How to create PDF file and send to a Member

January 2011

Part 1: Confirm the Staff / Sender’s email addresses are in the SOS

Database

Select Administration, then List admin, then Click on Email Addresses.
To enter a new email address, click Add New, and complete the fields shown in Red.

When done, click Accept.

The user
name should
be the same

as the SQS
User name:

508 LIST ADMINISTRATION
File Help

Choose to Add or Revise kems

Elizabeth Ashton
Michael Goldhery
Sarah O'malley
John Salwen
Clivier vogel

rList Options (by Section)

" state

michaelig@tebh,
sarahg@@anl.cor
jsalwenig@come

" Activity Status

'@ City State Zip " Member Attributes

o Country & Email Addresses

(" Marital Status ¢ Class Type
" Member Types { Schools

olivierrogel @h " Dccupation (" School Classes
" Titles " Tutors/ Teachers
" Activities

Data Entry is Required for Fields labeled in Red

First Hame Last Hame
|Leonar(l I.ﬁIISiI'I
ser Hame Email Address
Leonard |Iansi|l@ansimech.com
Position
TS [V web Email Aministrator

{Listed Email address is
Recipient Email from Weh)

Add New

Update

Delete

Print

Close
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Part 2: Be sure the SMTP name is entered in program Administration.

Please note: The SMTP name is entered in Program Administration:
1: From the General Family Screen, select Administration
2: Then click Program Administration

3: Click Database Connection

4: The SMTP name or number is entered in the SMTP Name field.

(Check with your network administrator for further assistance)

50§ PROGRAM ADMINISTRATION il

File Help

Defaults I Database Connection | Accounting Connecﬁonl

Enter the SMTP
name as ~

provided by your T~
Tech Support

- Administrator Infor

505 Serial Humber Salutation Full Hame:

[11-333-885-777 [ivery truty yours, [ES NO
Position Organization
IPresident IFund Raising
Address City, 5t, Zip

|5?25 Walnut Lake Road

Telephone

|Boston, MA 02666

Fax

|51?-555-1nnn

|51 7-555-1001

staff.

If hosted by
ATG, the SMTP
name will

already be taken

-Database Setup

Computer Date
02/092006

10:33:53 P

505 Database Files

Pisosstddh

- rEmail Setup
SMTP Hame IF Address
|192.168.1.2 |
SMTP User Hame (Max 50) SMTP Password (Max 50)

IOccupation

care of.

Update Close I
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Part 3: Create the PDF file:

Whenever you run a report and click Print Preview, the report is rendered to the
screen. On the right side of the screen, you'll see a series of button. Click on the
Print Special Button.

0| SOS Statement
Fle Help “ersion
Statement | Preview | Reports | Zip Code Listing

M4 1M AL Q|-

Page 1 of 1

Membe 5 Fuaciak g oLZEE00T &

1200 Mah Steet statement Page

Bos b, MA 02666

Tel  B17-555-1000 :

Far:  G17-555-1001 P”"_t
Special

B ERGERC

Cantorand Mz, Be ger Range

Eartiand dive
Andlover, MA 123459376

ACCount Descnpo on v E invDem |Tom Svlied| Dusby |Paym ants

Dies 0708 951 57

SchoolFees 00
Teh el relgons school 00

[MEMEEF dUES 07 00

ANnnal Azges sment
Sehoo 0607

CJP Fub
CJP Fu

2000 200 00
20089 70100

7 Previous
OW162010 00

(%]

currendy Duie
Towl Due

Payments Cotalls: (411 Payments made within 30 days PRIOR to the date of this statement.)
[ Faymencoeseipren inv & Cere | Amount | Meciod
7 EE | ouo6cmT | 10000 [Cuk 777
1 1 1 1

Please complel belowand @ Lm vl your payment
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Part 4: The following screen will appear:

Help
-Select the available paper hins L e
I Use Paper fram the upper hin j
Use the Available
Selectf bl ) Directories
) -Select from available paper sizes :
option to

Enter the File | Letter, %12 ¥ 11 inches j navigate to the
name that best — g
represents the N folder to save
contents of the -Set Drive, Folder and File name to save as PDFdocument — the PDF file in.
report. Available Drives Availa irectories Please be sure to

|2 piskev) x| Qe make a note of
D_o not adc_l any 4 S0SprojectNew
file extension. & SosCashReceipts the folder name

Enter FilNgame need it to send

. i the file as an

Click the Create—j— | |[MemberList| attachment
PDF file option.

PDF File will be stored here [¥ Create PDF file
Once you click Il::-SOSprc-jec‘tllew-SDSCashRecelpts
Print, the PDF ™~
file is Start Page LastPage # Copies
automatically 1 I 11 1
created.

E‘Fim I | Close I

Write down the full path name and file name entered

Please note: Once you click Print, the Folder name is stored and will be displayed the
next time this option selected.
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Part 5: Email the file to a member’'s email address in the SOS database.

1: Use the Member list, to search for the member that you want to email the file to
that was created in Part 3.

2: On the General Family Screen or the Family Member screen, click on the send
button next to the email address (The Member’s email address must be in the SOS

database)

3: In the email window the default sender email address is for the current SOS user.

(SOS User email addresses are for staff and are entered in List Admin)

4: Click on attach and navigate to the folder you wrote down in step 3 above. Click
on the file and select open.

5: Then enter a message and click send mail at the bottom of the window. The file
will be sent as an attachment.

The sender’s
name and email
address is
automatically
populated based
on the current
SOS user.

Sender’s name
and email
address and
entered in Acct
List Admin. See
Step 1

\ Server [192.168.1.2
\ Sender Information

/

Enter a Subject
and Text of the
email here

Caution:

304 505 Client Email
File Options Help

=lolx|

—Email Setup Information

e ILeonard Ansin

Do not send
r CC to sender

From |Iansin@ansintech.com

—ESMTP Authentication
I

] I

SSL
u

connection

rRecipient Information — —

Name ICapIan Family

Email  |harry@aol.com

fdd CC | Renmaye

Attach Remove

| The recipient’s
name and email
address is
automatically
populated.

—505 Email Message Center

Encoding IWestern European{IS0) j

Subject Imessage subject

IChoose Font Style j IFont Size j B|r|u| LI

PICTURES |

Body

/

et

Send Mail

Click Here to Add
the Attachment
that was created
in Step 3

When Complete,
click here to
Send Mail.

Some recipient’s email service or software may not accept any attachments, such as
PDF files. You should check with the recipient to be sure they received the file.

FYI: In your SOSprogram folder, a file called SMTPSingle.Log is created, each time
an email is sent. You can open this file, with a simple text editor, to check for any
special messages such as incorrect email address.
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SOS continues to be enhanced through user comments and ideas. Please email your
suggestions to SoSSupport@ansintech.com

Ansin Technology Group, Inc © 2011 All rights reserved
Proprietary and Confidential information

Email support: SOSSupport@ansintech.com
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