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Step 1. Navigate to your page on CougarConnect and enter the “Edit Mode”.
Log in to CougarConnect. Find your page and select the button that says ‘Manage Organization’ to enter “Edit Mode” where you can create and edit content.









[image: ]Step 2. Think ‘Pancakes’! After selecting ‘Manage Organization’, you’ll select the 3 horizontal lines that look like a stack of pancakes. This ‘Pancake Button’ will open your Organization Tool Drawer.
Next, you’ll click ‘Roster’ to open the list of people who have joined your page. Look to the top right of this page to find where it says ‘Messaging’.
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Step 3. Select whether you would like to send a message via email or text. 
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Email Message Part 1 
Select which members of your page you would like to message. You can do this by selecting them individually by name or by selecting the position that they hold, for example, Student Ambassador. Then select ‘Generate’.
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Email Message Part 2
Copy the Temporary Relay Address (email address in blue text), open a new email in your Outlook, and add this into the "To" field. Then, just compose and send your message as normal!







Text Message 
Simply select your recipients either by name or the position that they hold, type up the message, and send!
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Create Message Relay

Use the filters to generate a temporary relay email address. Then send your message to the email sddress and the system willdistribute the message to all users whofit the filer criteia. You
‘can use any email creation tool at your disposal to generate rich-text email, The temporary relay will be available for 2¢ hours
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Create Text Message (SMS)

Text messages are only sent to users who have text messaging enabled in their account settings. Due to the nature of SMS messaging, this method of communication i not instantaneous and
should not be used as the only means of communication when you need to ensure delivery of a message.
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Student Ambassadors are involved all across campus,
from volunteering on the Welcome Team to planning
events. Through SALP, students develop into an
influential community of learners and leaders. Student
ambassadors represent and promote Columbus State,
including, sharing their cougar pride through campus
programming and working within departments and
offices. These student leaders can also be seen off
campus leading and participating in civic engagement
opportunities.
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