Bulk Email Validation

In order for your member to confirm their email address and in line with best email business
practice; members must validate their email address. The member receives a confirmation
email at the time their account is created. At times the member will ignore, inadvertently
delete or find that the validation email was caught in their spam filter. As an admin, we may
resend that validation email to remind the member of this needed action. The easiest way to
do this is through the bulk email validation. You should note that you may also send individual

re-validation emails.
Follow the directions below if you wish to do this in bulk:

1. Loginto your admin account at Justbetweenfriends.com

2. Click on the tab <Groups & HH>
3. You will now see the red words Bulk Email Validation. Click on these red words.
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http://training.justbetweenfriends.com/GroupAdministration/BulkEmailValidation.aspx

4. You should see something like the following screen shot:

BULK EMAIL VALIDATION

Select people (and comct any wrong email addresses) if
you want to send them requests to verify their email
addresses.

Remember to retun to JBF to approve members

[ selectAl ][ SelectNone || Send Validation

| HOUSEHOLD NAME EMAIL

o Ackerman, Joan bulialesley-+reval@gmail.com
] Ackerman, Mary iofjulialelsey-reval@gmail.com
] Brown, Barbara iofjulalesley-+revall@gmail.com
] Cabbage, Mom iofjulialesley-+reval20@gmail.com
] Celery, Cissy jofjulalesley-+reval28 @gmail.com
™ Connar Caral ibflialalsev+raval?@amail com

5. Select the emails you wish to resend validation emails to:
a. <Select All> button
b. <Select None> button
c. Or select them individually by clicking on the respective boxes to the left of the
member’s name.

6. Perhaps the email address is incorrect and the problem is that the email address
requires changing. You may conveniently change this here by clicking in the email field
to the right of the name. By clicking in that field you may change or add (if missing
email) email.

Place your cursor in the
[ Select All ] [ Select None ] [ Send Validation field and type in the new
email address as required

] HOUSEHOLD NAME EMAIL

) Cucumber, Catherine jbfjulialesley+reval26@gmail.com m
= Douglas, Donna jbfjulialesley+reval3@gmail.com

] Eagle, Edgar Jbfjulialesley+revald@gmail.com

] Ford, Faith jbfjulialesley+revals@gmail.com

= Kline, Kathy bfulialesley+reval10@gmail com 1
] Lewis, Lori bfjulialesley+reval11@gmail.com

= Netter, Nina Jbfjulialesley+reval13@gmail.com

] Onion, Ophelia Jbfjulialesley+reval23@gmail com =
] Quidar, Quinton bfjulialesley+reval16@gmail.com

= Rosen, Rose Jbfjulialesley+reval17@gmail com

] Spinach, Sarah Jbfjulialesley+reval31@gmail com -
. , <
[ Select All ] [ Select None ] [ Send Validation ]

7. At this point you have selected which names you wish to revalidate, you have changed
email addresses as needed and you are ready to click on the “Send Validation” button.



8. Once you click this button you will be offered one of two emails. One that is a standard
template. To do this:
a. Click on radio button “Basic Template” if not already choosen.

CUSTOMIZE YOUR EMAIL Teon D
stom Email
Your email will include your text followed by
instructions on haw to validate (Click preview to see
them.)
To: FirstName LastName =

Dear {househald_name} Family

Your “Just Between Friends" login account is almost ready. Once it is accepted by your group leader, it will grant you private access to |=
customized secure online group directory. communications hub and notification senice that can keep you in better touch with your grou|
and community

Below is the username that you registered with

Usemame: {user_name}

Please click [ACTIVATION LINK] to activate your account. o

< W :

Click on the “Preview” button. You will see something like the following on your

screen:

Dear {household_name} Family, =
Your "Just Between Friends” login account is almost ready. Once it is accepted by your group leader, it will grant you private access to

a customized secure online group directory, communications hub and notification service that can keep you in better touch with your
group and community.

Below is the username that you registered with.

Username: {user_name}

Please click [ACTIVATION LINK] to activate your account.

Your current username: {user_name}

Until you are approved into your group, you can login, change your usemame, password or privacy settings, and add information for your
group directory profile_ Your group directory and notices will appear after you are accepted.




9. Oryou may customize. This will allow you to compose your own letter to your member.
If this is what you choose, take the opportunity to tell your members how you will use
this system to communicate information; how your PTA is going green or other reasons
to encourage validation. To do this:

a. Click on the “Custom Email”:

CUSTOMIZE YOUR EMAIL Basic Template

@ Custom Email

Y@emall will include your text followed by
instructions on how to validate. (Click preview to see
them.)

Your 'Just Between Friends' login account is almost ready. Once it is accepted by vour group leader, it will grant vou
private access to a customized secure online group directory, communications hub and notification service that can keep
you in better touch with your group and community.

m

Iy Email - jbftest+FreddyFulladminHome@gmail com ~

_| Preview H OK H Cancel !

b. You may click on the <Preview> button to review how it will look
c. Oryou may just wish to click on the <OK> button to send it off.

IMPORTANT NOTES:

e The letter will come from your email address shown. If you choose not to have it
come from there please note the “My Email” field at the bottom of the screen. You
may add emails to your account if you wish to use another email address for the
revalidation. If the email you are revalidating is a bad email address you will get an
email forwarded to your box with the bounced information. This will give you the
opportunity to request a good email. Remember you can always create a gmail
address to use for this purpose.

e [f the revalidation email is a bad email address it will bounce back to your email
address. Here is an example of the email that is sent to your email address when
the revalidation email is bounced:
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1] Your Just Between Friends Account Activation Information (1.70 KB} (5 KEB)

This is an automatically generated Delivery Status Notification.
Delivery to the following recipients failed.

ibfiulialesley1 11111111 0@email.com

No virus found in this incoming message.
Checked by AVG - www.avg. com

Version: 8.5.432 / Virus Database: 270.14.126/2601 - Release Date: 01/05/10 07:35:00




