
Instructions To Send eMail Notice re Fortarian 

Login to system and click on Member Area. 

In the Member Area click on Communication in the menu banner (3rd from left) and then click 
on Email Services. Click on Compose new message. 

 

A new Create Email window will come up. 

 

A) In Step 1: section 
• Click on the + sign beside Custom Distribution Lists and click check box beside 

Fortarian 
 

B) In Step 2: section 
1. Click on Select Group and select Custom 
2. Click in Select Template and select Fortarian 
3. Click Insert 
4. Click OK in message window that appears 

 
The screen will now look like this 

 



 
5. In the text box replace insert date with the appropriate date for the Fortarian. 

 
C) Skip Step 3 (Optional): section 

 
D) In Step 4: section 

• Uncheck Send a list of recipients as an attachment. 
 

E) In Step 5: section 
• Check Send 

 

 

 


