
How To Send Email From TroopMaster 

 

1. First you need an email account that uses an SMTP server to send your email.  I know SMTP 

server sounds complicated, but keep reading it is not complicated at all.  Almost all Internet 

providers use POP3/SMTP servers to deliver and send your email.  The exceptions to this are 

Web based email accounts like Hotmail.  If you have a DSL, cable modem, or dial-up Internet 

account there is a 99% chance you are using an SMTP server already to send your email.  Please 

contact your Internet provider and get your POP3/SMTP email configuration settings and 

continue with the next step. 

2. Load TroopMaster and click the following icon on the toolbar: 

 
3. The Send Email screen will pop up. 

 
4. Click on Email OptionsΧ 



5. Here is where you configure TroopMaster to use your Internet provider SMTP server to send 

email out. 

 
 

Select Direct SMTP and use the information provided by your Internet provider to configure: 

 SMTP Server 

 User Name 

 Password 

 Email Address 

 

Do not change the default value of 25 under Port unless instructed to do so by your ISP.  Click 

OK when done. 

 

  



6. You will be returned to the Send Email screen. 

 
Click on the down arrow next to Adults so you can see the recipients display options available.  If 

you want to send email to the adult leaders select adults.  If you want to send email to parents, 

select Parents.  If you need to send email to both adults and parents go to adults first and select 

the recipients by highlighting them and the clicking on To>> or CC>>, then do the same for the 

parents.  Make sure that the Eliminate duplicate addresses option is selected.  Since most of us 

fall under both the Adults and the Parents categories, this will prevent us from receiving 

duplicate copies of the same message.  

7. If you need to send attachments with your email click on Attachement(s)Χ 



 
Click on Add and then browse the location of the attachment.  Select the file and click Open.  If 

you have multiple attachments, click on Add again and repeat the process.  When done with the 

attachments click OK. 

8. Back on the Send Email screen you can now enter the email subject and compose your email in 

the body section.  When ready to send your email, click Send. 

9. TroopMaster will connect to you ISP SMTP server and will start delivering the messages.  You 

might see the software indicating the number of messages that it is sending, it should be one 

per recipient.   

10. When finished sending email you can close the Send Email screen by clicking on the X at the top 

right hand corner of the screen. 


