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Managing Email Reminders for BIL Events

15 WQMM-&GM

TIPS and TRICKS from the BIL
MANAGING EMAIL REMINDERS OF BIL CALENDAR EVENTS

Selecting your Email Notifications

Do you know you can get email reminders of upcoming events listed on the BIL Events
Calendar? You will receive notifications the day before events are scheduled to occur.

First, from the BIL Library, go to the BIL Calendar. If you are not already in the BIL
Library you can type http://www.bilbridge.com in your browser to get there. In the BIL
Library, click on “Event Calendar” located in the left column of the opening page—the BIL
News Notice Board. You may also click “Events Calendar” from the drop-down menu of the
spade symbol at the top of the page—About BIL.

BIL News Notice Board—Opening Page for the BIL Library
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Now you will see the instruction page for Calendar of Events. If you are a first-time calendar
user, please read all the instructions. Then click on the link “Click Here to View the BIL
Events Calendar.”
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BIL Calendar of Events

f_.; Full BIL Calendar of Events - Windows Internet Explorer

¥ Full BIL Calendar of Events | |

Beginner Intermediate Lounge (BIL)

Click Here for Ogtions to enable your Email Subscriptions (be notified of changes to the Calendar ) and to set the time to YOUR time. To chan
Select from drop down Menu _Scroll up or down to find your Country/Region and select (highlight) nearest City to you > click on Change Time Zone > |
and the time will change to YOUR time.

= 2 Weeks = Week Today Week = 2 Weeks =

<= Year = Month

Display: Month ~ Block ~ Time zone: America/New_York
August/September 2008

D1 00 - uz.au Trans Tas man 14 30 - 18:00 *LRARGERICH -

jodi- L1130 1330 “SHEP - T

PAIRS teaching 111 L]
14:00 - 15:30 Europe Pairs 19*.3?;0'-”20-3DJACKF‘DT—F'airs CIICk Optlons to enable your Emall - 20:30

) 15:00 - 164
19:00 - 20:30 JACKPOT Pairs 19:00 - 20:30 JACKPOT Pairs | 19:00 - 20:30 JACKPOT Pairs
21:00 - 23:00 Hondo7 17 Open | 21:00 - 23:00 Hondo717 - open
Mentoring | mentoring
22:00 - 23:30 Rob's Fun House
| Tournament
011}0 02:30 Trans Tasman 1430 16:00 \LRARGERICH - 1100 13:00 Crawjodi - 51130 13:30 *SHEP - Teachmg 1ﬂﬂu 12:00 Crawijodi - 12{H} 14:00 L
PAIRS teaching | Teaching | 14:00 - 15:15 BECINNER Onjy | L2ching Teaching
14:00 - 15:30 Europe Pairs 19:00 - 20:30 JACKPOT - Pairs | 13:30 - 14:45 Beginner | INDY 14:00 - 16:00 *Cascade - 19:00 - 20:30 .
19:00 - 20:30 JACKPOT Pairs e | 15:00 - 17:00 ATHENE - | P 21:00-22:30
22:00 - 23:30 Rob's Fun House 15:00 - 16:00 Caitlin - Teaching | teaching 19:00 - 20:30 JACKPOT In

Click on the “Options” at the top, which brings up “Options for Calendar: bilbridge.”
Then click on “Email Subscriptions.”

Options for Calendar: bilbridge

alendar Options bilbridge - Windows Internet Explorer provide... o |5/
3

fb'? http: fffreecal. brownbearsw, comfbilbridgeOp=~AdminPageUser &IsPopup=1

Options for Calendar: bilbridge

Printable View Display a printable view of the calendar
Email Subscriptions Sign up to receive email for future events
Search for Events  Find events by text or category

. Only display events that match text or are in
—— cer?am cpatggones
Import Events Load calendar events from an ASCI file
Export Events Export event data to ASCII
iCalendar Subscribe via deskiop calendar, e.g. Apple's
Subscription ICal

‘ime zone

Close

Done & nternet ® 100% -
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In the Email Notification window, type in your email address in the box provided.

Email Notification Window

7= Email Notification - Windows Internet Explorer, provided by Com... EI@'E' On thIS screen you have Optlons to

Select your event brownbearsw . comybilbridge?Op=Cptionsubscribe; IsPopup=1 hd I'eCEiVG emal IS fOI’ 1) EVG ry eve nt in
subscription. ~| the calendar, 2) All events in these

Email Notification
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categories, or 3) Only events I’ve
specifically requested.”

bilbridge

Email Address: |BlLlie1@mybridge.com

\ ¥~ Type in your 1) If you choose “Every event,” click

email address. on SAVE, then DONE and you
will receive email notifications for
every event on the calendar

Subscribe to which events:

@ Every event in the calendar

BEO Help -~
Bridge Movie

O All events in these categories: AT CIIETE \ 2) If you choose “All events in these

Listen to Experts
Pay Tournament *

categories,” click on the various
Clear All

Ncategories in the scroll-down menu at
the right of the category screen. To
select more than one category, hold

C  Only events |'ve specifically requested

None - remove all existing subscriptions in this calendar for
this email address

Email Notifications for this calendar are sent 1 day before events dOV.Vn the ke_yboard COntrOl key (Ctrl)’
are scheduled to occur. while you click on the categories for
which you want notices. Use the scroll

bar to see all available options. When
you have chosen the categories, you
will receive emails for all events in each category. Click on SAVE, then DONE.

€ Internet 100 -

2) If you select “Only events I’ve specifically requested,” you can specify single events
for which you wish to receive Email notification. Go back to the BIL Events Calendar
and click on the event you want to attend.

10 11 12 13 14 15 16
01:00 - 02:30 Trans 14:30 - 16:00 11:00 - 13:00 Crawjodi- 11:30-13:30 *SHEP - | 10:00 - 12:00 Crawjodi- | 12:00 - 14:00 Lioncub - | 12:00 - 13:30 Sdoty -
Tasman PAIRS *LRARGERICH - Teaching Teac Teaching Teaching Teaching
14:00 - 15:30 Europe leaching 13:30- 14:45 Beginner | 14:00-15:15 14:00 - 16:00 *Cascade |19:00-20:30 JACKPOT |15:00 - 17:00 OliverC -
Pairs 19:00 - 20:30 JACKPOT |Intermediate Pairs BEGINNER Only INDY  -teaching - Indy Teaching
19:00 - 20:30 JACKPOT |=Palrs 15:00 - 16:00 Caitlin- | 15:00 - 17:00 ATHENE - | 19:00 - 20:30 JACKPOT | 21:00-22:30 CHIRPY | 17:30 - 19:00 Grizz -
Pairs Teaching teaching Indy CHIPPY Teaching
22:00- 23:30 Rob's Fun 19:00 - 20:30 JACKPOT | 19:00 - 20:30 JACKPOT 19:00 - 20:30 JACKPQOT
House Tournament Pairs Pairs INDY
21:00 - 22:30 Sdaty -
Teaching

Let’s say you want to attend the event on the 13" *SHEP’s teaching session Click on the
name, and a window will come up with information about the event.
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Wednesday. August 13 2008
11:30 - 13:30

*SHEP - Teaching

On BBO

Tutor: Shelagh Paulsson
www bridgementor com

5 bd Pairs tournament
Followed by an in depth review of
each board in the BIL

TD/BILAssist: ladystari?

Email Address:
1aureen@bilbridge.com

Sign up to be notified by email 1
days before this event takes place.

Download as iCalendar—

Close

Y
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The day, date and time will be listed, as well as the name, location,
the person who is presenting, and any rules that may apply. All
events on the BIL Calendar are expressed in EST/EDT (New York
time) unless you change the BIL Calendar time to your local time.
To change the BIL Events Calendar time to your time zone, click
OPTIONS on the BIL Calendar and make your change by clicking
on “Time Zone.”

You must sign up for Email notification at least one day before the
event takes place but once you have done so it will continue to send
you reminders for as long as you leave the address on the list.

To be notified by Email, type your email address in the box and
click on “Remind Me.” Then “Close.”

Please note: If you change your email address and do not notify
the BIL in “Update Details” of the drop-down menu of the
Membership Heart—BIL Library, your email will simply bounce
back to the BIL and your email address deleted from the BIL
mailing list.

Email Reminder of BIL Event

Calendar Reminder

File Edit View Tools Message
ﬁﬂepf_\r ﬂ;;ﬂ.eplj,rﬁ‘li ® Forward

From: admin@bilbridoe.com <admin@bilbridae.com>:
Hyperlinks to BIL Events Calendar
and Subscription Settings.

Help

When you receive your Email
reminder, two hyperlinks will be
at the bottom of your message:

1) “View the Calendar—
BILBridge” and

Scheduled for: Wednesday, August 6 2008, 15:00 - 17:00 (America™New_York)

Event text: A NE - teaching
Category: Teacking
Details:

Location: On BB

View the calendar:

Bill Frigby returns to do a series of lessons on Elimination Play

BILBridge

Change vour subscription: Subscription Settings

Maureen (hallway)
FounderManager

Beginner Intermediate Lounge (BIL)

2) “Change your subscription—
Subscription Settings.”

If you want to make changes in
your reminders, clicking on the
appropriate hyperlink will take
you directly to the website.

Let’s look more closely at
changing your email notifications.
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Changing your Email notification

{b‘i http: fifreecal brownbearsw, combilbridge?Op=CptionSubscribe; IsPopup=1

{= Email Notification - Windows Internet Explorer provided by Com... :' [z
A
2

Email Notification

Email Address: biliel@mybridge.com

Subscribe to which events:

O Every event in the calendar

BBO Help ~
Bridge Mavie

i o Fun Tournament
Al events in these categories: Listen o Experts |
Cllck Pay Tournament ¥
Clear All

] /Onty events I've specifically requested

® None - remove all existing subscriptions in this calendar for
this email address

Email Notifications for this calendar are sent 1 day before events
are scheduled to occur.

(Save] (Bere) 4| Cllick

¥ http:f Freecal.brownbearsw cam/bilbridge A

Email Notification
,

BiLlie1@mybridge.com will receive no email
reminders

Enter new addr.

Email Address: |B|L|ie‘|@mybridge.c0m| <

Subscribe to which events:

¢ Every event in the calendar

BBO Help ~
Eridge Movie
o All events in these Fun Tournament
categories: Listen to Experts

Pay Tournament ¥
Clear All

Only events I've specifically requested

None - remove all existing subscriptions in this
calendar for this email address

Email Notifications for this calendar are sent 1 day
before events are scheduled to occur.

Managing Email Reminders for BIL Events

If you change your Email address or
don’t wish to receive any more email
reminders, open the “Email
Notification” form and choose the
bottom option: “NONE-remove all
existing subscriptions in this
calendar for this email address.”

When you check “NONE” and then
“Save” at the bottom of the screen,

a message will appear at the top of the
screen:

“(Your email address)” will receive
no email reminders. See below.

If you want to discontinue all email
reminders, click “None,” “Save,” and
LLDonelil

”1f you wish to have the reminders
sent to a different email address, fill
in the new address, choose your
options as before, and click on
“Save,” then “Done.”

Please remember to change your
email address in “Update Details”
under the Membership Heart in the
BIL Library.

Also, it is rare but can happen that a
BIL Event that you select will not
provide email reminder service. Not
to worry, just an oversight.
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Another handy trick is to put the BIL Calendar and/or BIL Library icon on your desktop.
Then one click on your desktop icon will take you there. This can be accomplished by right-
clicking on an empty spot at the top of the page—right click at the top of the Calendar page
for a BIL Calendar icon, right click at the top of the BIL Library page for the BIL Library
icon.

A drop-down menu will appear. If you click “Create Shortcut,” you may add the icon to
your desktop. Too cool!

on the BIL - Windows Intemnet Explorer

i Back [ |

Forward

Save Background As... = 113 7
o i Click on “Create Shortcut.
Set as Background

Copy Background [ ASOUT BIL \ 5y MEMBERSHIP TOURNAMENTSY /" EXPLORE BiL \

NI LS TERMEDIS b OF

Create Shortcut
Add to Favorites...

View Source

i BIL News

Print.. NOTICEBOARD

Print Preview...
Refresh

Export to Microsoft Excel .
LIBRARY - Hints

Properties i STICKY POSTINGS

of he ad 5\,,.-_,|E th .-_,p 10 To 'surf' the SITE use the MENUS (the CARD SYMBOLS at the top of your screen) .If you cannot see
of the screen i the Menus - download the free Flash Player (scroll down for link)

Elue Menu categories - all Each time you visit :

members have FREE access at i :r:Refresh Your Internet hrowser

When the Internet Explorer window opens, click “Yes” and the icon will magically appear on
your desktop for future and faster use!

Internet Explorer &|

Do vou wank ko put a sharkcut o this website on ywour desktop?
J l . http:fifreecal. brownbearsw, comyBILErdgeOp=ShowItamo. ..

/4 Yes I I ] l

You can always delete a shortcut from your desktop with another right-click on the desktop
icon and a click on “Delete.”

One-on-one help with these directions are available from our BIL Friends who generously
volunteer their time. For help with the directions in TIPS and TRICKS, please contact
PeterB at BILFRIEND1@yahoo.com

Good Bridging!



