Extracting Email Lists from the Hub

To reach a “landing page” for the Diocesan Data Hub, go to
www.MadisonDiocese.org/Hub

From here, you can access Hub instructional documents or the actual Hub itself as
follows:
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You can reach this page on the diocesan website by typing

"www.MadisonDiocese org/Hub" in your browser's address bar.

From here, either of these highlighted links will take you to the § seepes 1 st the contact miormaton for hes or her carth. But not ancther
Hub itself. (This page has links to some instructional tips.) )
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Alternatively, you can also reach the Hub from a link on the footer of every page in the
main diocesan website as follows:
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From the footer section of any page on the diocesan

website (www: MadisanDiocese.org), the Hub can be Al Offices & Apostolates
directly accessed by clicking this button
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Logging into the Diocesan Data Hub:

This is the Diocesan Dala Hub.
Use the button at the upper-right
to login.

Enter your UseriD and Password for the Diocesan Data
Hub, then press the "Login" button.

If you've forgotten your login credentisls, but have a valid email
address attached to your account, you may click the small question
mark button to have a password-recovery link emailed to you.

When you are logged in, your name will be
displayed in the upper right You can edit your
own contact information and login credentials
via the little pencil button.

The first thing & parish or school user will normally do is
click the "Organization" button to select the specific
parish or schoal whose data they wish to manipulate.
Most diocesan users however will typically leave this
pointing to the "Diocese of Madison” as & whale,







To work with Email Lists:

(Note that each user has permission to a personalized set of Hub functions. The “l want to work with” menu at
the top of the Hub screen will contain different actions depending on your particular permissions on the particular
organization showing next to the “Organization” button. Only select diocesan staff have access to this particular
“Email Lists” function.)

madi
File Edit View Favorites Iools Help
ez [ Adapting To The Ink—Ti... |EE| Understanding Style Prece... [£] S5 Selectors Reference [El| Anna & T.J's Wedding Gu.. [ FB [@ craigsfist || Netfin W/ Wiki

Clergy
Confirmation Celebrations

Looptoote ob o)

Diocesan Appeaals
e

Organizations

4 People
1 Schools Annual Reporting

To work with email lists for various points of contact Seminanians

foro hroughout the di . select this
item from the "Diocese of Madison" action menu.
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Depending on which orgafegtion type is selected in the top-left dropdown

The set of primary contact roles™gfined for that type of organization will be presented, each with a
checkbox next to it. (Herewe see the set of primary contact roles for parishes.)

After checking the desired boxes, click the green arrow to fetch those contacts

[
[l
|m
|m
O
&
(]
[l
(]
[
|m
=
fm]
H;
1A
|
|m




Madison Data In... %

@ Diocese of

File Edit View Favorites Tools Help
B
__Ownzation_|Digcese of Mz Twant to work wits | Ensi Lits |
Select Email Addresses L
Selecttsem| Pares  ~Iwihzesponstiyee | B - n
- These 72 email addresses match the specified criteria
— Last First | ' Email | Roles
fest ragpansble for hisparish /| Arinze Very Rev Pl Ugo  Panl Arinzb@straphael org _ Pastonal_BelotOurLady of Assumption Parish
e D = 7 1 Here you see the results when anly the "Priept responsible for this parish” checkbox is set. !,wmrm
" | Auer g - - 1, Corp isti Parish
Ll & | Bakke In the "Roles” column you can see the rkason why this person is Pastoral  Monroe, Saint Clare of Assisi Panish
O I Baxter present in the list. Noie that a person mpy be in the list because
= = they fulfill one or more selected roles on ¢ne or mare o i e it
LB # | Blewett, SIS (Father Bowens is currently pastor of fhese three parishes ) mﬁl- ary, Sait rbest Parisk
L . . - L B
0 # | Bowens Rev. Lorin Lorin Bowepns@straphael org Pastoral  Lime Ridge, Saint Boniface Parish
L] Ha # | Briones Césped. SIS | Rev. Osvaldo iones(@s _org Pastoral N ie, Holy Cross Panish
] # | Budnar Rev. Randy Randy Budslar @straphacl org Pastorsl _ Stoughton, Seint Ane Parish
Ll # | Burke Rev. Mgy, ittt o . l? Saint Maria Goretti Parish
) i Finally, click the clipboard icon to copy all the listed email “orest, Saint Olaf Parish.
| & | Buz Rev. Rober| 5ddresses (sppropristely delimited by semicolons, all ready to bt Bristol, Saint Joseph Pasish
L 1P 7 ) .| 'psste’ into the BCC field of an email message in Outiook or  fntello, Saint John the Baptist Parish
O Carrano Rev. David some other email client program) to the Windows clipboard.  Pstfield Good Shepherd Pasish
0 # | Comel Rev. Willar TN COMET g : "THiton, Saint Stephen Pasish
O # | Comors Rev. Msgr. Terrence | Terrence Connors(@straphacl org Pastoral  Sun Prairie, Saint Albert the Great Parish
: v | ) - ) . Pastoral  Jefferson, Saint Francis of Assisi Parish
i & | Coyle Rev. Thomas Thomas Coyle@siraphacl org Pastoral  Sullivan, Sant Mary Help of Christians Parish
; 5 , = = e g Pastoral  Poynette, Saint Thomas the Apostle Parish
g # | Dischler Rev. Raymon Dischler@straphael.org Pastoral Rio, Saint Joseph Parish
= e o s Pastoral  Evansville, Saint Paul Parish
5 4 ) Dooley Rev. Kevin Kevin Dooley@straphael org. Pastoral  Footville, Saint Augustine Panish _
® 100%

When you are notified of changes to & person's contact information, you can update the
system's data from this screen (as well as from some other, more powerful screens) by clicking
the little pencil button next to that person's name. (Here we've clicked on Father Butz )

[/
Change contact information as appropriste and click the "Save" button.

For assistance, feel free to contact these diocesan staff:

Rebecca Fischer
Anna Delaney
Marie Lins

Eric Schiedermayer

608-821-3015
608-821-3149
608-821-3160
608-821-3168




