POMA Technique
Email Interface

Introduction

The purpose of this POMA Technique is to describe the manner in which you can interface
POMA with your email system. It doesn’t matter which email product you use, however, the
examples used depict Microsoft Outlook.

There is no need to carry email addresses in both POMA and in your email product (such as
Outlook). Essentially, printing labels and sending emails is done in the same manner except that
you can send emails to everyone (or only if they designate it) and at the same time generate labels
for those that don’t have email addresses. In this manner you are always using the current email
addresses.

Within POMA there are three ways to send information to individuals:
e Generate labels, or
o If an email address exists, send an email, otherwise generate a label, or
o If the individual specifically requests information via email, send an email, otherwise
generate a label.

POMA generates the email addresses to a Microsoft Excel spreadsheet from which they can be
copied into the “To:” field of your email product. The location of the Excel spreadsheet is always
the same: “C:\POMA\EXport\POMA Email List”.

The examples use POMA Version 3.00 Build 02d or higher.

Examples

The following examples step through this process.
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Label/Email Screen

Whether sending an email or generating labels you always get to the following screen with the
area circled being the item that pertains to emails:

Latel Selection Farm : ! E

Print Specific Type of LabelfEnvelopa

—

" [1) Io ik onk lsbeltferrvelopes or [0 LabelsEr T
[21 o pint LabsslaServvnlopes: bor treocte without emad addiesoes o
[31 1o pent Lsbesls//arvvelopess Bor oo who sxplicitly do nok want &n emasl sent

Seled

Mote: Press FI bo read how bo mowe e enal addiesses into pour emal message.

Avery Label Type 5160 @pt font): Avery Label Type 5381 (10pt foni):
_| Zip Code Seqence _| Zip Code Sequence J Zip Code Sequence
_l City Secpatrecs _l City Secparecs _| City Secuerecs
J Chaurch LocatirMame Sequence J Church Location/Mame Sequence J Church LocationHame Sequence
__| Lestame Seosmnce __| Lsstame Seqence __| Lasttame Sequence

A or Repace the Second Line of the Label With the Folowing Text |

Envelopes $10: Intarface fo MyMailList:
__| ToCote Seqperee WD First AGGNEss Line o Eriveiope: | Genetste T abie b Mytdailist ntednce
J City Sequercs |

_l Chisch LocatiryMams Sequence  User-Dafined Livwser-Laft Comment Ling on Ervsiops:
_I Last Hame Seouence |

Utgar Derfinad Rsturn Addrase [Lke Srbanter 1o 95 10 ned lns)

Within the above screen there are three different ways to produce labels and email addresses.
The following depicts the circled area more clearly and circles the three pull down options:

Print Specific Type of Label/fEnvelope

[Onl: Labels/Env
Only Labelz/Env

Labels/Env and etdail Addresses
Labelz/Env and E«plicit ebdail Addrezees|

the emal addresses o pour emall mess,

Select Whether: [1] to prnt only labels/gfivelopes or
[2] to print labels/envElopes for those
[3) tao print labels/envi|opes for those

Mate: Press F1 to read how

el Type 5160 (Bpt font): Avery Label Type 5162 (12pt font): Avery Label Ty

The following are the pull down options:

Only Labels/Env — this option will print labels for every name that was selected to be

printed. For example, all active pastors, all Clerks of Sessions, etc. This is the default
option.
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Labels/Env and eMail Addresses — this option is used when you want to send emails to
everyone on the database that has an email address. Labels will be printed for everyone
who does not have an email address.

Labels/eMail and Explicit eMail Addresses — this option is used when you have
explicitly designated that an individual wants to receive everything by email if it can be
sent that way. You set it explicitly for a clergy member in the Clergy Contacts Form as
follows:

Specific |nformation:

M ailing Preference: W Gende
Presbytery Packet: Race
Pasztor St Dizablec

E rnail or Home
Ernail ar Church AgeR dyge
Ernail ar Alternate

[ Checki ced on the POlpik 5

[ Check if Pastor is ko NOT be printed in the Directary

Or in the Laity Contacts Form by checking the following box:

Lal
¥ ‘Check iF eMail is Preferable to Regular Mail
: List
Pulp
V' Checkif to receive Mewsletter
[ Checkif Individual is ko NOT be prinked in the Directory of Lai

You now select the type of label or envelope you want for those who do not qualify for sending a
email.

At the same time the labels (if there are any) are generated, the email list is also generated. The
following section describes how to copy the email addresses into an email.

How to Locate the Email Addresses

The email addresses are generated into a Microsoft Excel Spreadsheet. You do not need to know
how to use Excel in order to extract the email addresses into your email. You need to just do the
following.

The Excel spreadsheet containing the email addresses is located on your C Drive on your PC at
the following location:
C:\POMA\Export\POMA Email List

If you double click on the file named “POMA Email List”, Excel will automatically start and
open the email list. It will look like the following:
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B mle  Edit  view

MEFHR SQ /IR B-19-
E24 - &

Insert  Format

Tools

Data  ‘Window Help

8 I-ilog

M5 Sans Serif

Linel ErnailAddress

Rew Josep kchung{@comeast net
Rew H Eur gehi@anl net

R Willia BillEE bellsouth.com
Rew Robe hobhi@comcast com
Rerw Dr Hewikingmini@mac.net
Reerw Dr Hu huwc@aol.com

Rew Jame urgquhan@earthlink.net

L T D T [ TCrpay e ST

e s Rt R ny Ry R MR R e B

A, B c D

You can make the name column wider by placing the cursor between the A and B columns in the
gray area above the first row and when you see a line with arrows on both sides, you hold down
the left key on the mouse and move the column width to where you want it. Also, widen column

B as well.

How to Copy the Email Addresses

In order to copy the email addresses, highlight the first one in the list and while holding down the
left mouse button, drag it down the list until all the email addresses are highlighted as follows:

1 |Linel

¢ |Rev Joseph Chung

31 |RewvHEugene "Gene" Harris
4 |Rev'illiam "Bill" Bess
5 |Rewv Robert Flnman

B |Rew DrHarold M "Hal" Jensgn
7 |Rew Dr Huw Christopher
8 |Rev James N Urguhart
3 |RewMNan b Adams

@_1 File Edit “iew Insert Format  Tools Data  Window  Help
NEHR SS B B-9- @ 5 - @ (7] M3 Sans Serif
B2 - & ‘kchung@comeast net
A ———~_ | C D

mailAddress

kchung{@comcast net
gch@anl net
BillBi@bellsouth.com
bobh{@comcast.com
wvikingrnin(@mac.net
huwc@aal cam
urquhar@earthlink net
nadams{@comcast.net

<

/

Now hold the “ctr]” key down and press the “C” key. This is a short cut for doing a copy.
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How to Paste the Email Addresses into an Email

Start your email program and click on “New” to start a new email. The following example uses
Microsoft Outlook. The following depicts a sample email that we will copy the email addresses

into.

i Sample POMA Email - Message : E E

File Edit Mew Insert  Formakt  Tools  Table  Window Help X

=1%end | (] - ¥ ¥ ] Options... = | HT

G cc..,

Subject: Sample POMA Email

H S -
s

Dear Presbytery Friends,

This is a sample email to dermonstrate how to send emails to

Individuals that have email addresses defined in PORMA,

Place your cursor in the “To:” field and hold the “ctr]” key down and press the “V”” key. This is a
short cut for doing a paste. The result would be as shown below.

sample PUMA Email - Message = E E

File Edit ‘Wiew Insert Format  Tools  Table  MWindow  Help
= SN V=" A N G RRE

[ Ta... kchungi@comeast,net; gchimaol.net ; BillB@bellsouth, com;
bobh@caormcast, com; wikingrin@rmac.net ;. huwe@aol, cor ;
urqubark@earkhlink.net ; nadams@comcast, net

G ce...
Subjeck: Sample POMA Emnail
H S &

x

HT

Dear Preshytery Friends,

This is a sample email to demonstrate how to send emails to
Individuals that have email addresses defined in POMA,
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If you use Microsoft Outlook you could place the email addresses in a Blind Copy field. You get
the Blind Copy field displayed by clicking on the arrow to the right of the word “Options” in the
tool bar above the “To:” field and click on “Bcc” and paste the email addresses in this field. Then
place your email address or the presbytery’s email address in the “To:” field. The result would

look something like the following.

-~

( =Sample POMA Email - Message ;E@

File Edit Wiew Insert  Format  Tools  Table  ‘Window Help X

=gend | [ - G & L Y 8| ¥ 3] [ options.. - | HT

G T, .. YourPresbybery@sour , net
(Gl coe
[ Bec... kchung@corcast, et ; gochi@aanl.net ; Billki@bellsauth, com
| bobh@comcast.com; vikingmin@mac . net ;. huwo@aol,com
urquhark@earthlink. net ; nadams@y
Subject: POMA Email
H 3 F e

Dear Preshytery Friends.

This is a sample email to dermonstrate how to send emails to
Individuals that have email addresses defined in POMA,

:}] 41 3

Now send your email saving lots of time pasting labels, saving money on postage and getting
information to people in a more timely manner.
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