
How to Send an Email to a Chapter via Naylor AMS 

1) Click the Admin Login from REAA.org (scroll to the very bottom of the page) 

 

 

2) Enter your Admin Username and Password 

(This is different than your REAA.org.  The login is first initial followed by your last name.   

e.g. “John Smith” username would be “JSmith”) If you need help contact info@reaa.org 

 

mailto:info@reaa.org


3) On the Admin Home Page, Navigate to the Members Menu, then down to Find Individuals 

 
4) Scroll Down to the  Committee Membership Section and select the chapter in which you want 

to send an email to. 

 
5) Keep scrolling down and select “Send to Multichannel Messaging” 

Click View Contacts 

 
 



6) Verify the number of contacts seems reasonable for that chapter.  “Click here to Review” will 

show the chapter list.  When you are ready to proceed click Save and Continue. 

 
7)  Name the Message Campaign.  Set a Date and Time to send the email.   

Fill out the Display Name, Email From address, Reply To address and the Subject.   

Once filled out, click next.   

 
8) Create your Email via the HTML editor (similar to editing a Webpage).  Two templates have 

been created for In Class and Zoom Class Reminders.  To access the templates, click Insert 

Personal Templates. 

 



9) Create Desired Email.  Scroll to the bottom and click Next 

 
 

10) Add any email address you’d like to send sample emails.  Once finished, click Next 

 

  



 

11) Click Submit to send the test email  

 
 

12) Test Message has been sent and the campaign is scheduled 

 
 

 

 

 

 

 

 

 

 


