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

SINGLE SIGN ON

User ID :

Passwono - |

M Stay signed in

Please do not bookmark this Single Sign On page which is used for authentication only

Important Remarks:

1. To protect user's privacy, please do not disclose your sign in password to others and make sure to sign out after you
have finished browsing.
2. By enabling "Stay signed in” when you sign in, your session will be persisted for the next 31 days or until you sign out
explicitly.
. For staff, please use your Oracle account to sign in.
. For student, input the 7 alpha-numeric student number and do notinputthe last digit, e.g., BA12345, to sign in.
. To fully utilize all supported features, you will need to use one of the following browsers:
o Firefox 3.xto 20.x
o Internet Explorer7 or 8

o W

In case you encounter sign in problem, please contact our Support at 8822-8500 or email to icto.ims@umac.mo.
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https://isw.umac.mo/eCard

After login-in, you will see the user interface shown below.
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Groups Send Mail Sent History

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.
i

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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Group List Contact List In Group

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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Send Mail Sent History

Group List Contact List In Group
View - ‘ [jnew Zedt 3 Delete | View = ‘ £ Remove Contact(s) _|
\Group Name Email Contact Name
Mo data to display.

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)”

N IFOr SAme aroini: i@ Muenarits (7 Marne Trnark | Pl lrmd bl =
Contact List <]

View - New E |

Email Contact Name L
| | estherchan@umac.mo Esther / Edit 3 Delete [ ]

retawong@umac. mo Reta / Edit 3 Delete

kathyche @umac.mo Kathy A Edit 3 Delete

£ 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 estherchan @umac. mo Esther
retawong @umac.mo Reta
kathyche @umac.mo Kathy

a
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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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Groups Send Mail Sent History

Import groups and contacts (Excel Format) 3$IE... | Action (For same group): (@) Overwrite () Merge  Import| B

Group List

View v 3¢ Delete

New A Edit

Group Name

Group 1

Please key in your contacts. Remember to put all contacts in the same spreadsheet even if

Contact List In Group
View v 2 Remove Contact(s)

| [Email

BETE

[

@

RERRRRATFEEER?

£%: import_templatexls
B8 Microsoft Excel 97-2003 Worksheet + 23.0KB
i devapp.umac.mo

FAEREREO) HTFE) RUH

(VI BRI 2 51+ —EESERIH

SR BRI ERAER T R SR » BRFLEEET
FEEEZAIENS - MRAENMSERAR » F1 BRIRRIE
THEEER - AitEEEEb?

——

they belong to different groups (e.g. group 1, 2 or 3, etc.)

T T —

Xid9-

Home Insert Page Layout Formulas Data Review View A
_3 *C“t Calibri ‘u Ay === Sw
Paste ~acopy B 7 U-~-| i M- A~ = = = | i= 3= Gz
+ < Format Painter : - | = = = | v :

Clipboard Font Alignment
J19 - 5
A B = D
1 |Contact Name Contact Email Group Name
2 |Kathy kathyche @umac.mo event 1
3 |lris irislio@umac.mo eventl
4 Esther estherchan@umac.mo event 2
5 Jack jackho@umac.mo event2
6
7
8
9
10
11
12
13

=
-



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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— /
Import groups and contacts (Excel Format) EE n (For same group): (@) Overwrite (") Merge  Import| Download template
Group List Contact List In G{ & === ranEs &
View v 3 New Edit Delete View v £ R - N
e e JEdt 3 Dele few & rend QO [1 « CNYcard 2013 » e-card » ~ [4 ][ #F ecard o
Group Name | [Email —
Group 1 estherchan@umac.mo FRENE 2
retawong @umac.mo
kathyche @umac.mo - zE
ICTO
Photos for Manual
Quatation
_ B e-card system manual_2013.doc 2
- = B import_templatexls —
2 Windows 7 (C)
s DATA(D)
O coxEEE
8 apps (\pcapps) (G) 3
53 annilam (staffhome\staffhor
3 web (\personalweb) [)
& share (Vypeshare) (M)
&2 mis$ (\\pcapps) (P)
52 gvp$ (N\peapps) (Q)
(I i v
EEEEN) - [FEEEen -|
[ Bzzmo | [ =2 |

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 x \
A

€ - C A [ https://isw.umac.mo/eCard/faces/main?_afrLoop=85058158559564& afiff vy & & =
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|_Groups WEETLETEN sent History NG

Login username: WININGAN ~ Logout

Send By Delegation  Yes e No (Send By Login User)
From Name [wini
Send To Group () Yes (g No
* Recipient Name | wini
* Recipient Email | winingan@umac.mo

* Subject | Merry X'mas

—

Preview

“Content 2; ®H @ ¢ @ A M- E
BIU s,¢sBl=== s &5(n
\Dear friends,
|Merry Christmas!

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

|Copyright (C) 2010 University of Macau. All rights reserved.




4. Click “Preview” and you will see the following preview
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[ Groups WRELLEUMN.  Sent History

Abstract Mail Preview

Fo Dear friends,

Merry Christmas!!

ContentMerry Christmast!

Mailing List
RECEiicnE Name| Receipient Email
winingan Wwiningan@umac.mo

L

NI
HONOURS COLLEGE
e Nk

S5
SQUALITY.
COLLEGIATE LEARN
NEW CAMPUSINTEGRITY
4iN-1'EDUCATION. MODEL.

ARG - Fik
If you cannot view this email, please click here

—

Confim And Send | Back

Copyright (C) 2010 University of Macau. All rights reserved.

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

SEat oM R B
7§95 | UNIVERSIDADE DE Macau  eCard System Login username: WININGAN _Logout
UNIVERSITY OF MACAU

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
BIU S, gS§ ===Z=si &% 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,

Wishing you a Merry Christmas!!

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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ApRRE T -
o N S I
%/ Login username: WININGAN ~ Logout

A

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—

Wishing you a Merry Christmas!!
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 EI
From Mame [ETaR s ka DUMac. mo E

Send To Group @ Yes &) No

* Group | Group ].El

* Subject
*Content [T2homa ][ 35 B @ ¢ [EE 6 W& [ 14
BI/YU Mys B=== - % &

Dear %RECIPIENT %G,

Wishing you a Merry Christmas!!

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



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.

PRvLLLE
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1 i%i | UNIVERSIDADE DE MacAU  eCard System Login username: WININGAN _Logout
SEEEUNIVERSITY OF MACAU /

Groups Send Mail Sent History

| | | | | B |
From Mame \Fl‘om Email |Recipient Name |Recipient Email \Subject |Sent Date \
wini winingan@umac.mo Christy christymio@umac.mo Mermy X'mas 11/25/2015 View Content
wini winingan@umac.ma Esther estherchan@umac.ma Marry X'mas 11/25/2015 View Content
wini winingan@umac.mo Wini winingan@umac.mo Merry X'mas 11/25/2015 View Content

“TEnd ™"
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