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i Save time and ensure consistent messaging by using mail merge templates
populated with data from your online database for personalized letters, memos,
contracts and more.

& Build a complete interaction log across all touchpoints by keeping an email
history for each contact that can be easy referenced across the organization.

b Further leverage the power of the online Library as a centralized web-based
repository for materials commonly attached to customer emails, including
marketing collateral, price sheets, presentations and customer references.

contact.

Sending Email

To send an email to a contact, click on the Send Email icon = o the right of the contact name on the Profile or Sales Update screen (See Figure 1). In the
Send Email window, add a Subject line for the email (required) as well as any additional recipients on the Ce and Bece lines (optional). If the contact does not
have an email entered, you will also need to fill in the To line with the intended recipient’s email address. Enter the body of your email in the Message box (See

Contacts
Contact Title Phone Email
PhA Sarah Stone WP, Info Systems 716-555-1238 s.stone@abcwidgets. com 8= [Z
Eob Dunn IT Manager 716-255-4321 b.dunni@abcwidgets. com 8= &
¥ Ellen Palmer Admin Asst. 7 16-555-1200 e.palmerfabowidgets. com = [

Figure 1: Contacts with Send Email Icons on Sales Update and Profile Screens



Figure 2). At any time, you can return to the Profile or Sales Update screen by clicking on the orange Go Back tab or the Cancel button.

Note on access privileges: Your individual user security permissions control access to the Send Email function; if you do not see the Send Email icon displayed,

you do not have access to this feature turned on.
For questions about your access privileges, please
contact your company Administrator.

Including file attachments

To include a file from the online Library or your
local computer, click on the orange Add button in
the Attachments section of the Send Email
screen. In the File Location drop-down box, click
on either My Computer or a Library folder.
Note that you must have Library access privileges
to see and attach documents from the Library.

If you choose My Computer, click the Browse
button and locate the document you wish to attach
from your local computer or network. Then click
Upload to add it to the list of attachments. Be
sure to wait until the system confirms that the file
has been uploaded until proceeding (a red
message saying “File uploaded successfully” will
appear at the top of the window). Note that for
larger documents, the upload process may take
several minutes. Repeat for any additional
attachments. Click Done when you are finished.

If you choose a Library folder, the contents of

that folder will be displayed. Click on the Attach
hyperlink to the right of the document you wish to
attach and then click Done when you are finished.

If you wish to remove an attachment, click on the
Delete hyperlink to the right of the attachment
name in the Add Attachments pop-up window. If
you add any attachments and then close the
attachment pop-up instead of clicking on Done,
when you return to the Send Email window, click
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Fields marked with an asterisk are required

*To IS.StDne@abC\-\ridgets.com

From Carolyn Evans <cevans@acmeincorporated. coms

Cc I Insert multiple email addresses separated by commas

Bce Ibsmith@acmeincorporated.com

==Sl.ll:ljl?l::t IFD”DW‘UFI (max 255 characters)

Message [pear saran, =]

It was a pleasure speaking with you today. A4s discussed, I have attached
some information asbout our services and pricing schdule. Pleas let me
know if wvou have any gquestions. I will follow-up again with you on Friday.

KEind regards, LI
[rax length 5 000 characters]
ION :

Attachments | File Size
¥¥Z_Products PDF 4 KB delete
®¥Z_Price_List.doc 18 KB delete

Merge Documents Merge Document Size

¥ Log in contact recard
¥ Include signature (fram User Settings)

Send | Cancell

Figure 2: Send Email Window



Add Merge Document

MWerge successiul

File Location: |AEIC Widgets Mail Merge Templates j

File Size Format

intro_letter_mailmerge. doc 24 KB IMichSDﬂWDrd vl fmerge
MDA doc 24 KB IMichSDﬂWDrd 'I merge
service_contract_2004.doc 24 KB IMichSDﬂWDrd 'I merge
thankyou.doc 24 KB Im merge

Merged Files

thankyou.DOC 24 KB delete | preview
service_contract_2004.PDF 24 KB delete | preview

Done |

Figure 3: Add Merge Document Pop-Up Window

on the orange Refresh button in the Attachments
section to update the list of files attached to the email
message.

Including mail merge documents

Note on access privileges: Only those users with
Library access will see the Merge Documents section
displayed.

To attach a mail merge document to the email, start by
clicking on the orange Add button in the Merge
Documents section of the Send Email screen. In the
File Location drop-down box in the Add Merge
Document pop-up window (See Figure 3), click on
the Template folder you wish to view; a list of
available templates located in that folder will be
displayed.

In the Format drop-down box, choose the format for
the merged document (either Microsoft Word or PDF).
Then click the Merge hyperlink to the right. Wait until
the system confirms that the merged document has
been attached until proceeding (a red message saying
“Merge successful.” will appear at the top of the

window). Note that for larger documents, the upload process may take several minutes. Repeat for any additional merge documents. Click Done.

If you wish to remove a merged document, click on the Delete hyperlink to the right of the merged document name in the Add Merge Documents pop-up
window. Ifyou add any merge documents and then close the pop-up window instead of clicking on Done, when you return to the Send Email window, click on

the orange Refresh button to update the list of merge documents attached to the email message.

Previewing and saving mail merge documents

To save the mail merge document in addition to (or instead of) attaching it to a mail message, click the Preview hyperlink to the right of the document you have
merged in the Add Merge Document pop-up and then save it to your local computer or network. You may want to use this feature when you wish to:

o make additional changes or personalize the merged document before sending it (in this case you can save the merged document to your local
system, make the necessary changes and then attach it as a file to the email as described above);

e fax or mail merged documents to a contact (instead of emailing them); or
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e create a merge document with a certain contact’s information but then email (or otherwise send) the document to someone other than the

contact themselves.

For detailed information on creating mail merge templates, please contact your company Administrator.

Logging email and including your email signature

If you wish to record a log of the email message (including any file or mail merge documents attached) in the Email History for the contact, check the “Log in
contact record” checkbox. To include your Email Signature at the bottom of your message, check the “Include signature (from User Settings)” checkbox.

To add or change the email signature in
your user profile, click on User
Settings at the top of any page, enter
the desired text in the Email Signature
box and then click Submit.

Email Histony Bl Subject

Fi2G2004 2:51 P Updated contract

FIZE2004 2:41 P Follovwup Wiew | Delete

Figure 4: Email History Section on Contact Detail Screen

Viewing and deleting email history

To: s stone@abowidgets.com
From: Carolyn Evans <cevans@acmeincorporated.corm:
Cc: b.smith@abcwidgets.com
Bee:  tjones@acmeincorporated com
Subject: Documents you requested
Message: Sarah and Bob,

As discussed, here is the fall catalog and a copy of the LOU.
Cheers,

Carolyn Evans

Account Manager

Acme Incorporated

T: (212) 555-1212

E: cevansi@acmeincorporated. com
W wanewe acrmeincorporated. com

Attachments Acme Fall_Catalog PDF

Merge Documents |QU.DOC
Figure 5: Message Detail View of Email History Entry for a Contact
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Acme Incorporated -- your online source for buying MORE supplies for LESS!

When you compose the email, if you choose to log the email in the
contact record, an Email History icon 24 will appear to the left of
the contact name on the Profile and Sales Update screen (See
Figure 1 on page 1).

To view the contact’s Email History, click on the contact name and
scroll down to the Email History section at the bottom of the contact
detail pop-up window (See Figure 4). To review the contents of an
email, click on the View hyperlink to the right of the message to
open a detail window that contains the recipients, message body and
any file attachments or merged documents that were included (See
Figure 5). To remove the contents of an email from a contact’s
Email History, click on the Delete hyperlink on the contact detail or
the Delete button in the message detail.

Note on access privileges: Only those users with Delete Email
privileges will see the Delete hyperlink displayed in the contact’s
Email History and the Delete button in the message detail.

Wiew | Delete



