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GENERAL REMARKS FOR THE MODULE COURRIER

· In Organon, e-mails are only INDIVIDUAL e-mails;

· E-mails with more than one addressee are mailings.

In the menu on the left hand side, click on Courriers:
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I. LETTERS

1. Click on the + sign Ajouter:
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2. In the window that opens, choose Lettre and click on Continuer
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3. In the window that opens, choose vierge and click on Continuer. The following window will open:
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4. In the tab Paramètres, you have to fill in the fields: Libellé interne, Objet, Références – Nos, Expéditeur
The fields Libellé interne and Objet have to contain the title of your letter.

The field Nos références will be filled in automatically with your initials and the number of the fiche, but it has to be filled in the following way: Name of the association-Initials of the sender-number (ex. in our example UECBV-JLM-45).

The field Expéditeur will be filled automatically with your name. If you want to change that, you must go to the question mark at the right of the field, click on it and choose another person among the UECBV staff. 
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5. In the tab Destinataires, you have to fill in the addressee(s) of the letter. 
[image: image6.png]Fichier Edition Sessions  Aide

¥ sesiont

E Courriers
Lefre du 0410172011

Paraméires|

Destnatares | Signatures ise en page

Fesoms

Orgaisation

& Suppimer

oo

[ ecarier

13X e pas emvegster





6. In order to do so, double click in the field à under Personne, write the name of the addressee (in our case, Mrs. Catalao) and push Enter on your keyboard. The system will automatically fill in the name, organization and address.
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7. If you want to add a person in copy, click on Ajouter in the bottom left corner. A cc field will open, where you will write the name of the person you want to put in copy like you did for the addressee. 
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8. In the tab Signatures, the fields Correspondant, Courtoisies, Langue de correspondance, Signataire droite and, if necessary, Signataire gauche have to be filled in. 
The field Correspondant will be automatically filled in with your coordinates.

The field Langue de correspondance will be automatically filled in according to the language you have selected for the addressee when you have entered his/her contact details into the system. 

The field Courtoisies will be automatically filled in according to the title you have selected for the addressee when you have entered his/her contact details into the system (Mr., Mrs., Dr., etc.).

The field Signataire droite will be automatically filled in with the name of the sender. 
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9. In the tab Annexes, you have to add any annex that you wish to joint to your letter.
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10. In our case, the letter we want to send to Mrs. Catalao has as an annex another letter previously sent to Mr. Jones. In order to add the annex, click on the Ajouter button on the bottom left corner.
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11. Under Source de l’annexe, choose Fichier sur disque, then under Fichier sur disque use the Chercher button to search for the document on the UECBV server (as you do when you want to attach it to an e-mail in Outlook). Once you have selected the document on the server, click on Enregistrer in the bottom right corner.
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12. The system will ask you if you want to add another annex. Let’s say you do and that this time the document is already on Organon. Click on Oui.
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13. Under Source de l’annexe, choose Table Documents then under Document you have several possibilities of searching for your document: you either type in the number of the fiche if you know it, or you click on the question mark at the right of the field Description/Titre in order to navigate in the document module and search for your document. When you are done click on Enregistrer in the bottom right corner.
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14. In the tab Mise en page, you have to choose a model for your letter. Click on Modèle lettre UECBV.
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15. This will lead you to a pre-defined model already existing in Organon, but that you have to edit in order to write your letter. Click on Editer on the bottom left corner.
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16. This will open a Word-like page where you will be able to type your letter. You will notice that all elements of the letter are already present, you only need to type the body of your letter.
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17. In order to have a better view of your letter, click on the two arrow buttons at the right and left of the main screen and in the menu Affichage choose Page. This will give you a better view of your letter as it will be when you print it. 
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18. Type your letter and add the electronic signature if necessary. When you are done click on Sauvegarder then on Fermer.
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19. You are now done writing your letter. Click on Enregistrer at the bottom left corner. The system will ask you if you want to print the letter immediately. If that is the case click on Oui, if not click on Non.
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20. Your fiche was registered. The system will ask you if you want to enter another fiche. Click on Non. This will bring you to the start menu. 
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II. INDIVIDUAL E-MAILS
1. Click on the + sign Ajouter:
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2. In the window that opens, choose E-mail and click on Continuer
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3. In the window that opens, choose vierge and click on Continuer. The following window will open:
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4. In the tab Paramètres, you need to fill in the fields Libellé interne, Objet, Références – Nos, Expéditeur, Adresses e-mail. 
The fields Libellé interne and Objet have to be filled in with the title of your e-mail. 

The field Nos références will be filled in automatically with your initials and the number of the fiche, but it has to be filled in the following way: Name of the association-Initials of the sender-number (ex. in our example UECBV-AC-46).

The field Expéditeur will be filled automatically with your name. If you want to change that, you must go to the question mark at the right of the field, click on it and choose another person among the UECBV staff.

The field Adresses e-mail will be filled in automatically with your address, but you can replace any of the addresses. For example, you can replace the Reply-To address with the general address of the UECBV in order to make sure that the answer to your e-mail will arrive on info@uecbv.eu. 
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5. In the tab Destinataires you need to fill in the addressee of your e-mail. In order to do so, double click in the field à under Personne, write the name of the addressee (in our case, Mrs. Catalao) and push Enter on your keyboard. The system will automatically fill in the name, organization and address.
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6. If you want to add a person in copy, click on Ajouter in the bottom left corner. A cc field will open, where you will write the name of the person you want to put in copy like you did for the addressee.
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7. In the tab Signatures, the fields Correspondant, Courtoisies, Langue de correspondance, Signataire droite and, if necessary, Signataire gauche have to be filled in. 

The field Correspondant will be automatically filled in with your coordinates.

The field Langue de correspondance will be automatically filled in according to the language you have selected for the addressee when you have entered his/her contact details into the system. 

The field Courtoisies will be automatically filled in according to the title you have selected for the addressee when you have entered his/her contact details into the system (Mr., Mrs., Dr., etc.).

The field Signataire droite will be automatically filled in with the name of the sender.
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8. In the tab Annexes, you have to add any annex that you wish to joint to your e-mail.
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9. In our case, let’s say I want to sent to Arne the list of European establishments banned from export to Russia. In order to add the annex, click on the Ajouter button on the bottom left corner.
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10. Under Source de l’annexe, choose Fichier sur disque, then under Fichier sur disque use the Chercher button to search for the document on the UECBV server or on your computer (as you do when you want to attach it to an e-mail in Outlook). Once you have selected the document on the server, click on Enregistrer in the bottom right corner.
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11. The system will ask you if you want to add another annex. Let’s say you do and that this time the document is already on Organon. Click on Oui.
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12. Under Source de l’annexe, choose Table Documents then under Document you have several possibilities of searching for your document: you either type in the number of the fiche if you know it, or you click on the question mark at the right of the field Description/Titre in order to navigate in the document module and search for your document. When you are done click on Enregistrer in the bottom right corner.
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13. UPDATE: concerning the issue of the different reference numbers between a Word document and the respective PDF document, a preliminary solution (waiting for a definitive technical solution from Organica) is the following: you attach the document as specified above, then in the field “Libellé de la pièce jointe” you can change the reference number so that it reflects the reference number cited in the Word document. In the example below, I have attached fiche no. 917 (PDF), but I have written in the field “Libellé de la pièce jointe” the reference of the Word document (UECBV REF 902). This is the title of the attachment that the addressees of the e-mail will see. 
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14. In the tab Mise en page, you have to choose a model for your e-mail. Click on E-mail (modèle Organica).
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15. This will lead you to a pre-defined model already existing in Organon, but that you have to edit in order to write your e-mail. Click on Editer on the bottom left corner.
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16. This will open a Word-like page where you will be able to type your e-mail. You will notice that all elements of the e-mail are already present, you only need to type the body of your e-mail.
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17. In order to have a better view of your e-mail, click on the two arrow buttons at the right and left of the main screen and in the menu Affichage choose Page. This will give you a better view of your e-mail as it will be when you send it. 
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18. Type your e-mail. When you are done click on Sauvegarder then on Fermer.
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19. You are now done writing your e-mail. Click on Enregistrer at the bottom left corner. The system will ask you if you want to send the e-mail immediately. If that is the case click on Oui, if not click on Non.
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20. Your fiche was registered. The system will ask you if you want to enter another fiche. Click on Non. This will bring you to the start menu. 
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III. MAILINGS

1. In the start menu, go to the Mailings tab.
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2. Click on the + sign Ajouter and in the window that opens choose E-mail and click on Continuer
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3. In the window that opens, choose vierge and click on Continuer
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4. The following window will open.
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5. In the tab Mailing, you have to fill in the fields Libellé interne, Date mailing, Objet, Références, Expéditeur, Adresses e-mail, Signataire droite. 
The fields Libellé interne needs to be filled in with the title of the e-mail.
In the field Objet, you need to choose the language and then fill in the title of your mailing in each language chosen. This is because with the new system our members will no longer get bilingual e-mails, each of them will get a personalized e-mail in the language predefined for them in their fiche. So if you want to send an e-mail to all UECBV members in English and in French, you will first select Anglais and fill in the title in English, then you will select Français and fill in the title in French. 
In the field Date, you need to fill in the date under the form dd/mm/yyyy.
The field Références must be filled in with the reference of the mailing, under the form Name of the association-Initials of the sender-Number of the fiche (in our case, UECBV-JLM-11). 

In the field Expéditeur, you need to choose the staff member sending the e-mail. In order to do so, go to the question mark to the right of the field and select the respective staff member. 

Once you have chosen the sender, the field Adresses e-mail will automatically be filled in with his address. You can change any of the addresses (for example, you can replace the Reply-To address with the general UECBV address in order to make sure the answer will come to info@uecbv.eu). 
In “addresses nom”, it is recommended to put “UECBV”. 
In the field Signataire droite, you have to select the person signing the mailing. In order to do so, go to the question mark to the right of the field and select the respective staff member.
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5. In the tab Destinataires, you need to choose the addressees of your mailing. 
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6. For mailings, you will always use mailing lists (listes de diffusion). Several mailing lists will be predefined in Organon according to the different types of mailings we send (EU UECBV members, UECBV members, AEMB, Veterinary issues working group, YEMCo, etc.). In order to choose a mailing list, press the Diffuser button on the bottom right. 
Before using them: please update them in order to take on board any update made on email addresses. If somoenone has been added, you need to change the status from “à determiner” to “autorisé”.
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7. Click on the desired mailing list in order to select it (in our case, the list UECBV interne). The system will ask you if you want to send the e-mail to all addressees of the mailing list or only to some of them. Choose Tous les destinataires de la liste and click on Continuer.
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8. The system will ask you if you want to ad all the 7 addressees of the list. Click on Oui and then on Continuer. 
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9. The 7 addressees have now been added.

[image: image51.png]Mailings

E-mail / UECBV - Nouveau systéme Organica - aiing test

Destinataires

Annexes | Iise en page| Rapport

Notes|

Mieken Ame

Fesoms Orgaisation

vecBY

Langue

e

=

(ocean_mieken@yahoo de (E-mail bureau diect)

Noga Zeev

uecBY

R

‘znoga@uechy.eu (E-mail bureau direct)

(Capodieci Giuseppe Luc|UECBV

R

‘glcapodieci@uechy.u (E-mai bureau diect)

Morvan ngrid

uecBY

R

morvan@uechy.eu (E-mai bureau direct)

Ciobanu Andreea | UECBY.

R

‘aciobanu@uecbv.eu (E-mail bureau direct)

Bruynee! Syiiane | UECBY.

R

Sbruyneci@uecby.eu (E-mai bureau drect)

Mériaux Jean-luc |UECBY.

R

meriaux@uecbv.eu (E-mail bureau direct)

B Supmmer | [/ Tout séiscionnar

[ Rworie | [ oner

13X e pas emvegster





10. Let’s say you want to add another addressee to your list. Go to the Ajouter button on the bottom left corner. When you click on it, another field will become active and you will be able to type the name of your contact (the same procedure used to add addressees for individual e-mails and letters). I have now added Zeev’s personal address to the list. 

REMARK: As the idea is to send a personalized e-mail to each addressee, it is NOT possible to put people in cc in the case of mailings. So if you want, for example, Mr. Mériaux to be sure you sent the e-mail, you need to add him as an addressee, in which case he will receive a personalized e-mail like everybody else. 
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11. In the tab Annexes, you have to add any annex that you wish to joint to your e-mail.
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12. In our case, let’s say I want to send to all of you the list UECBV passwords. In order to add the annex, click on the Ajouter button on the bottom left corner.
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13. Under Source de l’annexe, choose Fichier sur disque, then under Fichier sur disque use the Chercher button to search for the document on the UECBV server or on your computer (as you do when you want to attach it to an e-mail in Outlook). Once you have selected the document on the server, click on Enregistrer in the bottom right corner.
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14. The system will ask you if you want to add another annex. Let’s say you do and that this time the document is already on Organon. Click on Oui.
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15. Under Source de l’annexe, choose Table Documents then under Document you have several possibilities of searching for your document: you either type in the number of the fiche if you know it, or you click on the question mark at the right of the field Description/Titre in order to navigate in the document module and search for your document. When you are done click on Enregistrer in the bottom right corner.
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16. UPDATE: concerning the issue of the different reference numbers between a Word document and the respective PDF document, a preliminary solution (waiting for a definitive technical solution from Organica) is the following: you attach the document as specified above, then in the field “Libellé de la pièce jointe” you can change the reference number so that it reflects the reference number cited in the Word document. In the example below, I have attached fiche no. 917 (PDF), but I have written in the field “Libellé de la pièce jointe” the reference of the Word document (Document 902). This is the title of the attachment that the addressees of the e-mail will see. 
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17. In the tab Mise en page, you have to choose a model for your mailing. Click on emailing for UECBV members.
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18. This will lead you to a pre-defined model already existing in Organon, but that you have to edit in order to write your e-mail. The model is bilingual, and you will have to edit both versions separately. Tick the box at the right of the language field in order to choose the language you want to modify first, then click on Modifier. 
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19. The following window will open. In order to start writing your e-mail, click on Editer at the bottom left corner. 
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20. This will open a Word-like page where you will be able to type your e-mail. You will notice that all elements of the e-mail are already present, you only need to type the body of your e-mail.
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21. In order to have a better view of your e-mail, click on the two arrow buttons at the right and left of the main screen and in the menu Affichage choose Page. This will give you a better view of your e-mail as it will be when you send it. 
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22. Type your e-mail. Please note that the fields nom externe and formule de courtoisie remain undefined as they will be personalized for each addressee. When you are done writing the e-mail, click on Sauvegarder then on Fermer.
[image: image64.png]| 0%

Fichier Edition Sessions Aide

Mise en page:

e
%] [ Fichier_Edtion Affichage Insertion Style Couleurs Paragraphe Format _Outis

Des pel&l %@l o-| 1@oaw [ I
21/ [Normal ]| [Tahoma Flt Hless| DonoEz 080
.

(R tas i ase R R IR TR RN TRRE TR RA TR IR VUL SN E T

[}
@|| «IMailings Destinataires]Relation_NomExterne»,

Gl|  Please find attached the document containing the UECBY passwords, as wel as the minutes
of the last meeting of the Cimate Change Taskforce.

«[Mailings Destinataires]Relation_FormuleCorresp»,

Jean-Luc MERIAUX

UECBY

81 A, rue de la Loi
B-1040 Bruxelles

TEL: +32 2 23046 03
FAX: ++322 230 94 00
Emal: info@uechv.eu
voww uechv.eu

[Pagel 171 [Ligne 20, Gl

El





23. You are now done writing your e-mail. Click on Enregistrer at the bottom left corner. 
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24. In order to write the French version of your e-mail, repeat steps 17 – 22. 

25. When you are done with both versions, click on Enregistrer at the bottom right corner. Your fiche was registered. The system will ask you if you want to generate the individual e-mails of your mailing. Click on Oui. The system will then tell you that 8 e-mails will be generated and will ask you if you want to proceed. Click on Oui. 
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26. The system will proceed with the creation of the individual e-mails.
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27. A report message will appear at the end. Click on OK. 
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28. The system will ask you when you want to send the individual e-mails you’ve created: do you want to send them immediately, do you want to send them latter (in which case you will choose the date and time when the e-mails will be sent) or you don’t want to send them for the moment (if, for example, you need Mr. Mériaux’s approval). Let’s say you want to choose the date and time when the e-mails will be sent. Choose Planifié and click on Continuer. 
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29. In the window that opens, you need to enter the date (dd/mm/yyyy) and time (e.g. 1400 – no separation between the hour and the minutes) when you want your e-mails to be sent, then click on OK.
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30. The following report message will appear. Cick on OK.
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31. The system will ask you if you want to create another mailing. Click on Non. This will lead you back to the start menu. 
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IV. FINDING, REVIEWING OR MODIFYING A LETTER, E-MAIL OR MAILING CREATED IN ORGANON

a) Letters and (individual) e-mails
1. In the tab Courriers, click on Consulter.
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2. The following window will open. It contains the latest courriers created, letters and e-mails alike. If you want to have all courriers, click on the button Toutes at the bottom left corner. 
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3. If you want to see only the letters or only the e-mails created, you can click on the button Chercher. The following window will open (in case not all options appear in the left hand field, you need to click on the button Tous les champs)
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4. In the field on the left hand side, click on Nature. In the field on the right hand side, click on Lettre (to show only the letters) or on E-mail (to show only the e-mails), then click on Rechercher. I have chosen letters as an example. The following selection will appear, showing only the letters.
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5. In order to see one of the letters, click on it and then on Consulter. I have chosen the letter written to Mrs. Catalao. The fiche of the letter will appear, and you will be able to see the letter.
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6. If you know the number of the fiche, go back to step 3. In the field on the left hand side, click on Fiche / Numéro. Enter the number in the field on the right hand side and click on Rechercher. 
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7. The selected letter will appear as follows.
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8. If you want to modify a letter or an e-mail that hasn’t already been sent, the steps are the same with the only exception that in the start menu you click on the button Modifier. 

b) Mailings

1. In the tab Mailings, click on Consulter.
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2. The following window will open. It contains the latest mailings created, letters and e-mails alike. If you want to have all mailings, click on the button Toutes at the bottom left corner.
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3. In order to have a more detailed research, click on the Chercher button. You will be able to search for the desired mailing function of several criteria, such as the date (Date mailing), the addressee (Destinataire / Organisation; Destinataire / Personne), the sender (Expéditeur/ Nom interne), fiche number (Fiche / Numéro), nature – letter or e-mail (Nature), title (Objet).
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4. For example, let’s say I want to see the mailing I created for the previous chapter. I know the fiche number, so I enter it in the field on the right hand side. The fiche of the mailing will open. Please note the tab Rapport: it indicates when and to which addresses the individual e-mails of this mailing were sent. You will also get this report by e-mail after the e-mails are sent. This is a practical way of checking that everything was sent. 
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5. In order to modify a mailing, the steps are the same except that in the start menu you have to click on the button Modifier. 

REMARK: A mailing can no longer be modified once the individual e-mails were generated. If you wish to modify anything after this stage, you will have to create another mailing. Thus, please make sure everything is OK BEFORE generating the individual e-mails. 
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