Managing Email Lists

in The Appilistic Clubhouse Database:

Overview: Managing multiple email lists can be daunting. To take advantage of contact
information you have already entered, a simple, effective system for email list
management has been integrated into the Appilistic Clubhouse Database.

Entering an Email Address into the Database:

1. A personal folder must be present for each person that will be on your email
list. If not found, you can create one using the following steps:

a. At the Main Menu select Personal Folders

b. Select Create a New Personal Folder
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c. Select the appropriate category on the New Personal Folder Control
Panel
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d. On the Home Panel enter the person’s information, including, at least,

e First name
e Last name

Referral: Doe, Mary Close
General Medical General Medical 2 Providers Insurance Diagnoses Meds Inpatient Care Permizsions
Home Membership Tags Emergency Contact Education 1D Income Housing Transportation

General Contact Information: Review Home Tah | 6262014
tiddle M ame Suffix Mickname Reporting Sub-Group
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_ = OKtoMail M
o | OKtoEmail M ¥
State Massachusetts : Zip Code OK to Visit v v
T | OKtoOutreach ¥ M

Show &l | States and Provinces.

PASSWIORD NOTE: “Your password will be wigible ko all Staff that have access to personal folder information.  Thiz means that Staff will be
able to azsist pou in the event that pou forget your password. |t aleo means that you should select a pazsword that you don't mind sharing with
Staff. DO MOT use the zame password that you use for other personal business, such az your AT card.




2. On the Home Panel enter a complete, valid email address into the Email

Address field.
Referral: Doe, Mary Cloze
General Medical General Medical 2 Providers | Diag Meds Inpatient Care Permissions
Home Membership Tags Emergency Contact Education 1D Income Housing Tranzportation
General Contact Information: Review Home Tab | 6/26/2014
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PASSWORD MOTE: “Your passward will be visible ta all Staff that have access to personal folder information.  This means that Staff will be
able to assist you in the event that you forget your password. |t also means that pou should select a password that you don't mind sharing with
Staff. DO MOT use the same password that you use for ather personal business, such as your AT card.

Creating an Email List:

1. The flexible tagging system that is built into the database is the perfect tool for
creating an email list.

2. User defined tags can be created on the Admin Tools panel of the Personal
Folders module.

3. Select the Tag Definition button.

4. Create your new tag on bottom, * ’d line of the resulting table. Create a user
defined tag with a name that reflects the purpose of the list.

5. For greater detail on this process, see the procedure Create and Utilize User
Defined Tags.



Managing an Email List:

1. Manual management of your email Tags will make it easy to respond to
unsubscribe requests and to control who is on each list.

2. A great way to manage your email list is available in the Tag Filtering section
of the Administration Panel.
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3. Select your email list tag on the Tag Assignment pull down menu to open a
complete listing of individuals that are on the list. From here you can:

- Add names to your email list using the bottom *'d line;

- Remove names by clicking on the left hand record selector and
pressing the [Delete] key;

- Open a personal folder to check the email address;

- Resort by closing and reopening your list;

Using an Email List:




1. Open the Personal Folder module and navigate to the Contact
Management Panel

2. Press the Email Lists button.
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3. To utilize an email list, specify your email list tag as the Optional Tag Filter.

| Pecple |[Fiter Options | Other Options |

| The Email Center

Optional Tag Filter |News|etter F|

MNOTE: The optional tag filter will be applied to turther restrict the settings
selected below,

Board |
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Cancel
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4. Make sure that you are not doing additional filtering with the affiliation filters.
The affiliation buttons should all be depressed (illuminated).

| People | Filter Options | Other Options |

| The Email Center

Dptional Tag Filter [Newsletter [=]

MOTE: The optional tag filter will be applied to further restrict the settings
selected below.
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Press the button at left to find out who ...

View Datasheet Create Email Lists |

Help ! Cancel

5. Press the Create Email Lists button in the control panel’s lower right corner.

6. Your email list will be broken into small groups. Should you need to change
the number of email addresses in each group, go to the control panel Other
Options tab. Microsoft Outlook limits the number of emails that can be
distributed at one time to about 75. Exceeding this number of emails will cause
the list to be truncated.
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Email List Generator TaalCount 12

Instructions:
1] Make sure that the selected email list Format is compatible with your email software;
2] Usze lower left record navigation, or tab into the desired block of email addreszes; These actions will select or highlight the entire block;
3] Copy, [Ctl] C. the entire block. of email addrezses:
4] Paste, [Chl] Y. the addresses into the “bee:" figld of your email; This will protect the privacy of your recipients by enabling each to see
OMLY their own email address;

Group Email Addresse Lists Count
[ 1 |an@gmail.com; ao@gmail.com; as@agmail.com; | doe@large net; jeflander@appilistic.com; 10

jy(@aal.com; kvi@gmail.com; looni@gmail.com; Mr.Bigl@Big-<.com; Philco@radio.net;

[ 2 |pwi@gmail.com; TommieCE&appilistic.com; - 2

7. Tabbing from block to block highlights the entire contents of one block at a
time.

8. Use [Ctrl]C to copy and [Ctrl]V to paste the contents of one block into your
email for distribution.

9. Add your own email address to the end of each subgroup to make sure that
everything worked well.



