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The MX-Contact Support Module Tutorial

The MX-Contact Marketing Module Tutorial - Introduction
The Marketing Module consists of the following Items:
1. Events

Tutorial Exercises - Events

2. Campaigns

Tutorial Exercises — Campaigns

Please note the exercises are designed to be done in sequence, as exercises in the later sections
depend on data that is added earlier in the tutorial. Also, these exercises assume that you have at least
completed the exercises in section 2 of the Base System tutorial, namely Database Exercises. References
are made in this tutorial to the Companies and Contacts that are added as part of those exercises.

Note that for any e-mail exercises, please set Outlook's Mail Format (under Tools, Options) to Rich
Text, and do not set Microsoft Word as your E-Mail Editor.
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The MX-Contact Tutorial

Events/Campaigns

2 Tutorial Exercises - Events
The Events Folder stores details of the Events that your company organises. This folder is for keeping
details of not only major Events but also Costs attached to each Event.
In this section you will do the following exercises:
1. Adding a Event
Error! Reference source not found.
2. Adding an Event with Costs
Adding an Event with Costs: Exercise
3. Linking Contacts to an Event
Adding an Event with Costs: Exercise
4. Adding Travel and Accommodation Requirements
Adding an Event with Costs: Exercise
5. Adding a Task to an Event
Adding an Event with Costs: Exercise
6. Adding a Tasks Template
Adding an Event with Costs: Exercise
7. Using a Tasks Template with an Event
Adding an Event with Costs: Exercise
8. Using Direct Mail for an Event
Adding an Event with Costs: Exercise
Once you have done these exercises you are ready to learn about adding Campaigns.
Tutorial Exercises — Campaigns
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 2
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The MX-Contact Tutorial Events/Campaigns

2.1 Adding an Event: Exercise

Complete the following information:

Event Name: Company Golf Day
Event Type: Golf Day

Function Type: Internal Event

Status: Open

Venue: Beecroft Country Club
Start Date: 1 month from today
Start Time: 07:00

Show me the Solution (Adding an Event: Solution)
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The MX-Contact Tutorial

Events/Campaigns

2.2 Adding an Event: Solution

Add a Company Golf Day.

Complete the following information:

Event Name:

Company Golf Day

Event Type:

Golf Day

Function Type:

Internal Event

Status: Open

Venue: Beecroft Country Club
Start Date: 1 month from today
Start Time: 07:00

Basic Steps:

1. Click on the Events Folder. Click the New Item (Event) button on the MX-Contact Toolbar:

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial Events/Campaigns

8] outlook: /fMX-Contact SQL 6.03.12/MX -Contact/Events -

! Fle Edit Yew Go Tools  Actions  Mi-Contact  Help
Padmew - | |._®$}Fi.nd [ (G Type acontact ko find = | @!

: !

; @ | shorteuts = s_'INew em| Sf | 2} 84 B 9 o A | Rece

Folder List Events outlook:IIMX-Cq

All Folders
=1 Sent Ttems ~ B g ﬁi
[ Sync Issues | O |Event Ma E

& Tasks
% 5 Search Folders
= ,,__;? Mi-Conkack 5L 6.03.12
&) Deleted Items
=l [ M¥-Contack
84 Activities
# [ Associations
] calendar
H (85 Campaigns
# (85 Companies
85 Contacts
84 Contracts
|1 Documents
[ E-mail LB
2 SR
84 Groups

2. An Event Form will be displayed:

= Event 1000001 - Event

! File Edit Wiew Insert Farmat  Tools  Actions  Help

idssvesndciose lgh  d S 0|y oy -] - v -

Event o: |Event 1000001 Vene: =] =
Event Mame: | Start Date:

Event Type: | Bl Start Time:

Function Type: | | End Date:

Shatus: | | End Time: %

| =]

Mates | Companies ] Contacts ] Users ] Costs ] Tasks ] Journals ] Docurments ] E-IMail ] Campaigns ]
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The MX-Contact Tutorial Events/Campaigns

3. Click on the Open Folder button attached to the field Venue. The Link Companies screen
will appear. If the venue that you wish to select has not been added to your database, click
on the New Item button. Add the company and click Save and Close. (This procedure must
be followed for Beecroft Country Club as it will not exist on your database at this point).

PE Companies - Microseft Outlook

i Ble Edi Yiew G0 Ioods  Actions  Help

Pacnew = 23 K | FD S - [P0 Find f|IER Tee o corkeck ko find .|Q!

80 @eack G A (5] (2] | 5 55 G 8] | vo-corea -I'jﬁhi,!

£ 52 iwinion o [recen: ] )

£ Lk ond Clse | ik i) B

| Look For: = Spachon T ampanies Find Mo Clecr

[ | Compary Busimass Phone Busirmss Fax Induskey Comparty Type Campany Stakus | Turmoves Employess

4.  When the company appears on the Link Companies list, select it and click on Link and
Close.

5.  Complete the Event information by recording all the relevant information. Click Save and
Close.

Take me to the previous Exercise (Error! Reference source not found.)

Take me to the next Exercise (Adding an Event with Costs: Exercise)
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The MX-Contact Tutorial

Events/Campaigns

2.3 Adding an Event with Costs: Exercise

Add the following event with costs.

Event Name:

New Product Launch Function

Event Type:

Product Launch

Function Type:

External Event

Status: Open

Venue: Hilton Hotel - Sydney

Start Date: 2 months from today

End Date: 2 months + | day from today
Start Time: 09:00

End Time: 17:00

Cost Description:

Product Brochures

Cost Type: Brochures
Status: Open
Supplier: ABC Printing

Cost Centre:

Cost Centre 1

Currency: $
Budgeted Cost: 5,000.00
Deposit: 500.00

Show me the Solution (Adding an Event with Costs: Solution)
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The MX-Contact Tutorial

Events/Campaigns

2.4 Adding an Event with Costs: Solution

Add the following event with costs.

Event Name:

New Product Launch Function

Event Type:

Product Launch

Function Type:

External Event

Status: Open

Venue: Hilton Hotel - Sydney

Start Date: 2 months from today

End Date: 2 months + | day from today
Start Time: 09:00

End Time: 17:00

Cost Description:

Product Brochures

Cost Type: Brochures
Status: Open
Supplier: ABC Printing

Cost Centre:

Cost Centre 1

Currency: $
Budgeted Cost: 5,000.00
Deposit: 500.00
Basic Steps:

1. Click on the Events Folder. Click the New Item (Event) button on the MX-Contact Toolbar:

© ExchangeWise (Pty) Ltd

www.exchangewise.com

Page 8

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Marketing.doc



The MX-Contact Tutorial Events/Campaigns

Events - Microsoft Outlook

P Fle Edit Wew G0 Tools  AcHons  ME-Conkack  Help
e ) g 03 X e e G | FoRna] @ e o ot
pS | @Back IS ] 9 | B8 6g AR o) | M-Cantact
i B8 | shoetcuts = Jod Newltem [ | 34 8 T 3 o A | Recent

[ Folder List | Look for:

Al Folders

=l _J Assoclabons
T Calendar

&l &= Campaigns

£ A Companies

A
—|| [7|Exen:

2. An Event Form will be displayed:

[ Event 1000001 - Event

EEiIe Edit Wiew Imsert Format  Tools  Acktions Help

Fdsvesndcose | I U Y oG- -+ -1

o
Event Ho: [Event 1000001 wenue: =] =
Evert Name: | Start Date:
BB | o] StartTime:
Function Type: | <] EndDate:
Status: | ~| End Time: %
| =

Notes | Companies ] Conkacks ] Users ] Cosks ] Tasks ] Journals ] Documents ] E-Mail ] Campaigns

3. Click on the Open Folder button attached to the field Venue. The Link Companies screen
will appear. If the venue that you wish to select has not been added to your database, click
on the New Item button. Add the company and click Save and Close. (This procedure must
be followed for Hilton Hotel Sydney as it will not exist on your database at this point).

FE Companies - Microsoft Outlook

I Bl Edi Miew & Ioos  Adtons  Help

Padinew -l A3 % | e 5 B - B0 Fnd || (5] T o covkect o find .|@!
20 @eack & | (A H (] | B B3 o ] | M-contat '|3§3‘i!

ia.ﬂll\lewllem Iﬂagant - I-?'L”uj”@!
i Link and Close ||Jnk1tu'mf:)l

| Lock: for: = Lewchin T Lompanes Find Mo Cleze
[ | Compary Businass Phone Busirass Fax Irdustry iZomparty Type Camrpany Status | Turmoves Emplovess
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The MX-Contact Tutorial Events/Campaigns

4.  When the company appears on the Link Companies list, select it and click on Link and
Close.

5. Complete the Event information by recording all the relevant information.

6. Click on the Costs Tab and then on the New Event Cost button.

£ Hle Ede Wew Insert Tocls  fcbons  Help

§save andciose kY | | | ¥ 1 6y B e e s o - MRContact -l

Mew Evert Cost | [+ Cpen Evert: Cost Delebs * | 5 Link Events Costs | 7]
(] 3

General | .nu:nk‘%a“' reazton | Mal Mer g
hew Event Cost | :

Event hame: [alf Da Skark Dste: fZHammems  ~|
Evant Type: [Gelf T | Shark Tz [ cra0co0 a4
Furchion Tro=:[Internal Evant =l End Dote: L5 s0az005 — v]
Status: |D|:|en ﬂ End Time: i} |
Type: I |

Werue: |Bm\-_,& Counbry Club ﬂ |E|

Kates ]Con’uani:s ]Conta:ts I Uscrsl Costs |l\pp\:\inhn=nt5 ] Tashs ]Jaumols | Dcu.umnls] E-Mai ]Colruaims ]
[ |Ewani Cask Ouvency Budget Cost | Total Cast  Armounk Dus

Thers are no Eems b2 chow In this view,

7. An Event Cost screen will appear:
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Events/Campaigns

5]

! Fle

- Event Cost

Edit  Wiew

Insert  Tools Actions  Help

: il save snd Cose I8 | B¢ D 3 5 -] &

'!

59(=]ES

Event:

Cost Description:

Supplier:
Supplier Conkact:
Inkernal Contact:

Cost Centre:

Cost Details
CUrrency:
Budgeted Cost:
Actual Cost:
Deposit:

Additional Payment:
Amount Paid:

Outstanding Balance:

|Event 1000002

| 2|
| Ed
| =
| =]
E

[ oo

l_ ,ﬁ Deposit Due Date
T om =
[ o

’_ ’W OB Due Date
[ e [ =

Cost Type!

Skatus:

Order Date:
P/O Mumber:

Invoice Number:

Cancellation Details
Cancellation Date:

Cancellation Fee:

R

=
=l
]
=l
T ow
[ [ oo

8. Enter all the relevant information.

9. Click on the Open Folder button attached to the field Supplier. The Link Companies screen
will appear. If the company that you wish to select has not been added to your database,
click on the New Item button. Add the company and click Save and Close. (This procedure
must be followed for ABC Printing as it will not exist on your database at this point).

10.

Take me back to the Exercise (Adding an Event with Costs: Exercise)

Take me to the next Exercise (Linking Contacts to an Event: Exercise)

Add all the relevant information and click Save and Close.
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The MX-Contact Tutorial

Events/Campaigns

2.5 Linking Contacts to an Event: Exercise

Link the following delegates to the New Product Launch.

Event Name: New Product Launch Function
Delegate: Barney Anderson

Delegate: Jim Bothwell

Delegate: Johnny Walker

Show me the Solution (Linking Contacts to an Event: Solution)

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

Events/Campaigns

2.6 Linking Contacts to an Event: Solution

Link the following delegates to the New Product Launch.

Event Name: New Product Launch Function
Delegate: Barney Anderson

Delegate: Jim Bothwell

Delegate: Johnny Walker

Basic Steps:

1. Click on the Events folder and select the New Product Launch Event.

FE Event 1000002

i Fle Edit

Insert  Tools  Actions  Help

Elggaveandclose%|(j|(j|v 0‘j@v| > - ;v!

Mews Conkack Mew Association Open Contack Open Associakion t@ Delete » |[23 Link Contacts || View Associations [Z
=" =]

DX

General | Mail Merge

Link Contacts

Event Ma:
Event Name:
Event Type:
Function Type:
Status:

Type:

|Event 1000002 Wenue:
|New Product Launch Function Start Date:
|Pr0duct Launch ﬂ Start Time:
|External Event | End Diate:

|Open j End Time:

| =

|Hilton Hotel - Sydney
#i5/09/2005

90000 AN =

» B /0972005

=1 &

Motes ] Companies  “ontacts ]Users ] Cosks ] Tasks ] Journals ] Documents ] E-Mail ] Campaigns ]
)

|E =l [Mx-Cantact ﬂl
O | % |Full Name File As Company E-mail Business Phone Business Fax Home Phone
« 2
0 Items SQL View Yersion: 6.3.49

Click on the Contacts Tab and then on the Link Contacts button.
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osoft Outlook

PFle Edit Miew Gn Took  Actions  Help Type & gestion for Felp |7
e o5 (9 X | e 80 8 - EDAnd ] e coreort o frd o i@ [

P25 @sack @ | A [ 31,9 | 8 5 0 ) | mecontan o=

] (snew tom | Regent =)= cn) E

 Lirk ard Clos | Link Item(s) !

Look Far: * searchin » Contacts FndmMow ez Cptons = X

Comnpany Eusness Phore Buiness Fax Home Phone Mobie Phan

‘8 Barney Arderson
o] Gilian Meyer weyer, Gilisn
;) Jack Daniels Di=niels, Jack
“A T Bobrweell |,

A Jahnry Walke Wakar, ]
] Tom Watzon watsan, Tom

Arderson, Barney

< | [
6 Teemns I

3. Hold the Ctrl button and select all the relevant Contacts. Click on Link and Close.
These contacts will now appear on the contacts tab for this event.

[ Neowr Product Launch - Event

S Hl Ede wew Insert Iools  pebons  Hel

il sae and ciose &Y | S| | ® B0 E0 e e ¢ o o MRRConbact -l

£ ) Mew Conkact e Association n Corcact | [ Cpen Associzbon Delstz = | =5 Link contacts | Wew Assaciations | (7]
FARALT w [ oe= [ Op=n sssng o S L

General | duoTaderestion | MalMerge |

Event Nams: [z Produzt Laun Sbatt Dbt

Event Type: [Prodoct Loureh =l STerl T

Furchion Tro=: [Excarnal Even: =l End Dote:

Status: |0p9n ﬂ End Time; ,W
Tupe: | hd |

Vorue: [ ittar Hotel Sydney ==

Motes | Companies  Contacts |Uscrs | Costs | Appsintments | Tasks | Joumats | Documents | E-Mai | Campaions |

[ |Full Mame Fle nc Campany E-mail Buzness Phone
%] Barney Anderson Anderson, Barmey
FE] Jim Bt Bozfwel, Jm
] Jahnry Waker waker, Johrny
£ ¥
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4. Click Save and Close.

Take me back to the Exercise (Linking Contacts to an Event: Exercise)

Take me to the next Exercise (Adding Travel and Accommodation Requirements: Exercise)
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Events/Campaigns

2.7 Adding Travel and Accommodation Requirements: Exercise

Barney Anderson has asked you to organise travel and accommodation for him for the Product

Launch. Enter the following details:

Event Name: New Product Launch Function

Delegate: Barney Anderson

Mode of Transport: Air

Arrival Date: 2 months -1 day from today

Departure Date: 2 months + 1 day from today

Accommodation Hilton Hotel Sydney

Venue:

Arrival Date: 2 months -1 day from today
Departure Date: 2 months + 1 day from today
Payment Method: Credit Card

Card Type: Visa

Card Number: 22251114 6669 2121

Expiry Date: 04/09

Show me the Solution (Adding Travel and Accommodation Requirements: Solution)

© ExchangeWise (Pty) Ltd www.exchangewise.com
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2.8 Adding Travel and Accommodation Requirements: Solution

Barney Anderson has asked you to organise travel and accommodation for him for the Product
Launch. Enter the following details:

Event Name: New Product Launch Function

Delegate: Barney Anderson

Mode of Transport: Air

Arrival Date: 2 months -1 day from today

Departure Date: 2 months + 1 day from today

Accommodation Hilton Hotel Sydney

Venue:

Arrival Date: 2 months -1 day from today
Departure Date: 2 months + 1 day from today
Payment Method: Credit Card

Card Type: Visa

Card Number: 2225 1114 6669 2121

Expiry Date: 04/09

Basic Steps:

1. Click on the Events folder and select the New Product Launch Event.
2. Click on the Contacts Tab and then select Barney Anderson.

3. Click on the Open Association button and then on the Travel & Accommodation Tab.

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 17
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¥ Event 1000002 / Barney Anderson |Z||E|fg|
I Fle Edit  Wew Insert Tools  Actions  Help

:Hgaveandclose%|.j|.j|v o 80 .| - ;.!

General Travel & Accommodation | Payment Details

Event: |Event 100000z Cortact: Barney Anderson

Travel Arrangements:

Mode of Transport: | j Transport Details
Arrival Date: Date: |N°“E |N0ne
Departure Date: Travel Code: | |

Zar Hire:

Departure Time:

Hire Caormpary: | ﬂ Artival Time:

COther Details:

Accommodation Details:
Yenue; | ﬂ Dietary Requirements; j

Special Requirements:

Arrival Date:

Departure Date:

Roam Mot |
Room Type: | j
Sharing Wwith: | ﬂ

4. Enter all the relevant details.

5. Click on the Payment Detalils tab.

= Event 1000002 / Barney Anderson

i Fle Edit Wew Insert Tools  Actions  Help

EHgaveandClose%|.j|.j|? \ry‘_‘l@v| - ?v!

General Travel & Accommodation | Payment Details |

Event: |E\-'ent 1000002 Cankact: |Barney Anderson
Fayment Method: |Credit Card ﬂ CUrFency: -

Card Type: |\-'IS.C\ ﬂ Amount Due: 0.00

Number |2225 1114 8660 2121 Amaunt Paid: 0.00

EBalance: 0.00

Expiry Date:

6. Enter the following detalils:
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The MX-Contact Tutorial Events/Campaigns

Payment Method: XJRT500 New Product Launch
Card Type: Barney Anderson

Card Number: 22251114 6669 2121

Expiry Date: 04/07

7. Click Save and Close.

Take me back to the Exercise (Adding Travel and Accommodation Requirements: Exercise)

Take me to the next Exercise (Adding Tasks to an Event: Exercise)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 19
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2.9 Adding Tasks to an Event: Exercise

Add a task to remind you to send the airline tickets to Barney Anderson.

Event Name: New Product Launch Function
Contact: Barney Anderson
Subject: Send Airline tickets to Barney Anderson
Due Date: 1 month + 2 weeks from today
Reminder: Day before due date

. Send airline tickets to Barney Anderson for New
Notes:

Product Launch event.

Show me the Solution (Adding Tasks to an Event: Solution)
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2.10 Adding Tasks to an Event: Solution

Add a task to remind you to send the airline tickets to Barney Anderson.

Event Name: New Product Launch Function

Contact: Barney Anderson

Subject: Send Airline tickets to Barney Anderson

Due Date: 1 month + 2 weeks from today

Reminder: Day before due date

Notes: Send airline tickets to Barney Anderson for New
Product Launch event.

Basic Steps:

1. Click on the Events folder and select the New Product Launch Event.
2. Click on the Tasks Tab and then on the New Item button. A task form will open.

3. Enter the relevant details.

E Untitled - Task M=1E3
I Fle Edit  Wiew Insert Format  Tools  Actions  Help
i saveand Close | & - [ (] | $%Recurrence. .. | 1 Assign Task | g ¥ | X|a-o-|l@|F !
i Status:- + Regarding: » Categar: - | | 3 |ﬁ!
iLinks Event 1000002 » | 5 open | @ Remove | Link - | Recant ~ | Related Items ~ o

Task | Details

Subject: |

Due date: |N0ne v| Skatus; |Not Started v|

Stark date: |N0ne v| Priority: |Normal W | % Complete: 1

[reminder: | | | | Owner: |Jane Thompson |

Contacks. .. ] | | [Categories... ] | | ErivateD
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4. Link Barney Anderson to this task by clicking on the Link button and then on Contacts.

EEX

B Send Airline tickets to Barney Anderson - Task

I Fle Edit Wiew Insert Format  Tools  Actions  Help

i saveand close | 0 o [ () | A¥Recurrence... | g AssianTask | 2 ¥ [ XK | - - v - | @ |j!

EStatus:; - Regarding: » Categary: = | 55' | ﬁ | :ﬁ
i Links Event 1000002 ~ | % open | ¥ Remove |[Link || Recent ~ | Related Tems ~ - |
Task | Detals GemEptzs
| |
nkacks
Subijeck: |Send Airline tickets ko Barney Anderson
Teams [
Due date: Wed 24/08/2005 w| status: |E Lsers z

%o Complete: I

Flreminder: | Tus 23j08/2005 v| [mooam v Owner: | 3ane Thompson

Send airline tickets to Barney Anderson for Mew Product Launch event.

Start date: |N0ﬁ'B Vl Friarity: |N0rmal “

[ Contacks, .. ] | | [Categories...] | | Erivatel]

5. The Contacts list will appear. Select Barney Anderson and click on Link and Close.

6. Click on Save and Close.

Take me back to the Exercise (Adding Tasks to an Event: Exercise)

Take me to the next Exercise (Adding a Task Template: Exercise)
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2.11 Adding a Task Template: Exercise
Add the following Task Template.

Template Name:

Function Template

Folder: Events
Task Description: Book Venue
Number of Days: 0

Calculate Days from: |Start Date
Preceding Task: None

Task Description:

Book Catering

Number of Days:

Calculate Days from:

Preceding Task

Preceding Task:

Book Venue

Show me the Solution (Adding a Task Template: Solution)
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2.12 Adding a Task Template: Solution
Add the following Task Template.

Template Name:

Function Template

Folder: Events
Task Description: Book Venue
Number of Days: 0

Calculate Days from: |Start Date
Preceding Task: None

Task Description:

Book Catering

Number of Days:

Calculate Days from:

Preceding Task

Preceding Task:

Book Venue

Basic Steps:

1. Click on the System folder and select the Task Template sub-folder.
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Folder List |

All Foldess

| Reports o

=1 [ Syebem

| &ttnbutes
[ Custom Fields
[ Fidd Charges
[ Field Mappings
| | Folzars

H [ Farms
[ Parameters
[ PickLir<
|8 Praducts
|| Papott Defnitions
[ Sakes Mlan Templokzs
[ Schema
[ Survey Templates
| 2 LoD
.

b= Teams

[ Terplates
|85 Terrtaries
|85 Users

H [ Ukilties

il g P o’

2. Click on the New Item button. A task template form will open.

#® Task 00001 - Task Template

I Fle Edit ‘Wew Insert Toos Actions  Help

i saveandcise | Bl 4] @ ? @
Task Template Mo, |Task 00001

Falder: || j
Template Mame: | j
Task Categary: | j
Task Regarding: | j
Task Description:

Mumber of Days: ,70

Calculate Days From: " Start Date " Preceding Task %
Preceding Task: | J

3. Enter the relevant details.
4. Select the Events Folder in order to attach this template to Events.

5. Type in Function Template in the Template Name field. The name only has to be typed
in the first time something is added to this template. The next time something is added
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to this template, you will be able to select the template name from the drop down list
attached to this field.

6. One Task Description is added at a time. When the first one has been added, click on
Save and Close.

7. Click on the New Item button in the Tasks Template sub-folder to start adding the
second task description to the template.

8. Repeat the process until all the task descriptions have been added to a particular task
template.

Take me back to the Exercise (Adding a Task Template: Exercise)

Take me to the next Exercise (Using a Task Template with an Event: Exercise)
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2.13 Using a Task Template with an Event: Exercise

Use the following Task Template.

Event:

Product Launch Function

Template Name:

Function Template

Show me the Solution (Using a Task Template with an Event: Solution)
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2.14 Using a Task Template with an Event: Solution
Add the following Task Template.

Event: Product Launch Function
Template Name: Function Template
Basic Steps:

1. Click on the Events folder and select the New Product Launch Event.

2. Click on the Tasks Tab and then on the Auto Task Creation tab.

[ Neowr Product Launch - Event

S Hle EdE Wew Insert Ipols  pctons  Help

i lllsae andciose &Y | S| F w0 60 G e ¢ o« MR-Contact -l

i Mew Task | [ open Task | o pelete~ | od unk Tasks | [7] !
Eener al Ao Task Trestion I} Mal Mer g
B M Product Launch
Task Terplae: j
Category: j Please select i you wish bo create tasks For a certain category opbion
Regarding: j Flease select i you wish ko create tasks For a certain regar dng option
Task Start Dske: ] Flease sekct Fyod are creating ssquericial tasks,

Tris date wil be the the date of the Lot sequential task that & to be created

Fenerate Chid thiz bucton ko autamaticaly gensrsts wour st of tacks

Mowva Tashs Forward | Click: this buitton bo move Ehe debes of incomplete basks Forvward by = cortain rumber of days

3. Select Function Template in the task Template field.

4. Select a Task Start Date.

5. Click on the Generate button. A task will be generated for each task description in that
particular Task Template.

6. If the first task is delayed for any reason, you can use the Move Task Forward button to
move all tasks generated from this template forward by a specified number of days.
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B MX-Contact Tosk Date Re-allocation

Plzase enter the nunber of davs bo move vour
tasdes fonaard b
Cancel |

7. Enter the number of days and click on OK.

8. Click on the General tab. The tasks that have been automatically created will be visible
on the Tasks Tab for this Event.

9. Click Save and Close.

Take me back to the Exercise (Using a Task Template with an Event: Exercise)

Take me to the next Exercise (Using Direct Mail for Events: Exercise)
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2.15 Using Direct Mail for Events: Exercise

Send an invitation to all the golfers inviting them to the Company Golf Day.

Event Name:

Company Golf Day

Group:

MX-Golfers

Report Name:

Event Report with Related Contacts for Export

File Format:

Excel 8.0 Tabular (30)

File Path/ Name:

C:\Program Files\MXContact\Event Contacts.xls

Template Name:

MXContact_MailMerge_Events_Excel_Data.dot

Show me the Solution (Using Direct Mail for Events: Solution)
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2.16 Using Direct Mail for Events: Solution

Send an invitation to all the golfers inviting them to the Company Golf Day.

Event Name:

Company Golf Day

Group:

MX-Golfers

Report Name:

Event Report with Related Contacts for Export

File Format:

Excel 8.0 Tabular (30)

File Path/ Name:

C:\Program Files\MXContact\Event Contacts.xls

Template Name:

MXContact_MailMerge_Events_Excel_Data.dot

Basic Steps:

1. In order to complete the following exercise, you will need to open the contact records
for Barney Anderson, Jim Bothwell and Johnny Walker and mark Golf as an interest on
each of their profiles tabs.

2. Click on the Events folder and select the Golf Day Event.

3. Select the Contacts tab and click on the Link Contacts button.

4. Select the MX-Golfers View from the Current View field.
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™= Microsoft Office Outlook E'E'E'
i Fle Edit Wew Tools Ackions  Help Type aquestion for help
igdMew ~ | S | BoFind | Q@ Typs acontact tofind = | (@) ! i@ Back @R AL =
P @pack @ 59 i

i 84 (8- Mew Itemn | Recent '|L3|J|ég|@!

Contacts - =
Link. and Close Link E ﬁ M¥-Golfers -

p . N Mx-Ey Last Name e
0 | Full Mame E-mail Compary File As Job Title Mi-By mocSsarchkey -
=] Barney Anderson  barneya@premie. .. ‘Premier Foods Anderson, Barney 1T Manager M-Contact
=] 2im Bothwel jbothweelli@haotma. .. Premier Foods Biothwell, Jim Consulkant Mi-Contact Filkers
Me-Contact Group By Company -
G =] Johnny Walker johnny walker@c. .. Compaq Corpaora... Johnny Walker Account Manager |M2-Flagged Contacks

Mx-Target Contacts b

4| 2

SOL Wiew Yersion: 6,3.49

|Done

5. Highlight all the Contacts and click Link and Close. These Contacts will now appear on
the Contacts Tab for this event.

6. Click on the Mail Merge tab.

= Event 1000001

! Fle Edit WVew Insert Tools Actions Help
i |l save and Close Igy | S | S| ¥ 2 @] e - @ .!

Mew Contack Mew Association Open Contact Open Association }Q Delete = o Link Conkacts | Wiew Associations [2
al

General Mail Merge |

Report MNarne: |Event Report with Related Contacks For Export j
File Format: |Excel .0 Tabular {300 j

File Path/hame: |C:'|,Pr0gram Files\MBiZontact|Event Contacks,xls

Template Mame: |MXCDntact_MaiIMerge_Events_ExceI_Data.dot j

Create Mail Merge File

7. Select the Report Name Event Report with Related Contacts for Export.
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8. Select the Excel 8.0 Tabular (30) File Format.
9. Select the Template MXContact MailMerge_Events Excel_Data.dot.

10. Click on the Create Mail Merge File button. When the Select Table screen appears,
click on OK.

Select Table

Marme Description | Modified Created Type
1/14/2006 2:41:07 PM 1/14/2006 2:41:07 PM TAELE

< | >

First row of data contains column headers % [ oK J [ Cancel ]

! File  Edit  Wiew Insert Format  Jools  Table  Window  Help

Type aquestion For help [+ 3¢
S 33 TE 98 B4 vm s, - i -u -z u[ElE=ssEn-v-Af
P | 2 B B msetwordfied- |52 3 2y A K 4t b MG laries By
—_— - -
[c] B R SR RN RN SN KRN ENEE SR SRR ENES A

Merge ka New Dacument [

ole Y CompanyName (Pty) Ltd
y - - T+ 1% Floee, Block €, Lenehil Offics Park, Lonehil Bauleverd, Lonehil
g J”i,),.lfl/ rl“”“" PO Box 114, Lonehill, 2062, South Afica
Tel +27 (11) 485-9567 Fac +27 (11) 485-7304

WAieh: e COMEBMYTEME. oM

IO SO

Cctaber 100, 2002

«CampanyName»

«MailingAddressStreets

«MailingAddressCitys, «MailingAddressStater aMallingAddressPostalCodes
«MailingAddressCountrys

Aftention: «FirstNames «LastNamex»

Dear «FirstMName»

We cordially invite you to attend our annual golf day. This will be held at the Dainfern Country Club on
October. 2209, 2002

The first tee-off time will be 7.00 a.m
It will be a fun-filed event with plenty of prizes for both the best and the waorst golf
5o be sure to join us — please respond as soon as possible if you're interested

Best regards

W20 | T0et 201 B et c Bt T B 1Bt 3ozttt

I
Page 1 Sec 1 1z A 3Zm Lol col REC TRE| EXT VR English (UK | DX

12. The document will be merged with each Contact linked to this event. You can send
these documents straight to the printer or E-mail them by clicking on the Merge to
Printer button or Merge to E-mail button instead of the Merge to Document button.

13. Close the documents.
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Take me back to the Exercise (Using Direct Mail for Events: Exercise)

Take me to the next Exercise (Tutorial Exercises — Campaigns)
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3 Tutorial Exercises — Campaigns
In this section you will do the following exercises:
1. Adding a Campaign

Adding a Campaign: Exercise

2. Adding a Campaign with Costs

Adding Campaign Costs: Exercise

3. Linking Contacts to a Campaign

Linking Contacts to a Campaign: Exercise

4. Using Direct Mail with Campaigns

Using Direct Mail for Campaigns: Exercise

Once you have done these exercises you are ready to learn about adding Surveys to companies and
contacts. (Error! Reference source not found.)
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3.1 Adding a Campaign: Exercise

Add the following Campaign details:

Campaign Name:

HP Pavilion Notebook Promotion

Special Offer and Free Give Away with HP Pavilion

Description: Notebooks
Family: Promotion
Type: E-mail

Product Code: Zv5022AP

Product Description:

HP Pavilion Notebook

Start Date:

1 month from today

End Date:

2 months from today

Launch Date:

2 weeks from today

Show me the Solution (Adding a Campaign: Solution)
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3.2 Adding a Campaign: Solution

Add the following Campaign details:

Campaign Name:

HP Pavilion Notebook Promotion

Description:

Special Offer and Free Give Away with HP Pavilion

Notebooks
Family: Promotion
Type: E-mail
Product Code: Zv5022AP

Product Description:

HP Pavilion Notebook

Start Date:

1 month from today

End Date:

2 months from today

Launch Date:

2 weeks from today

Basic Steps:

1. Click on the Campaigns Folder. Click the New ltem (Campaign) button on the MX-Contact

Toolbar:
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aigns - Microsoft Outlook

E Ele Edit Wew &0 Jook  Actions  ME-Corcad  Help Type = guestion forbelp [w
Ednen + | o (23 X | v 0 S e ) Tros ookt b Frd .@l

i8] @sack @ |5 3] 9 B 0 h ) | mecontact =N |

@q:an Morton ArcEpam [0 15s 1= =pam . hic ic_nok Spam l,iEmpty Thz Spam Folder !

7| Shnrtcuts'd 4 82 B (3 31 58 | Racent < L5 = | B ) e ml

Folder List = Loak For: » SeschinT Canpaigns FrdMow ez Cobons X

Araes Compagns |
:_‘ L1 Seeren Folders - [y Szmpsign Type Produdt Start Date Erd Date Launch Diebe
5 £ Me-Contact 6,00,01
{5 Deleted Ttems ] o) s O
=[] Me-Corkat
A9 Activhes

= [ Associzbons

B
= & Companis
& &4 Contacts
A< Contracts
3 Documents =
. E-mal
= (83 Events
18] Costs
A4 Groups
= & Tndderts
84 Iszues
._!i Jourmals
& &4 Oppevturities
4 Crders
Lt -
| mail
E Calendar

65| contacts

2. An Campaign Form will be displayed:

[® Campaign 1000001 - Campaign
I File Edit ‘Wew Insert Format  Tools  Actions  Help

i saveanddose Y H 1S 0¥ DT S| oo o -

@

General | SURAM Y Mail Merge

Campaign Ma: |Campaign 1000001 Locatian...

Carnpaign Mare:

Product Description:

|
Description: ‘
Family: | ﬂ Start Date:
Type: | ﬂ End Date: %
Product Code/ID: | ﬂ Launch Date:

|

Mokes | Companies ] Contacks ] Users ] Cosks ] Tasks ] Journals ] Documents ] E-Mail ] Cppoartunities ] Events ] Campaigns ]

3. Enter the Campaign details.
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Click on the Open Folder button attached to the Product field. The Product List will appear.

4.  Select the correct product and click on Link and Close.

5. Complete the Campaign information and click Save and Close.

Take me to the previous Exercise (Adding a Campaign: Exercise)

Take me to the next Exercise (Adding Campaign Costs: Exercise)
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3.3 Adding Campaign Costs: Exercise

Add the following event with costs.

Campaign Name:

HP Pavilion Notebook Promotion

Cost Description:

Promotion Brochure for Attachment with E-mail

Cost Type: Advertising
Status: Open
Supplier: ABC Printing

Cost Centre:

Cost Centre 1

Currency: $
Budgeted Cost: 3,000.00
Deposit: 300.00

Show me the Solution (Adding Campaign Costs: Solution)
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3.4 Adding Campaign Costs: Solution

Add the following event with costs.

Campaign Name:

HP Pavilion Notebook Promotion

Cost Description:

Promotion Brochure for Attachment with E-mail

Cost Type: Advertising
Status: Open
Supplier: ABC Printing

Cost Centre:

Cost Centre 1

Currency: $
Budgeted Cost: 3,000.00
Deposit: 300.00
Basic Steps:

1. Click on the Campaigns Folder. Select the HP Pavilion Notebook Promotion.

2. Click on the Costs Tab and then on the New Campaign Costs button.

3. A Campaign Cost screen will appear:
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= - Campaign Cost E'El@l

! File Edt Wiew Insett Tools  Actions  Help

il saveand cClose Igh | & | S | ¥ o i & - e - fv!

Campaign: |Campaign 1000001 Cost Type: | ﬂ
Cost Description: | Skakus: | j
Supplier: | ﬂ Order Date: ||— ﬂ
Supplier Cantack: | ﬂ PO Mumber: |
Internal Contack: | ﬂ Invoice Murmber: |
Cost Centre: | j
Cost Details
Currency: ’—;| Cancellation Details
Budgeted Cost: l_lim Cancellation Date: ﬂ
Taotal Cast: l_ lim Deposit Due Date Cancellation Fee: l_ ,700

Depasit: j 5 ]
Additional Payment:

Arnounk Paid: 0,00 O Due Date
Outstanding Balance: | Fi

[~

4. Enter all the relevant information.

5. Click on the Open Folder button attached to the field Supplier. The Link Companies screen
will appear. Select ABC Printing and click on Link and Close.

6. Add all the relevant information and click Save and Close.

Take me back to the Exercise (Adding Campaign Costs: Exercise)

Take me to the next Exercise (Linking Contacts to a Campaign: Exercise)
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3.5 Linking Contacts to a Campaign: Exercise

Link the following Contacts to the HP Product Promation.

Campaign Name:

HP Pavilion Notebook Promotion

Contact: Barney Anderson
Contact: Gillian Meyer
Contact: Jim Bothwell

Show me the Solution (Linking Contacts to a Campaign: Solution)
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3.6 Linking Contacts to a Campaign: Solution

Link the following Contacts to the HP Product Promotion.

Campaign Name: HP Pavilion Notebook Promotion
Contact: Barney Anderson

Contact: Gillian Meyer

Contact: Jim Bothwell

Basic Steps:

1. Click on the Campaigns folder and select the HP Pavilion Notebook Promotion.

2. Click on the Contacts Tab and then on the Link Contacts button.

= Microsoft Office Dutlook |Z||E|r>__<|

! Fle Edit W¥ew Tools Actions Help
DaMew - | 4| %)Fi_nd | @} Tvpe acontacttofind 7 | (@) ! @eack @4 43D
(@ @ )0 o B

Type a question For help '+

8] (8 New Ttem | Recent -|Lj|ﬂ|dg]|[?}!
Contacts - =
Link and Close Link. E g Phone List -

8 | % Ful rMam

Compary File &s

EBusiness Fax Mobile Phone

Compaq Corpora. .. +1 {750) 382
=] Jane Thompson Exchangewise Pt... Thompson, Jane +61 2 8350 0288
K1 2
3 selected item(s) S0L Yiew Yersion: 6,3.49
Dane Q

3. Hold the Ctrl button and select all the relevant Contacts. Click on Link and Close.
These contacts will now appear on the contacts tab for this Campaign.

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 44

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Marketing.doc



The MX-Contact Tutorial

Events/Campaigns

= 1000001, Campaign

! Fle

Edit

_:Hgaveandclose Blalalr 8 8] e v!

Wiew Insert  Tools  Actions  Help

Mew Contact Mew Association Open Conkack Open Association Delete = | 555 Link Contacks | Yiew Associations | (2
A Del = Link [

General | Summary || Mail Merge |

Campaign Mo: | ampaign 1000001

Lacation...

Campaign Name: |HP Favilion Motebook Promotion

Description: Special Offer and Free Give Away with HP

Pavilion
Farmily: |Pramation | Start Date:
Type: |E-mail | End Date:
Product Code/ID: |zvs0220p =} Launch Date:

Product Description: |HP Pavilion Motebook.

w1 /09/2008

Motes ] Companigs  Contacks IUsers ] Costs ] Tasks ] Journals ] Docurnents ] E-Mail ] Opportunities ] Events ] Campaigns ]

EEE!

[P5-Contact

=l

0| % |Full Name

. Barney Anderson

= Gillian Mever

File As
Anderson, Barney

Business Phone

Company

Premier Foods

Premier Foods

Gillian Mever

| |

gilianm@premier, .. +1 {206} 555-8411

3 Items (0,12 seconds)

4. Click Save and Close.

Take me back to the Exercise (Linking Contacts to a Campaign: Exercise)

Take me to the next Exercise (Using Direct Mail for Campaigns: Exercise)

Business Fax

Home Phone — #

SGL Yiew Version: 6,3,49
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3.7 Using Direct Mail for Campaigns: Exercise

Send an E-mail to all the Contacts linked to this Campaign.

Campaign Name:

HP Pavilion Notebook Promotion

Report Name:

Campaign Report with Related Contacts for Export

File Format:

Excel 8.0 Tabular (30)

File Path/ Name:

C:\Program Files\MXContact\Campaign Contacts.xls

Template Name:

MXContact_MailMerge_Campaigns_Excel_Data.dot

Show me the Solution (Using Direct Mail for Campaigns: Solution)
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3.8 Using Direct Mail for Campaigns: Solution

Send an E-mail to all the Contacts linked to this Campaign.

Campaign Name: HP Pavilion Notebook Promotion
Report Name: Campaign Report with Related Contacts for Export
File Format: Excel 8.0 Tabular (30)
File Path/ Name: C:\Program Files\MXContact\Campaign Contacts.xls
Template Name: MXContact_MailMerge_Campaigns_Excel_Data.dot
Basic Steps:
1. Click on the Campaigns folder and select the HP Pavilion Notebook Promotion.

o g M w N

Click on the Mail Merge tab.

Select the Report Name Campaign Report with Related Contacts for Export.
Select the Excel 8.0 Tabular (30) File Format.

Select the Template MXContact_MailMerge_Campaigns_Excel_Data.dot.

Click on the Create Mail Merge File button. When the Select Table screen appears,
click on OK.

Select Table E

Mame Description | Modified Created Type
1/14/2006 2:54:16 PM 1)14/2006 2:54:16 PM  TABLE

S | >
ik ] [ Cancel

First row of data contains column headers

7.

The Merge Document will appear. Click on the Merge to E-mail button.
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Zf pocument! - Microsoft Word
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L o Merge to E-nal

8. A Merge to E-mail options screen will appear.

Merge to E-mail

Meccage optans
To: Ernal L address w

subject Ine: |HE Paviion Motebook Promotion

Mail Format: (=l ha
Send records

(OF1]

() Current recard

O Eram: | | e

[ o || ol |

9. Select EmaillAddress in the To field. Type in a subject (Campaign Name) and select
HTML in the Mail Format field.

10. The document will be merged with each Contact linked to this Campaign.

11. Close the documents.

Take me back to the Exercise (Using Direct Mail for Campaigns: Exercise)
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