
How to Email  WPS Members using a List  
 
 
Login to the WebCollect System  at https://webcollect.org.uk/winphotosoc 
 
 
This will present the following screen where at the top you will see the words Admin, click 
here  (its highlighted here)  
 
 

  
 
  

https://webcollect.org.uk/winphotosoc


This will take you to the admin options available to you  
 

 
 
To send an email click on the New email link in the email section  
 
NOTE: If you do not see the option to email, please contact the membership     
secretary to give you this option  
 

 
 



This is the screen where you create your email  
 
Reply To:  Allows you to specify where any responses will be sent  

 

Using a Mailing List  
 
Click on the drop down list to select the mailing list. Select the list and it will automatically 
populate the To list  
 
NOTE: If you don’t see the mailing list contact the membership secretary and I will make it 
available to you    
 

 
 
 

Remove Names from Email To List  
 
To delete email addresses click on the small box to the right of the names, its highlighted 
here  
 

 
This will generate a list of email names as shown below  
 



 
 
To delete an entry click on the  red minus sign as highlighted and the name is removed 

 
 
 
 
 
Enter the Subject

 
 
   

 

 

Add an Attachment 
Attachments can be added to an email by clicking on the blue Add Attachments button 

  
 
This displays a new input box where you can add as many attachments as needed  
 



 
Click on the Add button for each item and click on Done button when finished  
 
 

Text and Customising the Email 
You can now enter the body text of the email and customise it to the member using the tags 
on the right. Simply drag the tag across or copy and paste it as shown below  
 

 
 
By including the tag [member_firstname] the email will read Dear Lilian when it is generated 
adding a nice personalisation touch.  
 

Not Ready to Send the Email  
 

Click on   and the email will be saved so you can send later  
 
 



 

Preview the Email  
To preview the email before sending click on  Preview this Draft  
 

 
This will display the email as it will look to the recipient. A tip is don’t add extra line breaks 
or you will get additional lines as shown here. When you are happy click on Back at the 
bottom left   
 

 
 

Sending the Email  
Pressing the Back button may return you to your list of emails as shown below  
 

Click on the Edit option to display the email and then press the blue send button to send it  



 
 
There are some limitations with the WebCollect email system  
 

- Adding images is not easy  
- They cannot be scheduled  
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