Setting Items in Email Correspondence

Emails being sent regarding orders look similar to that below. The items marked and how to
change them are indicated. Two are linked (the sender’s name and the main “title”) and can
only be changed by sending a request to Blue Sombrero.

Sender Email Address
Region Logo

OR n 63 <postmaster@bluesombrero.com>
Monday, May 1, 2017 at 2:28 PM

To: O ‘@gmail.com

Cc: O @gmail.com

Region 63

mary of your order. If you have ANY questions concerning your order please email
info@burlingameayso.org.

Here is the lates

- Questions Email
Email Title

Region Logo: This is also the logo that appears next to the AYSO logo on the website. To set the
logo: select Website, then Home, then Settings to upload the Logo. See Page 2 for details.

Questions Email: In the case of the email info@burlingameayso.org, the email that shows

up on those confirmations and other email correspondence is associated with the account
of the lead club administrator. See Page 3 to see details on changing this email address.

Sender Email Address & Email Title: These cannot be set locally. These are tied together and
also sets the name in the footer of the website. To alter these, send an email to
aysosupport@bluesombrero.com with the subject line: Site Title Change and the body in the

form:

Region ###, would like to request that Blue Sombrero support team change the name that
is included with emails from region as well the Title in confirmation emails and the footer
on the website. Currently, the emails show as being from 'REGION ###'. Will you please
change to “[your region common name]”.

In this example “Region 63” changed to “Burlingame AYSO”
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Setting Items in Email Correspondence

To set the Logo in the emails, and the logo for the website. Select the “Website” admin tab
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Then select “HOME” and then “Settings”

COACHING REFEREEING CALENDAR

CONTACT US

TEAM CENTRAL
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Settings Rotator News Field Status Important News Featured Sponsor Our sponsors SiteLinks Module Settings

Themes 31% Complete

From here, Select the “Upload New Photo” to upload the logo

m TEAM CENTRAL PARENTS & PLAYERS COACHING

REFEREEING CONTACT US CALENDAR

< Back to Home

Setup Home Page Content

Organization Name:

Burlingame AYSO Region 63 ‘i

About The Organization:

B 7 abe|i= iZ

F9-0-08
ﬂ Everyone Plays - Balanced Teams - Positive Coaching - Open Registration

- Good Sportsmanship - Player Development

Upload New Photo

Banner Text:
Burlingame AYSO Region 63
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Setting the “Correspondence” email is done by setting the main Club Administrator’s email
address. This is most often the first account provided to a region, like region#t#admin or
AYSO## admin.

So the this page, shows how to access that account (as long as you are an admin). You can, of
course, log into this account if you have access to it.

First find that account by going to Common->Search & Manage Users and find the account.

LISER ACCOLNTS Ly —

Use the fields below to search for any existing account. You can search by 1 or many fields at a time.

Eommon Account
First Name: Last Name:
Admin Manual Order Player
Site Settings First Name: Last Name:
Payment Settings
. —— Volunteer
idnad First Name: Last Name:
Files
Merge Users Other
Recycle Bin Username: | pegioné3admin i T
Email Order Number:
Telephone:
Search
Burlingame AYSO Admin (Primary User) Manage Accounts

Customer Details

Site Security Role: Regional Commissioner, Registered ~ Additional Contact:

Users
Username: Regioné3admin Created Date: 12/22/2015
Email: info@burlingameayso.org Telephone: 650-555-1212
Secondary Email: Cell Phone: 650-555-1212

Participant Details

Once you find the account, select Manage Accounts—>View Account

Authorize/Unauthorize User
Update Password
15 Update Role/Permission
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Now that you are logged into the primary Club Administrator Account, select the gear icon in
the upper right corner

Welcome back, Region63 Admin! Your email address is info@burlingameayso.org.

= 8 Logout RegisterNow! 0 W0 M £F
@ MY ACCOUNT

. O O O O O
CALENDAR

Responsibilities Open Orders Volunteer New Messages Upcoming Events
Opportunities
/(L VOLUNTEER
Participants: @ [ Notes (Admin View Only): Add Note
[ MvoroErs . : . - - .
No participants created. Please click the above icon to start the registration process. Click "Add Note" to add content here.
MESSAGES
{r) HoME

Upcoming Events: ViewAll

NO UPCOMING EVENTS !!

OPEN BALANCE View/Pay

Total Open Balance:

$0.00

This brings up the settings for the user. Setting this email address will change the

correspondence email. Note, you may need to fill in some of the required fields in order to
update these settings.

Primary Parent/Guardian Information

Burlingame AYSO Admin
C,P_‘) Email: info@burlingameayso.org

Username: Regioné3admin

Upload Photo

Gender* ‘ MALE ;J
First Name* ‘ Burlingame AYSO 0
Last Name* ‘ Admin
Select your relationship to ‘ Other j
your participants:*
Email Address* ‘ info@burlingameayso.org
Username” ‘ Regioné3admin
Address*” ‘ PO.Box 1212
Address Unit ‘
City* ‘ Burlingame
State” ‘ California j

ZIP Code* ‘ 94011

Home Phone ‘550 555 1212

Cell Phone* ‘650 555 1212
Receive Text Alerts? No ) What'sthis?

Secondary Email Address ‘

C-I- Add Additional Account. Hu\der) (Change Password) <«Back UnRegister
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