
Sign up online, if you haven't yet, by going to:
www.flocknote.com/SMCYYC (following the instructions
above)
Create a login: if all you want is receive email updates
from your group, you do not have to do this step.
However, if you want to be able to send emails to your
group*, you need to create a login — this allows you to
access Flocknote's back-end.

First, you have to do the following:
 
1.

2.

Go online to flocknote.com/login
Enter your email address (or phone number, if that's all
you've registered with), then click Reset or create a
password below the blue Sign In button.
Click the yellow Reset my password button, and follow
the prompts from there. You'll receive a link to create your
password.

TO CREATE A LOGIN:

Flocknote for Volunteers

The following information is for volunteers who want to use
Flocknote to send emails to everyone in their ministry.

Sign up online by going to www.flocknote.com/SMCYYC
After filling in your contact details, you will be asked which
groups you want to be a part of — select the ministries you
want to receive updates from
You're done! You will now be receiving email updates from
the groups you selected.

If you volunteer with one of our ministries and would like to
use Flocknote to receive ministry-specific updates, here’s
what you need to do:
 
1.
2.

3.

You will receive a verification email after signing up. Be
sure to verify by clicking the link on that email. Otherwise,
you may not receive any Flocknote emails at all.

If you don't see your ministry among the list of ministries
on Flocknote, it may be that the group is set to "hidden" or
private, or your ministry leader isn't using Flocknote yet.
Either way, speak with your group admin or ministry
leader.

NOTES:

 

NOTE:
*Generally, only group admins can send emails. However, group admins can designate users as a "note
sender" — this enables a user to send an email to the whole group without being a group admin. Please

consult with your ministry leader or group admin about becoming a note sender.
 

If you already are a note sender and would like to know how to send emails, follow the guide below.

Open your web browser > go to
www.flocknote.com> click login

After logging in, you will be redirected
to the Flocknote dashboard. One the
left sidebar, you will see all of the
groups that you are a member of.

1. Access Flocknote

 

 
 
 
 
 
Left: the Flocknote dashboard.
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To send an email (i.e. a "note"), click
on your group on the left sidebar,
then click the blue envelope icon on
the top-left portion of the screen.
This will bring up the email
composer.

2. Sending Emails

Flocknote for Volunteers
Continued

Example: UNITE Youth on Flocknote. In this screenshot, you can see all the previous notes that have been sent to this
group. Click on the top-left blue envelope icon (see the first red arrow) to compose an email.

The email composer is quite
straightforward: on top, you'll see the
to field (UNITE Youth Flocknote
group), subject field, as well as the
main body of the email where you
can add different elements (E.g. text
box, images, file attachments, video,
etc.)

To send the email, click on the green
preview button. This is a two-step
feature which prevents you from
sending an email accidentally while
still editing. It also gives you a
preview of what your email will look
like. From there, you will have the
option to send.

If you want to schedule your email to
go out at a future time and/or date,
click on the schedule option at the
bottom of the composer.

 

 

Flocknote's email dialog box
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After sending, it will appear as one of
the notes in your group. Click on the
note to check any comments.

3. You're done!

Flocknote for Volunteers
Continued

Example: Worship Wednesday email. Check the comments on the right hand sidebar.

Want more information?
We hope you found this handout useful. If you need any further help, Flocknote has a vast knowledge base full of resources

to help you use Flocknote effectively. Feel free to visit help.flocknote.com anytime to access these resources.
 

If you need more hands-on guidance, you can contact St. Michael's Communications Coordinator, Ryan Factura, by emailing
rfactura@saintmichael.ca or by calling 403-249-0423 ext. 105.
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