
CGP: Use Roster Email Blast – with example: Emailing Monthly 
Newsletter 

The “Roster Email Blast” menu item allows for the  mass emailing of messages and/or attachments to 
either all members or a select group of Comstock Gold Prospectors, Inc members.  

Note:  Until you “Send Emails”, nothing has been sent.  So, try these instructions to see what 
happens, but hold off “Send Emails” until you are ready to send the emails.  

Step 1:  Select “Roster Email Blast” from the “Membership” menu

• On the Main Page,
“Membership” menu;
Select “Roster Email
Blast” 

Step 2:  Fill Out the “PHP Mass Email” form

1. Enter a Subject 
2. Add message body

(html is allowed) 
3. Add Email Addresses –

see step 3a below)
4. (opt) Get Attachment

(see step 4a below)
5. Validate Email From

(see step 5a below)
6. Send Email (see step

6a below)  

   



Step 3a:  Fill Out the “PHP Mass Email” form

1. Select the “Current
active roster email
accounts” (this is
from the “Reports”
menu item and
returns a list of all
active Roster
Members)

2. “Submit” will bring
up the list of emails
(see 3 below)

3.  “Select All” for all the
members on the list
OR select an indiviual
member 
OR select several
members by holding
the control [ctl] key
while selecting
members.   

Clear all selections with
“Clear All” button.

4. “Submit” will “move”
the selected email(s)
addresses back to main screen 



Step 4a:  Get Attachment(s) – (optional) 

“Select a file to Upload:”

(only need if attaching a
document to the blast email
– in this example, the
Newsletter stored on your
local computer!)

 
1. “Browse” your computer

and select the file to attach
to the email blast.    

2. “Upload File” (NOTE: this
is a separate process from
“posting” the newsletter.
This WILL NOT UPLOAD
the newsletter to the website.)

• Note:  You can upload multiple attachments, just repeat this step

Step 5 and 6:  Validate and Send Emails 

• (After optionally
uploading attachment(s),
you’re returned to the
main window –)

1. “Validate Form” – will
check the form for errors
– if OK, then

2. “Send Emails” will stage
the emails for sending –
see below for  messages



• If “Email Validated” and
“Job Activated”, the send
email job is scheduled to
run.  

• Emails are sent in
batches of 30 at a time to
avoid server errors.  The
job is scheduled to run
every 15 min. so it will
take about 2.5 hours to
send 300-350 emails.
(Yes, the process could
be speeded up, but it is
not recommended!)

Note:  Until you “Send Emails”, nothing has been sent.  So, try these instructions to see what 
happens, but hold off “Send Emails” until you are ready to send the emails.  


