mm_ﬂ_(index.cfm), DACdb Help for Rotary District 6460

District and Qub database

Use the "Search" field at the top right to search for a help topic.

Compose, Save and Send a PMail

1. Click on the PMail icon in the top right corner of most screens:

Rotary Club of Hollywood Club Members (Club# 99969889) W e o B

All Clubs members are listed under one of the thres tabs below based on their MemberTypes or Terminated status.
Club Leaders can be added (or removed) to this display, by turning them on using the configure ICON at the top right and the “Show Club Officers” to Na).
Bulk Enail Submit Attendance Edit PHF/SM Add New Member Edit Club

= 2015-16 Club Officers

EP A 2@

Angelina Jobe Pierce: Brosnan K W Rathnadhar Tarm Hanks Nicolas Cage Tom Cruise Jennifer Lopex
Fresident Fresident-Elect Secretary President-Nomines  Rulletin Editor Fresident-Nominee  Webmaster
Ermian i — Arshie Bodobione Fhinie

or click on the PMail tab directly.

HOLE \. OIFTVLESI YYOY e —

Districl Stats  System Dashboard  Districl BSS  Subscriplioms  Ssbscripbion Listing

The Path to Your Club Success!
Is your club’s message not getting out?
Do you need a club website or a refresh of your current

PTG i s

2. When using the PMail icon, select the type of member(s) to email as shown the screen shot below, then click the “PMail”
button at the bottom right of the screen.

Rotary Club of Hollywood Club Members (club# 99969889) Search, W
IS ... ..
Selict the Member types that you locking to FMail, 0d Hew bt

Memiber Type: ¥ Active (o) W Active-LOA (1 Wi Active-Assocate (15) @ Active-Corporate (16
(G | gFE) @ Active-RES (3 Honorary (2] Aurmni (3 Alumni-Verified (7
AlumniINTERACT (29) () Alumni-ROTARACT (20) () Alumni-RYE (:7) Alumni-RYLA (28]
Friends of Rotary |3 Guest (& Guest-Rotarian (14 Propesed (s)
Staff Position (5)
Lopez
w
Cancel PMail
e
B e e S e

When selecting the PMail tab directly, click on the ‘To’ button to select the email recipients.

Personalized Mail s
Pail lets you send personalized messages to members. Schedule Delivery  Select Group  Select Template | Send
change gefivery tme and date: Click the Schedule Delivery button (upper right)

Select 2 croup of recgeents: Click the Select Group button (upper right)

Changs the template: Click the Select Template button (upger right)

To save vour temphate: click the Save button B in the upper left of the Edtor,

1 you click a navigation link on the left you are feaving the Compose area - you imay luse your work on yous current PMaill

. Send Options Type=UserID

\rm Gayla Bl Frieadhy” Dissly Narme
o Suddarth, Gayla Ball;

Sending to: 1
* Subject:  TEST
3. Type your message in the box. The default email inserts the first name of the recipient. Format the colors, fonts, paragraph
styles, etc. using the Editor tool bar.

Add CC  Add BCC Show/Change Reply To  Attach File
= £ -~ 5 3 > | Source 3 » I

fLJ‘.i—xzx‘I.E::‘ I E T B BEI=® 0= @

Tag ~ | Styles =l Format -l Font -~ Sze - H- EHi- - =l |D B

Dear {%FName%},

Start YOUR Message Here...

| —————

4. To save your message, click the disk button.
It is recommended to save your progress every few minutes as you compose the message.



http://www.directory-online.com/Rotary/Help2/index.cfm

5. The Save Template screen will appear. Choose to save your message in a personal or Club folder (other officers may
access). Give the message a name, and decide if this replaces a previous version. Click “Save” when finished.

Sawve Template €

This function saves a custom or modified PMAIL message for re-use at a later time. Depending on
your security level, the PMAIL message may be saved into folder areas that are shared by users on

this system.

Tamplate Typa: Personal =

Template Mame:

(Save default startup template using the name: default.htm)
Save Maetadata: Mo = If yes', the template will be saved with the From Name, Reph-To and Subject.

with the same name.

Replace Existing: MNo T I yes®, the £l i an existing e

Cancel Save

6. After your message is composed and ready for delivery, click “Send”.

Personalized Mail
e e ~ P e e
: Chck the bt {upper right)
it & Getun of ey Clck the Select Group button (e rght)
e e lemitale: Chox e Sa4act TOMPARE tnAon {upsr gia]
T v versur ookt chck e Save BUTLOn 51 in the upper it of the Eitor.
B you click g Pran
Sama Cptices Typa = Clubin:
< PROM  Louper, Cyntaia I maa, wn mavage o 24 sar e s man
raon, Richand Dean; Aniton, Fnedter; Cage, Nicolss; Crasg, Daniel; Cruss, Tom: Damon, Matt; D, Camaron: Hanks, Tom; Jhason, Dwayne; Jole,
e Lawgeee, Cyrahia; Lopar, Jennifer; Mimey, Leonard; L, Bred; Smak, W, Soears, Boirey; Steeer, Reirick: Wiiherigoon, Reesa;

1 Anae
Sanding 1o 18 AnDe
amber Ty

- futgecs: Motary Club of Hellywood

Tip: To PMail an individual, click the member’s name to open the member record and find the PMail button in the top right corner.

Did you Know... PMail can be immediately sent or scheduled for delivery. Also, Tags are fields that auto-populate with information. To add ‘tags’ to your
message, click the ‘insert tag’ button in the message editor. Even though your template looks funny at first, the final product will be a

personalized email to each recipient.

Doar Rotarian {%FMNamea).

Type your massage here...
Yours in Rotary Service,

{#HSendartNamea}
Email: {% SenderEmail¥h




