YEAR_Registration_List to pull up a registration template and/or create your own report.
9. Click Save & Download.
10. This will bring up a CSV file in which you can cut and paste emails into another email program.

E-Mail to Multiple Teams (After Players have been assigned to Rosters) 
1. Once teams have been formed, emails can be sent to the team (including parents, players and coaches) directly from the team page.  This is the preferred method once teams are formed.
2. However, if multiple teams need to be emailed, replace Step 5 above by selecting the applicable team(s) on the right under “Assigned to Teams”.  Pick the applicable teams, and then scroll down to Find Members.
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