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On this screen you presented with a list of recent received messages along with

an option to create a hew message.
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Clicking the ‘Create a new message’ link brings up the ‘Compose an email’

screen which we will use to send a welcome message to the new member.
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Create the email then scroll down the screen to select Kevan Goddard as the

recipient.
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Once you are satisfied (and have double checked everything!) click the ‘Send

Email button.

You will see a ‘Mail sent’ confirmation screen.
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Clicking the ‘< Go Back To Previous Message’ link returns you to the Scheme

Email screen and shows the new message on top of your list of messages.
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Use the Menu to return to the Scheme Admin Screen

Here is a copy of the email received by the new member.

https://visavitd.zendesk.com/hc/en-us/articles/209421549-Scheme-Emails 3/4



1/17/2019 Scheme Emails — VISAV Help Centre

[
- G . ¥ % Rsles - 3 B e
T bytre [ H J 3 M = L d

b o ?‘( e 5 e 7 I [’ % )
Botonk Deicie  Reply Reply Forwued Bt niove Move Asign Mk Categorize Feow  Tandite |

- ] - - AT foley - Unresd - g i el

Deinte Reipond Mere B u toeng

NEIGHBOURHOOQD WATCH

Subject: Welsame to the Costock Avenus Scheme

Hi Kewvan Goddard,

You have been sent this e-mai from the co-ordingtor of the schemea Top of Costock Avenus,
Sherwood you are a member of on the: Neighbourhood Aledt system

Please review the message below
Good Alemoon Kavan,

Thank you for applying lo becoma a mémber of the scheme, an apphcation which | have
plaasure in ubbersiamging

‘You vl find that we are a close-kni group and that we are all proacire in ensunng the safely
of our litthe commiunity.

1 lock forward to getting fogether with you to distuss what we dohow wa operals - perthaps
over a pinl )

Rogards
N Dauglas
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