SOS Help How to use the SOS email component

How to send a Group Email from Activity

April 2005
This SOS quick Tip will take you step by step to do the following:
1: Email Setup
2: Add Members to an Activity
3: Send an Email to current Activity
4: Technical Support
1: Email Setup

1: From the General Family screen, select Administration, then Program Admin. Then click on Database
Connection.

Enter your SMTP name in the appropriate field. You may have to check with your Technical Support staff
to determine the entry. It could be the same as what’s in your email client.
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2: From the General Family screen, select Management, then List Admin. Be sure you have sender email
addresses entered. The fields in Red are required.

Sender Email Addresses are required so the correct name will appear as the sender of your email
and this is where the recipient will reply.
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2: Add Members to an Activity

From the General Family screen, select Management, then Committees or press the F5 hot key. Be sure you
have recipient email addresses entered. These are entered through the Family member screen and for each
member.

1: Open Activity Lists, and Refresh the Member Display

2: Double Click on an activity from the All Activities List, to make an activity current

3: Double click on a name to be added to the current activity

4: If you want to receive a copy of the email, in your client email (such as Microsoft Outlook or
Eudora), add yourself to the Activity.

5: Under Options you can Add a New Activity

6: Select File then Print or use the Ctrl P hot keys
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3: Send an Email to current Activity

1: Select Activity Printing,

2: At the bottom of the screen, check whether to use Family Email if personal Email is blank or if
you uncheck the box, the program will only send an email if the person has a personal email
address. Then click on Emil Option.
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3: At the Email screen, select the sender email address from the Email User Accounts. (Required)
(The senders name and email address are entered in List Admin)

4: Enter the Subject and text of the email. (Required)

5: If you want to include an attachment, select attach at the top of the screen and navigate to the

folder where the file is located.

6: Be sure the SMTP server name is filled in (Required)
(The default information is entered in Program Administration)
7: Depending on your email configuration, if a user name and password is required enter it in Mail

Server Authentication section.

(See your network administrator for specific details)
8: When you are ready to send your group email, click the send button at the top of the screen.
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9: The email program will loop through the names and send the email to each one of the
recipients. If the email list is quite long, this make take a few minutes. Each recipient receives an
individual email. They do not see all of the recipients on the list.
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10: If any email addresses are incorrect, the senders Client email should receive notification.

11: When the process is complete, and you click on the exit button, a screen will pop-up asking
whether you want to print labels for those recipients of the current Activity, who do not have an
email address. The screen would appear as follows:
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4: Technical Support

1: Each time a group email is sent, a log file is created in the current application folder. The file
name is SMTPMulti.LOG. This will display the process of sending email.

2: Another log file in the current application folder, EMAIL.LOG lists the email addresses and
names from the latest group/activity email.

Please note: You should check with your ISP, to determine how many emails they will accept at any one
time. You may have to setup several activities, to accommodate the maximum number of emails per
connection.

SOS continues to be enhanced through user comments and ideas. Please email your suggestions to
SoSSupport@ansintech.com or SoSrequest@ansintech.com

For more details about SOS visit our web site at
www.ansintech.com
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