WebAdmin functions to Email Members

Some club members perform critical functions that require them to send emails to other members.
Bridgewebs allows the web administrator to assign specific privileges to any member according to
need.

This paper describes the functions available through the bulk email facility for those that have been
delegated that privilege.

The [WebAdmin] delegated functions are found in the [Members Only] area; use the [Members
Only] button on the [Home page], or the [Membership & Bookings] menu.
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There is an extra tab on the menu for members who have been delegated [WebAdmin] functional
privileges. When you click on this tab you have a mini-menu of your privileges, the following
diagram shows all possible delegations, each member can be delegated 1 or more, so your personal
[WebAdmin tab main contain a subset of those shown below.

Hello Denis UPSALL. Welcome to the Members Only pages of Bendigo Bridge Club -—— > Log Off

.Messages Members | |Find a Partner| | Personal Analysis |Account | Download -

If your Membership settings allow it, you will able to update aspects of Web Administration from here.
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The privileges are almost self-explanatory:

e [Menu] allows changes to the menu structure, adding deleting and renaming.

e [Support] allows access to various logs showing activity, such as logins etc.

e [Calendar] allows changes to the {Calendar], adding, deleting, look and feel etc.

e [News] allows the creation and editing of [News] items. Much of the website is composed of
[News] items.

e [Competitions] can be created out of the results. These can be simple or complex
comparative
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[People] is the lists of people of significance, ours has the Management Committee
members.

[Membership] allows full maintenance of the Membership database, including the
assignment of these privileges and group classifications that allow segmentation for email
purposes.

[Pictures] is a storage area for images that can be Uploaded, edited and used in News items.
[Documents] is similar to Pictures but with rgreater flexibility in usage because they can be
complete in themselves. They can be link referenced or become menu items themselves.
[Settings] determines the overall look and feel of the website.

[Clubs] allows the website to look for other clubs in the area, we will not use this option.
[Where] allows changes to all the items in the [About Us] menu

[Find a Partner] allows the member with this privilege to become any other member in the
club and manage the other member’s entries as though they were that member.

[Email Members] allows quite complex segmentation of the Membership database for
sending bulk emails.

This paper will exam the [Email Members] tab in more detail.

Email Members

dpen H Save " Preview H Send Email] @

1 send an email to members, follow steps below, as necessary, and then click [Send Email Ticked].
f "Contains" is "*", will select all non-blank.

. Selection

. Subject

. Reply To

. style Q@

. Message

$¢ Email Group is one of [ 4-pealer [ C- Committee SEI'IEC““" Uny
Al
[] D - Director [ E - Education
o= = 5 Selected : 141
[ M-Match [] P- Premises
[ S - Scorer ALLAN, Ailsa
= ALLISON, We
$¢ status is one of Member [] Held ANDREA, Mar
5 ANGOVE, Tan
. . BALL, Jenny {
¥ played is [Choose a Previous Result v] BANKO, Vicki
v
e [ Please Select — v 8 BATTEN, carc

BEECHAM, Gi

BELL, Patricia

[hendigc@hridgewehsamail com ] BENNETT, Ela
BLYTHE, Leor

BODEY, Wenc

] BROWN, Johr
BROWN, Jude

[ bendigo@bridgewebsemail.com

Banner BROWN, Man
BURT, Glenda

Theme [ Email style ] [Pick Theme] e e N
Greeting Hi {firstname] {sumame} v CAMERON, M
: p K el CHANT, Cheny

Member Detail [ Include box of member details for confirmation. CLOSE. Elizat
Include News Page [Please Select v CONQUEST, £

COPLAND, M:
CRAWFORD,
CRONK, Kate

. £y e (e =

[@ source | 32 | Lf B & @ & % Qbi|E T 8 paLY, carla (
L o v

B I US| |x x|}= i EW I E E =SS =2 M W& V¥éIOM=00060 @ DELCOURT, D

DELCOURT, K

Styles ~ | Format ~ | Font ~ | size A-B- 2 DEZILVA, Adr

DULLARD, Lo
DUNGEY, Patr

The first thing to note, is that we have a page with options on the left hand side, and a full list of

every member who has opted in for bulk email on the right hand side.

We can manually remove any member from the selection by unchecking the check box against each

name. This can be tedious if we want to send to a specific group of people who can be predefined.
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We then look at the left hand side of the screen and we see 5 numbered and defined areas.

Selection
Subject
Reply to
Style
Message

vk wnN e

Selection contains a default list of possible selection criteria categories with an “X” against each one.

e  Email Group
e Status
e Name
e Played

We also see a drop box with a “+” to its left. This allows us to select any field in the Membership

database and add to the selection list.

Using one selection field is simple, eg | want to send to the Match Committee, so check it

@

To send an email to members, follow steps below, as necessary, and then click [Send Email Ticked]
= k.

If "Contains” is "+, will select all non-blan

i E=aeten K Email Group isone of [ 4-pealer [ C- Committee
D - Director [ E - Education
M- Match [ P- Premises
C) S - Scorer
R status is one of Member [] Held
¢ name Contains [
# played is [ Choose 2 Pravious Resut ]

o [Pease Saled —> ]

7. Selection Un/Tick as nacassary
All

Selected : 4

EVANS, Barb ( evansb3@bigpond.com )

B GODDARD, Peter [ goddards@gmall.com )
@ O'HARE, Paul ( pauloh47@bigpand.com )
WESCOTT, Ron ( wescottren09@gmall.com )

And we have an instant reflection of who has been so grouped in the Membership database.

If | want to choose those who played bridge on Friday 15" January 2021, | select that option in

[Played]

o] Sove] prview [Sens ev] @

+ send an email to members, follow steps below, as necessary, and then click [Send Email Ticked].
“Contains” is "**, will select all non-blank.

selection %2 Email Group is one of [ 4 - Dealer € - Committee
[ D - Director E - Education
O m-mMatch ) P- Premises
() S - Scorer
W status isone of g Member (| Held
# name Contains |
# played is Fri 15th January 2021 Club Pairs ~]
4 [ Please Select —> v
;subrject | bendigo@bridgewensemail com
-Reply To | hendigo@bridgewsbsemail com
orga @  wanner [Web Banner v
Theme ) [Pick Theme
Greeting (i istname) (sumame} v
Member Detail Include box of member details for confirmation.
Include News Page [ Plesse Select v

7. Selaction Un/Tick as necessary
& an

Selected : 22

ANDREA, Maryan { maryan.and
BALAAM, Jill ( ghbalaam@bigpo
BANKO, Vicki { vbanko58@gmal )
B CHANT, Cheryl ( cherylchant@optusnet.com.au )
B CLoSE, Elizabeth ( dragonariesB@gmail.com )
DULLARD, Lorraine ( Idullard45@gmail.com )
‘GODDARD, Jennifer { goddards@gmail.com )

@ GODDARD, Peter ( geddards@gmail.com )
LAMARQ, Karen ( karen.lamare44@gmail.com )
MURPHY, Danny ( danny_bhoy_1@hotmail.com )
OLIVER, Judith { mallverzw@amall.com )

PARKER, Kaye ( kayelindeayparker@gmail.com )
B PECK, Maureen { futchr@ozemail.com.au )
PERKINS, Bob ( cjunehayes@bigpond.com )
SYMONS, Faye { fesymons@gmail.com )
TECKLENBURG, Peter ( annatacklenburg@bigpond
UPSALL, Denis ( sinedjames@gmail.com )
VEARING, Frank ( vearingfrank@gmail.com )
WATERS, Barry ( bfw4476@bigpond.com )
WATSOM, Sylvia ( sylviawatsona745@outiook.com
WRIGHT, Seb ( wright.ssb@hotmail.com.au )
YUM, David { david.yum@bigpond.com )

@hotmail.com )
com )

If | want to send to all Premises Working Party members who played on 15" January, | use both

options
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members, follow steps below, as necessary, and then click [Send Emall Ticked].
“, will select all non-blank.

# Email Group iseneof [ 4-Dealer (] C- Committee S::letﬁnn Un/Tick as necessary

D - Director (] E - Education

M - Match P - Premises Selected : 3

S- Seorer GODDARD, Jennifer ( goddards@amail.com )

B PERKINS, Bob ( cjunehayes@bigpond.com )
¥ status is one of Member (] Held UPSALL, Denis ( sinedjames@gmail.com )

. name Contains [ﬁ

K played is (i 15th January 2021 Club Pairs )

s (Ploasa Sobai—

| could want to just send to members in a certain post code or suburb. To do that, | add [Post Code]
to the selection list and type in the relevant [Post Code]. It so happens that addresses have not been
added to the database yet, but the screen shot show the field added and populated.

If I click on any of the “X” alongside any of the current selection criteria | remove it.

Now [ think | want to send to this same selection every month so | want to save this query so | can
reuse it whenever | want. | click on the [Save] button at the top left, fill in a [Name], call it a
[Template] and click [OK], and | have it.

Open || Save || Preview ” Send Email] Q

To send an email to members, follow steps below, as necessary, and then click [Send Email Ticked].
[f "Contains” is "*", will select all non-blank.

1. Selection $¢ Email Group is one

Mame [Pwp 15Jan21

"
Status i

% Name

% Played

EI'-,—:j- Please Select --> w

At a later time | want to retrieve that saved email selection so | go to the [Email Members] and now
instead of going through the [Selection] criteria, | click [Open] at the top left. From the list | choose
my [Template] which was [PWP 15Jan21].

My [Selection] is done, | can [Preview] and [Send Email].

The second section on the left is [Subject], and this is just the Subject line of a standard email
message, fill it in and look at the next section.

The third section is [Reply To]. To avoid messages going to SPAM an email must have its own email
sending address consistent with the web address from which it was sent. SO we have a default black
hole sender’s address Members@BridgeWebs.com. Nobody can reply to this address, so we have a
[Replay To] address, which is the address you want recipients to use for any reply, which is inserted
into the text of the email. You will see this later in the Preview of the final message.
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The fourth section is [Style] where we define how the email will look to the recipient.

This allows various options

e Banner the top Heading in the body of the email

e Theme how the email is structured and formatted

e Greeting how to compose any greeting line

e Member Detail an option to include the Members details for confirmation purposes
e Include News Page the option to include a [News] page, perhaps a promotional item

The fifth section is the actual text that you want to send. This message can contain text, [Pictures]
[Document] links, web URLs tables etc, basically anything you can do with a rich text formatted
document.

Open 7]
o send il to members, follow steps below, as necessary, and then click [Send Email Ticked]
f "Contains” is "*", will select all non-blank.
L. Selection $2 Emall Group is one of A D e 7. Selection Un/Tick 35 necessa
& an
] D - Directer [ E - Education 1 m
Selected : 7
M - Match P - Premises
7] S - Scorer FORBES, Graham ( forbesgk{
€ O'HARE, Paul { pauloh47@big
K status is one of Member [ | Held PELLY, Barbara ( pellybm@gn
ROGERS, Janet ( jirvrogers@
4; Please Select — v [ SHEARER, Cathie ( cathieshe
[ UPsALL, Denis ( sinedjamesg
e WoOD, Bernadette ( bwoodo
CSabje | Bulk email from Bendigo Bridge Ciub |
3. Reply To [ simedjames@outiack com ]
p=
1. Style (@] Banaer [Club Name ]
Theme (Emai siyle v| (Pick Theme
Greeting (Wi firstname] fsumame)  ~|
Member Detail [ Tnclude box of member details for confirmation.
Include News Page [ Plzase Select ~|
5. Message = = S B b |
B source | 3| Z) BEG S Y|« QW% E L
BT US|[%»x|;=:= EN|(Elz22 =@M wkdevesREB=000
Styles - | Nomal - | Font - | sza A-B-?

Just sending you all a fest message using the bulk mail out feature of the new website

I am including this same dacument | am now composingiii!

Denis

body p

e | have defined the recipients of my bulk email.
e | have determined the subject,

e my return address, and

e The content of the message.
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| can now [Preview] the email before | send it using the top left button

up is one

is ong
lect—»
Sendigo Brid

tlook.com

(e
=
(]

of [ 4 - Dealer C - Committee
[] D - Director [| E - Education

| Preview Email

Please reply to sinedjames@outlook.com

Bendigo Bridge Club

Hi Jo Bloggs

Just sending you all a test message using the bulk mail out feature of the new website.
I am including this same document I am now composing!!!!!

il 1 | Denis
Page | pjg
www.bridgewebs.com /bendigo
*You are receiving this e-mail because our records indicate you have registered your email with "Bendigo Bridge Club™ on the basis of
CED| X receiving relevant information about “Bendigo Bridge Club” activities.
If you beligve this message is not for you, or you no longer wish to get emails from "Bridgewebs", please do not mark this message
5| x x* asJ U N K, but contact sinedjames@outiook.com or Click Unsubscribe which will allow you to remove your email address from
future emails.
| Normai {accountaddress)
[od
you all a teg

Close

If I am happy all that now needs to occur is to [Close] the [Preview] screen and [Send Email] for it to

go to al

| recipients.
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