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EMAIL - Accessed from the Admin Menu
· Send Text Email- Primary email facility for information to members.  Plain Text , simple , fast.
· Send HTML Email - Use only when you need advanced capabilities (bold, underline, hyperlinks, etc.
· Once you select from the two option above
· FROM - Select appropriate from position from the Dropdown.  Replies will go back to the email associated with that FROM identifier.  If there are multiple people assigned to a from function work together to decide who will answer any email that get a rely sent to them. (e.g. multiple people on the Tournaments or Info position).  We use email forwarders the catch the replies and resend them to your personal email address.)
· TO - select who you want to send the email
· Current membership - goes to all members who have not Opted Out from email
· Confirmed Tournament Entries - goes to all that are registered for a specific event.
· Enter Addresses - You can send to specific members by entering addresses.
· Subject - You MUST enter a subject.  DO NOT enter any punctuation, ie: ' , " &.
· Text - Enter your message.  Please include your FIRST AND LAST  NAME (not just your first name) in the closing.  The members need to know who sent out the email.  You can create the text in another program and copy / paste here if you like.
· When you are satisfied with the message click on the SEND button.  Click only ONCE.
· NOTE- Emails are send out in delayed batches that may take several hours to avoid the SPAM Police locking up our domain.  Yes it has happened and it is a real pain to get it undone.
· You can check on the status of the transmissions by accessing the EMAIL LOG from the Admin Menu.
· You can also cancel sending of any pending emails from this Menu.
· AVOID SENDING multiple emails in one day. The SPAM POLICE are watching.  Try to combine information into a single email. 
·  MOST IMPORTANT:  Be very careful about the words/language you include in an email. The major ISPs, (Att.net, gmail.com, yahoo.com, etc) all have automated filters watching for their interpretation of inappropriate content in mass /bulk email. In a prior year one of the MGA board members sent out what he thought was a funny email. The filters caught it and blocked the MGA and the SMGA email for over a month.  The fix was not only disruptive but costly.  If you would not want your mother, wife, daughter or granddaughter reading it then fix the language.

TOURNAMENT DIRECTORS
Next year's tournaments Will be created in January and will be ready for updating.  You access the tournament list from the Admin Menu. >>> "Display/Edit Monthly Tourney List"
· The creation routine just copied all of last year's tournaments and changed the year to the current year.  
· Once the event dates are firm you will need to modify the actual dates.
· Update the assigned Tournament Chairmen with any changes.
· Any events that have a dinner included you will need to work with catering at least a 45 days in advance to determine the food content and prices. You will then need to update that section.  Number and type of Entrees is same as last year.  If that needs changing please let the Webmaster know so the actual drop down meal selections can be updated.
· Please do not use any punctuation in any of the fields, even if the grammar is incorrect.  If you need to add punctuation or special characters contact the webmaster.
· RULES - the rules portions have been refined over the years so do not change them without consulting the appropriate people.  The rules sheet that is put on the carts for each tournament is generated automatically by what is in the website.  The Pro Shop can access this directly.
· What's New Section of Home page. - Sent any language or pictures to the webmaster to be added in this section.  You cannot add yourself.
· Tournament Day - Insure a picture of the winners and winnings/results PDF from Golf Genius are send to the webmaster.  He will update the website.
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