
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
If your site is one of the ASCB website that has a Contact Us page, then you will from time to time need to 
update the email address that the submissions are sent to. 
 
To do this first log in to the admin area of the website, where you will then be shown the dashboard. 
 
From there: 
 

• Click on “Forms” in the sidebar, this will load a list of forms available on the website 
 
• Mouse over the from name and click on the “Edit” link 
 
• Mouse over “Settings” and click on “Notifications” 
 
• There will be one notification set up on the system – please mouse over the notification and click on 

the “edit” button 
 
• In the field titled “Send to Email” please change this value to the new email address for the sport 

contact 
 
• Then scroll down to the bottom of the page and click on the blue “Update Notification” button 

 
This is then saved and the new email address will be used for sending emails, I would recommend doing a 
test contact form, go the to front end of the website, fill in the form and check the email address you have 
entered to ensure the correct email address has been entered and that the emails are not going into the 
spam folder on the account. 
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