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Queue an email and check its status
Find it again: Communications > Email readiness

Waiting to send: this email is queued and has not been sent.

Your checklist

Waiting to send means the email is queued but has not been sent. Sent does not mean read.

This page has no individual Reply inbox. Use the agreed school channel for one-family replies.

Pause the video and complete one step at a time. US English | USD

Open Communications and find Email readiness.1

Check Segment, recipient count, and Purpose.2

Write a clear Subject and Body. Include the time zone for a schedule message.3

Click Queue broadcast once, then wait for confirmation.4

Check Recent emails for the intended recipients and recorded status.5


