
HOW TO SEND E-MAIL TO YOUR COORDINATED AUTHORITIES 
 
 

1. Click on the “Send email to authorities” menu option. 
 

 
 
 

2. Run a search among your coordinated authorities and select those to which you want to send the e-mail 
 

 
 
 

3. Run a search without defining any criteria if you want to send an email to all the authorities you coordinate. 
 

 



 
4. Select those authorities you want to contact by email. Please note that your authorities can be displayed on 

more than 1 page. If you select the tick box at the top, please note that only authorities displayed on that 
page will be selected.  

 

 
 
 

5. Select the type of e-mail you want to send, fill in the free text if applicable and send over your e-mail 
 

 



 
6. Add any additional information to the free text field including your email address. (The emails are sent out 

from the EC Helpdesk’s email address.) Note that you can send your email either only to the Local Data 
Administrators of the authorities, or to all of their users. Then click on the “Send” button. 
 

 


