
     
 

1 
 

How To: Send an Email 

 

 
Thank you for participating in the Melanoma Research Foundation’s Miles for Melanoma 
program! Here are some instructions to help you send donation and/or recruitment emails 
through your Participant Center 
 

1. Log into your Participant Center 
 

2. Click on the “Email” tab 
 

 
 

3. Select an email template or choose to customize your own by selecting “Blank Message” 
under other. You can preview these messages by selecting the link to “Preview” next to 
each option 

 
 
 

Continue on next page 
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4. Edit the subject line and text in the body of the email to customize the message for your 

family and friends. In our templates, you can just enter your personalized information in 
the highlighted areas of the template before you send 

 
 
 
 
 
 
 
 

Continue on next page 
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5. Preview and/or Save your work using the options below the email, then hit “Next” 

 
 

6. Your available contacts will appear to select. If you want to add more contacts, you can 
import them from your email account by clicking “Add Contacts” or “Import Contacts” 
depending how many you would like to upload 

 
Continue on next page 
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7. Select which recipients you would like to email from the “Available Contacts” list and 

double check that they appear on the “Recipient List.” Once all your contacts have been 
added, click “Next” at the bottom of the screen 

 

 
 

8. Preview your message and hit “Send” 
 
 
If you have any additional questions or need help sending an email through your Participant 
Center, please email milesformelanoma@melanoma.org or call our office at (202) 347-9675 for 
assistance. Miles for Melanoma is a national program, so please be sure to include the event 
name when you email or call. 
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