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INFOODLE
CONTACT TRAINING

Prerequisites: infoodle contact training level 1 & 2, Sending an email

Sending Texts

All texts sent through infoodle will cost .15 cents per text. Before you can send any texts you need
to be allocated a budget. If you do not have one please go to your supervisor or your infoodle
administrator.

Contact

Me Contact Events Reports Finance My Rosters

Search People ' Groups Events Assets Library

Click on text.
¥ ADVAMCED SEARCH

O OGN

Send from
Check your budget. $10.00 will give you 200 texts.

¥ ADVAMNCED S5EARCH
D COEICD

Sendto  Content Send  History Budget available: $10.00 = 200 messages

Eron The message will appear to be received from a regular cell phone number

Select where you wish to receive any replies
™ Send replies to my cell - 027 815 0073 (these will use your infoodle credit. If you have insufficient credit an email will be sent if available)

Any replies will always be sent to your email address

Or you can put your cell phone number in the message for people to reply to you directly.
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Receiving replies

All replies will be received as a normal email. (outlook or google etc) It will not cost you to receive
replies as emails.

If you wish to receive replies to your cell phone tick the little box.
Replies will be charged to your account and taken from your budget.

Alternatively you can add your cell phone number to the text message and ask replies to be sent
to that number. Then no charges will be incurred.

Send to

Similarly to sending an email, move across the navigation
bar to send to send From m Content  Send  Hi

To €
Choose who you want to send a text to. :

Mr Robert Smith
an individual

Select individuals and/or groups or filtered groups. -
s a filtered group

The name at the top of the list is the last person you looked
at on their profile page.

Content

Send From  Send to Send  History Budget available:
Message Ireply to 02130...This is a text message ...| I Personalisation
Approx chars remaining: 117

{date}
Share via twitter Todays date ie 26
September 2014

Tweet Share the above text via your twitter account - ensure there is no

{send_to_name}
Recipients name eg
John Doe

personalisation!

You can only send a message with total 160 characters. The count down will show you how many
remaining you have.

As in emails you are able to select some personalisations. This means when sending to a group
everyone will be personalised to the individual receiving the text.
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Send
Click send, review your list and edit if necessary.

Send yourself a test text

The system will not send any text to cell phones that [ Tes )
have not had the cell tick box selected in their profile.

It also takes out any double ups, sending only 1 message
to that number.

As with emails you can send yourself a test text. If you
are happy to send it now click on send all.

History
As with emails this text will now appear in the contact history tab and in the individuals profile
history.

Produce letters

From the navigation bar select letter.

People

Select individuals and /or
groups you wish to send this
letter to.

G0 Content  Generate  History

One per household so only

i - New Member invitees [65] X
one letter will be generated. If ™ @

not, everyone on the list will
Choose | a group -

- MNew Member invitees [65]

get the letter.

] One per household EDIT LIST

(2]
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Content

Type in the content. Use the pesonalisations and the editing tools.

Do you want to save this as a template? Type in the template name and save.

Header Margin 53 mm
Page size Ad (210 % 297} mm -
Letter B I |§ = = = Styles ~ Paragraph + Font Family = Font Size - Recelpts
o A BB EE R == EEw |9 ¢ g |fF7 O Personalisation
& g | e b |:‘_ . |‘I!| :|‘I i |__£1_J |_Q X, x' |n | ?'|% {date}
ie 26 September 2014
T2 Hawkridge Heights
West Moorland {full name}
Bethlehem Mr John Doe
{date} {first_name}
eg John
Dear {full name},
{last_name}
Greetings feriew icmv wefm od onkieff neivv eimvdy popeof eg Doe
{address}
eg 15 High Street
‘Path: p , | Hope Town 3110
Template name: General letter m ] System template {intl address}
eg 15 High Street
Hope Town 3110
New Zealand

Generate

A list will appear with the names of all the people selected. If you selected one per household it
will combine the names in the list. But will appear in each individuals personal profile history.

Select who has visibility of this letter in the history tabs.

Print

Click on show generated document.
The letter will then open (you may
need to open Word or Pages etc.)

If you are happy you can go back to
the infoodle page and send this to
your printer in the normal way.

GCenerated first example of the
letter as a test

Show generated document

oodles of info
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Produce Labels

Select label.

Then select the people you

want to print a label for. JTUICN Content  Generate  History
To 0 - Mewcomers Lunch [38] X
Choose | a group * | - MNewcomers Lunch [38]

[| One per household EDIT LIST

&

Content

Select the format you require.
|
You may need to do a test reope m i (s

first to get the right format. Template [ new ] peLete J

Format L7173 -
Label content B I U#&|=E == FontSiee - Personalisation
o EXQASm @O BT e
Todays date ie 26
{full name} September 2014
{address} {full name}
eg Mr John Doe

Next start entering the contend of the label.

Use the pesonalisations on the right to help you.

Select where on the label page you want to start printing Select starting label to print

the labels. @1 ok
O3 Lt

Do you need to keep this as a template? Name and save. Os 06
o7 el
09 O 10
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Generate
Edit list. Now you can send yourself a test.

Click on test. Then click on show generated document.

Show generated document
Cenerated first example of the
letter as a test

TEST

Example.
Mrs Janet AAA Mr John AAR
T Greays Road T Greays Road
Manurewa Manurewa
Auckland 2105 Auckland 2105
Mr Kent Albert David Archer
11 Mayfair Sr 10 Allen St
Bayfair Muorrinsville 3300

Mt Maunganui 3001

If you are happy with this go back to the infoodle page and click on create labels for all recipients
then on show generated documents.

From here you can send it to your printer in the normal way. Remember to put the labels into
your printer.
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Congratulations you have now completed

wboodle cortaok Araining

Level 3 - Sending Texts, Letters & Labels

Infoodle is a tool that not only has cool features but is used to equip you
and your organisation to do the job you are required to do. That is to care,
include and encourage everyone in your community.

In the church setting this means, infoodle is a tool to help equip the saints
to fulfil their ministry and to build up the church. Ephesians 4:12
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Certificate of Completion

has successfully completed

infoodle contact training
level 3
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