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SENDING CORRESPONDENCE

If you see an E-mail Address, Fax No or Address anywhere in the system and either double-click it, or if
there is an associated Button, click it, the system will open a SEND — E-mail, SEND — Fax or SEND - Letter
Form as shown pre-addressed to the Organisation or Person concerned.

These forms all behave in the same way. Simply choose who you want "SE’TDLE“E’I =
Letter | Signature
it to go to and how to address them. Leave it set to Custom E- % SEND Fax - to Repton Steel Pty Ltd s
mail, Custom Fax, or Custom letter, specify the Subject and Fon ;m.wirfm' S = 5
click Send E-mail, Send Fax or Send Letter as appropriate. Exme| it — -
Address ”
Sa\utatian:’mpmf&rma\ ZI
GEM will open the appropriate Custom i ““‘ID“'d . j -
Name:|Repton Steel <
substitute the appropriate fields and wait for yo David Smith@ReptonStes. com.au B
editing. Simply click on: \ = =
[Click here to add — Body of E-mail] S =1 = ﬂ
[Click here to add — Body of Fax] or S"mﬂmlwbeq“’ | fremor
Category: E
. nd Fax
[Click here to add — Body of Letter]. e W — pore |
and add whatever you want to say. When you’ve finished _ oo | \ Send E-mai |

simply click: Send a Copy to send an E-mail or Fax, or prin

.y
as normal. Then Close your W cument as norm Home L S

= & Cut

Calibri ~14 A a

=3 Copy
Paste - X, X | a2 L
When prompted whether you want to save your dgcum T rormatpaier [ B8 e X X Al
Clipboard £l Font
matter what you tell WORD. If you left Make ‘Diary Note’ checked, =3 Send a Copy | Accounts~| ) +| @ & | B~ ! &
GEM W|” create a ’Diary NOte' for you anyway. & To... David.Smith@ReptonSteel.com.au

PR

If you want to send an E-mail, Fax or Letter to someone other than the currently visible Organisations or
People, then you can click on the Send E-mail, Send Fax or Send Letter Buttons in the GEM Toolbar.

1= PiB foeroe wh 2@ 6o

This will open the same SEND — E-mail, SEND — Fax or SEND - Letter Form as before. But this time you
will have to select the Person or both the Organisation and Staff Member that the correspondence is to
go to.

Exercise — SEND a Custom E-mail

This seems like a long exercise because it is illustrated at EVERY step of the way, so that you know what

to expect. It will take longer to read about therefore, than to do it.  SEND E-mail =
E-mail Wswgnatural
Log into GEM and click on the Send E-mail Button on the GEM Toolbar, | ffere=_—— °
as above. This will open the SEND — Email Form.—/_’/v’%\JF =]
[ —p Name:lRepton Steel j
David.Smith@ReptonSteel.com.au
Enter the Name“Repton Steel’ and then choos
from the Drop-down Staff List in the To field. This-displays David o
. ’ . E-mai ‘Custam E-mail j
Smith’s E-mail Address. iy SR
Categnry:‘ j
Play around Wlth the Salutation and |nf0rma| Contr ¥ Make 'Diary Mote' Open E-mail before sending ¥
difference they make to the To fie e E-mail set to ‘Custom E- o= | oot |

mail’. Enter the Subject™Staff Barbeque’.
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Check the Signature Tab looks like this: ”355””5*'“3"'*0 izl Sl =
E-mail Signature
. . . Yours:iRegards
You won’t have a Signature that you can use, but it shou owing Uses‘gmfg =

the name of your Organisation and perhaps your Job Title — depending——, v W
upon whether you gave yourself one when you created your own )f =

—
/,?"

record. This Tab is reasonably self explanatory, but if you need more cimree s O - | Wens

Use Job Title |Software Architect & Chairman
¥ |on2it Software Ltd

information, just press F1 for context sensitive HELP. Catch Phrase: [Sofware wiliout Bimiers

Now click the Send E-mail Button. (Don’t worry this is a hypothetical

¥ Make 'Diary Note' Open E-mail before sending ¥
Organisation, so the E-mails will bounce later.) Cose —> send E-mal

This should open WORD and display an E-mail formatted for you as below.

E-mail [Compatibility Mode] - to be Sent (use ‘Send a Copy’ Button)
Home  Insert  Page layout  References  Mailings  Review  View  Developer @

: =1 sendaCopy Accounts~ | 0 ~| @ & = - % & v & 3 Options. ~

@ To... | pavid m.au
|

o Bec.. ||
Subject: ‘StaFF Barbeque

\
Wee. || \
\
\

Introduction:

2|1\§-\-1 213 4 5 1§ {7 18 Q110 111 112 1 13- 1 14- 115 1 16 | 17 | A1Be |-
&

Add your own

Staff Barbeque

Logo here

o

[Add your own Address here] [Add your own Phone & Fax Nos here]

Ticlick here to add - Body of E-mail]

I

Regards

- Brian MlcGuigan

2 Softwgre Architect & Chairman
s On2it poftware Ltd

Softwpre without Blinkers

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

Page:10f1 | Words:8/49 | English (New Zealand) | 1 |

It should, of dourse, have your own details, instead of mine — but you get the idea.

Now click in the [Click here to add — Body of E-mail] and type “I’'m sorry but | won’t be back, from
Melbourne, inltime to make the Staff Barbeque on Friday.”

Now click Send a Copy. WORD will send the E-mail to MS Outlook and WORD’s E-mail fields will close.

© On2it Software Ltd
0:\0n2it\GEM\Training\Initial Training Modules\GEM - 4. Sending Correspondence.doc Version 1 - 3 October 2009



GEM SENDING CORRESPONDENCE PAGE 3 OF 6

E% - - . [ o E-mail [Compatibility Mode] - to be Sent (use "Send a Copy’ Button)
O S
L

Home  Insert  Page Layout

References  Mailings  Review  View  Developer

2111 1ol 1213 0-4-1-5 617 8- 19 110+ 1 -11- 112+ 1 13- 1 -14- 1-15- 1 -16- | -17- | A18: |

Add your own

Staff Barbeque

Logo here
[Add your own Address here] [Add your own Phone & Fax Nos here
Hi David
]]'m sorry but | won’t be back, from Melbourne, in time to make the Staff Barbeque on Exidfay.
Regards

Brian McGuigan
Software Architect & Chairman

OnZ2it Software Ltd
Software without Blinkers

.
.
:
:
-
-
-
:
:
=

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

Don’t worry too much if youscreen does not look exactly like this. This was done in WORD 2007 and |
hid the ‘Office Ribbon’ by double-clicking one of the Tabs on the Ribbon.

You can now close WORD, as normal.

It does not matter how you answer this question. | Microsoft Office Word =
Because the Make ‘Diary Note’ Control was
checked in the SEND — E-mail Form, GEM will
make a NEW Diary Note for you anyway.

."g Do you want to save the changes to "GEM 'Diary Mote' - if one was requested.doc"?

[ (o) (o]

W Diary Note If you look at the e

Subject: [Staff Barbeque -1 Subject: |Staff Barbeque 1
SOl-ITOEOf"Ot‘;am. Time: Author: 18 ReC|plents Tab you WI” ® Df"ﬂt(:)ate: Time: Author:

On [12-Sep-09 j at[08:25 memgm’_-[ . On [12-Sep-09 j at[08:25 pm [Brian McGuigan - |
Contact Type: |Send W | see that It has recorded Contact Type: |Send an E-mail to ‘;l
REC\P\EHKSm About | Attachments | Options | both the Organisatlon  Recipients Message |About | Attachments | options | f
This Tab shows the Recipients of the E-mail Find A - rry but | won't be back, from Melbourne,/n time to make
Organisation [ Person [ tist and the Pe rson the E‘ma|| " |the Staff Barbegue on Friday.
| b |Repton Steel David Smith To:
went to. |

The Message Tab
contains the Message

itself‘ Add Standard Text: I /’ ;I
Use E-mail Addresses Use E-mail Addresses - —
(« Work € Personal DefeutEmailt[for =] o We don’t want to save (a Work € ersoral %tgma. o] e
i N . inder ™
" the Diary Note, so instead { /
of clicking Save or OK,

New |De\ete| Print | Save | oK |Cance\| / 4N;EW_IL9@_TILI_.EHDI_|—SB\IH—I——%’}CMCE\|
/

just click Cancel.

GEM uses ‘Diary Notes’ to originate, send and record all correspondencé. They can also be used to
record anything else that involves a date. Examine all the Contact Types available. (You can even add
your own, if you wish.) Use the F1 Key for context-sensitive HELP to get more information

© On2it Software Ltd
0:\0n2it\GEM\Training\Initial Training Modules\GEM - 4. Sending Correspondence.doc Version 1 - 3 October 2009



GEM SENDING CORRESPONDENCE PAGE4 OF 6

¥ Entities E@
Exercise — Sending a Standard E-mail arganisatons | Peopl  Frojects |
Select:[Repton Steel ] Eind | vew -]

Organisation M\ddressasl Depts.,’subs.} Staff } Categorias] Diary I Not 4 | »

’ »
Open Repton Steel S Reco rd * = ‘Organisational Details I~ Don't show in Select Organisation above
Trading Name: Short Name:
i . . . lzepton Steel [
Double-Click David Smith’s E-mail Address. Full ame: staf size:
[Repton Steel Pty Ltd [»s0 -]

Organisation's Primary Business Category

dy addressed tO |Stee\ Fabricators j

CEO or Manager J
Job Title: Name:

cEo _- |[pavid Smith - | Find

Parent Organisation
Relationship: Name:

| =] eind |

This will open the SEND — E-mail Form a
David Smith.

% SEND E-mail - to Repton Steel Pty Ltd x| Select E-mail ‘NEW Ean|

E-mail 1 Signature I

Contact Numbers

Dial Code: Business Dial Code: CEO's Home
0612 [5678-0123 ﬂ | 00612 [7842-3210 ﬁ
E | 00812 [7894-3211 @

Mobile: [0421-333-333 |
you Setup the WORD Weh:|www.regtomsteal.cam.au\‘www.Sm\th.mm.au

E*mal\l|Sa|ES@rEptDn5‘tEE\.CUm.au -1Dawd.Smith@ReptonSteal.cam.a

Address

Salutat\on:mpmformal / ThIS Wl” Complete th SUbjECt
Tn:‘Dawd /ﬁ

Name:lRepton Steel j

ou selected

David.Smith@ReptonSteel.com.a

Template.

4 | Find ‘ » | New |ge|ete‘ ‘ Save ‘ oK |Belatmn5h|ps|
Select

Efma\I‘NEW Enquiry / -]

mmm Click Send E-mail Button.
Category: d /

ppiis oo aicie] Open E-mail before sending 7, E-mail [Compatibility Mode] - to be Sent (use 'Send a Copy’ Butf]
Close Send E-mail _ﬁ/ Home Insert Page Layout References Mailings Review View Developer
{ =3 Send a Copy | Accounts> i - @ & - 1 & v &[] Options.
GEM will then open a copy of the |ty oasasmbersponsis omas
[ cc...
WORD Template, address it and sign .
Subject: Thank you for your Enquiry
for you.
Introduction:
H () F R 2 4 5 6 g1 9110 11 12113+ 1 14 15 16+ 1 17+ 1 418
Make any changes you 2 al

Click Send a Copy and close the H Add your own Thank you for your Enquiry

Logo here

document.

N [Add your own Address here] [Add your own Phone & Fax Nos here]
=

- Wioavid
Z Ifhankyou for your Enquiry ...

1

Regards

Brian McGuigan

Software Architect & Chairman
On2it Software Ltd

Software without Blinkers

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com
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GEM will create a NEW Diary Note for you and suggest a default reminder.

¥ NEW Diary Note
Subject: |Thank you for your Enquiry

&3
Source of Note
Date: Time: Author:
on |13-Sep-09j at[04:54 pm [Brian McGuigan - |

1

Contact Type: |Send an E-mail to

. Recipients Message WAbout } Attachments] Optiansl

- [Thank you for your Enquiry ...

If you want to set a reminder click Yes.

This will add a
Reminder for you at

SET Reminder for Wednesday, 16 September 200...@

Do you wish to set a Reminder of
Wednesday, 16 September 2009 at 9:00:00 a.m.
for this Diary Note?

Add Standard

Use E-mail Addresg
® wark  Persd

Reminder ™

change who it’s fok and

change its timing.

Wy

Diary Note

Lels2

Subject: ‘Thank you for your Enquiry

Source of Note
Date: Time: Author:

on ‘13-5&[:-09 j at|04:54 pm |Er\an McGuigan j

New |De|ete| Print | Save | 0K ‘Cancel‘

Let’s have a look at the Recipients Tab to check who the E-mail

"% NEW Diary Note 53
Went tO. Sub]e:t:|Thankyou for your Enquiry j
Source of Note
Date: Time: Author:
As elsewhere in the system you can bring up anyone’s re o I:'S;”'f | sfpziom o e j
onta ypﬂ: end an E-mail to -
by double-clicking their name. But at the moment Repton Steel’s 7 recsients | message]| avout | atachments | ostions|
. . This Tab shows the Recipients of the E-mail Find ‘ |
record should be on the left-hand side of the screen. So let’s Grgaiaation I Paraon E
» |Repton Steel David Smith To:
P = l=es| havealookat their [*] o
organisaons | peape| Prosecs | | Categories Tab.

=
Se\ect:|llepton Steel j FEind | New -
| Organisatian} Addressas] Depts.lsubs.l Staff ~ Categories | Diary } Mot 4| ¥
Select Category
Select
Categories

Use 'Select Categories' Button to assign one or more
Categories to Repton Steel

Contact Type: ‘Send an E-mail to j
Recipients Message IAbaut ]Atta:hmants} Opt\ons]
Thank you for your Enquiry ...
Add Standard Text: j
Use E-mail Addresses n q
Send E-mail €
& Work " Personal | Default E-mail List m

1

On Date: ‘Wednasday, 16 September 20 ﬂ at: ‘9:00 a.m. J

Set Reminder for: ‘Erlan McGuigan

New ‘De\eta‘ Print ‘ Save ‘ oK |Can:al‘

As you can see the
Category got allocated

correctly.

Double-Click David
Smith’s name to display
his record and look at his

Use E-mail Addresses
@ Work (" Personal | Default E-mail List [To: -

Send E-mail

Reminder ¥

Set Reminder for: |Brian McGuigan -

On Date: |Wednesday, 16 September 2( j at: |D:EII] a.m. j

New |De|ete| Print | Save | 0K ‘Cancel‘

A

| Organisations People WPra]e:tsw

Select:‘David Smith

jﬂ New | & B

Parsan} Addressas] Fam\lﬂ Categories Diary otes I Phatos} Details 4 | ¥
Select

Bl hank you for your Enguin

I

New Diary Note

Diary Notes - Thank you for your Enquiry
On Sunday, 13 September 2009 at 4:54 p.m.
David Smith received an E-mail from Brian McGuigan of On2it Software

Thank you for your Enquiry \

]

Display Only: - Ly
Categories Date
| b | Steel Fabricators 15-Apr-06
|| 1. New Opportunity 13-Sep-09
< Entities =N O
Organisations FPeople IProjacts]
Select:[David Smith | End | mew | &[]
_ Person | Addresses| Family Categories 1“?: | -Hotos|-Rhotos | -Dataile L]t
Select Category
Use 'Select Categories' Button to assign one or more 55|95t_
Categories to David Smith Categories
Display Only: =
| Categories | Date |
 Entities = OHCX)

Categories Tab.

As you can see he did NOT get a Category added. This was

because the e-mail was sent to Repton Steel. David Smith was

merely acting as their representative. (If the E-mail had been

sent to David Smith in his private capacity, he would have got
the Category and Repton Steel wouldn’t have.)

S

\

ave and close the NEW Diary Note by clicking on it’s OK Button.

Now click on David Smith’s Diary Tab.

As you can see his Record shows the original Diary Note.

To re-display the Diary Note double-click the text of the note. It will be re-displayed on the right.
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H { 7’ . . .
® e — = . | Double-Click ‘Repton Steel’ on the Diary Note to display their
Organisations IFEanEI Projects | Record and then th i Diary Tab_
Selecl:‘llepton Steel Jm New | & E[
Orgamsatmn} Addressesl Depts.lSuhs.} Staff 1 Categories Dlﬁwm—
Select As you can see their record shows the Diary Note too.
Subject: |Thank you for your Enquiry j News Diary Note
Diary Notes - Thank you for your Enquiry
on Sunday, 13 September 2009 at 4:54 plln. m
David Smith received an E-mail from Brian McGuigan of On2jt Software
Thank you for your Enquiry ... i

Both Repton Steel’s recgrd and David Smith’s record will continue to show the Diary Note even if David

Smith no Longer works/for Repton Steel. Furthermore Repton Steel’s record will still show that it was

David Steel involved - even though he would no-longer be on their

Now click the New Diary Note Button. This will open a new
Diary Note on the right with the same Subjectaiready set, but it |
won’t be addressed to anyone in particular. The Contact Type |
will be set to whatever you last created a Diary Note for.

Now double-click in Organisation—Repton-Steel~witHbecopied
from the Entities Form. You will then have to select ‘Davi

Smith’ from the Staff list in the Personﬁlma:\i(dj/
known only one Person at Repton Steel their name would have
been inserted too.)

Conclusion
So you can see there are several ways you can initiate

correspondence and keep a note of what you have done - the

Staff list.
~% NEW Diary Note =2
> Suh]ect:lThank you for your Enquiry j
Source of Note
Date: Time: Author:
On |13-Sep-09 j at|08:07 pm |Er\an McGuigan j
7 Contact Type:lSend an E-mail to j
Recipients 1 Massage} About I Attachmants} Opt\ons]
. This Tab shows the Recipients of the E-mail Find | ‘
[ Organisation | Person [ st |
. .
L > o |
Use E-mail Addresses n q
Send E-mail €
& work ¢ personal | Default E-mail List m
Reminder [~
New ‘ Delete ‘ Print ‘ Save ‘ oK | Cancel |

more specific the context that you start from, the more of the
next Form will be completed for you.

You will find the same principles and Forms still apply when we go on to look at ‘Using FIND and Mail-

Merge’ in the next module.
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