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Contacts

Just before you are ready to send your email, determine whether or not the message
should be recorded as a closed contact on the recipients’ individual records. If you select
the Create a closed contact item for each recipient check box, a contact item is created
and marked “Closed”. It is available anytime from the individual’s record as shown
below.

Additionally, you can select the Contact item is confidential check box, which will create
a contact item as mentioned previously, but this item will only be visible to users with
the Email, View Confidential security access right.

Sending the email

When you are happy with your email, click Send to All Recipients Now. You can view the
status of your email by visiting the Group Email and Sent Items menu options.
Additionally, if you typed your email address in the Send Confirmation to box, you will
receive an email when your message is sent.
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Drafts

The drafts folder saves your email as you work. Now you can concentrate on creating
the best email possible without worrying about leaving your page. You can have
multiple draft emails at one time as shown below. You can click Save while creating your
email at any time; however an auto-save happens every few minutes.

Saved Drafts

Edit a draft group email including message, message settings, and recipients prior to sending

1 -5 out of 5 (sorted by Last Updated dezc)

Subject From Last Updated

Create a meaningful and relevant subject line here nwhitworth@fellow shiptech.com 4412008 at 2:21 PM Delete
Create a meaningful and relevant subject line here nwhitworth@fellow shiptech.com 4412008 at 2:02 PM Delete
Create a meaningful and relevant subject line here nwhitworthi@fellowshiptech.com 47412008 at 1:55 PM Delete
Create a meaningful and relevant subject line here nwhitworth@fellow shiptech.com 4/4i2008 at 1:56 PI Delete
Create a meaningful and relevant subjec nwhitworthi@fellowshiptech.com 41412008 at 1:53 PM Delete

0 New Email.::

Sent [tems

When you want to see previous email communications you have sent out to your church
congregation, click the Group Email and Sent Items menu options. You can click the
subject title of an email to review its content.

Sent ltems

View group messages that have been sent. Messages appear on te Sent tems list

@ Refresh for up-to-date statuses and Iatest sent tems

1-1 out of 1 (sorted by Sent date asc)

Subject Recipients From Status

ded nwhitworth@fellowshiptech.com  Today at 2:20 PN Pending

Create a meaningful and relevant subject line here 1 (0 exclu

@ New Email

Click on the number in the Recipients column to look at individual results. As shown in
the following image, you can select any or all email statuses and click Show Recipients
to see which email addresses were Invalid or Failed. You can also quickly see who
unsubscribed after viewing this message.
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Image Test

Show recipients with the following status:

Sent Address Not Found Unsubscribed
Pending Invalid Address
Failed Duplicate

Show Recipients

1- 2 out of 2 (sorted by Name asc)
Recipient Status
Coulzon, Tara J.

Sent
tecoulzon@@ fellow shiptech.com
Martin, Dave Sent
dmartini@ fellowshiptech.com
<A Return to Sent ltems
Templates

Use templates to make your email communications standardized across your ministries.

Template can be shared so you can create them and share them with other staff
members.

Note: Creating and sharing templates requires the Email, Template
Author security access right.

Create a new Email Template

Name:*

Use Templates to Standardize Communications [&7] Share this template with other users

First Mame -

o B B E9- e U B T U EE=SE=SEESSA.H.R
v o EH- " =R L@ ":Fﬂormal v||rderdana v|||4 vll_,fv”zoom vlj:\uvdglﬂ

A template lets you create a consistant tone to your church-
wide emails. Using a template ensures different ministries
are speaking the same way to your church congregation.

Templates

Create and manage templates to help you guickly send recurring emails such as first visit letters, reminders nfv unteer
schedules, and so on

« Use Templates to Standardize Communications has been saved.

1 -1 out of 1 (sorted by Template Name asc)

Template Hame

Last Updated Shared

Use Templates to Standardize Communications Today at 2:27 PM v Delete

© New Template
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Delegates

The delegation tool allows you to define who can send emails on your behalf. Visit the
Group Email and Delegates menu options to view and add delegates. Any Fellowship
One user that has the Email Author security access right can be your delegate.

Email Delegates

yeople the right to send mass email o e king them a delegate

No email delegates have been created

An email delegate is a user that can send email on your behalf.
The user must have Email Author privileges in order to compose and send an email.

Add a delegate

Choose a user to send email on your behalf:

Coulson, Tara :
Add Delegate Cancel

Email Delegates

Give people the right to send mass email on your behalf by making them a delegate

1 -1 out ef 1 (sorted by Name asc)
Can send email on your behalf Added

Coulson, Tara Today at 2:30 PM

@ add Delegate |

When you have been made a delegate for someone else, the From field is dynamic on

your group email message. As shown in the image below, the user can select any name
from the From drop-down list.

Subject™

From: Reply to:
Tara J. Coulsen <tcoulsoni@fellowshiptech.com= -

Nancy Whitwerth <nwhitworthi@ fellowshiptech.com= Flef Blank the Fr
Super Team <passwordi@gmail com=
Tara J. Coulzon <tcoulson@felowshiptech. com:=

_‘ ﬂ- fellowship
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Manage Email Subscriptions

Subscribe/Unsubscribe

To make the most of Fellowship One email you need to allow members of your church
to opt out of bulk email. With the use of attributes you can keep track of people’s
requests for how they wish to be contacted.

You could even create attributes for different ministries such as the Women’s
Newsletter, Pastor’s Monthly Email Message, Daily Words of Encouragement, and so on.

Individual Attributes.

Aftribute Group Aftribute Staff/Pastor Start Date End Date Comment
[Edit] [Delete] Communication Preferences No Email Requests no email from the church.
[Edit] [Delete] Communication Preferences No Mail Do not send mail to this person
[Edit] [Delete] Communication Preferences No Phone Do not call.

Using attributes allows you to respect the wishes of the church membership. Using
Query Builder, you can search for Individual Attributes, Attributes, and the right target

audience as shown below.

Query Builder d

Use Query Builder to find pe by address, communication, general information, attributes,
assignments, and attendanc mbine statements to further fiter your guery.

— Field Search

To begin, select from the "Search By” field in the Field Search section and follow the prompts as you build your search. If you would like to join two or more fields
together to represent the search criteria, click the "Add to Statement” button. After you have created two or more statements you can begin building a compound
statement for an even more refined search.

Search By: Field: Comparison: Value:
Individual Attributes ~ Aftribute - EqualTo ~ Mail Preferences -
Pastor's Letter -

[ AddToStatement || RunSearch |

Every email message is sent with an opt-out link that allows people to change their
preferences on the spot. (This feature ensures that Fellowship One is on the safe sender
list for most email clients.) If someone has clicked the unsubscribe link in the group
email then the communication value is set to unlisted in Fellowship One as shown
below.

Jeremy Jacksen [4dd Mew]
[Edit] [Delete] Mobile ST2740T177 132008
[Edif] [Delete] Email Jackson@fellowshiptech.com (unlisted) 1/10/2008

Unlisted prevents group email from sending any additional mass emails to this address.
Once you send a group email you need to manage the unsubscribe requests that come
back to Fellowship One.
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The default behavior is to make the email address in Fellowship One unlisted. To see
who has clicked unsubscribe, run the report P7600 — Individual Email Recipients with the
filters shown below.

Individual Email Recipients - P7800

-
\I‘r) Filters
Dizplay Emailz Sent Via Proxy: ©) True @ False
Email Sent Date Range: * Previous 30 days -
Start Date (Custom Date Range Only): 3 Refresh
End Date (Custem Date Range Only) 3 Refresh
Email Subject: * Create a meaningful and relevent subject line here
Recipient Status: * Pending -
Failed
Invalid address
Sent
Address not found

2
E Additional Filters
Output Types

Output Types: Excel =

E?} Add to My Reports

The results of this report allow you to modify the person’s attributes to ensure that they
receive other emails but no emails from the selected type. For example, a couple whose
children have been promoted out of the Children’s Ministry will no longer need to
receive emails from the Children’s ministry leadership. However, they may now want to
receive email from the student ministry.

Security
It is important that security be placed around the communication tools available in
Fellowship One. For email there are three security rights connected to email:

Email Author
Email, Template Publisher
Email, View Confidential

Email Author allows a portal user to compose and send mass emails. Email, Template
Publisher allows a portal user to write templates for other users to access. Email, View
Confidential allows portal users to view the contents of an email that was flagged as
confidential when sent.
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PHYSICAL MAIL
Fellowship One provides the means to generate address labels for sending out mailings
to church members. You can create these labels using Query Builder or by running

reports.

Query Builder
Using query builder you can select the results of your query and choose the Export to
Label>> option available by clicking the Actions button and then the Export link

Carole Allen 1730 Archery Dr. 972-555-6503 Home
embe Foreston, TK 77780 carolealen@snail.net
Melanie Allen 1705 Mayfield Dr. 214-555-1210 Home
Child Glendale, TX 77777

HEE@E 1 - 20 out of 2078 (zorted by Last Hame asc)
&3 Actions

Add to a group...

Export....

Mail Merge

Export one record per individual: RTF, XLS

Export one record per household: RTF, XLS
Roster

Export one record per individual: BTF, XLS

Export one record per household: BTF, XLS
Labels

Export to labels »

View parents or children...

Send an email »

Perform a mass action

You can choose from different label styles depending on what your Label Administrator
(this is a special security access right that is used to define the common label styles
typically used for mass mailings at your church) has defined for use. Once you select
your label style then click Export to Labels. The labels are formatted to the label style
and output appears in a PDF that can be viewed with Adobe’s Acrobat Reader.

Reports

Fellowship One provides label outputs for a variety of reports. You can choose to run
reports that are written so that a label output is the preferred format. For example the
M3600L Volunteer Mailing Label provides Avery 5160 as the default output.

Another option is to choose any report tagged with Export to labels. These reports
allow you to choose your label style exactly as you do when you print labels from Query
Builder search results. A quick way to find all these reports is to click the Export to labels
tag in the FT Reports listing or simply type Export to labels in the search field.
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Reports

FTReports |y Reports (0 Tags Label Stiles
B 21 2] [2] [5] [8] [7] [8] [¢] [10] [11] [Next» 1-20 out of 241 (sorted by Name asc)  Find by Tags Start over

Name / Description Code Last Updated Select multiple tags to further filter your results.
Absent After X Times Attended Administration, Assignment / Aftendance Roster

Templates, Assignment Rosters, Assignments,
Atendance, Attendance Absent/ Tardy, Attendance
M1035E Today at 12:27 AM Consistency, Atendance Frequency, Attendance
Rosters, Audit, Avery 5160, Bithdavs, Check-In,
Child / Youth, Contact , Contacts, Contribution,
Contributions, Confributions by Fund, CSV, Data

Activity Absentee Report (Did Not Attend In Date Quality, Data Validation, Demaoaraphics, Directories,
Range) i irst Time Attendance

- o
This report was created to display individuals that have a participant assignment Form BUNGerZT, Bng, Grouns, Himl, indiddual
Atfriputes |odividyals in Grogps ovolvement

Purpose: This report was designed to show you who has attended X number of
times in a date range, but has not attended between the end date and X number
of days after the end date Output: Last Mam...

Tags: Attendance Absent / Tardy, CSV, Excel, Export to labels.., Html, Ministry,
Participation

Mail Merge
Fellowship One provides the ability to create a mail merge file output. From a people list
you can select to create a mail merge file.

Carole Allen 1730 Archery Dr. 972-555-8503 Home
lembe Foreston, TX 77780 caroleallen@snail.net
Melanie Allen 1705 Mayfield Dr. F14-5851210 Hore
Child Glendale, TX 77777
E|E|E| 1 - 20 out of 2078 (zorted by Last Name asc)
&3 Actions

Add to a group...

Export...

Mail Merge
Export one record per individual: RTF, XLS
Export one record per household: ATF, XLS

Roster
Export one record per individual: BTF, XLS
Export one record per household: RTF, XLS
Labels
Export to labels »

View parents or children...

Send an email =

Perform a mass action

You can choose to save the file in Rich Text or XLS (Microsoft Excel) format. From there
you can make use of Microsoft Word to import the mail merge data into your letter.
Word’s Mail Merge feature will allow either the Rich Text or XLS file as the data source.
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COMMUNICATION POLICIES

Who can send communications

The best way to control your communication with your church membership is know
who is sending out those emails, letters, mailers, and so on. Define who has the right to
send the emails using security rights. Additionally, consider creating a mass email
agreement that must be signed by users before they are granted the Email Author
security access right.

You can monitor email usage by running any of the following reports. Notice that you
can simply click the Group Email 2.0 tag to locate these reports.

T T T T oY TEg T STETTOvEn
Name | Description Code Last Updated Select multiple tags to further filter your results.
Church Wide Email Delega‘tions CSV, Excel, O =ut=0&)] Himl, POF, People,
Provides List of Delegations for Specified User or Delegatees for a Specified P7602 Todayat12:27 AM
User.
Tags: Group Email 2.0, Html, PDF, People
Church Wide Email Delegations
Provides List of Delegations for Specified User or Delegatees for a Specified P7602E Todayat12:27 AW

User.
Tags: CSV, Excel, Group Email 2.0, People, XML

Church Wide Email Summary

Provides list of emails sent by the selected users with the number of email PT601E Today at 12:27 Al
recipients and number of emails rejected.

Tags: CSV, Excel, Group Email 2.0, People, XML

Email Recipient Status

Provides analysis or mail merge data for email recipients with a specificrecipient poe.r Today at 12:27 AW
status (i.e. unsubscribe, invalid address, address not found, etc.).

Tags: C5SV, Excel, Group Email 2.0, People, XML

Individual Email Recipients

Provides a list of the recipients of the email with filters for Date Range Sentand a PT600  Todayat12:27 AW
Multi-Select on Subject.

Tags: CSV, Excel, Group Email 2.0, People, XML

1.t oudofs fcodod hy lama accl

What type of communication

Decide what types of communication you will use at your church and make a plan for
how to use them. Send the same type of information in the same format each time. If
you use email for ministry specific communications then create templates so that the
emails always appear in the same format.

Handle requests from members about communication

It is important to respect any person’s request to privacy. Use attributes and the
unlisted features of Fellowship One to indicate which members do not want to be
contacted.
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