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Email within Youth Enrollment

The Blue Ribbon program now contains its own email system that provides the &bility to
control the batch size of emailsthat are sent as a group.

NOTE: To use this utility, email capability must be already available on the computer
used for email. Thisisa supplemental program to a standard email program.

First set up your Preferences - under Utility|PreferencesEmail defaults.
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The preferences must befilled in to use the undisclosed list festure, And prefilling the
other fields make the connection between the email utility and the email server used with
this particular computer. These settings MUST be established to make the email utility
work from this email screen or from the query screens. These settings will default into
the Email program, which will dso make data entry esser.

Emal —Mail To (for undisclosed list) — use your standard email address or
whomever you want the recipient to seethat it is from.

Emal —Mail From — use your standard email address. It isincluded on dll
emalls as the sender of the email. Also if the Send to Self button is
checked in the email program, the email address you put in here will also
prefill in the Mail BCC field so you will get a copy of the email.

Emal — SMTP Server - The Internet service provider used by your system. This
address can be found in the email setup of the computer itself. Or can be
found in your current email program under Tools or Options. Thisis
individudized and can bein avariety of different places. (Your IT
Department probably knows what this should be.)

Emal — User ID —inmost cases optiond. (Try it blank first, each situation could
be different.) On a server that needs a UserID it initidizes the UserID
property before issuing the connection. (Thisisusudly found in your
current email program in Tools or Options by the SMITP server
information.)
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Emal — Domain — Fill in if your setup doesn't use SMTP server and it usesiits
own server etc. Enter the complete domain name. If you useaSMTP

saver leave this blank.

The setup for this option isfound in the Email Program under Account Information. This
utility can be used as a and-done system. The parameters set in this program aso
control emalils sent from the queries and the mailing labd s utility. The information you

st in Preferences will default to the Account Information in the Email Program.

= dccount tnfarrmation

SMTR Server ihome.dwave.net

|eer D !martech

Domain; i

v Disconnect after sending

To access the email utility, go Special|E-M ail Program.

e Pt | gl £I257 QS0 bk

E .

/

Fiea Trmber Tme

Bl DB B [[Swesan

vl L T (e |
|‘-|--~.'..-.I.L iy e P W ol

L L

Trockens Puavs |

LUk Py g
M L
TR b
Fomr Hgin e
R
il |
oo |
iy

Horwad i i
anrpre

Feta™st O P Cewim b o

Email Options:

The Email Program dlows the user to:
* Cregteemal ligs
*  Include atachments to email
*  Set up emall connections
*  Send and print email
*  Review gausinformation
* Send undisclosed emails
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M Send Email =l
File  Edit
~Compoze Message 1~ Account Information
Fail Ta: I j i‘ SMTP Server: |home.dwave.net
b ail Frarm: |trudep@martechs}ls.com zer ID: |martech
Subject: I W SendTo Domain: |
ot il £ | ﬂ i‘ Sef [V Dizconnect after 'sending
; = |
Mail BCC: !t,udep@martechsys. com =l f_l Message Status Information
Mezzage _-'_\_]
2% Cut |
Copy |
it Paste I
oF Elear |
=1 Send pail
x Close I
Attachments: | LI EI _"_l
|Enter info and click the Send Mail button to send the email A

Note: the prefilled items from the Preferences screen, once preferences are set you don't
need to change the Account Information; leave asis. Add other information as desired
under Compose Message.

Compose Message
Mail To: - add email addressssin list format i.e. trudep@martechsys.com
judym@martechsys.com

To add more than one address click on the down arrow and enter to go to the next
lineor just click enter to go to the next line and start typing the next address. To
view the addresses click on the down arrow and review the list. Click on the up
arrow to revert back to the norma email window (note: which will show only the
first email address). Remember no punctuation between email addresses.
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Mail From: - shows the recaiver who the email is from (this fiedd must befilled in)
Subject: - (optiond) can input the subject of the message

Mail CC: - add email addresses that you want to get a carbon copy of the message,
include your own if you want a copy yoursdf

Mail BCC: - add blind carbon copy email addresses whom you want to get a copy of the
message but that others won’t know you have sent the messageto. Also: The Mail From
addressin your Preferences will prefill in the Mail BCC line with the Send to sdf

checked automatically.

Send to Self — thiswill autometicaly be checked meaning you will receive a copy of the
email. If you do not want a copy of the email just desdect this.

M essage — Just sart typing your message fredy or copy and paste from another source.
Y ou can a'so add attachments.

B Send Email =] 3
Fil=  Edit
- Compose Message 1~ Aecount Information

SMTP Server Ihome.dwave.net

LU
le.

Mail T iadamk@martechsys.com

WMail From: itrudep@martechsys.com zer D Imarlech
Subject: iTesting today 418 ¥ SendTa Do I
b il L0 | j @I self [V Dizconnect after sending
: == |
hail BOC: itrudep@martechsys. =em = Meszage Status Infarmation

Preparing message -
Sending message

State change: Connecting

Response: Code=220; T ext=home.dwave.net ESMTP

Mezsage

Thiz iz atest to tp the zend bo self stuff. How iz your day going?

it

Copy Sendmail 8.9.3/8.9.3; Thu, 18 4pr 2002 15:11:47 -0500
ltl Paste State change: Logging on with EHLO

State change: Sending render's info
£# Clear Fesponze: Code=250;

Test=<trudep@martechsys. coms... Sender ok

State change: Sending MaiT o info
Fesponse: Code=250;
Test=<adamk@martechays.coms... Recipient ok

X Clase Fesponze: Code=250;
Text=<trudep@martechsys.com? ... Recipient ok

Attachments: |D:5Program Fileshy'outh EnrolimentsBlainet L! @l _J

:Siate change: Mo operation 7

Attachments:. - To add attachments click on the Folder next to Attachments and browse
to your file you want attached. Click on the item and it will display in the file name.
Click Open to add your attachment (the path will be set in the attachments field).
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When dl information in Compose Message areais completed as desired. Click Send
Mail, which sends the email.

M essage Status | nformation — Thisisaview only screen and it will display your
progress after you click send mail. Thiswill tell you the message has been sent or if
there is a problem in sending the message. (Basicdly look to make sure the sender is ok
and the recipient is ok.)

Other Options:

Createan Email Ligt:

The user can create anew email ligt, select the ligt to use for an outgoing email, or edit
email ligts. You can create anew list in Word, Notepad, Wordpad, or Wordperfect. All
you need isalist of email addresses that are one per line without any punctuation after
each address. Also: Can create amall list from the Member Query. You will need to
copy and paste the addresses in the Mail Tofied.

Example of addresses:
trudep@martechsys.com
judym@martechsys.com
adamk @martechsys.com
sarahe@martechsys.com

Disclosed List — File|Disclosed list isautomaticaly defaulted upon opening the Email
program. This shows the receiver dl the other recipients of the particular emall being
sent.

Undisclosed List — FilejJundisclosed list. This option hidesthe recipient list from dl
recipients of the emall. This prevents distribution of the emall ligt to others. Choosing
this setting sets the address from the preference in the Mail From fidd showing the
recipient only the sender’s address.
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