Don’t leave any inquiries behind!

Start by going to your Admissions Dashboard
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The counts on this Dashboord report are updated every 30 minutes. For up to date information, use the detailed reports by clicking on the numbers.
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Click on Application and Enrollment in the grey bar this will bring you to the
review of your inquiries
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Check the boxes of all the families you wish to email and then click the box next to
the word student at the start of the list. You can send to all of them at once.
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Click on the paper airplane or arrow next to the number of selected, this leads to

the send email screen
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Choose if you want to send the email to Parent 1 or 2, | would recommend both
so that it doesn’t get missed
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Then compose your email, | recommend including a link to your application and
using a merge field to pull in their last name, please see screenshots below of
where both of these options are located. Once you have set up the email you can

save it as a template for future use.
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