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The NEW Email Group function allows for creation of groups of people who will receive 
notifications about bills. The email group is at the agency level and can be created and 
edited based on the authority level. 
 
Granting permissions: 

1. Go to the  Administrative screen and select Group 
 

2. Select a group 

 
 

3. Select Group Authority List 
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4. To add authorities, select Edit Email Group Screen Data and click Add. Then 
select View Email Group Screen Data and click Add 

 
 

 
Creating an Email Group: 
 

1. Go to the  Administrative screen and select Email Groups 

 
Figure 1. Agency User List  

 
2. To add a new email group, click New button on the left panel 

 
Figure 2. Email Group List  
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3. Enter email group name and click Save button to save the email group.  Remove 

checkmarks to avoid users in the email group from receiving every notification 
about every bill the agency is tracking. 

 
Figure 3. Email Group Information 

 
4. After saving the email group, the system allows users to be added to this group by 

clicking Email Group User List link  

 
Figure 4.1. Email Group Information 

 
5. To add user(s) to the email group, select a user name from the user dropdown list 

and click Add. To delete user(s) from the group, click Delete next to their name 

 
Figure 5. Email Group User List 
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6. To customize the Email Notification parameters, click Email Groups and select 
the email group name. 

 
Figure 6. Email Group List 

Click Email Notification Email Group Override on the left panel 

 
Figure 6.1. Email Group Information 
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7. Customize the number of days of advance notice, types of notices and frequency 

of notifications.  Click Save button on the left panel to save the information 

 
Figure 7. Email Notification Email Group Override 
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To Use an Email Group: 
 
1. To use the email group, go to Search screen, find a bill and click the Search 

button or press enter key on your keyboard 

 
 
2. On the Search Results page, select a Bill Manager name to go to the Bill 

Summary page 
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3. Choose an email group from Receive Email Group Updates dropdown list and 
move it to the selected box by clicking .  Note that individual users can be 
selected and added in a separate field. 

 
 
      Click Save button on the left panel. 
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There are two ways to view a complete list of users and groups selected to 
receive email notifications for a specific bill.   
 
1. From the Bill Summary screen, click the Bill Summary Report link on the left 

panel… 
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2. or Click the Customized Report Selection link on the left panel of the Search 
Results screen 

 
 
Check Received Email Updates box 
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Click Run Report button. The email groups and individual emails are on the report. 

 
  

  
 

 
 

 


