
Ways to Communicate With Your Participants 

Access Path: EMS > Competition Management

EVENT MANAGEMENT SYSTEM (EMS) - ADMINISTRATIVE RESOURCES

COMMUNICATIONS

EMS allows you to compose and send an email to selected individuals and teams. You can include additional
contacts and attachments to each message. The on demand email icon is available on the Entry Info, Compliance, 
Volunteer Management and Officials Management pages. You are able to compose emails when the following icons 
are available:

Email Icons 

To select the individual/team 
receiving the message, check the 
individual row or the box at the top 
to select all.

Note: When emailing teams,
the email recipients include all
coaches and team managers
associated to the team profile.

Click the email icon.

Check the box next to the
contact you are including.

Compose the subject and body of 
the email.

To add a file, click Attachments.

Click Send Email. 

To close or cancel the email
window, click the X button.

Note: Draft emails are not
saved.
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Note: Images are not allowed in 
the body of the email. They can be 
attached or can be a link to a public 
URL for people to view.

To add a different email, select from 
the drop down list, or type the 
address and click Enter twice.
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COMMUNICATIONS

Automatic Email Reminders

EMS sends automated emails according to an established schedule. Review the table below for details.
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Coach/Team Service Personnel Compliance 

Subject: <Competition Name> - Compliance
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Music Late Fee Email

Subject: <Competition Name> - Late Fees have been assessed for missing information

Music/PPC Reminder
Subject: <Competition Name> - Music/PPC Incomplete
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