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URL for the e-card system: https://isw.um.edu.mo/eCard
Login in with your username and your check in/out password
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https://isw.um.edu.mo/eCard

After login-in, you will see the user interface shown below.
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Import groups and contacts (Excel Format) | ¥%E... | Action (For same group): (@) Overwrite () Merge  Import| Download template
Group List Contact List In Group
View New A Edit 3 Delete View + g& Remove Contact(s) &g»‘-\dd Contact(s)
Group Name | Email ‘Contact MName
No data to display. Mo data to display.
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Function 1 - Create a group list
If you want to group-send the e-cards, first of all, you need to create a group list.
There are two ways to create the group lists.

Method 1 - add groups and contacts directly by using the function keys
1. Please click “New”, and create a name for the group, e.g. Group 1
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view - | Pedt Roeere | view - | gRemove Contact(s)  gff Add Contact(s) |

Group Name Email [contact Name
No data to display. No data to display.

*Group Name | Group 1




2. The group name - “Group 1” is added to the left of the interface. Now you need to add
some contacts to the group, please click “Add Contact(s)”
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3. Then you will enter the page shown below, please click “New” to enter a new contact




4. After created the new contacts, you need to select the contacts and click “Add Checked
Contact(s)”
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| | estherchan@um.edu.mo Esther / Edit 3¢ Delete |
retawong @um.edu.mo Reta / Edit x Delete
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m’q Add Checked Contact(s) | Cancel

5. Then the selected contacts will be added to the group
Groups

Import groups and contacts (Excel Format) | #@gs | Acton (For same group): (@ Overwrite () Merge Import| Download template
Group List Contact List In Group
View » New A2 Edit 3¢ Delete View v g Remove Contact(s] g Add Contact(s)
Group Name | Email |Cunta:t MName
Group 1 esﬂ'vercha_ Esther
retawong @um.edu.mo Reta
kathychei@um.edu.mo Kathy
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If you want to create more groups, please follow the same procedures mentioned above.
Please notice that contacts can be shared among groups, in other words, the same contact
can be added or linked to different group. Modification of a shared contact will affect all
sharing groups.



Method 2 - upload contact list in excel format

If you don’t want to add contacts individually, you can choose to upload the contact list in

excel format.

Please click “Download template” and save the excel file as a template to create your

contact lists in excel format.
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View v New PEdt 9§ Delete View v | gRemove Contact(s) J
Group Name | [Email B
Group 1 estherchan @um.edu.mo
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Please key in your contacts. Remember to put
they belong to different groups (e.g. group 1, 2

all contacts in the same spreadsheet even if
or 3, etc.)
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1 |Contact Name Contact Email Group Name

2 |Kathy kathyche@um.edu.mo event1

3 Iris irislio @um.edu.mo eventl

4 |Esther estherchan @um.edu.mo event2

5 Jack jackho@um.edu.mo event2
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When the contact list is ready, please click “Browse”, select the excel file and click “Import”.
Then the entire contact list will be imported to the system automatically.

In case there are group(s) with same name already existed (either created manually with
method 1 above or imported from another excel file previously), you can select either
“overwrite” or “merge” to handle the duplicated group contacts in your new excel file.
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Tips:

1. If you just have a few updates (add, remove or move member contacts) on the groups,
you can do it on the interface directly.

2. If you need to make major revisions to a group, you can import the whole revised group
again from an excel file using the “overwrite” option.

3. If you select “overwrite”, the system will replace the old group with the new member
contacts.

4. If you select “merge”, the system will only append the new member contacts.



Function 2 - Send e-cards individually

1. Click “Send Mail”

2. Key in your name, the recipient’'s name and email, subject and personal message
3. Click “Preview” at the left bottom corner of the window

" B eCard System * — e —— - . aese ... 00
€ - C A [ https;/isw.umac.mo/eCard/faces/main?_afrLoop=85058158559564& afif%h sy & & =

s\“”” B

UNIVERSITY OF MACAU

S oM RN B
\l | UNIVERSIDADE DE MAcAU  €Card System Login usename: WININGAN _Logaut
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Send By Delegation (, Yes g No (Send By Login User)

From Name |wini
Send To Group () Yes (g No
* Recipient Name | wini
* Recipient Email | winingan@um.edu.mo

* Subject | Merry X'mas

“content [Thoma ][ 23 |9 @ ¢ [El@ B /@ [ 4
BI/U s, ¢S -zz:g EEl&ExfR
\Dear friends,
IBXOOKXXXXXXK

Tip: You can use %RECIPIENT% as the variable of recipient name in the mail content.

—

Preview
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4. Click “Preview” and you will see the following preview
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Abstract Mail Preview
From Name Wini v
From Email joannacheong@um.edu.mo Dear friends.
Subject Merry Christmas
Dear fricnds; XXXXXXXKXX

Content Merry Christmas!

Mailing List
Recipient Name |Recipient Email |

Eidlg

Please click here

AEEARLL B - SR
If you cannot view this email, please click here

—

Confirm And Send | Back

5. Click “Confirm And Send” if there are no further amendments
6. Click “Back” to go back to the previous page for amendments
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Function 3 - Group-send e-cards

Click “Send Mail”

Click “Yes” for Send To Group

Select the group

Key in personal message if necessary
Click “Preview”

I o

Click “Confirm And Send” if there are no further amendments
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Send By Delegation Yes @ Mo (Send By Login User)

From Name | wini

Send To Group (s Yes ) No
* Group

* Subject
Group 2 4 —
* Content TFOT Group 1 A 2f H Qg @ B4
B7U s, ====sgE/&x LR
Tip: You can use %RECIPIENT% as the variable of recipient name in the mail content.
Praview

Tips:
You can key in your personal message if you like. For example:

Dear all,

XXXXXXXXXXX!

Regards,
Wini
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If you want to show your friends’ nhames respectively on “Dear XXX” when you group-send
the e-cards, you can use “%RECIPIENT%” as the variable of the names of recipients. Click

“Preview” and the names will appear automatically.
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Send By Delegation , Yes g No (Send By Login User)

From Name | wini
Send To Group @ Yes No

* Group

* Subject | Memy X'mas

scontent [ v]| 2[4
B/U Blss B
Dear %RECIPIENT %, <(mmm—

IXXXXXXXX

Best Regards

Wini

Tip: You can use %RECIPIENT % as the variable of recipient name in the mail content.

Preview
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Function 4 - Send e-cards on behalf of your bosses
This system enables you to send e-cards on behalf of your bosses. Please follow the steps

below:
1. Click “Yes” for Send By Delegation

2. Select your boss’s email

[ Group: T i iiory

Send By Delegation (@ Yes (O Mo (Send By Login User)

* Delegation e /
R REREN Kathy Che : kathyche@um.edumo

Send To Group @ Yes &) No

* Group | Group ].El

* Subject
*Content [T2homa ][ 35 B @ ¢ [EE 6 W& [ 14
BIlYU Mgys B=== - €% &

Dear %RECIPIENT %G,

XXXXXXXX

Tip: You can use %RECIPIENT% as the variable of reciplent name in the mail content.

3. Please insert the name of the sender (your boss’s name)
4. If you are sending to a group, please follow the steps of Function 3
5. If you are sending e-cards individually, please follow the steps of Function 2
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Function 5 - Sent history
Click “Sent History” and the system will display the history automatically.

You can also use the filter function to search by inputting the key words and press Enter in
the blank boxes. Remove the key words and press “Enter” again to reset the filter.
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Groups Send Mail Sent History
| | | | | |
From Name | From Email |Recipient Name |Recipient Email |subject |sent Date |
wini winingan@um.edu.mo  Christy christymio @um.edu.me | Merry X'mas 11/25/2015 View Content
wini winingzn@um.edu.mo  Esther astherchan@um.edu.mo  Merry X'mas 11/25/2015 View Content
wini winingan@um.edu.mo  Wini winingan@um.edumo  Mery X'mas 11/25/2015 View Content
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