
1

EMAILER FEATURE
New System Basics

July 2025

LWV MEMBER PORTAL TRAINING FOR LEAGUE LEADERS
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Community Norms, Training Goals
• Call will be recorded
• Assume positive intent
• Please put questions/feedback in the chat
• Recording will be on the ChapterSpot Resources page
• Details are in the Portal Admin Guide
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POP
• Purpose: Provide League leaders with the information they 

need on the emailer tool in the LWV Member Portal
• Outcome: Attendees will understand when and how to 

email members using it
• Process: Presentation/demo followed by Q&A
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Inside ChapterSpot
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Demo
• Screenshots email tool
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Demo
• Screenshots email tool
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Demo
• Screenshots email tool
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Demo
• Screenshots email tool
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Demo
• Screenshots email tool
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Exporting Roster
• Choose view, click Export
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Email Best Practices

Lilly McGee, lmcgee@lwv.org

Sr. Digital Comms Manager, LWVUS
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The Basics
• Title: MAXIMUM 50 characters 

(around 7 words)

• Content: Maximum 125 words 
whenever possible

• Titles – what would you open?

• Always include Opt-out button 
(footer)

• Test: emojis, first names, times, and 
more!
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Inside the Email
People absorb information when it's 
easy to read.
• Create white space

• Break up text with images, pull 
quotes, bullets, and more

• Put important info up front, including 
your CTA (call to action)

• Use only ONE link/CTA when 
possible

• Be concise!
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Going Forward
• Please reach out to membership@lwv.org 

with any questions
• Sign up for the upcoming Framing the Future 

office hours 
• Check out the Member Portal Resources 

page for additional information and tools
• Sign up for the League Update newsletter

mailto:membership@lwv.org
https://us02web.zoom.us/meeting/register/1Rw0ASpcTXOQIpufsUCQ2g#/registration
https://www.lwv.org/league-management/membership/chapterspot-resources
https://www.lwv.org/league-management/league-update-newsletter-sign
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