25Live Pro Sending Email

Sending Email from 25Live Pro

Emails concerning event details can be sent directly from 25Live Pro. To send event details, follow the steps
listed below.

1. Open the event and click on the More Actions drop down menu.

k" ENGL MENTORING SESSIONS Tentative 20%-ACIEV

10 2015 1100 am - 1298 pm

ry week on Thuns

tai Decurmances Casandar Schedul Task List Prizing it Tral

2. Click on Email Event Details.
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NOTE: If the email recipient is already in the Related Recipients list, click the box beside the name.
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Click the To link to open the search box.

Sending Email

4. Enter the name of the email recipient; one or more names will appear in a list with a box beside the

name.

5. Click in the box to select a person in the list.

6. Click Done.
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7. If the email is for an event confirmation, check the box to include an iCal file.
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Message Body Check the checkbox to include Event Details. Add a custom message if desired.

8. Compose your message in the message area.

9. C(lick Send. A confirmation message appears when the message has been successfully sent.

10. Click OK to close the confirmation message.
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