
Communicating with your members.
Emails and messages.



Once you are logged in, click on “My Profile.” 
(The first time you log in, it may ask you to establish some preferences.)



From your profile page, click on “Groups”.



You will see a list of “My Groups.” These are all the groups you 
belong to.

Click on the group you would like to email or message. Only group 
admins can email or message the group.



Click on “Group Admin Options.”



Click on “Email All Group Members” or “Message Group.”

Email All Group Members
This will do just what it says – email all members in your 
group who have an email address on file that has not 
bounced. Limitations – this is a text only email. It does 
not give you the ability to add photos, hyperlinks, etc.

Message Group
This will send a message to all members in the group. The
message is delivered to their inbox within their ROA 
profile. By default, ROA has set up everyone’s account so 
they receive an email if they receive a message. However, 
a member has the option to change that setting. 
Functionality – Messaging allows more formatting 
capabilities, to include adding hyperlinks, photos, 
formatting fonts, etc.



Email
Step 1:
1. Category: This will always be “Group

Correspondence”
2. From: This will default to your email address.
3. Subject: You must have a subject. If not, it will 

give you an error message.
4. Email body: Type your message.

Step 2:
1. Review your message to make sure it is correct.
2. Do not delete @@unsubscribe_url@. This 

provides an opt out opportunity for your 
members.

3. When satisfied with the message, click “Send 
Email.”



Message
1. From: This will default to your name

2. To: This will show the group you are messaging.

3. Recipients: Shows exactly how many people it 
will be sent to.

4. Subject: Type your subject.

5. Type your message.

6. Use the “Home” and “Insert” table to format the 
message and add hyperlinks and photos. You can 
even add emojis. (Emoji’s will look like text while 
in edit mode. The recipient will see the emoji in 
their message.)

7. Use the “Preview” button to see how your
message looks.

8. When you are satisfied with your message, click
“Send Now.”



Message
The member will receive an email notifying them they have a message waiting for them on the ROA 
website.

Sample email notification. Sample member profile notification 
on their website profile.



Message

Sample of a member’s message center.

Sample of a member’s 
message.
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