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Overview 
 

This article walks through the steps to cancel an eblast that’s currently sending (this usually only works for larger lists, but isn’t as effective for a 

smaller campaign since the emails go out in batches it’s not as likely you could catch it in time), and section #2 shows how to cancel or reschedule 

an email campaign that’s already queued up to go out in the future. 

 

 

 

Tip: “Measure twice, cut once.”  Make sure you test your email thoroughly on different email clients (Gmail, Outlook, Yahoo…), and double-

check the time you schedule it.  Giving yourself adequate time is very important when sending out a time sensitive eblast. 
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Outline 
#1 Cancel an Eblast that’s Currently Sending 

#2 Reschedule or Cancel an Eblast that’s Queued Up to Go Out in the Future 

#3 Delete ‘Junk’ or Test Campaigns from the Email Campaigns List 

#4 Related Resources 

 

 

 

 

 

 

 

#1 – Cancel an Eblast that’s Currently Sending (primarily for larger campaigns 1k+) 
 

In the rare circumstance that you need to cancel an email campaign that’s going out you’ll need to contact our support line ASAP (1-866-909-8700) 

in order for one of our technicians to cancel it from our end. 

 

This may not catch all emails that are going out since they go out in batches, any new batches that have already been queued will be sent either 

way. 
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#2 – Reschedule or Cancel an Eblast that’s Queued Up to Go Out in the Future 
 

Navigate to the Campaigns list by following Application Menu > Communications > Campaigns. 
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Click [Search] to populate the list, and then click on the ‘Campaign ID’ column two times to sort it in descending order so that your most recent 

campaign is at the top.  In my example it was Campaign ID 193. 
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Scroll out to the right on the grid until you see the column called ‘Date/Time Submission Scheduled’.  If you have a larger screen this column may 

already be present, but most users working on a smaller monitor will need to use the horizontal scroll bar at the bottom. 
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Click on the blue hyperlink with the date/time for when your email campaign is currently scheduled to go out.  In my example it was the only one 

queued up, and was scheduled for 2/10/2016 @ 8:00 AM. 
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From this pop-up screen you can either cancel the campaign to continue working on it/delete it OR you can select a new date/time to schedule the 

campaign to go out at.  Both examples are shown below. 

 

Img 1 – Change the Date/Time to Reschedule the Campaign for 

 

http://www.trailblz.com/kb


How to Cancel a Mass Email Campaign as it’s Sending & How to 
Reschedule a Queued Email Campaign 

 

 KNOWLEDGE BASE www.trailblz.com/kb    10 

 
 

Img 2 – Cancel the Campaign to Continue Editing OR Delete It 
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If you choose to cancel the campaign for further editing, you can now reopen it from the Campaigns list to continue editing.  Example below. 
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If you make changes and you want to send the campaign, click the [Send] button in the bottom-right to schedule it again. 

 

Img 1 – To Reschedule the Campaign after Canceling it Click [Send] 
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Img 2 – Select Date/Time, Click [OK] 
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#3 – Delete ‘Junk’ or Test Campaigns from the Email Campaigns List 

 

Navigate to the Campaigns list. 
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Search for the campaign(s) you want to delete.  In my example I pulled up all the email campaigns in the database which provided 41 results. 
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Click on the [Exclude] button and then check just the boxes for the campaigns you want to delete.  In my example I select most of my test 

campaigns for a total of 25 campaigns to delete. 
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Select File > Delete. 
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Select your options for which type of campaigns to delete and click [OK]. 

 

 
 

You’ll get a pop-up warning, click [OK] to proceed if you’re 100% sure the correct campaigns are selected. 
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You’ll get another pop-up message once the operation is complete.  Click [OK]. 
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If you reset your query, and click [Search] it will refresh the list showing only the email campaigns that remain.  In my example the list shrunk to 17 

campaigns. 
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To learn more about the mass email features, take a look at the links in the Related Resources section below. 
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Related Resources 
 

Article: Sending Mass Emails 

Article: Deleting an Email Campaign 

Article: Sending Out Test Emails 

Article: Delayed email messages 

Article: From and Reply To Email Addresses for Mass Emails 

Article: Sample HTML Email Templates with Inline CSS 

Article: How to Create Trackable Links in your Email Campaigns, and How to Analyze those Statistics after the Eblast Goes Out 

Article: How to Create a Hyperlink around a Screenshot of your PDF Newsletter and Hyperlink it to the PDF Document 

Article: How to Create a Hyperlink around a Screenshot of your Video and Link to the Video from your Trail Blazer Email Template 

Article: How Do I Enable A Person To Receive Email Drafts 

Article: Email Thank You Auto-Responders 

Video: Scheduled Emails 

Video: Eblasts Create and Send Eblasts – Includes Image Management 

Video: Eblasts Configure email settings before mass emailing 

Video: Eblasts –Setting people up to receive test (draft) emails 

Video: Donation Auto Responders with Merge Fields 

Video: Thank you’s using mass email 
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Trail Blazer Live Support 
 

  Phone:  1-866-909-8700 

   Email:  support@trailblz.com 

   Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180 

   Twitter: https://twitter.com/trailblazersoft 

 

 

* As a policy we require that you have taken our intro training class before calling or emailing our live support team. 

 

Click here to view our calendar for upcoming classes and events.  Feel free to sign up other members on your team for the same training. 

 

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live 

interactive trainings. 

 

* This service is included in your contract.  

 

 

http://www.trailblz.com/kb
mailto:support@trailblz.com
https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
https://twitter.com/trailblazersoft
http://trailblz.com/Support/Learning/Events.aspx
http://www.joingotomeeting.com/
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=OWWX4dkzm0Ht9M&tbnid=fvnmGEIR8WcqlM:&ved=0CAUQjRw&url=http://sisyphus-js.herokuapp.com/&ei=8c93UqrcFYj_qgHr4oGADw&psig=AFQjCNEn8KDSLHIodKJmcApCrvnIZvl23g&ust=1383670048026187

