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Introduction 
Corresponding with Contacts is crucial in any business, and using PensionPro’s Blast Email tool 

means having an easy means to reach out to them on a global scale while still allowing for 

personalized messages in just one step. PensionPro was developed to provide the efficiencies firms 

need to operate and grow. Blast Email is just one of the functionalities in the system that help reach 

that goal. This guide will explain the ins and outs of Blast Emails, from the very beginning of setting 

up preferences to best practice tips. This guide is meant to be able to take a user through the full 

setup of Blast Email and be up and running and confident using the feature.  

Setting Up Blast Email Preferences 
In order to begin using Blast Email in PensionPro, the first step is setting up system preferences. 

Security rights to access the Maintenance menu are required to access Blast Email preferences.  

1. From the toolbar at the top of the screen in PensionPro, click on 

Maintenance<Preferences<PensionPro.  

2. On the General tab of the PensionPro Preferences, from the Preference Type dropdown, 

choose Blast Email. 

 

Below is the list of the preferences that must be setup to make the Blast Email functionality work 
properly. In most cases, an in-house or outsourced IT person, will be able to assist in setting up 
these blast email preferences. 

 Email Protocol: Select the protocol to use when sending email. SMTP is the most flexible 
option. It will allow users to send email on behalf of other PensionPro users. MAPI will only 
allow the user to send email from their email address 

 Email Server Name: To communicate with the email server, the software needs either an IP 
address formatted as xxx.xxx.xxx.xxx or the name of the server for example 
mail.myserver.com. This field must be populated for blast email to work. 

 Use SSL: Most email servers do not require a setup to a secure communication link. The 
default is set to No. 



 Email Server Username: Enter the username required to sign into the email server entered 
in the Email Server Name field. This field is normally required for hosted solutions, but may 
not be required if using an in-house email server. 

 Email Server Password: If a password is required to sign into the email server entered in 
the Email Server Name field, enter it here. This field is normally required for hosted solutions, 
but may not be required if using an in-house email server. 

 Email Server Port Number: Email is normally transmitted using port 25. Other possible 
options include 567 or 2525. The default is set to 25. 

 Blast Email Interaction Default: Choose the Interaction type to use when Blast Email 
interaction records are created. This is a list value and can be found by clicking on 
Maintenance\List Values\Interaction\Interaction Type. The default is set to Email. 

 Blast Email Batch Size: This is the number of Blast Email items that will be sent in each 
batch. This value is used to control the number of emails sent to the server in a batch. The 
default number and maximum is set to 20. 

 Blast Email Sending Pause: PensionPro will pause for the number of seconds 
entered between each batch sent. The default is set to 2 seconds. 

Using SendGrid 
To use Blast Email, a relay must be established that will allow for the blast emails to be sent from 

multiple Employees at one time. A standard email server will not allow for that, so an outside relay is 

needed.  

SendGrid is an email relay service that takes the pain out of setting up a secured relay and works 

from anywhere. Relays from major mail vendors impose daily rate limits and will not allow someone 

to send emails on behalf of others which is very limiting when sending out email blasts. If you host 

your own email server, chances are that you will spend a lot of time setting up your relay, it will only 

work within your office, and you will have to pay someone to configure it. If an IT Specialist spends 2 

hours setting up a relay (which is a very low estimate), that cost would cover using SendGrid for two 

years.  

The cost of SendGrid is $10 per month, which will allow for 10,000 emails per month, and the fee will 

be added to your monthly PensionPro billing. We take care of the entire setup process and generally 

can have it up and running within 48 hours. If interested, please reach out to us on the Help Center.    

Understanding the Blast Email Interface 
To open Blast Email, from the top menu in PensionPro, click on Communications<Blast Email which 

will open the Blast Email Templates grid. Any existing templates in PensionPro will be visible on this 

grid. Each template will be viewable as a line item with the following information: 

 Created On: This field shows the date on which the blast email template was created. It can 
be used to determine the chronological order of template creation dates. 

 Name: This field shows the name of the blast email template created. Used to help 
determine correct version and template for selection. 

 Type: This field shows the Mailing Type of the blast email. This is very important as the 
Mailing Type controls the Recipients that the blast can be sent to. 

 Description: Overview of the email being sent. 
 Is HTML: If checked this will determine whether or not this email will be edited in the general 

blast email editor, or on the web using the HTML editor. In the HTML editor fonts, colors and 
images can be added. The image needs to be hosted on the web as PensionPro does not 
host images. 



 Last Sent: Last sent shows the date that the blast email was last sent. It is primarily used 
to display the most recent distribution dates for the email template. 

For example, TPA Company would like to send a blast email to plan contacts reminding them of 
an upcoming quarterly enrollment period for new entrants.  To get started, either copy from an 
existing template or add a new template.   

To Copy an Existing Blast Email Template: 

1. Select the template to copy and click on the double paper button in the upper right-hand 
corner of the grid to create a copy. 

2. Creating a copy of the Template will copy all information within the original template. This 
includes all Template information, subject and body, attachments, and filter selections. The 
name of the blast will be the same as the one chosen to copy but will add the word “Copy” to 
the end. Click Save, or Save and Open to complete the process of creating a copy. 

To Add a Blast Email Template: 

1. Click on the add icon in the upper right-hand corner of the grid to create a new Blast Email 
Template. The Add Blast Email slider will appear. 

2. A name for the Template and Mailing type are required in order to create the new template. 
The remainder of the fields on the slider are directly related to the mailing type and how the 
template will be used. Once all information has been added, click the Save button or drop-
down and click Save and Open to immediately open the Blast Email template. 

3. The new Blast Email Template will show up at the top of the grid once clicking Save. Double 
click the template to open it and make additional changes. 

Mailing Type: 
The mailing type is used to determine contact, plan, and project data needed for selection of 
appropriate recipients for the Blast Email. Selecting the correct mailing type will verify that the 
correct Contacts will populate in the Recipients grid for mailing. 

Below is a list of the Mailing Types available: 

All Contacts: This will provide a list of all Contacts in the system. This selection has no 
association to a Plan, so this will not allow linking the From Address to a Role. A static email 
address must be entered to send the blast email from. 

Census Reminders: This will provide a list of Plan Contacts that have Annual Data 
Collection projects linked to them that have the first Task of the first Task Grouping 
completed (Census Request Sent) but the rest of the Tasks in that grouping are not 
complete. By selecting this option and any other except for All Contacts, the system will 
prompt to enter a From Type. The Form Type can be linked to Plan Role or a static address. 
The option to CC other members who hold roles within the Plan is also available.  Sending 
blast emails for census requests and reminders will be covered in a different guide.    

Census Request: This will provide a list of all Plan Contacts that have an Annual Data 
Collection Project Launched but the first task (Census Request Sent) is not completed. 
Sending the blast email to these recipients will complete this task and activate the next task 
in the sequence.  Sending blast emails for census requests and reminders will be covered in 
a different guide. 



General Web Collection Reminder: This will provide a list of all Plan Contacts that have 
General Web Collection projects linked to them, that have the first Task of the first Task 
Grouping completed (Request Notification) but the rest of the tasks in that Task Grouping 
are not yet completed.  Sending blast emails for general web collection requests and 
reminders will be covered in a different guide. 

General Web Collection Request: This will provide a list of all Plan Contacts that have a 
General Web Collection Project Launched but the first task (Request Sent) is not completed. 
Sending the blast email to these recipients will complete this task and start the next task in 
sequence.  Sending blast emails for general web collection requests and reminders will be 
covered in a different guide. 

Plan Contacts: This will provide a list of all Plan Contacts.   

Plan Contacts (no duplicates): This will provide a list of all Plan Contacts, but will not bring 
back any duplicate records for the Contact.  Since a contact can be linked to different Roles 
across different plans this selection does not allow linking the From Address to a Role. A 
static email address must be entered to send the blast email from. 

To revisit our enrollment reminder example, add a new template by clicking the add button in the 
upper right hand portion of the grid.  The Display Name is Enrollment Reminder and the Description 
is Quarterly enrollment reminder for newly eligible participants.  This blast email will use HTML, the 
Mailing Type will be Plan Contacts and it will be sent From the Employee Plan Role of Administrator.   
For this particular blast email there will be no CC’s.   

Once the template has been created there will be a number of tabs viewable.   
 

Home Tab 
This tab displays all the information provided from the template creation screen. Like the template 
screen, the information on this tab is editable by clicking on the Edit button above the right-hand side 
of the grid.  

 Template Name/Description: This is the name and the description of the Template that has 
been chosen to send a new Blast Email. 

 Use HTML: This is where a selection is made that determines whether or not this email will 
be edited in the general blast email editor, or on the web using the HTML editor. 

 Mailing Type: The mailing type is used to determine contact, plan, and project data needed 
for selection of appropriate recipients for the Blast Email. Selecting the correct mailing type 
will verify that the correct Contacts will populate in the Recipients grid for mailing. 

A detailed description of each Mailing Type can be found in the previous section.   

 From Type: This is the email address of who the email is sent from. This can be done by 
either the Employee Plan Role or by choosing a Static Email Address. For the Employee 
Plan Role, the blast email will be sent from the employee who is assigned to the role for the 
plan. For the static address, the blast email will be sent from the static email address 
entered. (Note: If an Employee Plan Role is chosen and recipients are not populating as 
expected, verify that the Employee Plan Role is in fact associated with the Plan the Blast 
Email is being sent to). 



 Include All Plan CCs: This check-box determines whether or not this Blast Email will CC 
those Plan Contacts that have been marked to “Please CC” as part of their plan contact role 
setup.  

 Send to CC Option: This drop-down allows the choice to select specific Plan Contact Roles 
to have CC'd on this email. Click the role from the drop-down and then click on the plus sign 
to add that contact to the list to CC. There is no limit to the number of Plan Contact Roles 
that can be added to the CC list.     

Subject & Body Tab 
This tab is where the actual body of the Blast Email is created. Notice three different sections: 
subject, message body and merge fields. The subject and body are just that, the text fields where 
the subject and body of the email are entered. The Merge Fields allow for the inclusion of merge 
fields that will then populate with information relating to the Plan or Contact fields chosen.  For 
example, Plan Name, Plan Type, Contact’s Name, and Sender’s contact information, are just a few 
of the merge fields can be chosen. Merge fields allow for you to create one template with 
personalized information and send it on a global level. 

 Subject: This is a standard text box which will be the subject of the email when it is sent out. 
This field is unable to contain HTML but it can contain Merge Fields. 

 Body: This is where the actual content of the email is created. If the “Use HTML” was not 
selected on creation, the text-box will work similarly to the Subject section; it can hold 
standard text, and Merge Fields. However, if the “Use HTML” box was selected, an Open 
Blast Email HTML Editor button will appear below the text-box. By clicking the button, a 
browser instance will open. From there, effects such as bold, italics, size, colors, etc. can be 
added to the text to make the Blast Email look distinct. 

 Merge Fields: On the right-hand side of the Message Body are Merge Fields. The available 
merge fields will vary depending on the selected Mailing Type but include such items as 
Client, Plan, Contact, Document Specifications, and Sender information.  To add these to the 
Subject or Body, either click the Arrow button next to the respective text-box or double-click 
the Merge Field and the field will be added to the current cursor position. 

For our enrollment example we will include the merge fields of Plan Name, Plan Contact First Name, 
Eligibility Age, Eligibility Hours, Eligibility Service, Entry Dates, and Sender Signature to create a 
personalized blast email to the client.  The email is as follows: 

Quarterly Enrollment Reminder [Plan Name], 

Hello [Plan Contact First Name],  

This is a reminder that you have an upcoming open enrollment date for your retirement plan. Please 
review your plan's eligibility requirements in your plan document (also listed below for your 
convenience) and determine if any current employees are now eligible for the plan for the first time: 

 Minimum Age:[Eligibility Age]  
 Minimum Hours: [Eligibility Hours]  
 Service Period: [Eligibility Service]  
 Plan Entry Dates: [Entry Dates] 

Please ensure that all newly eligible participants are provided an enrollment packet, SPD, and Fee 
Disclosure Package.   



Thank you for your attention to this matter.   

 [Sender Signature] 

Standard Editor vs. HTML Editor 
What is the difference between using the standard Blast Email editor and the HTML editor? The 
main difference is the availability of customization. In the standard editor, basic plain test is all that 
can be entered.  The HTML editor has the ability to customize the message with different fonts, 
colors, bolding, photos and more. 

Attachments Tab 
The purpose of this tab is to upload files that will be attached to the blast email. When sending a 
blast, the file must be a generic file that will be the same for each recipient. If sending plan specific 
documents, either upload the file directly to the Plan or Project, or send those files via Secure File 
Transfer. Attaching a file to a blast email is meant for generic files that are applicable to all recipients 
receiving the blast. This functionality is similar to other File Upload screens in PensionPro, except 
these files are unable to be archived. Functions such as being able to edit the Attachment name and 
downloading it locally are still present on this tab. 

To create an attachment: 

1. Open the Email Template and go to the Attachments subtab. 
2. Click the add button above the right side of the grid, a slider will appear. 
3. Browse out to the appropriate file and click to open it.  
4. Enter the title and the description. 
5. Click to Save. 

Viewing the Attachments Grid: 

1. On the grid there is a column titled “File Size”. This correlates directly to the size of the files 
uploaded (in KB). 

2. Below the “File Size” column, the total amount uploaded for the email (number on the left) 
and maximum that an email can have (number on the right), are available for tracking data 
amounts on the blast email. These numbers are calculated in KB for better accuracy. The 
maximum amount that is allowed on one email is 2,000 KB or 2MB. 

Recipients Tab 
The Recipients tab is where the contacts who will receive the blast email are identified and 
confirmed.  Using the Options icon on the upper right hand portion of the grid, filters can be placed 
on the data to bring back the desired contacts.  The filters can be broad, such as every contact in the 
system, or very specific, such as only those contacts with plan assets at a specific investment 
provider. 
 
Within Options, there are Data Filters and Selections: 

 Selections: This section will determine which columns will appear in the grid when the 
recipients are refreshed.  Notice that some selections will be greyed out and selected. Email, 
First Name, and Last Name are selected by default; these fields are required for the basic 
Recipient refresh. Other fields may be greyed out based on which Merge Fields were selected 
on the Subject and Body tab. 



 Data Filters: By clicking the Add button, Data Filter can be created to put limits on how much 
data will be displayed. The first dropdown on each filter has the same information as 
Selections. The second dropdown will change based on the first, but will allow for conditions 
to be placed on the filter. The third and final field will contain the value to apply to the filter. 
Example: Selecting “First Name” “Is Equal To” “Bob” will filter the recipients to find only 
accounts with an Administrator named “Bob”. 

Populating Recipients Tab 

1. Click the Options icon on the right side of the grid to filter the contacts to include in 
the blast email.    

2. Filters can be saved for future use by clicking the Save Filter Preferences button at 
the bottom of the filter box.  Filter Preferences do not need to be saved. 

3. Click the Options icon again to remove the Data Filters box. 
4. Click the green Refresh button on the upper right hand portion of the grid.   The 

results of the filter will now show on the page. 
5. Check the box by each recipient’s name to mark who to include in the blast email or 

check the box in the header to select all recipients.          

To revisit our enrollment reminder example, the email is being sent to the Main Contact for the Plan 
so data filters must be set to only bring back the Main Contact.  In the Data Filters, select Plan 
Contact Roles – Plan Contact Role in the first dropdown.  In the second dropdown we will select “Is 
equal to” and in the third dropdown select Main Contact since we only want to send and bring back 
results of the Plan’s main contact.   

In the Selections box, select any additional fields to view in the grid in order to confirm the correct 
contacts are being reflected in the grid.  For our example we will select the same merge fields 
included in the body of the blast email.  After populating the recipients tab the grid will display a 
listing of all plan contacts listed as the Main Contact and the grid will display the merge fields 
selected.   

Once the grid has been populated, the ability to further filter the headings also exists.  In our 
example, the results were filtered to bring back the Main Contact but no other filters were placed on 
the data, such as the Plan’s Entry Dates.  Assuming the reminder is for the 4/1 enrollment period, 
plans with semi-annual entry dates also need to be filtered out of the blast email.  Filter the Entry 
Dates column on the grid by quarterly entry dates to quickly remove those plans that do not have a 
4/1 enrollment period.   
 
After all appropriate data has been filtered, select the email addresses the blast is being sent to on 
the far left hand side of the grid.  All addresses can be selected at once by marking the box next to 
the Email Addresses header.  

Send Emails Tab 
The Send Emails tab, is the final step in the process of sending the blast emails. There are two 
options, Send a Test Email and Send the Blast Email. 

Note that if a subject or body is missing, an error will show on the errors tab stating that a blast email 
must have a Subject and a Body. An error will also appear if No Recipients are selected, if there are 
in fact no recipients selected on the recipients tab. 



To Send Test Email: The purpose of this option is to send a sample email to any email address 
desired. This is to allow for verification that the email looks correct and is ready to be sent to the 
contacts. 

1. When the slider opens, the To Address will be populated with the email tied to your account, 
but this can be changed. There is no limit to the number of test emails that can be sent. 

2. By clicking Send, the resulting email should have all of the text and applied effects, the 
merge fields populated by the Top recipients that were selected, and the CC removed. The 
Email address entered in the slider will be used to override the To Address. Sending a test 
blast email 5 times will take the top 5 recipients selected, use them to fill in the merge fields 
on each of the emails and send each one to the email address that was defined in the slider. 

3. If the email sent properly, the success tab on the left side of the screen will display the 
number of emails that were sent successfully. The Errors tab will indicate the number of 
emails that were not sent successfully. 

To Send the Blast Email: 
1. Once the email has been completed, tested, and is ready to be sent, click the Send the Blast 

Email button. The number of emails to be sent will show on the Send the Blast Email tab in 
queued. 

2. A Send Confirmation box will appear asking if you are sure you want to continue. When the 
emails are sent they will be sent to the recipients and any CC’s that were selected to be 
included. The progress bar below the buttons will show the progress of the emails as they 
are being sent. 

3. Once the emails have been sent a Success Message will display. If there were any errors 
while sending, those will appear on the Errors tab. The errors tab will also display errors if 
there is either no Subject or Body or if there are preference settings missing that are required 
to send an email. Both of these tabs are able to be copied via Right-click to Copy and then 
paste them in plain text wherever you prefer. 

To close out our enrollment reminder example, the blast email will look like the below example.  
Notice how the plan name appears in the subject, the email addresses the main contact’s first name, 
and all of the plan’s specific eligibility requirements pull into the body of the email.   

Quarterly Enrollment Reminder – Electronics World, Inc. 401(k) Plan 

Hello Joe,  

This is a reminder that you have an upcoming open enrollment date for your retirement plan. Please 

review your plan's eligibility requirements in your plan document (also listed below for your 

convenience) and determine if any current employees are now eligible for the plan for the first time: 

 Minimum Age:16 
 Minimum Hours: 500 
 Service Period: 1 
 Plan Entry Dates: Quarterly 

Please ensure that all newly eligible participants are provided an enrollment packet, SPD, and Fee 

Disclosure Package.   

Thank you for your attention to this matter.   

John Smith 

Plan Administrator 



PensionPro 

Keeping Track of Sent Blast Emails 
Blast emails are tracked through Interactions within PensionPro.   Whenever a blast email is sent, it 
will create a new interaction for each of the emails being sent out, if the addresses are valid contact 
records in the PensionPro system.  It will create a participant for the “To” and the “From” of the blast 
email. CCs will also be added as a participant on the interaction if they are not already the “to” or 
“from.” 

For Blast Email Types that link to Plans, in addition to the above actions, it will link this interaction to 
the Plan for the associated contact role. 

To review a specific contact’s interactions, search for the contact and click on the Interactions tab to 
view any interactions associated with that contact.   To view the interactions for a particular plan, 
search for the Plan and click on the Interactions tab.    

Reporting on the Blast email interactions is also available through the Reports>Communications 
Reports>Interaction List menu.   This report can be filtered by dates, interaction type and Interaction 
title to filter down to the exact communication desired.    

Resending Blast Emails 

All blast emails are stored in the Interactions section of PensionPro under the contact’s name or 
Plan if the contact is linked to a Plan.   To resend a particular blast email, search for the contact that 
received the email and highlight the email by clicking on it once.  Click on the envelope icon in the 
upper right hand corner to resend the email.   Emails can also be resent from the Interactions screen 
by double clicking on the email to view the actual body of the blast email, then click on the envelope 
icon from here and resend.   

It’s important to note that any attachments included in the original blast email will not be included in a 
resent blast email.   

Managing a Communication List 
Communication Lists allows users to easily group together members that receive certain Blast 
Emails. 
 
To create a new Communication List, click on Communications>Communication Lists. Here an 
existing list can be chosen, or a new list can be added by clicking on the add icon next to the Select 
a List dropdown. A title and description are required to create a new Communication List. Once the 
new list is created, members can added by selecting the list from the dropdown and clicking on the 
add icon above the grid on the right-hand side. To remove a Contact from the list, click on the 
contact once to select them and then click on the red X to delete them from the list. 
 
To add or delete a current Contact to a Communication List within the Contact record, open 
the Contact and click on the Communication Lists tab on the left-hand side of the grid. From here the 
contact can be added to a List by clicking on the add icon above the grid on the right-hand side.  To 
remove a List from the Contact, click on the List once to select it and then click on the red X to delete 
the list.  
 



To add or delete a current contact to a Communication List using Power Tools, select Power 
Tool > Communication Lists.  In the I want to drop down box select whether to Add Contact In List or 
Delete Contact in list and select the Communication List the contacts are being added/deleted from.  
In order to manage a Communication List using the Power Tool the communication list must already 
be created.   
 
Using the Options icon on the right hand portion of the grid, filter the data as necessary and click the 
green refresh icon.  Select the contacts to add or remove from the Communication list, click on the 
2.Execute tab, Unlock button, and then Execute.   A Completed or Failed message will be displayed 
after the action is executed.      
 
When adding a new Contact, they can be added to a Communication List by selecting the 
appropriate Communication List from the dropdown menu located on the Add Contact slider. 
 
The Communication List will be a usable filter within Blast Emails to make it easier for users to send 
blasts to specific groups of people more efficiently. 
 
Practical applications of communication lists 
Communication lists are a great tool to help manage smaller groups of individuals that you may want 
to communicate with more frequently than others.   They work especially well if you segment your 
client or advisor relationships.   Suppose you want to setup a meet-and-greet event with your local 
advisors to discuss the Plan Fiduciary regulations and how they affect your advisors.    Having a 
communication list containing all advisors within a certain radius would allow you to quickly and 
easily reach out to all those advisors and invite them to the event.   
 
Not all clients are created equal and there are certain clients that you want to reach out to more 
frequently than others.  Do you have clients that you make a point to schedule annual meetings with 
or annual plan design reviews with and not others?  Setting up a communication list for this group of 
clients will allow you to quickly send out a request to get these meetings scheduled.   Remember, 
with the blast email tool you can make these emails very personable so they don’t look like blast 
emails.   Why take the time to send out individual emails when you don’t have to!         

Blast Email FAQ’s 
Q: I would like to send an invitation to all the brokers who work with us to join us at events 
we have planned for them.  I could not find any discussion about brokers. 
A: A blast email to brokers will be similar to a blast email to a client but with different filters.   Since 
brokers could be attached to numerous plans you want to create an email template using the Plan 
Contacts - No duplicates Mailing Type so it only returns each broker's name once.   When you get to 
the recipients tab select the Options icon and then the little green + icon to add filters.  Select 
Contacts - Investment Advisor, Is equal to, check mark.  Under the selections box you can also add 
additional items that you want to appear in your results after you refresh the data, like company 
name, etc.       
 
Q: We send out advertising through Blast Emails. When a person does not want to receive 
this type of communication, we flag the contact as Receive bulk email no. What is the best 
way to prevent these people from receiving these advertising blast emails as there is not a 
button to exclude these contacts from getting the email in the blast email program. 
A: We do have a filter available under the Options dropdown on the Recipients tab to choose 
Contacts - Receive Bulk Email and check the box. This will only bring back the Contacts that have 
that marked as Yes.  
 
Q: Can we insert our company logo into a blast email?   



A: Yes, In order for an email to include an image, it has to be hosted out on the web. PensionPro 
cannot host the image for you, so it will need to have a web link to be able to include it in the blast. 
 
Q: When we send a eblast to the Main Contact, if we have someone who is "cc'ed" on all 
communications, do we have to check off something to allow the eblast to go to all "cc'ed" 
people? 
A: On the Home Tab of the blast email you can choose to "Include All Plan CC's."  
Here is an excerpt from our Blast Email Overview article that you might find helpful as well: 
"Include All Plan CCs: This checkbox determines whether or not you want this Blast Email to CC all 
the Plan Contacts that have been marked to be CC'd on all emails being sent regarding the Plan. 
Previously, this functionality was used only for emails sent through PensionPro to Plan Contacts. 
You now have the ability to extend that functionality to Blast Emails as well by clicking this 
checkbox." 
 
Q: Is there a way to pull a report for all blast emails of one type?  
A: Check the Reports\Communications\Interaction lists.  You should be able to narrow down both 
the time frame and the subject of the blast.  
 

Q: I am working on setting up the Blast Email preferences, and I can't get the system just 

right. When I send the Blast Email, it comes from the "Email Server username" instead of the 

appropriate employee Role email address. 

A: Using the Blast Email service requires for you have a relay service set up to be able to send 

blasts from multiple roles. PensionPro is unable to assist in setting up an in-house relay.  We do 

offer a service called SendGrid that you can use that costs just $10 a month and we take care of the 

setup and everything for you. 
 
Q: Am I able to resend a Blast Email to a different recipient than who the original email was 
sent?    
A: The blast email can only be resent to the original recipient.   If you would like to send that email to 
another contact, you will have to copy the email into a new email and send.  

 


