
To ensure that emails are sent and received by the Secretary, President or Treasurer.   
 
Example:  To send from President.  Ensure you are in the President Inbox and select New 
Mail 

 
 
Select Mail 
 

 
 
 
 
 
 
 



Select the Options Tab and click the  “Show from” box 
 
 

 
 
You will see a drop down, click “Other email address” select President if it appears, if 
not, type it in 
 

 
 
 
 
 
 



This way, your emails will go from and be received by the President Inbox.  Follow the 
same procedure for Treasurer. 

 


