
How to Create an Email  

1. Click on the Communication Icon  

 

 

 

 

 

 

 

 

2. Click Create New Email 

 

 

 

 

 

 

 

 



3. Click Edit Distribution  

 

 

4. Use the drop down list to get to “’Submitters with ____ submissions” 

a. Type in subject  

b. Click Update 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Notification Emails Distribution Groups 

Letters are sent to submitters after final decisions are made in the system. The distribution groups 

depend on: 

1. The final decision 

AND 

2. What information should be sent received on the final decision 

For example, you may have different final decision groups:  1) Accept – Oral, 2) Accept – Poster, 3) 

Reject. You may want to send an email to the Accept – Oral group that says they have been accepted as 

an oral presentation whereas you may want to send an email to the Accept – Poster group that says the 

presentation has been accepted as a poster. And, of course, the rejection email needs no explanation. In 

this case, you’d be sending three different emails in order to distribute the proper information. 

Again, let’s say you have three groups: 1) Accept – Oral, 2) Accept – Poster, 3) Reject. In this case, 

however, you don’t want/need to send different information to the submissions that were accepted. 

You’d only need to send two different emails with one going to Accept – Oral and Accept – Poster and 

the other going to Rejected submissions.  

 

***For acceptance and rejection emails, select ‘Submitters with Complete 

Submissions’ in the TO field. Then, use the 2nd filter to send to that 

particular decision group.  

 

 



 

 

5. Edit Body 

 
 

6. Use Hot Keys 

a. First Name 

b. Last Name 

c. Access Key – contains link and login information 

d. Sub. Title 

e. Update Body  



 

 

7. Test – the select person does NOT receive email  

 



 
 

 

 

Preview – shows who is receiving email 

 

 
 

 

Finally, click the Send icon to send out the email.  


