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Setting up Communications
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Sending/Scheduling Emails
Logging Calls & Notes
Reviewing Communications



Setting Up Communications %¢ GirowthZone

Creating your signature will

save time when sending email Ada/Eit Signature oo
correspondence. You can “ |
design your signature with ., iinp...
both text & graphics, and PG

easily select it when sending
email correspondence.

Delete Cance

GZ Knowledge Base:
Create your Signhature



https://helpdesk.growthzone.com/kb/article/1031-create-your-signature/

Communication Categories %¢ GirowthZone

Communication Categories provide a way for you to organize and filter email
communications. Reports such as the Communication Report can be filtered
by category to allow you to get a better understanding of the communications
that are being sent

GZ Knowledge Base: Configure Communication Categories

Communication Categories

Actions
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https://helpdesk.growthzone.com/kb/article/73-configure-communication-categories/

Email Templates %¢ GirowthZone

Email templates provide an easy way to respond to standard email tasks.

= For example, you may wish to send a standard thank you email to all those who have
attended an event.

= Email templates may also include database fields. For example, when sending an
email for an event, the Event Name database field may be included in the email to

customize the email to a specific event.

GZ Knowledge Base: Create and Manage Email Templates



https://helpdesk.growthzone.com/kb/section/127/

View/Create Templates %¢GrowthZone

Setup > Communications > Email Templates

|Eear:h
Name = Type = Actions
Auto Payment Receipt Billing Finance g
Billing Finance Billing Finance 4
Online Payment Receipt Billing Finance g
ScheduledBillingResultsTemplate Billing Finance 4
Stripe Charge Failed Billing Finance g
Board Committee Board Committee 4
Chapter Sub-Organization Chapter Suborganization 4




Automated Communications ¢ GrowthZone

Automatic messages may be configured to be sent in response to certain
actions

GZ Knowledge Base: Automated Messaging

3ack to Setup

Automated Messaging

Searc Login Create/Reset v m

Category Reason for message Template To Send Do Not Send
Login Create Reset Staff Login Reset s Reset v 4
Login Create Reset Email Member Login Info Member or Representative Online Access v | N
Login Create Reset Email Member Login Added Member or Representative Online Access Added v =

Login Create Reset Email Member Login Instruction ARCHIVE New Member Access v

Login Create Reset User Login Reset User Password Reset v 19

Login Create Reset User Login Reminder Username Reminder

Login Create Reset Request Magic Link

3 Template To Send -



https://helpdesk.growthzone.com/kb/article/71-automated-messaging/

Sending Emails %¢ GirowthZone

Setup > Communications > Email Settings
= Archive Email Address (MemberZone vs. Outlook)
= Unsubscribe Settings

Archive Email Address archive@membermanagementtraining.growthzo
neapp.com

Unsubscribe Settings

Unsubscribe Message
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" GZ Knowledge Base: Email Settings



https://helpdesk.growthzone.com/kb/article/64-configure-your-unsubscribe-opt-out-message/

Sending Emails/Monitoring Communications  *¢GrowthZone

GZ Knowledge Base: Sending Emails

Exotic Floral Boutique ./
[Dropped] [Account Numbed | Add Tags |

€ 40of100 ¥
[Clear © send Email | © Log Note H

v Customize Results.. Contact:Exotic Floral Boutique %

||Search Show only...
AII]
Date = Subject = From - To A Category = = Actions
3/12/2017 6:14 PM Other Cheri Petterson Marty McFly
2 Recipients rd

Membership Dropped Cheri Petterson

2/21/2017 3:43 PM



https://helpdesk.growthzone.com/kb/section/126/

Sending Emails/Monitoring Communications

2.¢ GirowthZone

The Communication Delivery Stats
will help you understand the
effectiveness of your communications

This will allow you to gauge the
success by looking at open rates, and
allows you to check to see whether an
individual recipient received/opened
the message

GZ Knowledge Base:
View Email Delivery Statistics

Communication Delivery Stats

Number of Distinct Clicks
Total Number of Clicks
Recipients That Have Clicked
Click Through Rate

Open Events
Open Date

Sending Times
Start

4/1/2019 11:37 AM

Click Events
Description

End

4/1/2019

Email Address

11:37 AM

Total Click Count

10


https://helpdesk.growthzone.com/kb/article/81-view-email-delivery-statistics/

Scheduled Emails

GrowthZone
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On the Communications module Scheduled Emails tab, you can view, edit and

delete scheduled emails

GZ Knowledge Base: View/Edit/Delete Scheduled Emails

Email Drafts Scheduled Emails

Show only... v

Scheduled Date Sent Date

5/15/2018 10:00 AM 5/15/2018 10:00 AM
3/6/2018 10:00 AM 3/6/2018 10:00 AM
12/18/2018 10:00 AM 12/18/2018 10:00 AM

12/27/2018 10:00 AM 12/27/2018 10:00 AM

10/26/2018 1:45 PM

10/8/2018 2:57 PM

10/2/2018 10:00 AM

10/26/2018 1:45 PM

10/8/2018 2:57 PM

10/2/2018 10:00 AM

stomize Results...

Status

Sent

Sent

Sent

Sent

Sent

Sent

Sent

Subject

Education Opportunity

Training

Volunteers Needed

Volunteers Needed!!

Thank you for renewing

Thank you for renewal

New Training Opps

From

Cher

Cher

Cher

Cher

Cher

Cher

Cher

Petter:

Petter

Petter:

Petter.

Petter:

Petter:

Petter.

Sender Name

Cher

Cheri

Cheri

Cheri

Cher

Cheri

Cheri

I Petterson

Petterson

Petterson

Petterson

Petterson

Petterson

Petterson

/,

Y Y YN N N

Actions
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https://helpdesk.growthzone.com/kb/article/1044-view-edit-delete-scheduled-emails/

Logging Calls/Notes

2.« GrowthZone

t software

Through your communications tab
you can also log notes/calls and
maintain that information within
your database

GZ Knowledge Base:
Log Notes/Phone Calls

Log Note - Exotic Floral Boutique

Note/Message

CCCCCCCC
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https://helpdesk.growthzone.com/kb/article/221-log-notes-phone-calls/
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Training and Support %¢ GirowthZone

Customer Service Hours:
Monday-Friday: 8am to 5pm (Central)
GZSupport@growthzone.com
800.825.9171, Option 4, then Option 2

Online Support Documentation:
GrowthZone Knowledge Base»

Training Calendar:
View Training Event Calendar »

Live Chat:
GrowthZone Support Portal (chat on far right) »

14


mailto:gzsupport@growthzone.com
https://helpdesk.growthzone.com/home/
http://growthzone.growthzoneapp.com/growthzonetraining
https://helpdesk.growthzone.com/home/

