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Sending a Quick Email to a Primary Contact

Sending a Quick Email to a Primary Contact
To send a quick email to a primary contact on the client card file, make sure the email address is added to the 
contacts record. Perform the following steps to send a quick email to a primary contact:

Locate the client through SEARCH and click the Details  icon to dipslay the client’s card file tab.�.

On the card file tab, click the client’s E-Mail link.2.
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On the delivery > email tab, enter all necessary information for the email. All boxes 
with a red * asterisk are required fields. Once completed, click the [Send] link.

3.

Click OK on the email sent confirmation dialog box.4.

The sent email is stored on the client’s delivery tab.


