
Email + Text: Reach and 
Engage Your Audience
Tips and tricks to leverage the New Message Tool and Views to 

effectively reach and engage your community via email AND text!

Heather Haremski

Support Agent



Overview

• Overview of Texting & Email Capabilities

• New Message Tool Tour- Deeper Dive

• Where do I start? Selecting Recipients



Check out the Knowledge Base!



Text & Email from the Platform…

• Each contact receives a unique message 

• Recipients will not see who else the message was sent to. 

• Send a message to the parents of a selection

• Schedule the message to send later

• Honor bulk email opt-out requests

• Messages are logged in the Platform

…all with the New Message Tool!







New Message Tool Tour
Applicable to both Texting and Emails, unless stated otherwise



Email or 
Text?





Send to 
Parents

• Household Member with Head of Household(HOH) 
Position & valid email & not Inactive/Deceased

• HOH via Other Household as Non-Custodial Parent

If selected 
recipient is a 

HOH, they 
will NOT 

receive the 
email, nor 

other HOHs



Select 
Template

• Templates available to you, on this page

• Efficiency and formatting



Select 
Snippet

• pre-written HTML text

• Efficiency and formatting



Merge 
Fields

• Personal

• Page-specific

Contact

From User

Data



Merge Fields

FIELD WHAT CONFIGURED

Contact

From User

Data

Recipient Contact information

If Send to Heads- Child’s information

Domain > Contact Merge 
Fields field

Sender Contact information

Sender- currently authenticated User or selected delegate User

Domain > Contact Merge 
Fields field

Page Specific

From page or sub-page record

Default Field List of Page





Simple 
Formats

• HTML Source view 

• Templates for anything else!



Links & 
Images

• Images need a URL reference, or use Template

Reuse the 
same image? 
Use a Snippet 
or Template



Attachments • 20 MB File size restriction



Options Tab



From & 
Reply To

• Access given by Delegate of on User record

• Any Contact, doesn’t need to have Security Roles



Schedule • Within the next 6 months

• See KB article for Managing Created Messages



Bulk 
Email

• Default is to EXCLUDE opt-out individuals

• Check box = Send to those who opted out



Save as 
Draft



Send to 
Me

• Preview

• does not render merge fields, data fields, and 
snippets



Send (#) • # shows total selected records

• before duplicates removed



Duplicate Emails

• “Duplicate email”- multiple 
Contacts with the same email 
address

• No merge fields- duplicate emails 
will be removed

• Merge fields- multiple emails
sent



My Sent Messages

• Filtered Page for Messages

• Filter on Author User 

• Allows to quickly see the Message and who it was sent to



Text Message Details

All the same as Emails except…

• 160 character limit

• Contact Fields- not recommended

• Bulk TXT

• No Reply To



Text Message 
Configuration
• Twilio Numbers

• Domain Record

• Outbound SMS Numbers



Where do I start?
Selecting Recipients



1.

What RECORDS dictate who get this 
message?

2.

WHO should get this message?

3. How are the RECIPIENTS related 
to those records?





WHO should get this message?

In non-MP terms, what people need the message?

Parents of elementary schoolers

All active single women 18 and over

First time donors from the last month



What RECORDS dictate who get this 
message?

If you were going to review these recipients, where 
would you go?

Parents of elementary schoolers- Groups

All active single women 18+ - Contacts

First time donors from the last month
- Donors



How are the RECIPIENTS related to 
those records?

How do you access the recipients from the record?

Parents of elementary schoolers- Groups
Head of Households of Group Participants

All active single women 18+ - Contacts
Contact based on filter

First time donors from the last month- Donors
Donors based on filter



Record Selection

Recipient List

What RECORDS dictate 
who get this message?

How are RECIPIENTS 
related to those RECORDS?



Record Selection
What RECORDS dictate 
who get this message?

Consider:
• How many records- can I 

search manually and 
select?

• Do I need a View to 
select these records?

• Can the Trim Selection 
Tool help?



Record Selection- What RECORDS dictate who get this message?

Search in Record Selection Field

Picklist

Select on Page then Open Tool



1. WHO should get this message?

“Email parents of all current elementary schoolers”

2. What RECORDS dictate who get this message?

Elementary Age/Grade Groups



2. What RECORDS dictate who get this message?

Elementary Age/Grade Groups

How should I select my Groups?

• Select Age/Grade Groups Manually

• View on the Groups page for Current Age/Grade Groups



Recipient List
How are RECIPIENTS related 
to those RECORDS?

Consider: Is the recipient a 
contact field on the 
selected record? 
• If yes, use Contacts 

associated with 
[records]

• If no, you will select a 
sub-page. Do you need 
a View?





1. WHO should get this message?

“Email parents of all current elementary schoolers”

2. What RECORDS dictate who get this message?

Elementary Age/Grade Groups

3. How are the RECIPIENTS related to those records?

Current, Group Participants’ Heads of Household



On Sunday afternoon please send out an 
email from me to anyone who made a 

salvation decision or was baptized this year, 
inviting them to the Next Steps Seminar.



1. WHO should get this message?

“Anyone who has made a salvation decision or been baptized this year”

2. What RECORDS dictate who get this message?

Milestones- Baptized & Salvation

3. How are the RECIPIENTS related to those records?

Participants from this Year assigned to the Milestones





Efficiency Tips
Setting Default Sub-pages and Views



Recipient List Views

Make sure you have access to the View!



Default Sub-Page and View

• On the Sub Page record set Messaging Default to True

• Set the Default View on the Sub Page

• Make sure the View has Messaging View set to True

• Note: Each Page can only have one default sub-page and default sub-
page view. The Default View must have Messaging View set to True



Go forth and send messages!



QUESTIONS?
IDEAS?


