




What is the difference between the Email and the Memo function?

Email- Allows you to send an email to the recipients directly to their email inbox
Memo – Allows you to post things on the system homepage for people to view 
when they enter the system. 

When might you use the Email and Memo Function?

Email – To directly communicate with clubs on things that are urgent/ require an 
action. 
Memo – Reminders, key links etc



Start at your homepage 



Click the emails and memo’s button



Click to indicate you would like to send an email 



PLEASE NOTE ATTACHMENT FUNCTION IS 
CURRENTLY NOT OPERATIONAL

Auto populates to say Dear xxxx so you don’t include within email text

Input text

Once finished  - Choose Recipient group



Pick your selection



Pick who you would like 
to communicate with



Click to remove or add anyone to 
the distribution list

Click to send a copy to yourself

Click to send



Confirmation of who you have sent it to



Examples of what emails look like





Start at your homepage 



Click the emails and memo’s button



Click Memo
Change Expiry date
Then add a subject



Add Text
Click to choose your recipient group



Click to choose your recipient group



This is what a memo will look like on the 
recipient home screen


