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KairosMail - Overview

• KairosMail is the primary means of communication in Kairos
• It is vital that bad or missing email addresses are updated before you start 

large mailings
• If you notice lots of orange highlighted emails or blanks
• Can only be done by Secretary or Data Coordinator of the Advisory 

Councils
• You can choose from multiple tabs to create mailing lists (Volunteers, 

Advisory Council, State Chapter,  etc.)
• What group you can email to is based on what role you have
• If your job description says you need to contact Volunteers, then you will 

have access to them
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KairosMail - Overview

• Best Practices for Email
• Don’t send emails on the first of the month as the KPMI Newsletter is being 

sent
• If you’re sending a large mailing send it late in the evening
• Limit Emails to Important Communication
• Overcommunicating can cause email fatigue – people will mark as 

junk/spam
• Should Not Be Multiple People Sending Daily email
• Coordinate with Advisory Council

KairosMail - Overview

• Before you get started consider writing your email in a document so you can 
copy and paste text
• System logs you out after 30 minutes of inactivity
• There is no way to temporarily save the email you are writing

• If some people say they never got it, have them check their spam/junk folder
• Have them add Advisory_Council@mykairos.org and 

State_Chapter@mykairos.org to their safe sender list and as contact in 
their address book

• To add someone to your safe senders list, go to your email provider's 
settings or junk mail menu. In Microsoft Outlook, open Settings, 
select Junk email, and add the address under Safe senders and 
domains. In Gmail, create a filter via Settings > Filters and Blocked 
Addresses and check Never send it to spam.
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KairosMail – Create Email List

• Select “Create Email List” from 
Email menu 

• If you want a specific Advisory 
Council make the selection first 
or leave blank to go to all (State 
option only)

• Click Tab for the “type” of 
recipient 
(ie Volunteer, Advisory Council, 
etc)

• You can select from multiple 
tabs

• on Tab indicates 
selections to included in list

KairosMail – Create Email List

• Click the Desired Mail Template List on Left to See Filter Options
• Even if you see the option highlighted you must click on the option to see the 

filters
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KairosMail – Create Email List

• Filter by Desired Group
• [Other AC Vols] are Volunteers that Serve on Weekends but Belong to Another 

Advisory Council
• Add Additional Recipients from Other Tabs

KairosMail – Create Email List

• Can Include Multiple Tabs
• Read red type on screens, it 

contains important information
• You must enter current election 

year
• You Can Select Specific Roles for 

Advisory Council or State Chapter
• All Member Includes Officers and 

Optional Roles
• Officer Include 13 Elected 

Positions
• Click Build Mailing List button
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KairosMail – Review Email List

• Click 2. View New 
Mailing List button

• Email List Count
• Will not sent to bad 

email addresses
• Can Export to .xml 

which can be opened 
with Excel

• Not Recommended 
you save Lists

KairosMail – Create & Send Email

• Multiple Tabs (Email List, 
Templates, Send Email)
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KairosMail – Create & Send Email

• Templates Tab
• Predefined per Role
• Can Modify Existing but 

Will Not Reset
• Consider Modifying 

Instance Instead
• Can Create New

• Click Template then Switch 
to Send Email Tab to Use

KairosMail – Send Email Tab

• Selected Template Will Appear
• Can Modify this Instance of 

Template
• Can Create Custom Email Here

• Paste Text from Another 
Program

• Use Text Editor (See Tutorial 
for Description of Buttons)

• Can Add Small Attachment
• Select File Takes Explorer on 

Your Computer 
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KairosMail – Create & Send Email

• Use Send To Field to Test Email
• Send to Yourself
• Will Not Send to List
• Will Not Delete List

• If Test is Good Remove Your 
Email and Send to List

KairosMail – Merge Tokens

• If Email Text Has “Dear 
[FirstName],” then email will be 
Personalized (ie “Dear John,”)

• To Use Feature Must Use “Merge 
Token” From List 

• Merge Token is Identified by 
Surrounding Brackets [ ] 

• Text Between Brackets Must be 
as Listed (no extra spaces)
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KairosMail – Merge Tokens

• Template vs Email

KairosMail - Questions

• If you have any questions or need further assistance, please email 
KairosMessenger@myKairos.org
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