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Online services cheat sheet: 

Log in and broadcast email 
http://alumnae.smith.edu/ 

 

TO LOG IN 

 

 
Go to the “Alumnae Directory & Email” box, pictured above, which is in the upper left of 

the AASC website. If you have never logged on to the AASC site before, you will need 

to click on “New User” and follow the instructions.  

 

If you haven’t logged on to the site after January 1, 2009, your username will be the same 

but you must enter your AV number for your password. You can choose a password after 

this first log in. 

 

SEND A BROADCAST EMAIL 

 

On the AASC home page, click on “Volunteer.” In the pull-down menu click on 

“Volunteer Connection.” (If you are already logged in, you will go directly to the page. If 

you are not logged in, there will be a log in box now.) This is the Harris Connect page; 

the AASC site is no longer visible: 
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On the top menu, under “Email Marketing” click on “Create/Manage Email Recipient 

List” and you will see the following: 

 

 
 

FIRST-TIME CLUB OFFICER BROADCAST EMAIL USERS: Click on the yellow 

bar “Create a Recipient List” 

 

Name your list in the “List Name” space 

 

To look for your club, click on the plus sign next to “Misc” 
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In the fifth line down, next to “Club Designation,” keep the equal sign (=) and use the 

drop-down menu next to it to choose the area for your club 

 

 

 
Scroll down and click on “Save List” 

 

This should take you to the “Create & Manage Lists” section 

 

 

 

IF YOU HAVE USED THIS BROADCAST EMAIL SERVICE BEFORE, you can 

simply click on the “Create & Manage Content” tab 

 

NEXT 
 

Click on the “Create & Manage Content” tab. This page shows all the emails contents 

that have been created by all users 

 

Click on the yellow bar “Create Content”  
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Fill in “Name this Content” 

 

Then type your email content in the box above.  

 

IMPORTANT: Your email message must be above the top gray line. Either delete the 

line or begin typing above it. Your email text must be above the sentence: “This 

message is being sent to you because of your affiliation …” 
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When you have completed your email message click on the last bar, “Copy HTML to 

Text Version” 

If you click on “Preview HTML” to see the email content 

Then click on “Save Content” at the bottom of the page 

 

NEXT 
 

Click on the “Address & Assemble Email” tab 

 

 
 

Click on the yellow bar that says “Address & Assemble New Email” and see the 

following: 
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Fill out boxes: “Email Name,” “From,” “To”, etc. Make sure that your email in the 

“From Email Address” and the “Reply to Email Address” are correct 

Fill out the box “To” with the name of the Club you are sending the email to. 

Eg: “Hamphire County Club” 

 

In the “Email Content and Recipient List” section go to the “Select Email Content” 

drop-down menu. You will find your email there, listed as what you entered for “Email 

Name” 

 

Go to the “Select Recipient List” drop-down menu and select your recipient list, which 

will be what you named your class or club list 

 

In “Select Type of Email to Send” make sure “HTML and Text” are selected 

 

In the “Campaigns & Categories” section, skip “Available Campaigns” and go to 

“Available Categories.” Select either “Classes” or “Clubs” then click “Select.” 

Click on “Save This Email” 

 

NEXT 
 

You will now be back at the “Address & Assemble” main page. Click on the “Send & 

Schedule” tab 

 
 

 

 

Click on the yellow bar “Send a Broadcast Email Right Now” and this box will appear: 
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Find your email in the list, highlight it, and, on the right-hand side, click on “Schedule 

This Email Now” 

A calendar of emails to be sent will appear: 

 
Find your email. Click on the red “Approve” 

Your email will be sent. 
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