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How to create a PDF file and send the report
to a Member as an attachment to an email.

______________________________________________________________________________________

January 2007

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 SOS
User name.
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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)

Enter the SMTP
name as
provided by your
Tech Support
staff.

If hosted by
ATG, the SMTP
name will
already be taken
care of.
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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.
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Part 4: The following screen will appear:

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.

Enter the File
name that best
represents the
contents of the
report.

Do not add any
file extension.

Use the Available
Directories
option to
navigate to the
folder to save
the PDF file in.

Please be sure to
make a note of
the folder name
because you’ll
need it to send
the file as an
attachment.Click the Create

PDF file option.

Once you click
Print, the PDF
file is
automatically
created.
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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.

Caution:

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.

Enter a Subject
and Text of the
email here

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

.

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

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

When Complete,
click here to
Send Mail.
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SOS continues to be enhanced through user comments and ideas. Please email your
suggestions to SoSSupport@ansintech.com or SoSrequest@ansintech.com

Ansin Technology Group, Inc Ò 1998-2007 All rights reserved

Proprietary and Confidential information

Email support: SOSSupport@ansintech.com


