ivolunteer.com

Send Emails and Texts to Your Volunteers

Editing Event Details - https://ivolunteer.com/support-docs/send-email-reminders-thank-yous-and-invitations/

ivolunteer.com's email tools help you stay connected to your participants and manage signups. With
all accounts, including the free trial, you can schedule reminders and thank-you emails. With a
Premium subscription, you also can send emails to your volunteers on demand, such as invitations to
sign up for a new opportunity. If participants with a Premium account have opted their mobile phones
into SMS messages in their My Commitments portal, they will also receive a text with a link to view

the email in their portal.

Reminders, Thank-Yous, Invitations, and Custom Emails

The Send Email tab under Event Details & Actions gives you the ability to invite participants to

sign up for your event and to schedule and send other types of emails to participants.
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New Scheduled Email

TEMPLATE: SCHEDULE: RELATIVE TO: EMAIL WILL BE SENT:
Reminder « 1DayBefore  + | Participation Dates . 1 day before each date parents are scheduled (~12:00AM).

SUBJECT: *
Reminder: [PARTICIFANT_MAME] is signed up to [SCHEDULE] for [EVENT_NAME]
BODY:

A A A = ZEPFE o B8 B ~ %

Insert Variable | Size w | Color « Background

[ORGAMIZATION_MAME] would like to thank [PARTICIPANT _MAME] for [SCHEDULING] for:
[SLOT_LIST \WITH_TASK_DETAILS]

Follow the link below for detailz or to confirm any un-confirmed slots:

[PARTICIPANT URL]

Wi look forward to seeing you there. If you have any questions please send an e-mail to
[EVENT_COMTACT_MAME] at [EVENT_CONTACT_EMAIL] or click hers to review the sign-up sheet.

Sincerely,

[ORGANIZATION_MAME] Volunteer Committee

scedie s Test i | e et cres

If available with your subscription, the Send Now button offers additional sending options, such as

the ability to select a subset of participants by Task or Date.
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Send Email Now
TEMPLATE:
Reminder «

WARNING: Changes to subject or body will also be applied to email already scheduled using this
template!

— Select Only Volunteers for specific Tasks (click to hide)

Select All Tasks
Set Up

Check In
Chaperones
Clean Up

— Select Only Volunteers for specific Dates (click to hide)

Select All Dates EdSelect All Future Dates
 Wed, Nov 1 2028

+ Select Only Volunteers who signed up on dates (click to show)

+ Select Only Volunteers signed in or not (click to show)

Approximately 3 unigue addresses will receive e-mail for the 3 selected volunteers.
Your subscription has 56,922 out of 57,000 e-mails remaining.

ﬂNote: You can define a default schedule for any new events in your Organization's New Event

Settings.
To create a reminder, thank-you, or custom email to send now or later:

1. Click on the Reminders/Thank Yous tab.

2. Press either the Schedule or Send Now button.

3. Select the type of email you want to create from the Template dropdown list:
4

. Reminder: Send an email reminder to participants in your signup sheet. See the Emails Tab under

the Settings Tab to customize the Reminder email text.

5. Thank You: Send a thank you email participants in your signup sheet. See the Emails Tab under

the Settings Tab to customize the Thank You email text.

6. Custom: Send an email from a custom template that you create. After you select Custom from
the list, either select an existing custom template or click on the New Custom Template button

to build a new one.
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10.

If you are scheduling an email, select when you want the email to go out relative to which date.

Edit the Subject and Body of your email as necessary.

. Click Send Test E-Mail if you want to send a test. You also may save the email as a template.

Click on the Schedule or Send Now button as applicable.

To send an invitation email:

Click on the Invitations to Sign up tab.

. Click Send or Schedule.

Select whether you want to send now or schedule for a later date. If you are scheduling an email,

enter the date and time that you want it to be sent.

Select your recipients: either all the database participants or a specific group of recipients. You

also can exclude people who already have signed up for the event.

Select an email template, or click on the New Template button to build a new one.

Edit the Reply-to Address and the Subject and Body of your email as necessary.

Click Send Test E-Mail if you want to send a test. You also may save the email as a template.

Click Schedule or Send Now.

Quick Messages to Individual Volunteers

Suppose you need to send a quick note to an individual volunteer--for example, to let them know

about a change in time or location. You can now email and/or text (Premium) a quick note to a

volunteer from the Manage tab under Event Details & Actions. Just click on the volunteer's signup and

then click the Email button at the bottom to open the message composition box. Click Quick Message

or Template Message. If using a template, select an existing one or click New Template.
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Message Ned Flanders
A message will be sent by Email.

SEND:

U Quick Message

@® Template Message: [Reach Out | FEETR O AETE

TO: Ned Flanders by Email <nedflanders@ivolunteer.com=>

FROM: springfieldfest.cpr-training@ivolunteer.com

REPLY TO: marge@ivoluntesr.com {leave blank for default)

SUBJECT: *
[EVENT_NAME]

MESSAGE: §=s[Ifl Preview

A AA == <= Z=ZPFH o«4&4 9 S
Insert Variable v Font v Size v Color + Background

Hi [PARTICIPANT_FIRST_NAME],

We are contacting you regarding the following commitment:

[SLOT]

If you have any questions, please send an e-mail to [EVENT_CONTACT_NAME] at
[EVENT_CONTACT_EMAIL] or click here to review the signup sheet.

Sincerely,
[ORGANIZATION_NAME] Event Commitiee

o

Setting Email Defaults

You can define a default schedule for any new events under Organization > Organization Details >

New Event Defaults. A saved schedule might look something like this:
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Layout Prompts SignupDesign Preview Manage Signdn  Reports

Send reminder, thank you or other email to volunteers already signed up for this event. When Scheduled, emails are sent relative to tr
approvimatzly how many emails would be sent based on current participation.

Scheduled Emails

= 2 Days Before Event Start Date - using template: Reminder
Date/Time Tasks Emails Volunteers
Mon, Dec 29 2025 @12:004M All Tasks 20 28
= 1 Day Before Participation Dates - using template: Reminder
Date/Time Tasks Emails Volunteers
Tue, Dec 30 2025 @12:004M  All Tasks 20 28
= 3 Days After Participation Dates - using template: Thank You
Date/Time Tasks Emails Voluntears
Sat, Jan 3 2026 @1 2:004M &ll Tasks 0 0
* Only signed-in volunteers will recaive Thank You emails (see Settings = Emails = Thank only Signed-in
participants).

When the scheduled time arrives, email will be sent to participants signed up in the tasks listed. You
can also receive a confirmation email that the communication was sent, including all of the recipients.

See the Emails tab under Event Settings to define who will get this notification.

9Note: Please allow anywhere from a few minutes to up to 6 hours from the scheduled time for

emails to be sent. We spread out the sending of these emails to avoid having ivolunteer.com emails

marked as spam by email providers.
To Re-Send Email Verifications:

You can re-send confirmation emails to participants in your signup sheet who have not yet confirmed
as a subtle way to remind participants that they need to confirm their slot(s). See the Emails tab

under Event Settings to customize the Confirmation email text. Note that this is the same text used

for all confirmations for the event.
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