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

STEP 1: SIGN INTO MHS. CLICK ON THE “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 SELECT “SEND MESSAGE TO INVITEES”
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Sending an Invitation Reminder (MHS)
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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 4: CHANGE THE “FROM NAME” FIELD. This is customizable up to 40 characters.

ol
T

Invitee Message
— Invitation Group: | Summer 16 Test Group v

*Send to: Invitees who have been invited but not yet accepted (2)

iwiess e S00ED eFseve.

*From Name: I'u'IHS -«Ipha Lambda Defta

Ty

T mathe s=nf ffiis message.
=ne-reply@myhonorsociety.cot=

*Subject:

Message

&' Personalization
You can prewdew pour message and make changes. if

Template: | Reminder letter T | [Apply

Append Invitation Acceptance Instructions

)

TEP 5: ENTER YOUR SUBJECT
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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.
Template Options:
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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:

{name} Recipient’s FULL name (first & last)

{first-name} Recipient’s first name only

{last-name} Recipient’s last name only

{email} Recipient’s email address

{invitation-code} The group invitation code

{expiration-date} The invitation expiration date

{induction-date} The induction date

{dues} Sum of the local and national dues (already includes a dollar sign: $45.00)
{institution-name} Your institution’s name

{chapter-website} Web address to your chapter site
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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.

Member Message

You can use this page to send an email message to your current and/or alumni members. A current member is someone whose graduation
date is in the future, and an alumnus member has a graduation date in the past.
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This page SHOULD NOT be used to send invitations or communicate with invitees. Use Invitation Groups to manage, invite and
communicate with invitees.
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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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You can use this page to send an email message to your current and/or alumni members. A current member is someone whose graduation
date is in the future, and an alumnus member has a graduation date in the past.

This page SHOULD NOT be used to send invitations or communicate with invitees. Use Invitation Groups to manage, invite and
communicate with invitees.
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Find the file/picture to insert; you may have to “Upload” the file first.
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STEP 8: ONCE COMPLETE, CLICK “PREVIEW MESSAGE”
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Template applied. Undo

Dear {first-name},

Your invitation to join Alpha Lambda Delta will be expiring soon — and this one-time opportunity won't be offered
again! Why should you join Alpha Lambda Delta? Here are three great reasons:

The current job market for new college graduates is more competitive than ever. Job applicants in the 21st century
are required to stand head and shoulders above the pack in order to get noticed. Accepting your invitation to join
Alpha Lambda Delta is one way to make yourself stand out! As an exceptional student in the top 20% of your class,
you've already earned the recognition that comes with membership in Alpha Lambda Delta — all you have to do is
accept vour invitation and receive the benefits!
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STEP 9: SEND YOUR MESSAGE




