Sending an Invitation Reminder Message (MHS)
An Alpha Lambda Delta Tutorial

STEP 1: SIGN INTO MHS. CLICK ON THE “INVITATIONS” THEN “INVITATION GROUPS” TAB,
AND SELECT YOUR INVITATION GROUP BY CLICKING THE PENCIL ASSOCIATED WITH THAT

GROUP.
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STEP 2: CLICK ON THE “INVITEES” TAB, AND THEN OPTIONS BUTTON AND SELECT “SEND
MESSAGE TO INVITEES”
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STEP 3: SELECT THE INVITATION GROUP, AND THE ‘SEND TO’ OPTION.

Be sure to click the “Send To” box to send an invitee message to all those who have been
invited but have not yet accepted. The number of these students will be indicated below.
Please note, if invitees have added themselves to the “Do Not Email” list, they will not be sent
this message.
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STEP 5: ENTER YOUR SUBIJECT
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An Alpha Lambda Delta Tutorial

STEP 6: SELECT YOUR TEMPLATE AND CLICK “APPLY”

You may also choose to bypass the template and create your own message. The same
features (personalization, hyperlink, pictures, etc.) are available.
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STEP 7: CUSTOMIZE YOUR MESSAGE

Personalize:

MHS allows for personalized fields which allows you to customize a template efficiently. The
fields are as follows:

e {name} - The recipient's full name (first and last)

o ({first-name} - The recipient's first name

e {last-name} - The recipient's last name

e {email} - The recipient's email address

e {chapter-name} - The chapter name

¢ {institution-name} - The institution name

e {chapter-website} - A link to the chapter's website*

e {invitation-code} - The group invitation code

e {closing-date} - The group closing date

¢ {induction-date} - The induction date

¢ {expiration-date} - The invitation expiration date*

e {local-dues} - Local dues (includes a dollar sign: $15.00)

o {national-dues} - National dues (includes a dollar sign: $30.00)
e {dues} - Sum of the local and national dues (includes a dollar sign: $45.00)

Invitee Message
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Hyperlink:

If you’d like to add a hyperlink, highlight the text you’d like to hyperlink. Then select the
“Link” button.

Invitee Message
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Dear {first-name},

A friendly reminder that youiinvitation to join Alpha Lambda Delta at {institution-n2"11e} will be closing tonight. Don't miss this opportunity to be recognized
for your academic success!
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¢ your messages on the next step

Cancel Q, Preview Message

Enter in your URL and click “the green check mark”

Insert an Image:

Click in the body of the email where you’d like to insert the picture. Click on the “Image”
button.
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Invitee Message
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A friendly reminder that your invitation to jein Alpha Lambda Delta at {institution-name} will be closing tonight. Don't miss this opportunity to be recognized
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Invitation Groups
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Is ALD Legit? You've been invited to a bunch of organizations - how do you know which are real and which are scams.
: Is the ALD fee really worth it? Are you skeptical of any organization inviting you to be a member and charging a fee?
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STEP 8: ONCE COMPLETE, CLICK “INCLUDE THE ‘ACCEPT INVITATION’ BUTTON AND

INSTRUCTIONS” BOX, AND THEN CLICK “PREVIEW MESSAGE”

Invitee Message
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A friendly reminder that your invitation to join Alpha Lambda Delta at {institution-name} will be closing tonight. Don't miss this opportunity to be recognized

Invitation Groups

for your academic success!

Invitee Questions Brief "AMA V|deqs with current members:

Is ALD Legit? You've been invited to a bunch of organizations - how do you know which are real and which are scams.
: Is the ALD fee really worth it? Are you skeptical of any organization inviting you to be a member and charging a fee?
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Message Templates [ Include the *Accept Invitation" Button and Instructions

Check this box to include the Accept Invitation button and manual agl “ptance instructions at the bottom of your message

see how thiz will look when vou Previe 0

Canc Q, Preview Message

If sending message to invitees who have not yet accepted, be sure to check the “Include the
Accept Invitation Button and instructions” in the yellow box. Otherwise, students will not
know how to accept their membership.
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)

MESSAGE

Invitee Message Preview
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Cancel [# Make Changes [ Send Message ]

Your message will be sent as displayed above.

Caution: This message is not queued, but will be sent as soon as you click the button.



