Southern Mailing List User Guide

How do | login to the system

= The url for the system is srdc.msstate.edu/mailinglist.ntm.

= Once you have accessed the site, type in your user id and pin number. (To
obtain a user id and pin number please send an email to sml@ext.msstate.edu).

= You will then see the opening screen.

Search for Individual |

Search the System |

List Report/File |

Exit

For carnmerts o changes to this system, contact the webmaster. |

How do | search for an individual

= On the opening screen, left click the Search for Individual button.

= You may either enter the person’s first name, preferred name, last name, title,
institution, address, organization, city, state, zip, country, telephone, mobile,
email, fax, position, region, program specialty, sub-program or discipline to
perform a search. Left click in the corresponding field, and type in the
information.

= Left click the Search button.

= You may perform a wildcard search by typing in one or more letters followed by
or preceded with a % sign. For example: M% entered in the last name field to
display all last names beginning with the letter M or %con to display all last
names ending in con.

Search | Lists | Print_ | Clear | Main Menu | Close |
Prefiz First Hame Preferred Hame Middle Name Last Hame Suffix
] | | | =
Title |
QOrganization |

Institution [--Not Selected-- -]
Address 1 |

Address 2 | Delivery nddress|
City | state| | Zip Country|
Telephone [ | Telephone2 | Fax |
Ermail |
-

Program Specialily| --Not Selected--
Sub-Program |--N0‘t Selected-- -

Code

Discipline |--Not Selected-- -
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How do I cycle through individual records

If you have performed a search for an individual that has returned several
records, you may need to cycle through the records in order to find the correct
individual's information.

To find out how many records the system has found look in the bottom left corner
of the screen and the system will tell i/ou what record number you are viewing of

the total records retrieved.
To cycle through the records, left click the record buttons.
First record Previous record Next record Last record

\mil LlA‘—‘_'l‘//

How do | find list information for an individual

Once you have retrieved an individual's information, left click the Lists button to

find out the list information for the individual. _Lists |
The lists that the individual is a member of will have check marks.

78 Southern RegionMember Lists [+« 00l D Dol

Main Menu Close

Name
[Richard Conder

Lists
[ |4-H Leaders -
[ |62 Ext. Directars
¥ |62 Research Directars
W 62190 CRD Leaders
[ |30 Ext. Administrators -
[ |90 Research Coord.
™ [AMR Leaders
[ |Bo's students
[ |Board of Directors
[ |Cnmmunicatinn Leaders il
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How do | return to the individual record screen from the lists screen

Left clicking the Close button on the lists screen automatically returns you to the
member record screen.

Left clicking the Main Menu button will return you to the opening screen.

Main Menu | Close |

How do | print an individual’s record

While viewing the individual’s record on the member record screen, left click the
Print button. __Print_|

How do | search the system for general information

The system has the ability to allow the user to retrieve information based on
general areas such as by state, region, institution, list etc.

= You can also choose the sort order for the information.

From the opening screen left click the Search the System button.

Search for Individual |

Search the System |

List ReportiFile |

Exit |

Forcomments or changes to this svstern, contact the wehmaster. |
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To select a search criteria Left click the drop down arrow for the field you wish to
search. For example, to pull all information for Alabama you would left click the
drop down arrow for State and left click to select Alabama.

You may also select the order in which you want the information to be sorted.
Left click to select the first sort field and left click the right arrow to move the field
in the Sort Order column. You may move all fields by left clicking the double right

Y8 Sauthern RegioneSearch fox -l il L L L T L L L L L e
Enter Search Criteria: Enter Sort Order:
State: | T Eelect a State v| Selection List:
Member Name
Region: |--Select a Regi... -

Gtat

Member Last Hame: | ale

i v
Member First Hame: | Region ) |
Organization: | |Organization ﬂ

.- — =
Institution Type: |--Select an Institution Type-- v| Institution

Institution: > - - ﬂ
- - ] I—
--Select an Institution-- v| rogram - pecia _|
Po=sition: | --Select a Po=sition-- v| Sub-Speciality i| l—
Program Speciality: | --Select a Speciality-- ~] Discipline m
Poziti
Sub-Speciality: | --Select a Sub-Speciality-- v| osition o
Discipline: | _Select a Discipline.- - Sort Code
Sort Code: *Default Sort i= by Member Hame
List Hame(s):
|--Select aList-- - =| Ligt Join [ Include Duplicates in Reports/Data
Condition: - ;
| " And Preview | Main Menu |
S #o
| bz ' Clear | Close I |
|
[

You may also reorder the sort fields by left clicking to select the field in the Sort
Order column and left clicking the up and down arrows to move the selected
field.

You may remove fields from the Sort Order column by left clicking the left arrow
to remove a single field or left clicking the double sided arrow to remove all fields.
You may also retrieve information on members from more than one list. Using
the drop down arrows, left click to select the lists that you want to retrieve
information from. You may select either an “Or” or “And” Join Condition. For
example, If | want to retrieve members from Alabama that are members of the 4-
H Leaders List and the Research Coordinators List, | would select both lists and
the “And” Join Condition.

Once all criteria for the search have been selected, left click the Preview button
to retrieve the information from the system.
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How do | print retrieved general information

= To print all of the information that was retrieved, left click the Print button at the
top of the screen.

y?;;E Southern Beagion-FPrewview

Mail Merge | Download | ) it Modify Search| Hew Search | Main Menu | Close
5t Hame Email Phone Institution

Print IE |Abasiekung, Mancy H |nancy_abasiekung@ncsu.edu |TEI4-482 -4365 | =
Print Iﬁ |Andersun, Dr. Sarah L |sandersu:un@uaex.edu |5III1 -6 -2001 |

Print  |[PR [arias, Santiago [B_Torrres@seam.upr clu.edu  [757-832-4040 ext 2323 |

Prirt W |Elensu:|n, Drr. Harold R |hbensun@gwmail.kysu.edu | i
Print  |[L [Bonsi, Eunice A |ehonsig@tusk edu |334-727-8515

Print  |[La [Brosn, Dr wiliam H - [bbroswni@agctr Jsu edu |225-575-4151

Prirt Iﬁ |Elurns, hdarwin | |

Print II |Carter, Jannie hcaner@acesag.auburn.edu |258-858-4943

Print  |MC [Conder, Mr. Richard | |

|
|
|
|
|
Print Iﬁ |Cherry, Dr. Jerry & |agresu:h@uga.u:u:.uga.edu |TEIE-542-21 =1 |
|
|
|
|
|

Print  |[ok [Coston, Dr. D. C deoston@okstate edu (405-744-5393

Print  |[T% [Couch, Martha Im-couchi@tamu edu la78-545-1211

Print.  ||oK [Cox, Charles B [coox@okstate sy |405-744-5501

Print [y o, Mancy M neox@@ca uky du |353-257-3333 -
\

= To print an individual’s information, left click the print button to the left of the
individual’'s name.

= You may also double left click the name of an individual to bring up the
information for that individual.

How do | download the retrieved information

= Left click the download button to download the retrieved information into an Excel
file.

How do | mail merge the retrieved information

= Left click the Mail Merge button to download the retrieved information into an
Excel data file that can be used for a mail merge.

How do | modify the retrieved information

= Left click the Modify Search button to modify the search criteria, Modify Search|

= You will be returned to the Search screen but all of the previously entered criteria
will still be on the screen.

= Make the necessary changes and left click the Preview button.
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How do | conduct a new search

Hew Search
= Left click the New Search button to return to the Search screen.
= The Search screen will be blank to allow you to conduct a new search.

How do | close the preview information screen

= To close the Preview Information screen, you may either left click the Main Menu
button to return to the Opening screen or you may left click the Close button to

return to the Search screen. -
Main Menu | Close |

How do | retrieve all of the members from a list

= On the opening screen, Left click the List Report/File button.

Search for Individual |

Search the System |

List ReportiFile |

Exit

For cormrments or changes to this systern, contact the webrmaster. |

*= From the List Report/File screen, left click the Lists button.

Report | File | Clear | Main Menu | Close |

lists ||
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= You may type a letter(s) in the Find field to jump to all lists that begin with that
letter(s). Once you have the letter(s) typed in, left click the Find button. The
system will show you only the lists that begin with those letter(s).

= Once you have selected a list, left click the Ok button.

= If you want to cancel the search and return to the List Report/File screen, left
click the Cancel button.

i 4-H Leaders
E2 Ext. Directors
E2 Research Directors
E2/30 CRD Leaders

90 Ext. Administrators
90 Research Coord.
AMA Leaders

Bo's students

Board of Directors
Communication Leaders

«

= Once you have selected a list you will return to the List Report/File screen. The
list you have selected will appear in the white box.

= To retrieve a report with all of the list's member information, left click the Report
button.

= To download the list's information into an Excel file, left click the File button.

Report | File | Clear | Main Menu | Close |

| Lists ||EIIII Research Coord.

» Finally, to close the List Report/File screen, either left click the Main Menu or the
Close button to return to the Opening screen.

How do | exit the system

= Left click the Exit button on the Opening screen to exit the system. Exit

How do | send comments or suggestions to the system programmers

= On the opening screen, left click the Comment button to open a form that you
can fill out to submit changes to the system to the system programmers.

| Eor comiments of changeas to this svstern, contact the webrnastar, I

Computer Applications Services Mississippi State University Extension Service

Statement of Nondiscrimination
Mississippi State University does not discriminate on the basis of race, color, religion, national origin, sex, age, disability, or veteran
status.
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