Adding Contacts and Sending Email:
You can add contacts from your participant center home. Click on “add contacts” to the right.
Or in the numbered steps below.
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You can either import contacts or add in a single contact.
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If you want to upload a single contact click on “Add single contact.” Just enter in their first,
last name and e-mail address and click “add”
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To import contacts from your email account, click ‘Import Contacts’ and select the email
account you would like to pull your contacts from.
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Imparting contacts from ofher emsil services into your Parficipant Center Address Book makes it essy fo solicit donations. monitor who responded, and follow up with persons! thenk you notes.

Let's begin by identifying where you keep your address book.

You can import contacts directly from an email service below:
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File-based impart for.

cE WO

(Hatmal. Apple, Culiook. AGL)

cenes m

A pop up will appear and ask you to log in to your email account. After you have logged in,

another pop up will appear and ask you to allow Luminate to view your contacts, select
Allow.

=~ Luminate Online would like to:

E Wiew your contacts

By clicking Allow. you allow this app and Google to use your information in
accordance with their respective terms of service and privacy policies. Wou can

change this and other Account Permissions at any time
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After it imports your contacts, a message will appear verifying the import. Click ‘Next’.

Monitoring Contact Retrieval

“Your consent is needed to access your online address book_ If the authentication and consent pop-up does not appear automatically, click the link on the right Display Consent Pop-Up
1. Waiting for your consent.
2. Retrieving contsots from your email service provider

3. Finished refrieving contacts from your email service provider.

Ready to import retrieved contacts into your participant center address book.
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It will then ask if you want to import all your contacts or import some. If you choose import
some, a drop down list will appear and you can select which contacts you want to import.
When finished, hit ‘Next’. A message will appear and notify you if the contacts have been
imported successfully. Click ‘Finish’.

Now you are ready to send out e-mails to your contacts. To do this, from your participant
center, click on ‘Send Email’ (step 3 on the home page) or the ‘Email’ tab on the home page.

You may choose one of the templates or use the blank under “Other”:
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A personalized greeting includes a default salutation and the first name of each recipient
listed in the To line of an email message (for example, Dear Pat). If the recipient is not already
a contact within your address book, the word "Friend"” will display with the salutation instead.

You can select to include this personalized greeting as the first line in messages that you
compose and send from this Email area.

Note: If you select to include the personalized greeting in your message, do not manually
type in a greeting as well. (That is, you do not want the message to start with two lines that
say "Dear Pat” or a "Dear Pat” line followed immediately by a "Hey Pat” line.)

To view how the default personalized greeting will look in your message: Click the
personalized greeting checkbox on your compose message page and then click Preview.
Note that each recipient of this message will see their own name when they open this
message.
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Click “next” to add contacts.
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And click next again. You will now see a final preview of the email before you send. You can

preview your email or save the message as a draft or template. If you’re ready to send the
email just click “send”




Welcome, Amanda Wiser

Compose Message

Preview & Send

Birthday Wish List

A message from Amanda Wiser wiser_amanda@yahoo.com.
Dear Friends & Family,

For my birthday this year | would like donations to made to the Arizona Humane Society to help the animals that | care about so deariy.

So instead of spending your fime trying 10 figure out what | would like. | decided to make it easy on you
You're of course not obligated o, but AHS i 2 great organization with $.83 of every doliar going directly to helping the animals

Thank yout
A link to your Page will aufomatically be added to the bottom of your message
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