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Easily Email Staff Through the Dashboard Email Feature 
1. Go to your Group Leader Dashboard and choose the STAFF group.  
2. Click on the Users dropdown and choose Email Users 
3. In the email pop-up go to Course Status. If you are sending a reminder to staff to finish their training, then remove anyone who has completed by clicking on the word Completed.  
4. Compose your Email Subject. Some examples: Camp XXXXXXX Staff Complete your CampSafe Training by Friday    CampSafe training completion due by (and give specific date).  
5. In the email message section you can cut and paste the following directions:  
Hi All,  
The CampSafe training is due by XXXXXXX. It is best taken on a laptop.  
To take the training:  
· Go to https://bekidsafe.org/ 
· Click on login in the right corner.  
· Type your email address as this is your username. 
· If you do not remember your password, click on Lost your password? (It is under the box). Then follow the instructions to reset your password. 
· Once you login you will see your name in the right corner and you will be on the My Courses page. 
· Scroll down until you see CampSafe. Click on CampSafe and start the training.  
If you have any questions, please let us know. 
If you are having technical issues, contact beKidSafe@centerforchildcounseling.org 
Looking forward to an amazing summer with you all!  
Jane Smith 
Director of Camp XXXXX 
 
This ends the copy paste to staff, instructions to send email continued: 
6. Scroll down to the bottom of the email. You will see a message stating: This email will be sent to ___ users. This tells you how many in your group need to take the training.  
7. Hit send!  
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