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Introduction 

 
The email facility within GMS enables the administrator to determine who is sent an email, who is 

copied into that email and more importantly who will and won’t be receiving the email.  It gives the 

administrators at the club an element of control over the email that are sent from GMS. Ensuring the 

right people get the communication and don’t miss out.  

 

There are two different scenarios for emailing members: 

 

• Emailing Members, Parents, Coaches, Volunteers – Anyone above the age of 18 

• Emailing Youth – Emailing Youth Players/Parents at the club 

 

1. Emailing Members/Parents (Any above the age of 18) 

Select People and Everyone, (this feature is available from any grid) Select the individuals(s) 

to email and Email 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

An email template is generated, detailing the following, once compete, select Send  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The body of the email  

The email can be personalised to contain certain 

information that is stored in GMS i.e. first Name. 

This will then personalise for each email  

State who the 

email is from 

i.e. a Specific 

Name i.e Jo – 

Fixtures 

Secretary 

(more personal 

than the 

standard email 

address email  

CC Sender – Copy the sender into each recipients email 

Delivery Receipt – Confirmation that each email has been 

delivered 

Read Receipt – Confirmation when the email has been read 



   

 

 

 

 

A confirmation page appears upon sending, the details outline emails that were sent successfully 

and any emails that have been excluded. An example of this would be where an individual is a minor 

(Under 18) and does not have parents details linked to their record, so the email cannot be sent to 

the minor in isolation.    

 
 

2. Emailing Under 18’s  

Select anyone under the age of 18 or groups of individuals that include individuals that 

contain under 18’s and select email.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.1 Sending to Youth 

The email template will load, providing the administrator with an array of information about 

the recipients and who will and won’t be receiving the email. There are multiple ways to 

tailor the email, such as: 
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2.2 Sending to Parents  

When selecting to “Send to Parent” the main differences include 

 

• Youths are not included in the email, not even CC’d 

• The parental header has been removed and only the email body exists. The email is 

not going to Under 18’s 

 

Message Body – This will be sent and received by both 

Under 18’s, Adults and Parents  

Parent Header – If the Youth is the recipient, the parent 

linked to the child will get an additional note explaining why 

they are receiving the email  

Selection Summary – Total number of individuals selected 

 

 Youth Safeguards 

1. How many selected are Youth and % 

2. Send Youth Emails to – If Youth is selected, the Parents are CC’d. If no parent link exists for 

the child, the email will still be sent to the email address linked to the child 

 

 
Data Analysis – Contains information about the individuals selected (recipients), including: 

1. Records without an email address – Who won’t receive the email 

2. Youth without parental links – Youth that will get an email, but don’t have parents linked 

to their record so the parent will not receive the email too 

3. Adults with no email – Adults that won’t receive the email 

4. Youth Records with no email – As above, but specifically Under 18’s  

5. Parents with no email – Parents that are linked to Under 18 records that don’t have an 

email 

 

 

 
To: (This information is hyperlinked, select any of the numbers to drill down on who the 

recipient is) 

• 290 – Number of email addresses  

• 210 – Number of recipients that are Adults 

• 54 – Number of Youths 

• 26 – Parents (linked to Youth Records) 

  

 

 

 



   

 

 

 


