WWW.BLUESKYAA.COM WEBSITE TIPS — REVISED JAN 22 2017

Table of Contents

INTRO .. ettt trasa s esaa s s seas s s s esass st eaasssssesssssssenssssstanssssssanssssstensssssenssssssannssssssnnnses 1
LOGGING IN..uciiiiiiiiiniiiiiiniiiiiieiiiiiieiiiieeeiiiieansiittesssietissssisteesssissessssesttsssssstessssestesssssstesssssseessssssesnssssssnnses 2
POST LOGIN . .ccuititiitiiiiteiiteiiteitieitteiiteeireeereneisteesstsesereassstsesstesseresssstessstessstessssesssstssssrensssenesstssserensssennss 3
WORDPRESS DASHBOARD ....c.cituuiiituiiiiniiininiiiiiieiieeinteiiitesistesistssietsssittssistssstssssressestsssstssssrsasssessssssnsesens 4
SEATT EVENTS Lottt teete s tnestee e teas e teaseseaesstessetensssesesstsesstessssenesstssssrenssstasssrassenensanes 5
SEATT EVENTS — VIEWINGL.....cccuciiiiuiiiiinniiiiiitiiiiiiiiieiesiiiitessiiititssiiiesssiistesssisttsssistesssestesssesstsssssssessssssses 9
POSTING TO MEMBERS SECTION....cc.cituiitiiitieiiriniitiiiteiinieiininiiteeirieisieisiseetssseressistsssersssssessssessssrsnsesens 10
CREATING A GALLERY ..ccuuiiiiiiniiiitiiniiiiiieniiiitiniiiiiieaiiinieassiisitassintesssiistesssiistesssssstessssssssssesstsssssssesssssssssnsses 15
USING FORUIMS ...ttt it tneeteatesenestsesetesssesesstsesetessssenssstsesetsssesesssstsssesenssstsnsssansanens 18
SCHEDULE MASTER TEXT TIP cccuuuiiiiuiiiiiiuniiintinniiiiiinniiiiienniiiiiinssiiiiesssiineesssiistmsssisstesssisseesssssstsssssssesssssssssnsses 20
INTRO

The website was launched using an open source Content Management System/blogging tool called
“WordPress”. Thus you will see references to WordPress here and there.

The website will be updated with new software and features as time permits. When it's updated, the layout or

menu options, may look slightly different than the screen captures included in these tips. However how to use
the functions should be very similar.
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LOGGING IN

When you first get to www.blueskyaa.com, simply click the “login” link in the primary menu. If it says “logout”, it

means you are already logged in; logged in users also see a black bar at the top of your screen, which is the
WordPress tool bar.

Your Username for the website, is the same Username that you use to sign into www.ScheduleMaster.com.
Your primary email address was also copied from Schedule Master, and can be used to sign-in. However the
password was not copied from Schedule Master. A random Password was generated and emailed to every
user. Please check your spam/junkmail for it.

If you cannot find the email with your Password, or you forgot your Password, simply go to the login and click
“Lost your password?” at the bottom of the page.
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POST LOGIN
As mentioned, after you login, you will see the black WordPress tool bar, at the top of your page.
When you first login to the website, mouse-over your name on the top right (in the black tool bar), then go to

“Edit My Profile”. Please fill out as many fields as possible. Also email a picture to webmaster@blueskyaa.com
and we will crop and size it to the right size for your Avatar (aka: your image/likeness).

If you want to use CMS tools to publish content, click the WordPress “W” in the top left. See below circled in
yellow.
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WORDPRESS DASHBOARD

After clicking the “W” on the top left, you will get to the WordPress Dashboard, which should look similar to the
screen below. The vertical menu on the left, contains additional functions for Blue Sky members. The functions
you should try include:

Posts = Add new content (a Post will go into the “Members” section that you specify)

Profile = To Edit your Profile

SEATT Events = Looking for a Co-Pilot for a future date? Use SEATT to post it (see more info in pages below).

Other menu options will not be used.

[ About « BSAA —WordP: X

&« C | ® www.blueskyaa.com 3 t s a X B0

Welcome to WordPress 4.7.1

Thank you for updating to the latest version! WordPress 4.7.1 helps you

get your site set up the way you want it

What's New Credits Freedoms

Maintenance and Security Release

Version 4.7.1 addressed some security ssues and fued 62 bugs. For more information, see the refease notes

Inkoducing WordPress 47 &
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SEATT EVENTS

First schedule your planned flight in Schedule Master. Then if you want others to join you, go to SEATT Events
and then “Add Event” as in the below screen shot:

@ & ) about < BSAA — WordPress  x ¢ Damen

€ C @ www.blueskyaa.comiwp-adminfabout php o 5J)

Howdy, darren .

Welcome to WordPress 4.7.1

37 Media Thank you for updating to the latest version! WordPress 4.7.1

* Posts

¥ Comments helps you get your site set up the way you want it.

Version 4.7.1

= Profile

What's New Credits Freedoms
» Tools

i Security Release

essed some securily issues and fixed 62 bugs. For more information, see (he relgase notes.

Introchucing WordPress 4.7 &

wirn BIUESKyDI. COMMWD - AEMinladmin phpPpage~seatt_events_add
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Next, type in an Event Name, but to keep things consistent between all members, use this format for the Event
Name:

Day, Mon, DD, YYYY, HH:MM to HH:MM - Destination Description — Aircraft

Under the Event Description, summarize if you are paying for the flight or how you would like to split the cost.

See example below:

I

* wrw Bluskyaa com ' v e e

4 BSAs W 4= MNew  UpdrafiPlss Perdy, Bl Sy Sylp .
i Dashboand SEATT: Summary - Add Evant Support: WP Forum - Davalopar Site

roEts Simple Event Attendance - Edit Event

37 Media

Evant Sal das 2ieh 2077 Qe o o - Fighd fe Shy Manor - b Damoend updated
Pages

_ Event optiors:
Comments

Ewan Mama®
Carwas - . .
Sat Jan 28th 3017 Bam 1o 1pm - Flight to Sky Manor - in Diamond

& Appearance Event Description

¢ Plugins Oy Add Media

Paragraph = B [ i 113

= # B = = B [1Add BWS Shortcode

For any pilots that want to fly, we will split the cost. Just coming along for the ride? My treat for the flight but voua buy
humch!

[

Attendies Limit (enter O for no limity®
E]

Qipaning Regetration Cabe & Times"

12-07-201F 20043 &g tha serder dateftimae i curnently "12-01-2007 23:332° (dd-men-yyyey hh:mm)
Bl Postie
ﬂ SEATT Evants Cleaing Regiatration Date & Ties
28-01-2017F 08:30 og a week from now s "19-01-2017 23:32" {dd-mm-yyyy hhomm)
Stabus*®
Dpan =~

Under Attendee Limit, post the maximum people you are willing to bring with you (do not include yourself),

this is for your additional passengers who may wish to sign-up. Keep in mind your weight/balance may limit
who you can bring.

For Opening Registration Date & Time — it will default to today’s date using format DD-MM-YYYY HH:MM
Leave this the default date/time.

For Closing Registration Date & Time — it defaults to one week after your posting date, but you may want to
change it to the day before your flight. Use the format DD-MM-YYYY HH:MM

Keep Status as Open.
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Finally, click Add Event. After you add the event, the button will change to Edit Event.
After you add the event, keep scrolling down the SEATT page and you will see additional fields.

You can add Usernames if you already know of specific people that will be joining you. Otherwise interested
members can add their own Username later. They can add Comments as well.

M Comact Marsger - nps@ry & W Driee o0 Dries SEATT Events B4 « BEAA — W
- Blueskyaa com e Tpey c B 4 A O =
& 8sAA B + New UpdrafPhs Howdy, Bk Sky SysOp [l
Y SpSae 28-01-2017 08:00 5 3 week from now Is "18-01-2017 Z250° (ad-me-yyyy hromm)
Pages
Qe Status®
N |
Comments Open <

*Rnquind lisdn

& Appearance _Edit Event |

Plugins Celgte Event? ) Clgar all attendees |Defeting an event!atiendess is permarent)
- Users

Tools
3 Settings Event participants:

Y BWS Panal Particpant # Ussrmame Emall Comment Options
S Forums

% Topics Add Partcipant by woropress usermname:

p.cc‘":: Usemame
thalvorson
User Lists

Comment

53 Postie
Tom Halvorsan added by Darren

£ SEATT Events

Participant Emails

Edit Event To keep the plugin simple, 5o mass ameler is nciuded. If you reelly want 10 emel evaryons you can copy the st befow inlo your 8CC to

finlet wed amal them that way

WP Flie Manager

(<]

IMPORTANT: After you Add your Event, it will immediately appear on the Members > Flight Share Requests
page. However, members may not look there for an extensive time.
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To advertise to the membership that you have posted a Flight Share Reuqgest — login to Schedule Master and
send an email blast to all members, by going to “Group Info” and “Email Members”.

B o g ohaes Remasts | BERA = ] Sosenus M u 4 Coren
- O E Secure  hipe:iimyschecbsmasirom IS sepe Tuserids 147 S Asssnne 200G R RINT AL PSAqarmiring=5.. T 7 &l
-

3 Blu Sky Avintion Association, Inc.: Darren Nye
4 4

Schedule My Aot Paesaurce I _ Hedp

Make o aew dctaiiule s
Coinphary Cigtione. Higw  Fosh s paggs vy [ 7| mirsiss hiemr Lal
— -
Filwes by

= simt % 1oty Mannages.

Fryre— s B B B sehed poicies

R, CITIEE b

reeeigiil g fir— Helpful Sitms
Al muenanr B ne  [owes [

Prufl vhrsian

il BipEIDS, DA-80
i sazse, C17ISR
ik 73ERE, CLEIRG

Poadasl Hom Firy Avagdar fnacsine skl e T 3R LIRS GIAE
Py Py W Fobies GSchatuie Mty B P T B .

— By Mssier i 3 Barvon of Tiess By
it ey acteduem e com Grrest ra 1 amn B4 1k o= JOCGEAA

Simply notify them to check the website for your Flight Share Request details, as in the example below.
Members can then sign up for the Flight Share, on the website.

W0 o prgh Seare Reguests | BEAA = ) Group Fead ® &% Dwrren
L & @ Becurm  Rbips:finrEschsdulemaertor ooy Group Emall 2 aspatuseri= 654 2 G Esrasion= 1009554 4 - |
3 Blue Sky Awviation Association, Inc.. Darren Nye waas
+ +

Schisdule My Accoent Resoerce Info Group Info Help
Group Emai

Eaprad Brvgd Cua Wmsaye

Compase your message and dick Send Email’ when complete. Your message will be
it o e deskprabed emall sddres (o6 selectiod in Che user's prefenences) of e
melected member, You will sles recsive & copy of this message ms confirmation, Nobe
khat the rediplent addresses will not be shawn, in an eMort to prevent abuse of your
wimal L [Mas lasgeh: BO00 char)

From: |t1|rn|n Mys Reply Too reiepnect. con B
ra: |l-n'nru Users:

Inchade suspended users  Include retired users
Hhulgect: Iﬁ!ﬂﬁn!ﬁ?h\um.“ﬂ"m&m err——
atachment: | Creose Fuss ra S oranes e

Sea tta webate 1 klambers > Fight Srace Beousend

Charscters left: 1951

Mote: Flie abltachments are limited to bext, graghic and other non-executabie Nies, Use
| compression o "B utilty to prepare fikes other ypes.
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SEATT EVENTS — VIEWING

To view either your SEATT Event, or other member’s events, go to the website “Members” section, then
“Flight Share Requests”. You will see any events that were posted such as the example below.

To add your name to someone’s SEATT Event/Flight, type in your Username and click REGISTER

The person who posted the SEATT Event will get notified via Email. Any changes he/she makes to the SEATT
Event will also be emailed out to anyone registered for the event.

Wy @ BSAA L Customize <1 B 4+ Mew * Edit Page

Sat Jan 28th 2017 9am to 1pm - Flight to Sky Manor -
in Diamond
Description:

Faor any pilots that want to fly, we wil split the cost. Just coming along for the ride’? My treat for
the flight but you buy lunch!

Registration opens at 12-01-2017 20:43
Registration closes at 28-01-2017 08:30
Max Participants: 3
Registered Users:

1. thalworson
Register for this event:
Username: bssysop

Comment;
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POSTING TO MEMBERS SECTION

To post content in the “Members” section, you need to first login, then go to the WordPress Dashboard. Next,
click Post, then Add New as per below. Next, type in the Title for your post.

By default, a Post will be kept partially hidden from public view; only teaser text will appear to the public. If you
want your Post to be fully available to the public, then under “Post Restriction”, place a checkmark next to

“‘Unblock this post”. Under “Publish”, you will see next to “Visibility” it will default to “Public”. If you want this
post private and no teaser text, change “Public” to “Private”.

. - * it Pl 4 B5AL — YeardPreas =

I wwrw bham sl com

4+ New ‘View Fost

P puitdished. Wigsw 081

& Posts .
Test Title
Al Pots
Pprmalink: P LA oy T S AT T B a2
0y Add Meda
Paragraph + B T i L
) Shortcodes »  [WP-kambers]

Mo 1o T rasd
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Under “Categories”, select the category that most closely relates to your topic. You can also choose more
than one category. This controls where the post will appear on the website. For example, Public posts in the
three different aircraft categories, will also appear on the Aircraft pages of the appropriate plane.

L I Y it Post < DSAA —WordPress = [ Daresn
L= O (@ v D hoasskyRe com w

#§ EzAs W + Maw View Post Humily, darran [l
aragrsgn T B : E = = & off W Publlsh
& Dashboard

Bl Ghortcodes = [WP-Members] »

; Posis

¥ Simus: Privately Published

All Paats
¥ Wisiodity: Private Edi

T Eusviek immediataky Eoil

Move to Trash Update

Categaries

Al Categories  Most Usad

ik &
[ ]
Galery
Ward coust: 0 Cvaft saved ai B:95:18 pm. Mosting Decs
| Ming Dacs
Canvas Settings . Wideos
Merw Ciomtesnt
Layouwt Lincategeri fad

You should leave the “Layout” and other settings beneath Layout, alone; do not fiddle with them.
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Next, paste or type in your content text, in the large white space in the center. It's best to make sure your tab is
on “Visual”. The “Text” tab will let you see some HTML controls.

Feel free to use the text format controls (bold/italic etc) or the shortcodes if you know how to use them.

B0 ® 7 oo Past - BSAA— WordPram & ¢ Dangs

D v iy S0,

+ r4 iy, damen [
P -V biusnkvas combencatecoripsdet -litls  Edd PBasit ara blocked by detaut. B
tha
!'J: ! dpci
Pasgaph + B T | i == 2 PP E
h Pubslish

C) Shomcodes »  [WP-Members] »
¥ Dalus Priwstely Publoted
Esdisr o r chesacri g bl B

W Viskiiy: Private Edi

Fame] frime 1z Lypae ssvoeral g raph T Susdah imedlatik Ed1

e m

Ward sowne: 1 Craft sresd o BHCED pm

Carias Sattings = Wicksom

If you would like to add a document attachment or image to your post, you can do so by positioning your cursor
in the post body where you want it, and then click “Add Media”. Then either Upload Files [new ones] to the
Media Library (every member will be able to see these) or choose from an existing file in the Media Library.

&% [ et Pos 4 BEAA — WordPress i Dars

(D www blussiysa.com

Insen Media Insert Media
Craale Galery Upload Flag

Create Video Flaylist

Drop files amywhere 10 upload

Select Files
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The example below is showing you the Media Library tab instead of the Upload Files tab. Checkmark the

documents or images you want in your post, as per below:

e e ) Ediht Post « BSAA ~ WordPress »

O www. blueskyss com

Insert Modis Insert Media

Creste Gallery Upload Files  Media Ubrary

Video Playlist
NI medo Nems : Al dnes

Leaning-
with VM 1000 . mav

Feotured image

TREASURIRS-
REPORT-
20762 pat test pat

1 selected
Cloar

ATTACHMENT DETANLS

FullSizeRender-3 jpg

Jortuary 12, 20
)1 K2

480 « 84

Pt www Blusskyme com)

FulSzeRenser 3

Insert into post

Then scroll the page down, till you see “Attachment Display Settings”. Change the Alignment of the image
that you want, whether or not it Links somewhere, and you may want to change the Size from Medium to a
larger size. The other fields are not necessary. When finished, click “Insert Into Post”.

® 8§ ) 5dePost « BSAA — WordPress

O @ wawblueskyaa.com ap - ac

Insart Modiia Insert Media
Creata Galiecy woad Files  Media Library
Al mocia e ) A datus
a
Leaning
WIthVM1000. mew

Featuwred Image

—

TREASURLRS.
REPORY
201612 200

1 sedected
Cles
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After inserting an image, you will see it appear in the post body.

Finally, click the “Publish” button in the right column. Or if you are updating a page, it will be an “Update”
button as below.

808 [ ocandost « BSAA — WorcPress U5 Darven
€ C @ www.blueskyss.com wp-admin/post. php?post =182 7 5action=¢ a 5

} Dashboard Edlt Post  Add New

A+ Posts Post published. View post

All Peats

Test Title Post Restriction
37 Medis Parmalink: hip: Uwwen Dlosskysd comuncalegorizaclest -titly  £ux Posts are blocked by default. Egit
¥ Comments Unbiock this pest

Q) Add Media

Visusl Text
Paagrgh v B I E E 6 = =S S LB S - Publists
) Shortcodes v [WP-Mombers] v Preview
T Sustus: Privately Published
Enter your descriptive text here ® Visility: Private Egit

7 Publish immnediately Ecit

Categories

Feel free to type several paragraphs
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CREATING A GALLERY

You can create a Gallery in your Post, which basically allows you to display smaller thumbnails in your Post,
but when viewers click one of the images in your post, a slideshow window opens, to play all images.

Although a “Create Gallery” tool exists as part of WordPress, we have added a Plug-In that makes the image
gallery more useful. Follow the procedures below, to create a gallery in your Post.

First Add a New Post as normal. Decide if you want to Unblock it and make the Post and Gallery available to
the public. Also click the checkbox to the left of “Gallery” in the Categories section. Type a description of your
Gallery in the center body content area.

« @ wawblueskysa.com wp-a

#Besaa B 4+ New UpdraftPius Howdy, darren

% Dashboard Add New pOSl
A Posts Gallery Test Post Restriction
Parmaiink: htig ) iwww Diugskyes comiuncategorzecigallory-1est £ Posts are blooked by default. Edz
v Unblock this pos
Oy Add Med
e Visual et
Paragrspn v B I i “ = = = =B <
é) & Publish
71 Media ) Shortcodes v [ JAdE BWS Shortcode  [WP-Members]
B Pages Save Dra
Comments Ihis is the body content area T Status: Draft Eqit
~ Shides Describe your gallery her % Visbiity: Public Egit
Contact i Publish immediately Egit
- Users Moye 10 Tragh m
Tools
[ Settings Categories
2 ANl Categories  Most Usec
. Topics Arcraft Skylane N73SRE Docs
Replies Events
SEATT Events Word count: 10 Draft saved at 1713:30 am v Galiry
Meeting Docs
WP Flie Manager s Doce
o Canvas Settings a Misc Doc
Videos
New Conteedt
Layout ’
x Uncategorized

Page 15 of 20


http://www.blueskyaa.com/

WWW.BLUESKYAA.COM WEBSITE TIPS — REVISED JAN 22 2017

Scroll down to the bottom of the page until you see the “Image Gallery” section in the middle. Here, click “Add
gallery images”. Keep “Link images to larger sizes” checkmarked.

& M Docs
Canvie Sattings

Yidmom

Murw Coman
Layoul 5 Linstinggensi sl

& i Wi Cabhgsy

Overrides default site fayout. Tags i
Embed Aaod
te dags witl commas
Ehease from e mes usesd g
il okl o L >ArS &
iohe midige Featured Image -
Sl feglured impge

Image Galkery

Ad gallery imagts

' Link images to larger sizes

After clicking Add Gallery Images, a page will open, allowing you to either select existing images from the
Media Library to use in your Gallery, or you can click the tab to Upload Files and add more images to the
Media Library and subsequently your Gallery.

Add Images to Gallery x

Uplcad Files Meda Lbrary

Al dates

ATTACHMENT DETAILS

ACPA-Plot-cover-2 jpg

—_— e raery W0, 2017
Membership- Membership- KB
Meoeting- Meoting- -
Minutes Minutes Lat Imagm
Jarnuary-2017- January- Dalete Permane=tly
l.doc 2077 .doc

g fwaew Dloaskyaa comy

Tt  AOPA Mot cover 2

Vi

fix 5

When done selecting multiple images, click the “Add to Gallery” button in the lower right.

Add 1o galley
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After you click “Add to Gallery”, you are returned to the Post page and you will see your selected images,
appear at the bottom of the Posts page, as per below.

»' Slides
Image Gallery A

&4 Contact

Users

* Tools

1 Settings

Topics

Replies

l\dd gallery images

SEATT Events

v Link images to larger sizes
WP File Manager

At this point, scroll back up to the top of your Post page and click either Publish if your post is new, or Update
if you are updating an existing Post. If you do not click Publish or Update at this point, your content additions /
changes will not be saved.

Howdy, daren .

bl A e
anmm T ="

Gallery Test

by Darren on January 23, 2017 in Gallery

When people view your Post, and they click an image, they are taken to a Slide Show of your Images.
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USING FORUMS

Forums are available in the Members area as well. These are similar to Posts however they are really meant
for “threaded discussion” — online discussions between members that are kept hidden from the public
(although there is ONE Public forum).

Threaded means that replies to a topic, appear beneath the original topic, and are indented to illustrate that it’s
a reply to the original.

You do not use the WordPress tool bar or dashboard for the Forums. They are controlled right from the
Members > Forums page.

Click the Forums page and you will see the index of Forum Categories

® 0 roumBsar . ) Darren

(0 www.blueskysa.com

YV @ 65an § + New

~ 3giiisc Blue Sky Aviation Association L=
Forums

Forem Topos Posts Freshness

Select a forum that interests you by clicking the name.

You can then read the topics in that forum, or create a new topic.
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A forum category may have no topics Feel free to create a new topic.

o ® > Ferum Privene: Arorett - O X ! Qamen

L= ¥ O e Bluaskyna.com Tonumm 283

Private: Private: Aircraft - Diamond N263DS Topics

Click the red Submit button on the lower right, to submit your topics to the forum.

® 0@ ¥ Forum Privebe: A - Dise = o1 Damen

= 0w Dby o0 Ui n 2 B3 o =l

Wty Dursigges B
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SCHEDULE MASTER TEXT TIP

Login to your Schedule Master, go to: My Account > My Profile
You may wish to input an email address that represents an Email to Text SMS Gateway

Every major cell carrier, allows someone to send an email to a specified domain, that is used for converting an
email address to a text message.

For example, ATT’'s SMS gateway domain is txt.att.net. Thus if my cell phone is 732-555-1212, and | sent an
email address to 7325551212 @txt.att.net, | would receive the email as a text message to my phone.

This is a great way to get alerts to your phone via text, when someone is cancelling a plane reservation. You'll
likely get the alert via text before most would read it via email, so the plane could be yours.

&7, Blue Sky Aviation Association, Inc.: Darren Nye
¥ g $

Schedule My Account Resource Info Group Info Help
User: My Account m
Contact | Piloty/Personal Status Preferences Password
First Name: Darren MI: L Last: Mye
Home Phone: Work Phone:
Cell Phone: 732-555-1212 Fan:

Fax delivery info:

Emaill: nye@nyetech.com u
Email2: 732s551212@t.att.net L @

Street:

City: Meshanic Station State: MJ Zip: 08853

Country: Unlted States %]

Emergency
Contact Info:

Add Contact to Address Book

To learn what your cell carrier’'s SMS Gateway domain is, see:
https://en.wikipedia.org/wiki/SMS gateway#Email clients

| recommend using the SMS gateways, not the MMS gateways. SMS is for plain text messaging. MMS can
include multi-media/images, but sometimes the MMS gateways do not work that well.
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