Emailing Multiple Actors In
Zenas

This example shows how to send an email to all
attorneys on a case.



Get Case# | _Search for Client | Close Case |

S Cased# | 1883 Court [ Mz
<= | [==] Closed# Appeal-GTCA Docket | 100
DiClosed | _Client Folder | DiFiling | 04/
a< |_=a | DiLastOrder | 04/
DiOpen | 04/30/12 in a r ra|

DICoA Status
Add Actor Stat D/LastAction | 04/

Get Actor's Info Check Contacts | Lt

Set | Role | Name

In order to send an emaill to all attorneys on this
case, who are identified by the Role of “ATT,”
click the “Send Multiple” button.

This takes you to the Actor page, where you can
make this selection.
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Zenas initially displays all actors on the case.
To limit the list to attorneys, type ATT as shown,
and then click the “List Actors™ button.
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Now, only the persons marked ATT are listed.
Press the “Email All” button, and your email
client should produce something like this:
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Note in these examples:

1) If the role of a party was combined, say as
“ATT/REF,” doing the same steps would have
sent the email to that person as well.

2) If you wanted to send the email to both those
actors marked ATT and REF, you could have
typed ATT,REF into the yellow cell on the
Actors page, and all persons marked as ATT or
REF would be included in the email.
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