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Using an email template 

 

Mailing a list of students or applicants is simplified by using a template, a 

document created in the database manager. 

 

1. Settings > Database manager > Students/applicants > Manage 

documents 

2. Students > Send bulk email 

 

A user is a person managing the EConsort application. 

An applicant is an applying student. 

A student is an applicant who has been admitted. 

 
Printscreens in this tutorial are centered and indicated by a box . 

 

Watch the corresponding video tutorial online by clicking the ‘Play’ icon. 

1. Creating the template 

Settings > Database manager > Students/applicants > Manage documents 

▼ Click Add document: 

 

▼ Enter a document name and choose a document group from the choicelist: 

 

▲ Click the button. 

▼ The new document can now be found in the overview: 

 

▲ You can choose to edit the document properties, edit the content or delete it. 

  

https://www.youtube.com/watch?v=aYOrbqgXdFg&feature=youtu.be
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▼ Editing the document content is made possible by a standard text editor: 

 

▲ Compose the document using the editor. It’s possible to enter fields by clicking the buttons. 

In the editor on the left, the inserted fields can be recognized by the exclamation marks. For 

every person you apply the document to later on, the fields will be replaced by the 

corresponding values. Click the button to save. 

(Adding more field buttons to the right part of the editing screen can be done in the 

document properties menu, as explained in the following item.) 

▼ Switching to the document properties page displays the following options: 

 

▲ You can edit the document name and group or clone the document. You can also link the 

document to a webpage. Doing this will display a list of versions of the document on the 

webpage, each one adjusted to every person on the selected list. 

Adding a field here will display a button of the field on the Edit document content page, 

making it possible to insert this field into the email template. 
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2. Sending the mail 

Students > Send bulk email 

▼ Choose a template for your email and click the button: 

 

▼ Pick a list of students to send the message to. Enter the email subject. 

Editing the email content is still possible using the text editor or entering (a) new field(s). 

 

▲ You can also enter another email address to add a recipient that is not in the list. 

Choose (the central EConsort email address or 

your personal email address) and . 

Click the button to send the email. 


