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The MX-Contact Support Module Tutorial

1 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

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 an Event

Error! Reference source not found.

Adding an Event with Costs

Adding an Event with Costs: Exercise

Linking Contacts to an Event

Adding an Event with Costs: Exercise

Adding Travel and Accommodation Requirements

Adding an Event with Costs: Exercise

Adding a Task to an Event

Adding an Event with Costs: Exercise

Adding a Tasks Template

Adding an Event with Costs: Exercise

Using a Tasks Template with an Event

Adding an Event with Costs: Exercise

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



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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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 in MX-Contact Folder list.

Folder List

All Folders

L] All Outlook Ttems

# &= Campai

[# 8= Companies
# 8= Contacts
|85 Cantracts

ans

LA Conwversation:
[ Documents

1114
8- Groups

# &3] Incidents
[8=] Issues
éﬂjnurnals
(&3] Lists

H &3] Opportunitie:

# &= Orders
[8=] Projects

# 8= Registerad Pre
1 Reports {1}

# 3 System i1
Il »

2. 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] New ftem |l New - fat 83 2 (& o8 S | Recent

Folder List fS8 Fvents -
All Folders

i Shortcuts =

enahble Instant Search

HHE @EE @ 8

0 |Ever|t Mo s |Ever|t Marme |Ever|t Tk

Mew em
Button

2] ANl Outlook Ttems

|
ﬁ Calendar

@l @ T e

3. An Event Form will be displayed:

l/b,l (1 I C N A Event NUMO00012 - Event - B2 X
: | Contact | Ingert Format Text @
l ?_ Ep [F'j lIﬂ Eas General] 'Fj E-mail '5.13351 @Picture' 5 g ﬁ'
iy =T ‘ (S Mailverge || B Meeting ¢ B Categorize ~ [ Loy
Save & Print  New New Buginess Speling || Contact
Cloze X Lefter Document~ RoCalw B g ¥ FolowUp~ a\/ - Hotes
Actions MX-Contact Show Communicate Optiong Proofing || Onehlote
Bartli [Evert: nUMODD12 Venue: MIE
Event Mame: I Start Date:
Event Type:! I j Start Time:
Funiction Type: I j End Date:
Status: | j End Tire:
Tipe: I j
Event Form
Mokes ICompanies | Contacts | UJsers | Costs | Tasks | Journals | Documents | E-Mail | Campaigns
i
re
4. Click on the Open Folder button attached to the field Venue.
l/:.,l [ I B RS AR Event MUMO00012 - Event - =X
: | Contact | Inzert Format Text @
1 e @ @‘j ’Iﬂ Eas General] Y E-mal £ [ pictore > (& g ﬁ'
il =| i) ‘ (T Maiterge || & Mesting (@] B categorize - [l Z=h
Save & Print  New New Buginess Speliing || Contact
Close X Letter Document = Roalw | oy ¥ Folowlp & - Notez
Actions WX-Contact Show Communicate Options Proofing || OneNote
Event ho: IE\rent NUMDD0012 Weriue:
Event Name: I Start Date:
Event Type: I j Skart Time:
Function Type; I j End Date: ™ 26/0| OpenFolder Button
""" in Venue Field
Shatus: | | Frid Time: [ rA—
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The MX-Contact Tutorial Events/Campaigns

5.

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).

%3 Microsoft Outlook

: File Edit Miew Toole Actionz Help

iﬁﬂew - @ @ Gl Search addressbooks = | (@) -
i@ ia:-' Q} j N '-d =

i Hew = | Recent nr=As A A =R

Click this nitton to create i
| |

J Cﬂmpanles ) a New company.

| Click hers to enable Inztant Search i

JE X = 9 Llj é’ﬂ % = RRE: B Look Far: Ryl ME-Co

Link and Close

oy Link

il ICumpan':.f

@ Premier Foods

s Technology Intecrator,

Buziness Phone Buziness Fax Imcdustey

(208) B76-5976

Create a ompany.
Select it. Then
Click "Link and
Close’ utton

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

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)

© ExchangeWise (Pty) Ltd
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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.

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

Events/Campaigns

Folder List «
All Folders e
2] All Outlook Ttems -

[ 83 Campaigns
[ 83 Companies
[ 83 Contacts
[85] Contracts
3 Conversation:
[ Documents
(3 E-maj
8- Groups
[ 83 Incidents
[85] Issues
éﬂ]uurnals
[85] Lists
# 83 Opportunities
= @3] Orders
[85] Projects
[ 8= Registered Pre
[ Reports (1}
= [ System ot

A ] b

Click the New Item (Event) button on the MX-Contact Toolbar:

8] New ftem |l New - fat 83 2 (& o8 S | Recent

Folder List fS8 Fvents -

enahble Instant Search

i Shortcuts =

All Folders

Mew em

Button -

All Qutlook It == -
Alan outooktiems EEEIE FEIEIE
. % Ealend.ar 0 |Ever|t Mo |Ever|t Mame: |Ever|t Tyt

An Event Form will be displayed:

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial Events/Campaigns

!.fﬁg\l [ B R Event NUM000012 - Event - B X
Contact Inzert Format Text 'Q)
By v :IE| 8 General] | {5Emal 4 | g=f [EPerer g |E_’|’| i
H—‘ : E v My
gl Sl | "] Mail Merge % Mesting nﬂ B cateqorize - [ GO
Save & Print  Mew Hew ; Buzinezs Speling || Contact
Close X Letter Document~ Realr B g ¥ Foowlpr & - Notes
Actions WMX-Contact Show Communicate Options Proofing || OneNote
Event fo: [Event NUMOOOD12 Venue: | BE:
Event Name: | Skart Date:
Everlt Type: | j Skart Time:
Funickion Type: | j End Date:
Status: | | EndTime:
Type: | j
- Bvent Form 1
Motes ]Companies ] Cankacts ] Users ] Costs ] Tasks ] Journals ] Documents ] E-Mail ] Campaigns
i)
F Y
4. Click on the Open Folder button attached to the field Venue.
.'/E-E-; H9 ® e s s Event NUMO00012 - Event - B X
1 L
Contact Inzert Format Text (7]
&y [LI_'j ’IE‘ 8 General| | 45Emal 53 (=8 |[E]Picturer  (E g |EF’
ITiJ - [l My
G- Sy | "] Mail Merge % Mesting q_ﬂ BY Cateqorize - [0 CO
Save & Print  New New i Buziness Speling || Contact
Close X Letter Document~ lal- B gy ¥ Folowlp- & - Hotes
Actions WX-Contact Show Communicate Options Proofing || OneNote

Brelan |Event NLMOOOD12 Verus: |

Event Mame: | Start Date:

Ewent Type: | j Skart Time:

Funiction Type: | j End Date: Open Folder Button
in Venue Field

Status: [ | Frd Time:

5. 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).
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The MX-Contact Tutorial Events/Campaigns

&3 Microsoft Qutlook

! File Edit Wiew Tools Actionz  Help

[ New ~ Search address books - | @)

FadNew - | B @ ® 5

E@IEECL‘ &) lj ) .,’ﬂ _

s W

3 W New ~ Recent - | 23| = | i | @ ﬁl_i

Click this utton to create
anew company.

LE| Companies -

| Click here to enable Instant Search

R ﬁ X ﬂ ‘\\i L@ ;ﬂﬁ ﬁ [EI @ Look Far: iy\ o ME-Co

o Link and Close
Bl \

E Premigr Foods

Buziness Phone Buziness Fax Inclustry

(206) 876-8975

Create a ompany.
Select it. Then
Click 'Link and
Close’ button

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

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

8. Click on the Costs Tab and then on the New Event Cost button.
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The MX-Contact Tutorial Events/Campaigns

41

D)\ id 9 U« = Event NUMO000013
W e

Contact Inzert Format Text
FER @ fiw _.j 5| General iyE-mail &% [a=]
A Sy (I mail Merge || &g Meeting @] Z
Save & Print Mew MNew ; Bus=ins
Cloze X Letter Document = & Call~ B Carc
Actionzs MX¥-Contact Show Cormmunicate
EWENE e Event NUMOO0O13 Wenue:
Event Mame: |New Product Launch Function Start Date:
Event Type: |F'r|:u:||_||:t Launch j Sleai Uizt
Function Type: |External Event j End Date:
Status: |ope.-. j End Time:
Twpe: | j

Motes ] Companies ] Contacks ] Users

i w B 88 M E ) BN Look For:

[ et Cost Curhe
{ Costs Tab

Budget Cost

MNew (Costs)
Intton

9. An Event Cost screen will appear:

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial

Events/Campaigns

- 8 X

@
[E]eicture - (55 | ABG |t?j
4 ]
& Categorize = [ =
Speling || Contact
¥ Folow Up~ 8, - Notes

Options Proofing || OneNote

|

[

63\ = A - Event Cost

L——"J Contact Insert Format Text
gy save & hew ~ @ ﬁj II'J:L .Sr'ﬂ _9% ;&) i e
% Send = E’;ﬂ!] j # f.ﬂ

Save & Print  New New E-mail Meeting Call Buginess

Close X Deete Letter Document = - Card
Actionz MX-Contact Communicate

Event: [Event NUMOOOL3 Cost Type:

Cost Description: || Stakus:

Supplier: | ﬂ Order Date:

Supplier Conkact; | ﬂ PC Mumber:

Internal Contact: | ﬂ Invoice Mumber:

Cost Centre: | j

Cost Details

CUFrency: - Cancellation Details

Budgeted Cost: |_ 0.00 Cancellakion Date:

dctual Cost: |_ 0.00 Depast Due Date Cancelation Fee:

Deposit: |_ | 0.00 |r j

Additional Paymenk: |_ 0.00

Amaunt P [ 000 ofeDue Date Event Costs

Qutstanding Balance: |_| 0.00 |r j Form

10. Enter all the relevant information.

11. Click on the Open Folder button attached to the field Supplier.

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

-"/EE:'::\‘-. Lg .
2

Contact Inzert Format Text

saesnew - h @ 87, [a3]
ml %szndv e Ej il B2

- Event Cos

41

Save & Print Mew New E-mail Meeting
Close X Delete Letter Document -

Actionz M¥-Contact Communic
Event: |Event NUMODO013 Cost
Cost Description: | Skab
Supplier: | Orde
Supplier Conkack; | Pl
Internal Conkack; | Invo

Cosk Centre: Cost Centre 1

Cost Details 1 Open Folder Button in

Currency: m Supplier Field |

- P —

12. 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).

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

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

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

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 14




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 www.exchangewise.com
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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.

I.f ”\‘l o9 e F Event NUMO000013 - =X
- Contact Inzert Format Text '@)
& @ @ :IE| 8 ceneral| | Emal & (g=d [ElRictrer 5 g |f?’
_ L [
AL : Sl "] Mail Merge Iesting BU Categorize - [ O
0od
Save & Print ~ New New : Buginess Spelling || Contact
Cloze X Letter Document~ Qealr | cag ¥ Folowlpr B - Hotez
Actions MX-Contact Show Communicate Optionz Proofing || OneNote
Event No: [Event NUMOO0013 Venue: IHiton Hotel - Sydney - &

B0 |New Product Launch Funiction| StartDate: [ -
Event Type: [Product Launch o|  StartTime:

S gt |External Event j End Date:

atalus: |0|I'Eﬂ j End Time:

Type: | j

Motes ]Companies ] Contacts ] IJsers ] Costs ] Tasks ] Journals ] Documents ] E-Mail ] Campaigns

e EH

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

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 16
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The MX-Contact Tutorial

=T | Cosks | Tasks | Journals | Documents |

: nﬁﬁ @ 73 Q Lioak, For:

|E-mai

Maokes | Campanies

e o Mali=1:)

D|‘-?|F Marme ¢

| Add Link Button I

Hold the Ctrl button and select all the relevant Contacts. Click on Link and Close.

|CIIIFI'IFIEII'I':."

Contacts Tab

File Az

3.

89 Contacts -

| Click here to enable Inztant Search

IJEX ﬂzfiLEEl @ﬁ@ =) Q Look for;

% Fuliame Y

E {Barney Anderzon -'-'- nder=on, Barney

E-mail

éF‘rE:miE:r‘ Foods

Select the Contact and Click
Link and Clost hwtton

4. These contacts will now appear on the contacts tab for this event.

Sers | Costs | Tasks | Journals I Documents I E-Mail I Campaigns

Nates | Companies
1,

Ijﬁn:?;u:‘aﬁ = %_ &iﬁ.ﬂ 5 4] Look for: X

E-mail Buzinezz Phe

0 | % |Full Mame ¢ File Az Cotmpany

E EH rrey Anderson

| Contact is Linked to an Bvent l

5. Click Save and Close.

E.'u"-.ru:ier':s:n:nn, Barney éF‘r‘Emier Foods

Take me back to the Exercise (Linking Contacts to an Event: Exercise)
Take me to the next Exercise (Adding Travel and Accommodation Requirements: Exercise)

Page 17
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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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Events/Campaigns

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
Venue:

Hilton Hotel Sydney

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.

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

163 d9 0«9 7 Event NUMO00013
~ Contact Insert Format Text

GS 96 B B = 9

(i mail Merge | B mesting

i e Coar b B v

Actions KMX-Contact Show Communicate Qpti
Evterz 1125 |Event NUMOODD13 Wenue: |
Event Mame: |New Product Launch Function Start Date: |
Event Type: |F'ru:u:|u|:t Launch j start Time: |
Function Type: |Externa| Event ﬂ End Diate: |
Status: lopen -] End Tirme: |
Twpe: | ﬂ

Sers ] Cosks ] Tasks ] Journals ] Documents ] E-Mail ] Campaigns

B ﬁu;_é n:?ﬁ E"Ci éiﬁéj = @;I Look For:
O | % Full Mame Company E-mail Busir

. Barney &nderzan Anderzon, Bsoney  |Premier Foods _

Contacts Tab of Event Form

Motes ] Companies

3. Click on the View Association button and Open the Barney Anderson Record.

Maotes ] Companies  ‘Contacts lLIsers ] Costs ] Tasks ] Journals ] Diocuments ] E-Mai

O &F sx a3 .j*—clﬂ;fl gﬂiﬁéj & | &) Loak For:
O | % |[Full Mame File Az Company E-tnail

View Association
Button

4. Then Click on the Travel & Accommodation Tab.
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The MX-Contact Tutorial Events/Campaigns

.fﬁy\ ” RS Event NUMO00013 / Barney Anderson
E Contact Inzert Format Text

b S B T | g 15 &, B )

Travel Accommodation. |

Save & Custom Print  New New - E-mail Meeting Call Businesz Fi
Close Actions - X Delete Letter Document Payment Detailz - B can
Actionz Show Communicate
Travel and =
Event! Event NUMODOD13 | Accommodation Contact: Barney Anderson
Tab |
Travel Arrangements:
Mode of Transport: || j Transport Details
firrival Date: : Date: |Nc'“B |N°“B

Departure Date: Travel Code: | |

Car Hire:

Departure Time: |

Hire: Campany: hd Artival Time:
| = |

Cther Details:

Accommodation Details:

Yenue: | ﬂ Dietary Requirements: j
Arrival Date: Special Requirements:

Departure Date:

Roor Mo |

Feoom Type: | j

Sharing ‘ith: | ﬂ

5. Enter all the relevant details.

6. Click on the Payment Details tab.
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Events/Campaigns

= 4 ¥ |3
(Ca) d :
il

—/ Contact Inzert Format Text

m_' A, %Sa'{e&l-lew - @ E_, :I'l
i~ il send - | Sl

Event NUMO00013 / Bamey Anderson

5=| General

Save & Custom Print  New New .
Close Actions - X Dekete Letter Document = Payment Detais
Actions WX-Contact
Ewent: |Event HUMO00013 Payment Details Contact:
- Tab -
Payment Method: || LI Currency:
Card Tyvpe: | j Amnount Due:
Humber: | Aimount Paid:
Expiry Date: Balance:

7. Enter the following detalils:

[ Travel Accommodation

oW

Bl e B
E-mail Weeting Call r.ﬂ Businesz Pict

v L Card &
Communicate

|Barneg finderson

N
T o
T
T m

Payment Method:

XJRT500 New Product Launch

Card Type:

Barney Anderson

Card Number:

2225 1114 6669 2121

Expiry Date:

04/07

8. 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
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Events/Campaigns

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 (Task) button.

Mokes ] Companies ] Conkacts ] sers ] Costsf Tasks §Journals | Documents ] E-Mail ] Campaigns '

E =X B Y Llé = a) Loak For:

0 uhiject Statuz | Due Dat

- 2 Complete Categaories
Tasks Button

New Tasks button

3. A Task form will open. Enter the relevant details.
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(5 [ I RN Send Airline tickets to Bamey Anderson - Task - =X
) p
Tazk Inzert Format Text @
l i x Links : Bamey Anderst + 5 e G B~ @ u@ v @ 2o g
Status - & i b &
Save & | Delete . Asszign Send Status  Mark QOptions || Speling
Cloze nﬁ ﬁ ﬁ L—@ﬁ D Tazk Report  Complete Qb + e
Actions WX-Contact Show Manage Task Pronfing
Subject: | Send Airiine tickets to Bamey Anderson ‘
Start date: |N0ne v‘ Status: | Mot Started v |

Due date: |Sat 8137201 v‘ Priority: % Complete: :
[¥] Reminder: |Fn' 8/12/2011 v‘ ‘E:DDAM v‘ Owner: | Senthi Kumar

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

| » &0

4. Link Barney Anderson to this task by clicking on the Link to MX-Contact in Ribbon
Add-in and then on Contacts.

Linke : |Barney Anders: - Eta@qﬂ. Eu* |2173'5k| rgl A

Status ctailz
Aszsign Sen

Sl (& Jrcontact | Task R

Mx-Contact - et how |

Recent temz »

Contacts Option v| Status: |Not Started
in Link to Priority: | — = |
MX-Contact
Menu
8.00 AM & @

mlrnte +n Parmor Andarcnn fare Blaw Deadonat | anmcbh nrnet

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

6. Click on Save and Close.
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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 Folders =
2] Al Outlook Items -

[ Parameters +

3 PickLizt=
[85 Preducts
L Publications
# 3 Record Changes

3 Sale= Plan Templatez

LA Survey Templates

Syatem Log
: edme

3 Templates

8= Territories

| Tranzlationz

Task Template
option in System
Folders

W

H &3] Tranzactions
LB Search Folders

2.

Click on the New Item button

. A task template form will open.
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Post Paszte

-

Task Template Mo,
Folder:

Template Mame;
Task Cateqgary:
Task Reqarding:

Task Description:

Mumber of Days:
Calculake Days From:

Preceding Task:

Inzert

i
saveand ||| B

Cloze

Send || Clipboard M | MX-Contact

41

Optionz

Task 00001
Format Text
RREEE o
|4] y. | =l
I ||k \ -|| = E =||iE iEF| Categor
Bagic Text Include

|Task 00001

L«

L«

L«

L«

o

(" Start Dake

(" Preceding Task

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. The next time something is added 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 (Error! Reference source not found.)
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2.13 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.xIs

Template Name:

MXContact_MailMerge_Events_Excel_Data.dot

Show me the Solution (Using Direct Mail for Events: Solution)
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2.14 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.

Folder List '
All Folders

L] All Dutlook Items

® 83 Companiss
[ 83 Contacts
8= Contracts
[d Converzationz
d Documents
E-mail
4 roups
® 83 Incidents

FEREEIES

Bvents

Folder in
Folder List

5= Projectz

® |&=| Regiztersd Products
L3 Reports

= [ Syatem

3. Select the Contacts tab and click on the Add Link button.
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Notes I Companies| —ontacks 8 1zers I Costs I Tasks I Journals

I Documents I E-M:

a — s
DEk=p=E B MAEHEG @ & Laak far:
|7 Full Ne File A5 ' E-msil
0 Contacts Tab
Adlid Link
Button
4. Select the MX-Golfers View from the Current View field.
&5 Microsoft Outlook - B X
| Bl Edi View Tools Actons  Help Type a question forhelp =
HE o Search address bocks = | (@)
ENew - | & | @ 0.
i@eack @59 B E
:i {6 New tem | New = | Recenk - Z = Al g .a_='-|‘-
&9 Contacts - «
|C.Iickheretc enable Instant Search | »
= ook for; % ey Ma-Contac T
= Laokf ©, b/ M-Cotact %
a . a . Mi-By User A
aaaLink and Close | ;o Link Me-Contact _J
’ . ) My-Contack by Last Name wiFlag Sta
0| % |Full Mame / File &= Company E-mail BUSIHESSPMX-Contact Filters
fi= Mi-Conkack Group By Company
] - ) My-Cantack with Flag Status
'E Jim Bothavel Botheel, J JMAELLEPREMER...
e L am @ My-Flagged Contacts g
& Johnny Walker Walker, Johniny walker@vwebmail.c...
M-y Contacts
. Mx-Target Contacts
it e IR My-Target Contacts wthEMal
Phone List ¥ir
I S
o
(-9

5. Highlight all the Contacts and click Link and Close.
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'Iﬁ Microsoft Outlook

! File Edt Miew Toole Actions Help

@I New - @ @ [ Searchaddressbocks  « @i

: (@ Back @ =9 @l N

[i |83 New ftem | New = | Recent - B Al Al g .ﬁ_gla

84 Contacts -

| Click here to enable Inztant Search
JEX 2345 8EHE 3 9 Laak far; G

= Link and Close
m Fuill Mame
E

Businesz Fax

Businezz Ph...

Select All the
Contacts and
Click Link and
close button

6. These Contacts will now appear on the Contacts Tab for this event.

7. Click on the Mail Merge tab.
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.'ﬁ:;l lg 0@ v |- Event NUM000D12
1
Contact Inzert Format Text

M_‘%' @ @j |IEL 8 General  f1yE-mal 43 ?;2’ 8] Picture 5 | ABC
8 b Geens | 7 v

85 Categorize » (4 |
Save & Print  Mew New Buziness Speling

Cloze X Letter Document~ R Cal* B || cag ¥ Folowlp~ 8, -

Actiong WMx-Contact Show ] Optiona Proofing
1 Mail Merge Tab l

Repart: Mame: | j

File Farmat: |Ex|:e| 8.0 Tabular (30) j
File PathyMame:

|C:1Pr0gram FilesiMyContactiEvent Contacts, s
Template Mame: | j

Create Mail Merge File

8. Select the Report Name Event Report with Related Contacts for Export.
9. Select the Excel 8.0 Tabular (30) File Format.
10. Select the Template MXContact_MailMerge_Events_Excel_Data.dot.

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

click on OK.
Select Table @
Marne Descripkion | Madified Created Type

Sheetlt 1/14/2006 2:41:07 PM 1/14/2006 2:41:07 PM  TABLE

5 | &

First rowe of data contains column headers % [ K ] [ Cancel

12. The Merge Document will appear. Click on the Merge to New Document button.
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13. 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.

14. Close the documents.

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.)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 39




The MX-Contact Tutorial Events/Campaigns

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

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

Basic Steps:

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

Toolbar:
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PR - — a R —y = =

Hew lem
Buton

tact

&= Companies
@ [83] Contacts
[&=] contract=
CA Conwverzati
[ Docume|  campaigns
LA E-mail Folder in
# [8=] Ewventz Folder List
&3] Groups
@ [83] Incidents
[85] l==ues
@ Journalz
85 Lists
@ [83] Opportunities

2. An Campaign Form will be displayed:
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Campaign Mame: ||

Description:

Farpily:

|

Type: | j
|
|

Product Code/0:

Praduct Description:

-'/En- = . ¥ T Campaign NUMO00001 - =X
i =
~ Contact Inzert Format Text (7]
- @ ﬁ?_‘j ::DJ:L FM Generall §yE-mail 4 Q__a (=] picture ~ (5} g |§ f
- Sl (summary | B Meeting o] | O Categorize ~ [ =
Save & Print  Mew New . ; Buziness Speling || Contact
Close X Letter Document+ | (JMailMerge | Qg Calw B\ gy ¥ Folowlp~ 8 - Notes
Actions MX-Contact Show Communicate Options Proofing || OneMote
Campaign ho: |Campaign MUMODOOD 1 Lacation...

j Start Dake:
End Date:

j Launch Date:
=

Mates lCompanies ] Contacts ] Users ] Casts ] Tasks ] Journals ] Dacuments ] E-Mail ] Oppartunities ] Events ] Campaigns

| » [

3. Enter the Campaign details.Click on the Open Folder button attached to the Product field.

The Product List will appear.

Campaign Mo: |Zampaign MUMO00001 Le
Campaign Mame: |HP' FPavilion Maoktebook Promation
Descripkion: Special Offer and Free Give Away with HP
Pavilion Motebools
Farmily: |F'r|:|m|:|ti|:|n ﬂ Start
Type: |E—mai| End |
Laurn

Product CaodefI0: |

Produck Description: |

Open Folder Button in

Mokes ]CDmpanies ] Zontad
Product Code Field

rnals ] Documents ] |

4.  Select the correct product and click on Link and Close.
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83 Products -

| Click here to enable Inztant Search

HE X j%il_lg @ﬁ.ﬂ =) a) Look For:

Select the Product{s) and Click
Link and Close Button

EHF' Pavilion Motebook F' roduct Type 1

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 Campaign 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.
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New - | {3t 83 B8 (& o3 S8l | Recent

i Shortcutz » 83 Mew em

Folder List « || 89 Campaigns - outlook://MX-
All Folders = | Click here to enable Inztant Search
2] Al Dutlook Items - == i = -
\al Deleted ltems () J-] J E X j {i LE-I 3 ﬁ Iﬂ E
= C@ MX-Contact [ |Campaign Mo ¢ Campaign Mame C
ﬁ Appointmentz 4=| Campaign MUMOOD... -HP Pavilion Mateb... E
[ @ As=cciations
L=
# 83 contacts
5= Contractz
@ Conver=ations
(3 Documants Double click
1 E-ma| Campaigns onthe record
# |85 Even| Folder in you want to
4 zrou| Folder List open
@ 83 Incid
G| lzzuss
ﬂ Journalz
= Listz
[# (83 Opportunities

T N

2. Click on the Costs Tab and then on the New (Campaign Costs) button.
Product Code/ID: |zvs0z20P = Lewren o
Product Description; IHF' Pavilion Motebool:,

Maokes | Cormpanies | Conkacks | Users | CosEs asks | Journals | Dacurnents | E-M:
u:?,X E%il_lgzl cﬁﬁ@ @;l Loak Far;
AN |C|:ust Deszcription |C-:ust Typ |Supplier |
Costs Tab '
New
{Campaign
Cost) button
3.

A Campaign Cost screen will appear:
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I.—’n%\,! H ¢ y o= - Campaign Cost - =X
Contact Inzert Format Text lﬂ
Iy save & New - @ ﬁ;j z== _Srlj 9% % 5 =B [Pctwre- (5 || ABC |E_?'l
u = w L _ = ; ,
5k send ~ b B g @ B3 categorize ~ [ =
Save & Print ~ MNew New E-mail Meeting Call Buzinezs Speling || Contact
Close X Dekte Letter Document = - B cag Y Folowlp~ &/ - Notes
Actions WMX-Contact Communicate Options Proofing || OneNote
Campaign: |Campaign HUMO0DOOL Cost Type: | |
Cost Description: || Shatus: | j
Supplier: | ﬂ COrder Date: . j
Supplier Contact: | ﬂ PIC Number: |
Internal Contact: | ﬂ Irivoice Mumber: |
Cost Centre: | j
Cost Details
CUrrency: - Cancellation Details
Budgeted Cost: 000 Cancellation Date:
Tokal Cost: 0,00  Deposit Due Date Cancellation Fee:
[ wFoom o

Additional Payment:
Amount; Paid:

Qutstanding Balance:

)
)
B i

0JB Due Date

]

4. Enter all the relevant information.

Campaigns Cost
Form

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 Promation.

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.

i Shortcutz ~ (8] New tem | New - | (5} (85 B (& & Sd | Recent

Folder List « || 83 Campaigns - outlook://MX-
All Folders b | Click here to enable Instant Search
2] Al Outlook Items - = = = -
&
o Deteted ftems (7 LhEx B 45 &= E
= C@ MX-Contact [ | Campaion Mo Campaign Mame C
5| Appointments 18 Campaign MUMOO... HP Pavilion Nateb... E.
@ CJ As=sociations
= Calendar

@ 83 Contacts
5= Contractz

@ Conver=ations
Cd Deocuments

1 E-mal Campaigns
[# 8= Even| Folder in

Double click
on the record

you want to
G- crou| Folder List open
@ 83 Incid
G5 lz=uss
Jﬁ Journalz
[85 List=

[# (83 Oppertunities

R R .

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

© ExchangeWise (Pty) Ltd www.exchangewise.com

Page 50




The MX-Contact Tutorial

Events/Campaigns

Type: |E-mai| Rd Ll LaLe;
Product CodefID: IZVSDEEAF‘ ﬂ Launch Date:

Product Description: IHP Pavilion Nokeboak

MNotes | Companies

L= I Cosks I Tasks I Journals I Documents | E-Mail I Cppe

::EE‘&

Loak Far;

Tah
Add Link
Eurtton

s e BN
; e o Title
Contacts

|Elusiness Ph

3. Hold the Ctrl button and select all the relevant Contacts. Click on Link and Close.

i |83 New ttem | New - | Regent

=EIE A

84 Contacts -

‘ Click here te enable Ingtant Search

JEX 345 839 @
-

Highlights the

Contact(s) and click
Link and Close Button

o,/ Mi-Contact

jwalker@webmail.c... :

4. These contacts will now appear on the contacts tab for this Campaign.
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Product Code/ID: |zvs0z224P = LaUnEn Late:

Praduck Descripkion: |Hp Pavilion Moteb Contacts Tab

Diocuments ] E-Mail ] Opm

Motes ] Companies || Contacts

NMEscsBBEHE Al @ & Loak Far:

O | % [Full Mame Filz A= Company E-tnail

FE| Barney Anderson Anderzan, Barney Premier Foods banderso@@premiet
LE| Gilliam hayer harver, Gilliam

e Jim Botheavell Bothweell, Jim JIKAELL i PREMIEF

Conmtacts are Linked to
the Campaign

5. 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)
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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.

i Shortcutz » (83 New tem | New ~ | (3} (83 ] (& o= S8 Recent

Folder List « || 129 Campaigns - outlook://MX-
All Folders & ||:Ii|:k here to enakle Inztant Search
2] ANl Qutlook Items - == 0 = -
3
o/ Ueleted ftems (2 R EERN=E H &E a6
= L3 Mx-Contact [ |Campaign Mo Campaign MName C
E Appointments 4] Campaign NUMOD... HP Pavilion Motek... E.
H 3 As=s=sociationz
HH Calendar

f=| Contractz
LA Converzations
LA Documents
[ E-mal Campaigns onthe record
8= Even| Folder in vou want to
- croy| Folder List open
© &3] Incid
= lzzues
éﬂ- Journalz
=] Liztz
H [83] Opportunities

[ o R .

2. Click on the Mail Merge tab.

Double click
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.'fés;\‘- " R Campaign NUMO00001
| al

Contact Inzert Format Text

& - DIL §General | U3Emal &3 (a=d [frcrer 5 ABC §,
i @ Q e #5 v U

: Summa % Weeting Lﬂ : HI] Categorize ~ L] - ==+

Save & Print ~ New New . : Business Speling || Contat
Cloze X Letter Document~ | |ff- Maitlerge(fl & Cal = B> capg ¥ FolowlUp~ & - Notez

Actionz MX-Contact Communicate Optiong Proofing || OneNo

Report Mame: .

5 | Mail Merge Tab ﬂ

FIlE Format: |EXEE| a.0 Tabular (30) e —

File Pathfhiame: |C:1Program Files\MCantactEE | Campaign_Cantacts. s

Template Name: | j

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.

o 0 &~ w

Click on the Create Mail Merge File button.

.'fﬁg-; ™ LI A Campaign NUMO00001
v

Contact Ingert Format Text

I;i &~ [Ej L sdceneral | $TyE-mail £ =8 =] Picture
gl Sitv]

"] Summary % Mesting ] B4 cateqe
Save & Print  Mew Mew . ; Businezs
Cloze X Letter Document= | | [—) MailMerge||| &, Call - .p card ¥ Folow

Actlionz MX-Contact Show Communicate Optionz

Report Mame: |Cam|:|aign Report with Related Contacks For Expart

File Format: |Exu:e| &.0 Tabular (307 ﬂ
File Path/Mame:

|C:1Prngram FilesiMyContactEEYCampaign_Contacts, xls

Template MName: |MXCDntau:t_MaiIMerge_Events_Exu:eI_Data.|:I|:|t| ﬂ

Create Mail Merge File

Create Mail Merge File
Button

7. When the Select Table screen appears, click on OK.
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Select Table

Marme

Modified Created Type
BIZ62011 530023 PM &)26/2011 5:30:23 PM TABLE

Descripkion

Click OK Button
in Select Table

<

First row of data contains column headers

Cancel

—_—

8. The Merge Document will appear.

Finish & Merge Menu.

Ifailingz Review View
ﬁ = @ ) Rules * ié‘%ﬂ (W4 ||k N
- - - == 1} Match Fields 2 Find Recipient
ighlight  Address Greeting Insert Merge . Preview 3
meFells Bock Lne  Fiedr 2 Undatelabels | pegyye | B AutoCheckforErmors  fyeree v

Write & Inzert Fieldz

L m {3 Editindividual Documents...

' g Print Documents...

" r Send E-mail Mezzages...

Send E-Mail Messages
Option in Merge Document

yName (Pty) Ltd

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

Merge to E-mail

Message options

Ta | RS |
Subject line: | |
Mail Farmat: |HTML v |

Send records

@ al

i) Current record

{:} Fron: | | To: | |
| ok

] [ Cancel
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10. Select EmaillAddress in the To field. Type in a subject (Campaign Name) and select
HTML in the Mail Format field.

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

12. Close the documents.

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