SMS to Outlook Part 1


Parent E-Mail Address in SMS
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	Parent Email Addresses must be entered on the sponsors (First Contact) page in the Additional Communication Number fields.  You must flag the communication type, Primary E-Mail.

Note: Changes will not reflect in the Export file until the day after you make changes here.
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	Go to the Report page in SMS and click on the SMS to Outlook link.
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	Expand the Filter tab then the Student Contacts tab.  Select the following filters:

Contact Type equals “Sponsor”
Employer Type does not equal “N/A”
Employer Type is not empty
Email Address is not empty

Match criteria must be “All Criteria”
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	Expand the Output Options and select Plain Text (*.txt) from the list of options.

Click Run Report
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	Name the file email and save in Text File format.
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