How To Send Email From TroopMaster

1. First you need an email account thases an SMTP server to sgralr email. | know SMTP
server sounds complicated, but keep reading it isawtplicated at all. Almostll Internet
providers use POP3/SMTP servers to deliver amdl youremail. Theexceptions to this are
Web based email accounts like Hotmail. If you have a DSL, cable modemugpridialnet
account there is a 99% chance you are using an SMTP server already toweeihgil. Please
contact your Internet provider and get your POP3/SMTP email configuration settings and
continue with the next step.

2. Load TroopMaster and click the following icon on the toolbar:

3. The Send Email screen will pop up.
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4. Clck on Email Optioné



5. Here is vinere you configurdroopMaster to use your Internet provider SMTP server to send
email out.

Email Options lij
@ Direct SMTP [required for zcheduling email meszage]
SMTP Server; bour ISP server Paort; 25
szer Mame: your user account [if required]
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1 MAPI [zend through 3rd party software - e.g., Windows Mail, Qutlook., etc.]

Build meszages uzing
@ Mame and email address

! Email address only

[] Retain email sezzion until exiting Troopkd aster
[] Omit 'SMTP:" from recipient email address

] Uze default signature
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Select Direct SMTP dmsse the informatiorprovided by youinternet providerto configure
SMTP Server
User Name
Password
Email Address

Do notchange the default value of 25 under Port unless instructed to do so by youCligke.
OK when done.



6. You will be returned to the Send Email screen.

Selsct Recipisnts Current Recipients
Display: | fdults - Ta:
Tox:
Barnett, Gary -
Bergerson, Tany i
Blocker, Term

Cabrero, Stephen
Caldwell, Margaret =

Chudecke, Michael

Conner, Mei &
Dickerzan, Billy Bevie Attachment(z]...

Dickersan, Judy Recinient
Dunkle, Andrew GE[EEII;EI’I
Ewing, Thom ) ——
Gage. Jennifer Carban Copy:
Green, Shawna Delete
Hinesz, Stephen Riecipient
Hude, Michael Group
James, Tilmon
Keck, Jim
Keetch, Mark 7 Help
Other Email Address: Eliminate duplicate addresses
Subject:
Body: &

Dizplay meszzage prior o sending |

Click on the down arrow nexbtAdults so you can see the rgieints dsplay options available. If
you want to send emiato the adult leaders select adults. If you want to send email to parents,
select Parents. If you need to send email to both adults and parentsayputts frst and select
the recipients by highlighting them and the clickingor>or CC>>then do the same for the
parents. Make sure that the Eliminate duplicate addresg#®on is selected. Sinamost of us
fall under both the Adults and the Parents categoriéss will preventus from receiving
duplicate copies of the same message.

7. If you need to sendttachments with your email click orttAchemen(s)X



Click on Add and then browse the location of the attachmelect the file and click Open. If
you have multiple attachments, click on Add again and repeat the process. When done with the
attachments click OK.

8. Back on the Send Email screen you can now enter the email subject and compose your email in
the bodysection. When ready to send your email, click Send.

9. TroopMaster will connect to you ISP SMTP server and will start delivering the messages. You
might see the software indicating the number of messages that it is sending Lifidshe one
per recipient.

10. When finisled sending emaijyou can close the Send Email scrégrelicking on the X at the top
right hand corner of the screen.



