Communication Module
For steps on how to get started using the Communication Module for the Mobile App, please
follow the instructions below. Remember to look for additional help tips throughout the
administrative side of the Mobile App.

1.

Overview of the Communication Module

The Communication Module allows you to easily send out emails to users from the
administrative side of the Mobile App. These emails are customizable, and can be sent to the
users from an email address in your organization. In addition, we recommend that you take
advantage of two template emails that can be found in all Mobile App events: eventScribe App
Introduction and Container App Introduction.

2.
i.

ii.

Create a New Email
To create a new email, start by locating the Communication module from the App
dashboard.

Locate and click the “CREATE NEW EMAIL” button
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iii.

On the next page, start by editing the distribution list by clicking on the “Edit
Distribution” link.

Below is a list of items you will need to edit/adjust on this page.
•
•
•
•
•
•

Email Label (for internal purposes only)
The correct distribution list from the “To:” drop down (To create a Custom
Distribution list, please see page 3 for directions.)
The correct From: email address (If the email you need is not listed within
this drop down, please refer to page 4 on how to add a new email.)
Email address(es) to copy separated by semicolons
Subject Line
Add any files (less than 400kB) that you would like to attach to the email

Then, click the gray “Update” button toward the upper right-hand corner of the page.

2

v.

To create a Custom Distribution list, please follow the steps below.
1.

Choose “Users: Custom Distribution List” from the drop down menu.
Then, click the gray “Update” button.

2.

On the next page, click the blue “Custom Distribution List” link.

3.

Then, use the search bar or the column icons to filter and select the
appropriate users for your custom list. Click the check box to the left of
the user”s name to add them to the distribution list. When complete, click
the gray “Update Distribution List” button to continue.
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vi.

To add a new FROM email address, please follow the steps below.
1.

Click the blue “Options” icon.

2.

Enter the new email address within the text field below “Custom FROM
Email Address.” Then, click the gray “Save Options” button to continue
editing the email. This email address will now be within the FROM drop
down within the distribution editor.
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vii.

The next step is to edit the email body after you have selected or created the
distribution list for the email and added a new FROM email address, if needed.
Click the “Edit Email Body” link to continue to the email editor.

viii. Enter the text for the email body. Use the Email Hotkeys shown on the gray
bar to customize the email to the user. We also recommend branding the email
by using the Banner Hotkey at the very top of the email body. After you have
created the email body, click the gray “Update Body” button to continue.
Note: You can also find additional Hotkeys within the “Options” section.
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ix.

To test the email, click on the blue “Test” icon. Then, complete the below steps.

1.
2.
3.

Add an email address to the “To:” field.
Check box one or more users from your distribution list below.
Click the gray “Send Test Email” button. Email(s) will be sent to the
address in the TO field, and the email will show exactly how it would
appear to the user(s) you have selected.
Note: The users selected will NOT receive an email. This is just for
testing purposes.
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x.

Next, click on the blue “Preview” button before sending out any emails. You
will see a preview of all emails that will be sent from the administrative side of
the Mobile App. This will be the last step to make sure all emails are formatted
correctly and the data from the Hotkeys is accurate.

To edit the email, click the back button to return to main email editor.
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xi.

If you are satisfied with the email, click the “Send” icon. Then, click the red” Yes”
button to finish sending the email.

You will receive a notification that the email was sent successfully. Click the
Communication Module to view your list of emails. The recently sent email will
now appear within the “Sent Emails” bucket.
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3.

Troubleshooting
If you are on the Preview step and receive an error, it is likely due to a bad
email address. You will not be able to send the email until this issue has been
addressed.

i.

Simply locate the user on the Users page. Click on the row for the user, and
then click the blue “Edit” button.
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ii.

Scroll to the bottom of the page until you see “Contact Details.” Adjust the email
address that is throwing the error on the Preview page. In this example, you
would remove the second “@” symbol.

iii.

Then, click the green “Update Data” button and return to the email editor. You
will now be able to send the email.
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4.

Create a Template Email
Email templates allow administrators of the Mobile App to quickly send previously
constructed emails to users. Templates can be used multiple times and are
available in all Mobile App events your organization has purchased. To create an
email template:

i.

Find the email you wish to create a template for within your Draft Emails bucket.
If you would like to create a template for an email that was previously sent, first
duplicate the sent email. Then, the email will be listed within your Draft Emails
bucket.

ii.

Next, click on the row for the email and then click the blue “Make Template”
button. Then, click the blue “Template” button to continue.
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iii.

The email will now be listed under the Templates bucket of emails. When you
need to use a Template email, click on the row for the email. Then, click the blue
“Copy to Draft” button. Next, click the red “Yes” button to proceed.

iv.

Continue to the email editor by clicking the blue “Edit” button.

Should you have further questions about the Communication Module within the
administrative side of the Mobile App, do not hesitate to reach out the Mobile App Team
via Boomerang.
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