Tips & Tricks

Batch Emailing from File

Did you know that you can import a file of Customers or Contacts for use in Batch emailing so you are not just restricted to the filters
on the Lists for deciding which Customers or Contacts you wish to email?

You could use this feature for importing a file of Customers from a SA report to use in a marketing email.

Or, let's say you wanted to email all the Contacts of Customers belonging to a specific Customer Category, | will demonstrate
how to do this.

First, create your Contacts report.

Navigator > Reports > Accounts Receivable > Customer Reports > Add Layout > Contact
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Click the ‘Unselect All" button:
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Tick Customer Code and Contact ID and give the Layout a meaningful name: —>

Batch Emailing from File Accredo version: 3.5.8.908

9394 Accredo Batch emailing.indd 2 27/04/12 1:12PM



Visinle Display Label
Miabile Mo
Ernail Address

| W CustemerCode

Custorner Mame

Address 1
Address 2
Address 3
Address 4
Address 5
Bank
Branch
Category 1
Category 2
Comment

Couniry Code

Widih Group Total

il
&0

=
k3

moBeeSuwsshoss®

Bilank fero Forn =

Click the Filter/Sort button:
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Apply your Filter. To make sure you only report on Contacts with an email address, use this filter along with your other filter.
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Then click SAVE to save the Filter into the layout. Then Save the layout:
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Click the Report that has been added:
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Destination: Disk File
Format: Tab Delimited File
File Name: Press F2 and select Desktop and give the file a name and then press SAVE. -
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Click RUN and the file will be created and saved to the Desktop:
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Click Import from File:
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Double Click on your saved file: =
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[7] Use SMTP Mailing ] Request Read Receipt

Press: Run to view the results. A report will display: —>
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Press Escape, then click the HTML Email Editor Tab. Click in the To field and press F2 or click the Lookup Button:
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Then click Objects > Contact > EmailAddress: —>
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The Contact Email Address expression displays as below:
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Click: Save.
Then enter a Subject and type your message into the body of the email.
If you are using SMTP Mailing, CC and BCC will be populated by email addresses from your User Settings.

We recommend using SMTP mailing for Batch Emailing. See the Help for more on SMTP Mailing or
contact Accredo Support or your QSP.
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Click Email and a prompt will display:
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Press YES at the confirmation prompt, to send the email to all the Contacts you imported.
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A results screen will report the status of each email:

e
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4 FINE Fine Fumifure Lid Mcivor, Dand  dardé@fine.co.nz Ernail sent succassfully
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2 lJoNESAK Jones &Co. Fumiturs (ALICK) Ltd Jones, Brian  brianjonesg@ionesca.conz Email sent successfully
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