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Reminding Event Attendees

Here is the situation...

Your group has an event coming up and you

want to send a reminder to all of those who
have RSVP’d.

How do | send this through Raiser’s Edge?

National
@. Peace Corps
' Association



Step 1: Find your Event

= Raiser's Edge NXT Home  Fundraising v  Marketing v  Events Lists ¥  Analysis v Tools ¥  Control panel v

Events ) .
Using the Events Tab, find your event

26 Events

LYVERE Y  [MColumns = [RExport  Findin this list Q

Event name Category Start date End date Capacity Attending Attended Invited Revenue Event goal Perce

July 23 2024 NPCA Quarterly Town Hall NPCA Events

, , 7, National
Click on the event for which you want to @ Peace Corps
send a reminder Association



Step 2: Creating your List

2 - Click on “Create Constituent List”

1 - Click on “Work with Participants”
July 23 2024 NPCA Quarterly Town Hall

Date and time: 7/23/2024 8:00 PM - 9:30 PM

July 23 2024 NPCA Quarterly Town Hall

Date and time: 7/23/2024 8:00 PM - 9:30 P!

77 Participants
& Edit
(YL Y  (DColumns Export = Create constituent list  Search by participant name Q
. Filter: | RSVP status: Attending % |
Details
Selectall  Clearall
# Edit
Event details
Lookup ID Category Event goal Capacity
24-41 NPCA Events, $0.00 No capacity found &
Constituents
Location
No location specified
73 Constituents List updated 2 minutes ago
Partidpants Save v  [DColumns ¢ Share Export v = Add/Exclude ¥ = =+More v  Findin this list Q
Save as a new list
Work with participants ipants of 7/23/2024 July 23 2024 NPCA Quarterly Town Hall@  Clear all values
Save in database view as a sthigquery
Pre-event Save in database view as a query list Assigned to Constituent codes Lifetime giving | First gift
1 77 0 0
Invited Attending Not attending @ Interested

5 — Savm a Ny Ligt widh the %2, National

Online data health . . Peace Corps
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Step 3: Create and Send your email

NPCA has put together several other tutorials on how to use
Raiser’s Edge.

If you need to learn how to create an email:

1. Visit https://www.peacecorpsconnect.org/crm-migration/

2. On the right column, find Raiser’s Edge Trainings & Tutorials
3. Click How to Create an Email Using Raiser’s Edge
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https://www.peacecorpsconnect.org/crm-migration/
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.peacecorpsconnect.org/wp-content/uploads/2024/06/Affiliate-Group-RE-Training_How-to-Create-an-Email-in-Raisers-Edge.pdf

Thank youl!

Travis Matthews
Development Manager, National Peace Corps Association
development@peacecorpsconnect.org
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