
New document postings - Whether it is Audited & Unaudited Financial Statements or K1s, Ark’s
new email feature will automatically compile recipient lists for this file & will send emails with a
direct document link to the appropriate contacts. 
Other miscellaneous notifications - Sending Annual Meeting invites, Fund & Firm
announcements, investment updates or capital call reminders has never been easier.

Ark will gather existing Fund/Investor/Role associations to generate recipients of emails,
creating an integrated solution that will allow you to retire your clunky mail merge tools
Email composer allows users to structure and design emails with ease
Client-level outbox, which allows any user who works for the fund to preview email drafts prior
to sending them. 

Ark is excited to announce the release of General Mailings, our new email feature, designed to
streamline your communications and make your workflows more efficient than ever. 

With General Mailings, funds can stay connected with investors and customize their communication
experience like never before.

Some key features: 

This feature is available on the Admin Portal > Documents > Mail Selected OR Admin Portal >
Mailings > General Mailings.

ARK GENERAL MAILINGS 

DOCUMENT NOTIFICATIONS 

K1s
Audited Financial Statements & Quarterly Reports
Fundraising updates
Other misc. documents

Ark is implementing a tool that will allow you to easily notify users of document postings. 

Note: The Ark platform already supports Capital Call & Distribution document notifications.



CUSTOMIZE EMAIL LANGUAGE 

UPLOAD FILES & SELECT TO NOTIFY USERS 

Files must be tagged to funds & investors and published, prior to mailing them to users.

Users can customize the body of emails to include text, tables, merge fields and logos. Available
merge fields include <investor_name>, which will pull the unique investor name for each email to
be sent and <fund_name>, which will pull the fund name associated to the document included in
the mailing. One logo or image with a maximum file size of 100kb can be attached per email
template by dragging and dropping the image file into the email template.



CUSTOMIZE EMAIL LANGUAGE (CONT.)

The file’s role, based on which folder it is in. 
The Fund & Investor tags added to the file.

When sending documents, the recipient list is based off of: 

CCs added to the email template will be included on every email that is generated. Only use email
addresses that can be seen by any Contact within the client.  

Ark will automatically pull in any CCs that are set in client configuration. Users do not need to
manually add these to each email. 

PREVIEW AND REVIEW EMAILS 

Email drafts are generated & sent
based on Fund/Investor
relationships. Each Fund/Investor
included on the file will receive a
single email with all recipients
included. 

Email drafts are generated based
on the template subject and body.
<fund_name> and <investor_name>
merge fields can be used to
customize the body, but they cannot
otherwise be customized per
Fund/Investor.



PREVIEW AND REVIEW EMAILS (CONT.)

EMAIL USERS  

By clicking the send button on the template level, users can easily send multiple emails to various
Contacts with the click of a single button. Please note that only ACTIVE contacts will receive emails.
Contacts who are PENDING, NEW or INACTIVE will not receive an email sent from General Mailings.

Emails will be sent from either no-reply@arkpes.com, or the Send From email address that is
managed in Client Configuration. 

mailto:no-reply@arkpes.com


GENERAL NOTIFICATIONS 

Annual Meeting invitations
Investment updates 
Firm or Fund updates 
Other misc. updates

This email tool will allow admin users to select all or groups of contacts to notify about
miscellaneous, non-document related items: 

SELECT RECIPIENTS 

Users can select a combination of Funds, Investors and Roles to narrow down a recipient list for a
mailing. To email all contacts, a user would select all funds, investors and roles.



CUSTOMIZE EMAIL TEMPLATES 

CCs added to the email template will
be included on every email that is
generated. Only use email addresses
that can be seen by any Contact
within the client.  

Ark will automatically pull in any CCs
that are set in client configuration.
Users do not need to manually add
these to each email. 

REVIEW 



Email drafts are generated & sent based on Fund/Investor relationships. Each Fund/Investor
included on the file will receive a single email with all recipients included. 

Email drafts are generated based on the template subject and body. <fund_name> and
<investor_name> merge fields can be used to customize the body, but they cannot otherwise be
customized per Fund/Investor.

Users can shuffle through emails drafts to review few, many or all of the emails that will be
delivered to contacts, prior to sending.

REVIEW (CONT.)

NOTIFY 

By clicking the send button on the template level, users can easily send multiple emails to various
Contacts with the click of a single button. Please note that only ACTIVE contacts will receive emails.
Contacts who are PENDING, NEW or INACTIVE will not receive an email sent from General Mailings.

Emails will be sent from either no-reply@arkpes.com, or the Send From email address that is managed
in Client Configuration. 

mailto:no-reply@arkpes.com


OUTBOX 

Once emails are sent, they cannot be Unsent. 

Emails will move from the Drafts folder to the Sent folder, and can be used for future reference or
template copying. 

EMAIL AUDITING 

After emails are sent from the Ark platform, they will be audited in our email delivery report. 

If users are using a custom “Send From” email, they will receive all bounce backs to their local inbox. 


