The database feature within the MySouthWest system is extremely
powerful and provides an excellent set of utilities for community
and commercial organisations.

e The MySouthWest system has the capacity to use databases to add
08 vt dynamic content into web pages. This is quite a specialised task and
ealii you really need to understand dynamic code to use it. However, if
e the Newsletter module was chosen in the Website Wizard process, a

database, named Newsletter, will already be set up on the system.
This facility is ideal for organisations.

This fact sheet will detail how to set up a database from scratch
(please see page 1@nd will also detail the Newsletter database that is already provided
on your website if you selected the Newsletter option when completing thet¥/ebs
Wizard process.

If you were to edit the Newsletter page on your website you would see that ienas be
pre-set to allow a visitor to enter data into it. The idea is that you cantcdi®es and
email addresses of anyone who is interested in signing up for a newslettgotrom

group.

If you edit the newsletter page (using the HTML editor) you will see tlateiady
includes the little green box which controls this dynamic content. If you dblstgreen
box, this will delete the form from the Newsletter page. It also has adsiti@iatrator's
hint on the page aritlis recommended that you delete this referencé&Jpdate the
content and save the page.

The information that is entered by people visiting your site is saved intalaadatcalled
newsletter. This database can then be used to send emails back out to all those that have
signed up. This is handy as the emails are generated automatically fordyahen they

are sent they use the MySouthWest system and not your own email system. aitet me

you could send your newsletter to hundreds of people quickly and without it being
blocked by your own ISP. (They have a tendency to block multiple email addredses as i
looks like you are trying to send SPAM.)

Click on databases under advanced features. You will see the newsletter database

AN

=}

—]

“ I, MySouthWest Website Training Manual ' -
(N Ml_.l UTHWEST © 2005 byConnect South West Association Inc o Cin'IIECtI

m.a
Page 1




M Qiganicaiion|  Diecion

I3 badactons. myssuthwest. com.: _
#§ Homd Page z

= Advanced Faaturds

Databases
# 1 Tempiates s
BEl Contant Create a new database
W Stryleshests Diatakiase Name Craate
Had Documants
1 Images Database Tables Created
T — newsietier 1 20050218 gkt
b neweletter
T2 Emads

8 Photo GaBery

Click on newsletter in the right hand window.
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This brings up a table called signup. Click on the name of the table.
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You will now see the structure of the database. It had two pieces of informatevefgr
row in the database: a name and an email.

If someone enters their name and email address, it will be saved into the databiéise. T
by opening a browser window; go to the newsletter page of your web site.
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Bunbury And Districts Amateur Community Theatrical & Oparatic Revue Soclety
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Enter your name and email address and click on the subscribe button.

Bunbury And Districts Amateur Community Theatrical & Operatic Revue Society
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Thank youl

Events

When you return to the administration window and view the newsletter database,lyou wil
see that a row has been added. Your name is listed and so is your email address.
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Sending emails: Once you have one or one hundred emails and names in your database
you can use them to send out a newsletter or any other type of email. lickooincl

emails under advanced features you will get the option to create a newieyoailclick

on this you will get a standard email screen. Enter the data as you would for & norma
email; add an attachment if you want and then click on save. You can either create the
newsletter email from scratch, copy and paste the newsletter texafrmtimer document

or send the newsletter as an attachment.
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Click on emails under Advanced Features in the left hand window.
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Click on the Create New Email. The next window looks the same as the upload image or
upload document window.
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You can create a new folder and place your email into it, perhaps a folder for each
different topic. For now just place this email in the main folder. Give the ennaiine
and choose to have a HTML email format or plain text format. HTML format ihliva
you to use different fonts and colours in the email as compared to a plain text format
which is exactly what it says, plain text. Click on create new content.
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Customers | Organisations News vents Shop Quotes Spider Einance

[ Sawve as draft only

From: [Bunbury And Districts ACTORS <bushyrrills(@jaic.com.au>
Subject: | Test Email

Email Type: [TV -

Attachment:
Message: B ([ rimes vew o Y BZUS|[NS BIBR 0 S
ESESE 1N EEFEE TA - RTREOC BRE

This is a test email that T, Bushy Mills am sending out on behalf of the BAD ACTORS. Tt will fascinate me if T manage
to get this to work.

An email editor will open up. The name of the email you have chosen is in the top left
hand corner of the screen. The 'From' address will already be fillechinhgitetails that

you entered back in the My Organisation section of the site. However, thisaeltiaks

can be edited. The “Email Type” is discussed in more detail further on in thihtset in

the “Unsubscribe Features” heading. Give the email a subject. To add an atthchm

click the browse button and choose a file that is available on your own PC. You will only
be able to attach on file attachment per email. Type in the text of the ethail thie

body of the email and format the email to the way that you would like it to look. Once
complete, click on Save.

You can also use mail merge fields in your email text like in MSWhbito add a merge
field in your data you would put the name of the field you wish to display in {}

For example... Dear {name}

Be aware that the field name is case sensitive and needs to be an exatd instdield
name within the database.

Unsubscribe Features

A feature has also been built into the email system that allows for resipieihte emails
from your website to automatically unsubscribe from further mail from yganisation.
When an email is sent through your website an unsubscribe feature attachdsttothe
of the email. This gives the ability for the recipient to automatically usibesfromall
future emails from your organisation or just for the type of email that ydu se

¥ Test Email[Scanned] - Message (HTML) Q@E‘
GgReply | CReplyto Al GEForwerd S v IEK e-w- s G

File Edit View Inset Format Tools  Actions

From:  Bunbury And Districts ACTORS [bushymils@jaic.
To: Hayley Pesk

i
Subject:  Test EmaiScanned]

com.au] Sent: Wed 20/07/2005 4:42 PM

This is a test email that T, Bushy Mills am sending out on behalf of the BAD ACTORS. Tt will
fascinate me if T manage to get this to work.

IE you wish to unsubscribe from receiving any more emails from this organisation, please chicle here
If you wish to unsubscribe from recefving any emails, please click here
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When creating your email you have the choice to select the “Email Tyimehwirectly
relates to the unsubscribe feature. There are different lists that yohaase from. (This
facility has been built into the system mainly for the use of MySouthWesbsitadince
the system that MySouthWest uses is the same system that community tioyenésal
businesses use on your Websites then this feature is available to you by.default
suggested that you either choose the “Community” or “Other” options. This wiluise
the unsubscribe list selected to remove relevant emails from the list befdnegseut

the email.

Website Shop Banners

[ Save as draft only

From: [Bunbury And Distiicts ACTORS <bushymils@jsiccomew> |
Subject: TeotEmai ]

Email Type:

Attachment: [l |(Browse. |
Competitions
Message: Ei\ws\enevs [szm v BIUS =« BIBoc o6H
ther e e e [
Product Aletts EEFEE hal-2i oo BRRE
Sales Information
WWebsite Notifications

This is a test email that I, Bushy Mills am sending out on behalf of the BAD ACTORS. Tt will fascinate me if I manage
to get this to work

Sending Your Email
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Now that you have created an email, you can send it out. If you click on send thi$ ema
will offer you a choice of what database of people you wish to send it to. You choose and
then you send it.

Click on Send this email.
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The email will be sent to the people listed in the newsletter database. Ifd/owha
than one database you could choose between them. Click on Continue to Email Preview.

3 badactos mrysoutivesst.com &
W Home Pags

Semd Emuail

B Cuavant Prodac e
Bl Dociaments

Step 2 - Famal Priew

3 Evenits Preveewng essal 1 of 1
A W
ol hawskear Freuies
O P Fremi Bushury Aed Disseiscs RCTORY  absashymdllellels, com. s
o Photo Gallary Tol Beshy <bushymilleiisic.oon.sus
4 senpes Subjest: Teec Email
A Site Map -
S A o Faab Ths is atest emadl that 1, Brushyy il o sending out on bebalf of the BAD ACTORS. It will fascinate me i |
ok ;:rc-a‘t-:a-.u-e-s ¢ ot this b0 were
Fd ConZwnt

H ) Styleshoats s E

H Documents
Hal Images
Ul betabases
U newshatier
= 2) Emaily

& THEITETT #

This will display the email and the first one you preview will be sent to thepiarson in

the database (which in this case would be yourself). If you had 10 people in theesdata

then there would be 10 emails created, or if you had 50 people in the database then there
would be 50 emails created and so on and so on.

All that is left is to send the email. Click on the Send email(s) button.
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Please note: Anyone can enter their email address if you keep the reewgbbtipage

visible. Anyone could enter a false email address or if they were readlging about,

they could enter some other person's email address. You have no way of knowing. So if
you are going to use this as a method for sending out communiqués, then MySouthWest
strongly urges you to put a disclaimer statement at the foot of your email.Héggnet

similar to - If you have received this email but you did not sign up to the ......... newslett
then please email ...@... and we will remove you from our mailing list without further
delay.... (Obviously you would have to put your group's details in the appropriate places).
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If your organisation does not have a newsletter, but want to encourage people to become
members, then you can use the same newsletter page but change the text bwéy Tha

you will still be able to 'capture’ their details. In the following examptiraaa group

have amended the Newsletter concept to get people to become 'Friends of their group'.
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SETTING UP A DATABASE FROM SCRATCH

To set up a brand new database for your own purposes, access the database feature unde
advanced features:

You will see on the right hand side of the screen a prompt to enter a
new database name. Enter the name you wish to call your database
and click on create.

In this example the database has been called My _new_database. Having clicked on
create,the database is listed with the number of tables it has and the date on which it was
created.

Obviously, as it is a new database it will not have any tables in it as yet.

Click on the database name adtl a tableby entering the table name and clicking on
create.
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The new table will be listed.

To put items into the table you will need to click on MODIFY, this will take you to the
following screen:

The purpose of this screen is to enter fields into your table. Fields aredheraieyou
will actually put data into.

Firstly give the field a name. Then choose what type of field it is. Feeld®e of
various types and the type of field is selected by using the pull down menu nekt to fie
type (See next page for a full explanation of field types).

You can also fill in a default value that will be in the field if nothing else igeata its
place. You can then choose to make the field mandatory which means that it must be
filled in before the data can be submitted. Finally you can choose to make a field hidde
so that it would not be displayed on the website but can be accessed by you or other
administration staff. This is the standard ‘For Office Use Only’ type lof.fie

Click on create and the field will be created. Repeat this procedure for thesvieids
you want in your database.

MySouthWest Website Training Manual -
© 2005 byConnect South West Association Inc . CQH nECt

SLITHGES]
Page 11




FIELD TYPES
You have a choice from the following:

AUTO-INTEGER - Any arithmetic whole number. Any non arithmetic input will result
in zero. Any floating number (number with decimal point) will result in the imtege
whole number being rounded down. For example if 14.7 was entered the value stored
would be 14

BOOLEAN - A field value that can be set to True or False. If an entry is detected in this
field it will set true (yes) if no entry made it will detect false (nblusing this field in an
online form it creates a tick box.

DATETIME - Allows a date time to be entered into the field. However, any entry to the
field that does not result in a valid date time will force the current datedilne t
recorded.

FLOAT — Any arithmetic number including decimal places. Any non-numeric entry will
result in zero being recorded into the field.

INTEGER — See Auto-integer above. The only difference between this and Auto-
integer is in the way the computer system stores and retrieves the valetifn
discussion falls outside the scope of this fact sheet. If in doubt, use the auto-ygeger t

TEXT — Any valid text characters will be stored exactly as entered. If Usmfjeld in
an online form it creates a text box.

VARCHAR - Capable of storing a variation of numbers, characters and special
keyboard characters. Is entirely matchable against known entries.ré&ttefethod for
storing passwords. If using this field in an online form, it creates a one linelmxds
be used for short entries).
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ACCESSING YOUR NEW DATABASE

You can now access the fields within the tables within your database byglarkithe
name of your database table:

This will list the fields that you have created and allow you to enter datéhien

manually. You may also import data directly into your database from a spretitistie

is saved in Comma Separated Values. (How to establish a CSV database sgremdshe
outside the scope of this fact sheet). The system also allows you to export @aeomple
database table out to a CSV spreadsheet. (Once again, this falls outside the thi®pe of
fact sheet).

If you have decided that your database, or table or fields are no longer toeregou

can delete any or all of them by clicking on the appropriate delete butt@asdgsinst
them. In the example above, by clicking on delete you would delete the whole of the
table called First Table.

Please Note: Once anything is deleted in the database area it cannot bieiesed.
The database section of the administration console DOES NOT have a versiampi
feature (see fact sheet 24).
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