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QuickStart Guide for Admins

It’s that easy!
	 gradleaders.com	 614.791.9000	 @GradLeaders

Sign into GradLeaders 
Career Center and select 
Other Admin Activities 
> Mass Emails

View current emails in progress and past emails 
previously sent or perform a Basic Search to 
find the email of interest

Click Trash Can to cancel a 
scheduled mass email

Click the Binoculars to 
view batch email results

View Scheduled + Cancel Mass 
Emails


