
                               Creating Auto Emails in GENIUS 

 

This feature allows you, students, staff, and parents to receive automatic emails about student 

pacing, recent logins, grades, approaching end dates, and much more!   

  

1) Log into your GENIUS account and click on Enrollments tab. 

2) Fill in your search criteria to filter for the students you would like to send an automatic 

email. You may search by course, last login, number of assignments behind, etc. Click 

‘Get Data’

 
3) A list of students matching the criteria you selected will appear. 

 



4) Next click on ‘Add new Auto-Email’. You do not need to select any of the students. The 

Genius system remembers your search criteria for you.

 
5) A new screen will open. You can type in a custom email and use the ‘select variable’ for 

personalization for each student. Alternatively you can choose from various templates. 

Make sure to select the boxes next to those you would like the email copied to.

 
6) Next select how often you would like your email sent and give it a name. Then click 

‘save’. 

 



7) Finally you can view your saved auto-email by clicking on the ‘Auto-Emails’ menu on the 

lefthand side of your screen. 

 
 

For additional information on using auto emails, or to share ways that you are using them, 

please contact the eQUIP Academy Services office at BLaST IU 17.  

 


