November 03, 2009



Ref:  New St. Maria Goretti Email addresses for SMG Ministries/Groups

To:  All SMG Ministry/Group Directors, Coordinators, Presidents, and Leaders

Good day all;

A couple of months ago an announcement was made regarding the creation of St. Maria Goretti email addresses for each of the parish ministries and groups.  Previously this could not be accomplished due to space and email address limitations on the old server.  SMG purchased and installed a new server earlier this year so finally the issue of having common email addresses became available.

This smgparish.org email accomplishes and resolves many issues, both current and future.

· The ministry/group all have the same email provider @smgparish.org  
· A user no longer has to look it up to remember if it was @att.net, tx.rr.org, etc.  

· The ministry/group has an email that associates with their ministry/group name
· i.e.; Visiting Ministry email is visitingministry@smgparish.org  

· The email, being tied to the ministry/group name allows for easier discovery of the correct email by SMG staff, parishioners and potential new parishioners.
· As users become familiar with the name of the group the email will be very easy to remember.  Previously the personal email may have changed but the information may not have been passed on in a timely fashion for web or bulletin updates.

· The email makes it convenient for other parishes and the diocese to contact the appropriate ministry/group.

· One improvement this change provides within the parish allows for the Pastor, Associate Pastor and staff to set up and utilize group lists that do not require constant updates due to personal email changes.

· The biggest improvement for the staff is the SMG Directory, Bulletin and other means of media announcements now have a common email that will not change.    In other words, now that a common email is established the directory, bulletin and other media means do not require constant updates all year long with email associated with an individual due to new directors, coordinators, presidents, leaders, etc.  The existing list was changing so much the published list to the staff and others were outdated almost as soon as it was printed.  Even if a ministry/group leader changes it does not affect the distribution or email messages to that ministry/group.

· This change is effective immediately.  All ministries/groups of the SMG parish are to begin utilizing their new email address.  


The ministry/group leader owns the responsibility for the email, however, if they do not have a computer or do not consider themselves comfortable with outlook email, may, at their discretion, assign a member within the ministry/group to monitor and respond to the email on behalf of the leader.  This should be a discretionary assignment to insure the password is not compromised.

The enclosed card in the envelope with this letter has your ministry/group User Login and Password as well as the web site to type into your browser, be it Microsoft Explorer or otherwise.   

The password is assigned by the parish email administrator to the specific ministry/group and cannot be changed.   This also allows for the administrator to monitor the mailbox to insure process compliance.  

The web address to access the new email is: https://internal.smgparish.org It is suggested this be saved in the FAVORITES of the person monitoring the email.

Please see the last pages for the actual entry and response view.

Special notes:

If the Pastor, Associate Pastor, Staff, Pastoral Council, Stewardship Committee, Finance Committee, etc. send out an email message it is assumed the ministry/group will respond accordingly.

The ministry/group will be notified of their upcoming date to service the Sunday Fellowship which will include the latest Fellowship documents and notes.
  
The Welcoming Committee will be utilizing these email addresses to notify the ministry/group of potential new members or questions.  If the email is regarding a potential new member the email should be responded to within 72 hours indicating the parishioner has been contacted, will be attending a meeting or has decided not to become a member.  If the Welcoming Committee does not receive an answer within 72 hours it will be sent again.  Please remember that our biggest complaint about ministries/groups is they do not get in touch with these potential members or do so long after the interest was there.

The ministry/group leaders can send email from this address to their members with notification of meetings, minutes, upcoming events, both theirs and others, as well as other pertinent data.

The ministry/group is welcome to set up folders within their mailbox to retain messages, however, are requested to keep these maintained.











“How To” access email for your ministry/group

On the browser line for the access enter:  https://internal.smgparish.org/owa

Entering the access address as identified above in Microsoft Internet Explorer would look like:

[image: ]

Note: There is an “s” after the http so if you type in just the address without the “s” an error will be displayed.  In case you are not familiar with the http and https usage here are explanations:
· http stands for "Hyper Text Transfer Protocol", the primary technology protocol on the Web that allows linking and browsing. If we didn't have http, we would be up the Web river without an http paddle (and yes, that is the absolute worst semi-joke ever). 
· https is "Hyper Text Transfer Protocol" with an added dash of "s", or Secure Sockets Layer, another protocol primarily developed with secure, safe Internet transactions in mind. 
Once the user selects enter on the above the response would look like this:

[image: ]




PLEASE DO NOT 
Change the selection from: This is a public or shared computer as it provides additional security.

PLEASE DO NOT 
Check Use Outlook Web Access Light

[image: ]
In the Domain\User name: box enter your ministry/group email address WITHOUT the @smgparish.org

In the Password box enter the ministry/group password.  
This “IS” Case Sensitive so enter exactly as noted on the card provided.











For the purpose of training the SMG Visiting Ministry email is being utilized along with their password.

[image: ]















The first time the user name and password are entered the response will be:

[image: ]

Verify the language is English and the current time zone is Central Time.  If not correct, select the down arrow to the right of the option and highlight the correct answer and enter.

If correct, then Select the “OK Button






The response will be the ministry/group Outlook Email 

[image: ]

This is the first message sent 110909 at 8:24 PM

The second message from Stewardship on 110909 at 9:06 PM has the attachment, includes the list of ministry/group email and also gives a web site to add viewers for Microsoft Office programs the user may not have loaded on their sets.

This letter has been posted to the smgparish.org web site under Ministries.

Thank you!


Brad Maunders
Stewardship Committee










	7
image1.png
/2 Microsoft Exchange - Outlook Web Access - Windows Intemet Explorer

" Y 1 I





image2.png
This area of the resonse has been cut out o avoid confusion as each user may have a different Internet Explorer Tool bar,or have other items showing that would raise questions not
related to the email

Miosoft .
Office Outlook Web Access

Exchang

Done @ Intemnet | Protected Mode: On v ®100% -




image3.png
i Office Outlook Web Access

Searity (show explanation)
©  Thisis a publcor shared computer
@  Thisis aprivate computer

Use Outook Web Access Light

Domain\user name:

e
| Loson |

B Comnected to Miosoft Exchange
© 2007 Miosck Gerporation, Al ighsreserved





image4.png
i Office Outlook Web Access

Searity (show explanation)
©  Thisis a publcor shared computer
@  Thisis aprivate computer

Use Outook Web Access Light

Domain\user name: [ L d]

e
E=H

B8 comected to Marosoft Exchange
© 2007 Mioscke Grporatin, Al righs reservs,





image5.png
+'Office Outlook Web Access

If you have low vision and use a screen reader or high contrast settings, you
an select the check box below to optinize Outiook Web Access fo this and al
subsequent sessions. After youlog on, you can moify this choice at any time:
on the Options page.

Use the bind and low vision experience

Choose the primary language for Microsoft Outiock Web Access. This choice
determines the anguage the program wil use for al tems.





image6.png
Inbox (2 ers)

] colendar
contacts

29 publcroders

Srew - | @

EIRSE:

=

Ehreply | ERRepy oAl | 6 Foard

B

oy

Arrange by: Date -

[ Howestontop =

Today

1 Stewardship
Nerw SMG Email now ready for use.

S:06PM

Items tozof2

Nerw SMG Email now ready for use

Stewardship

Sent: Manday, November 03, 2009 8:24PM

To:  Adoraton AlarServer; Arfeshelte; BeyondCancer; Bty BoyScouts; CenadesForif; CubScouts; DeafMiistry;
FamihRosary; Felonsip; FtCommttee; FrendsOtHanmibl; GardenClub; Hepingtands; HopeMimsty; HosataltyMinsry;

koc14548; Landscaping; LeisureClub; MartiageEncounters; MarriagePrepSponsor; MarriageTribunal; MensBasketbalj,
MoneyCounters; MorningJoys; Mltimedia; Nursery; Ombudsman; PastoralCoundi; PrisonMiistry; Respectlife;

440 bl

Good evening everyone!

By the time you read this you or the ministry / group Director, Coordinator, President, Leader, etc wil have received the letter
regarding the new SMG parish wide emailfor all ministries and groups with same email provider, @smgparish.org

‘Should you have any questions please route them accordingly...
Here are a few suggestions:

Welcomingcommittee@smaparish.org - new members, response to notification of new membership
Stewardship@smaparish.org  route questions on ministries/groups or email here

Pastoralcouncil@smgparish.org - route questions about the parish here...this does not replace the
ombudsman@smparish.org email

‘Attached to this emailis the complete list of all email mailboxes with the last name of the contact for that ministry / group. AS
‘names change ministries will be notified.

Thank you!
God Bless and enjoy the new common email addresses!
Brad Maunders

Chairman
Stewardship Committee





