View Sent Emails

Emails sent from within Jackrabbit are maintained in the system for 365 days. This includes emails
sent to families and staff members.

e Sent to Families- Emails sent to your Families (contacts and students), either individually
through their Family record, in mass from the Families (menu) > All Families > Send Message (icon)
o » or from Families (menu) > Email/Text Families are found in each Family record on theMisc tab.

Click View Sent Emailsto see alist of all emails sent in the last 365 days.

Family: Harris
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e Sent to Staff Members - Emails sent to Staff members, either individually through their
Staff record, or in mass from theStaff (menu) > Email/Text Staff are found in each Staff record on

the Misc tab. Click View Sent Emailsto see a list of all emails sent in the last 365 days.

Staff: Stephanie Andrews
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Notes |Stephanie was recommended for the swimming instructor position by a former swim coach in the area.
Her credentials are excellent.

Background |Hizh School Diploma 2005
College Graduate with a minor in Child Education in 2009.




Click View to open the email for review.

Email History

o 1 year of email history is saved.

Date Sent Status Type  Subject Recipient To Address From Address
8/13/2020 7:58:11 PM Sent Receipt Thank you for your payment! annab@email.com office@jackrabbithelp.com

To see all emails sent to your families and staff, use theSent Emails Report (Reports
menu > Find Reports > type in Sent Emails and click the search icon).




