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Emailing from an inline link on a web page. This method enables sending an email directly to a recipient’s email
address, by merely clicking on their name, posted on any page of the web site..
This guide is written using a web site
editor menu which may vary in
appearance when a sub-editor menu
is used. The process is similar in
either case.
The recipients email destination must
be entered in the contact menu. Go
to the menu and select contact.
Left click on Add (or change) the
recipients email address. Note it
carefully as it must be matched
exactly when used in an in-line text.
To use this technique it is necessary
to establish a list of the email
recipients and their email addresses
in your email list. So if you have 6
people who are to receive emails via
a sentence, 6 addresses must be
loaded in the email section of the
editing menu.
Complete the information in the
boxes as shown.
Take care with the email address and
the label. The label will be used in the
in-line sentence.

(Careful with capitals and spaces etc.)
Note were the roundels have the dots.
Left Click on “save these contact details.”
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This page is your opportunity to
correct your entries.
Your email recipient is now
established for use in a line of text.

Creating the in-line link.
If you are editing as web master; go
to groups and change group.
If you are a sub editor you will already
be in your group page.

I am selecting Science and
Technology as an example
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Having selected the Group page, left
click on edit the related group page.

Type in the appropriate sentence and
include the email recipient reference
between

% characters.

Makes sure you type in the name
between the

%

signs exactly as the

entry in the contact email entry.
Shown earlier in this guide.
Left click on Save this page text.
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The web page will now show the
sentence with alanpaul highlighted as
a link.
Clicking on the name will trigger the
next page for sending an email.

This is the standard page on this web
site for sending email.
The user completes the information
and clicks on send message
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The web site sends an immediate
acknowledgement.

The recipient receives the email.

This editing technique can be used in a sentence in most pages of the web
site. It is a useful technique for the events page, which can be simultaneously
posted as “dates for your diary” in the relevant Group page and deleted when
the event date passes in real calendar time.
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