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3. 0 How to communicate with a group member or with the entire 

group. 

1.0 Background 

 

Our web site provides the tools to promote and enhance interaction between members 

of a group.  On this chapter we will discuss how to use the tools available through our 

web page which will help the group administrator communicate with group members, 

create and record activities with individuals and announce group events.  

 

2.0 Login 

 

As always when you need to access your Group and use our interactive tools you will 

need to login into the system by clicking on the “Login/Register” on the left menu section 

of our web page (www.aspira.org).  For this training session we have login as a staff 

member name “Joestaff”, which is the staff in charge of the “Test ASPIRA Club” group. 

 

In the “Login/Register” window enter your user name and password on the “Log in” tab as 

shown below and click on the Login button. 

http://www.aspira.org/
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3.0 Accessing your Group  

Once you login a window will be displayed presenting your profile information. 

 

 
 

Scroll down on that window and you will see a link to access your group information and 

management site. To access your group click on the group name. 
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4.0 Communicating with your entire group via e-mail  

 

Once you click on the Test Club group link a new window will be displayed presenting 

the group information and group blocks or menus which are displayed on the left side of 

the screen.  

 

As you recalled, when you registered your group members on our web site you were 

required to enter their e-mail address; we will now take advantage of the communication 

tools of our system to help you manage communications with your clients.  To 

communicate through e-mail with all your group members click on the “E-mail” tab as 

highlighted on the following screen. 

 



4 | P a g e  

 

 

When you click on the “E-mail” tab the following window will become available. 
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As you remember, the “Test Club” has seven members.  Notice the when you send this 

e-mail it will be sent to all members at once.  To use this communication tool you will be 

required to enter a “Subject” and the e-mail message “Body”.  Once you complete 

entering the required information click on the “Send email” button and the message will 

be send to all members at once. 

5.0 Sending an e-mail to an individual member of your group 

To communicate via e-mail with a single member of your group you must go back to the 

initial group window as shown on the following image. 

 

To communicate via e-mail with a member of your group click on the highlighted menu 

item on the left side of the screen (“7 members”).  Please remember that the “Test Club” 

has a membership of seven, your group might be different. 

 

Once you click on the “7 members” menu item a new window will appear listing all club 

members.  Notice that all member names are in blue, this means that more information 

is available for them.  On this example we want to send an e-mail to the member with 

user name “conocido”.  Click on “conocido” name to access his information. 
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Once you click on “conocido” user name the above window will appear. To send an e-

mail to “conocido” click on the “Contact” tab as highlighted above. 
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On the above window you will be able to send an e-mail to “conocido” only.  Please note 

the following” 

 You can send yourself a copy of the e-mail by selecting this option; and  

 You will be required to complete the “CAPTCHA” section to help prevent spam; 

Once you complete the above click on the “Send email” button and the message will be 

send. 


