
How to Send a Batch Message  
You can set up a message to be sent to a select group of registrants for any event. Batch messages are 

manually triggered by you. 

 

1. Create your message 

 
Go to Event Espresso → Messages → Default Message Templates 

 

 

 
 

Scroll down to find Batch and click Create Custom 

 

 

 

  



 

2. Name your message and add subject line and content 

 
Give your template a meaningful name (such as event name, date, your initials); add the subject 

line for your email message. 

 

Scroll down to the [NEWSLETTER_CONTENT] section and add your content  

➔ Remember to use the “paste as text” button if you are copying text from Word. 

➔ Leave all other text and shortcodes as is! 

 

 

 

  

  



 

 

 

 

 

Send yourself a test message when you are done editing. 

 

 

 

Don’t forget to save! 

 

 

 

 

 

 

 

3. Choose your recipients 

 

 

Then choose Send Batch Message.  

The button will verify the number of recipients.  

 

  



4. Choose the message and send 

Select the message you created and click the send button. 

 

 

 

Note that your previously-created message has been translated into HTML – this is ok! The recipient’s 

mail client will translate it.  

If you notice a typo or want to make changes, you can edit your message here, but be careful. If you’re 

not 100% sure about editing with the code, cancel and go back to the custom messages editor.  

 


