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SENDING CORRESPONDENCE TO MULTIPLE RECIPIENTS 

The exercises in this module confine themselves to sending E-mails, Faxes & Letters to multiple 

Recipients without the use of mail-merge.  The exercises use the Trial Data that came when you first 

installed the system.   So will only still be available to you if you have ƴƻǘ ȅŜǘ Ǌǳƴ Ψ/ƭŜŀǊ ŀƭƭ ¦ǎŜǊ 5ŀǘŀΩ ƛƴ 

order to get rid of it.   

Using HELP 
There is little point in writing the entire User Manual again, or of you reading it word by word.  So we 

are going to concentrate on learning by doing.  But if you do get stuck and need a bit of HELP, just press 

the F1 key.  ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ D9aΩǎ ŎƻƴǘŜȄǘ ǎŜƴǎƛǘƛǾŜ I9[t ƛƴ ȅƻǳǊ .ǊƻǿǎŜǊΦ   

 

I9[t ƛǎ Ƨǳǎǘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ¦ǎŜǊ aŀƴǳŀƭΣ ōǳǘ ōŜŎŀǳǎŜ ƛǘ ƛǎ ΨŎƻƴǘŜȄǘ ǎŜƴǎƛǘƛǾŜΩ ƛǘ ǿƛƭƭ open to where you are 

in the system.  Once open you can use the Contents Pane on the left to navigate to wherever you like.   

Do use it.  It is intended to be helpful after all.  J 
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USING FIND 

If you look at the GEM Toolbar, it has a FIND Button and a Mail-Merge Button.  These BOTH open the 

FIND Form.  This is because before you can do a Mail-Merge you have to FIND who you are going to 

send it to.   

Exercise ς Opening FIND from the GEM Toolbar 

Click both the FIND Button and Mail-Merge Button in turn.  This opens the full FIND Form because GEM 

does not know what you are looking for.  It could be an Organisation, a Person or a Project.   

It will default to 

Organisation OR Person 

because if you are looking 

for a Plumber, for 

example, it could be 

either.   

Read the Information 

Panel.   

Try changing the Entity 

Types selected and 

observe how the Form 

reconfigures itself. 

 

 

Using FIND to Send E-mails, Faxes and Letters 
If you want to send the same E-mail, Fax or Letter to the multiple recipients there are several ways you 

can go about it.  You can: 

¶ Select Recipients individually, 

¶ Use the FIND Form to select a group of recipients. 

¶ Use Mail-Merge to personalise your correspondence.  (This is covered in the next Module.)   
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Exercise ς Selecting Recipients Individually 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Open wŜǇǘƻƴ {ǘŜŜƭΩǎ Record.   

2. Open a NEW Diary Note ŦǊƻƳ D9aΩǎ ¢ƻƻƭōŀǊ and 

enter Subject Ψ{ǘŀŦŦ .ŀǊōŜǉǳŜΩΦ   

3. Select Contact Type ΨSend an E-Ƴŀƛƭ ǘƻΩΣ ƛŦ ƴƻǘ ŀƭǊŜŀŘȅ 

selected.   

4. Double-click in Organisation.  This will copy ΨwŜǇton 

{ǘŜŜƭΩ ŦǊƻƳ ǘƘŜ Ψ9ƴǘƛǘƛŜǎΩ CƻǊƳ ƻƴ ǘƘŜ ƭŜŦǘ ƛƴǘƻ ǘƻ ǘƘŜ 

field.   

5. Click in Person and using the Pull-Řƻǿƴ ƭƛǎǘΣ ǎŜƭŜŎǘ Ψ.ǊŜƴŘŀ {ƳƛǘƘΩΦ   

6. Press <tab> Key twice to get to the next blank Organisation. 

7. Press <ctrl>, <shift> and <quote> Keys simultaneously.  

¢Ƙƛǎ ǿƛƭƭ ŎƻǇȅ ΨwŜǇǘƻƴ {ǘŜŜƭΩ Řƻǿƴ ŀ ǊƻǿΦ   

8. Press <tab> once to get to Person. 

9. 9ƴǘŜǊ ΨŎΩ ǘƘƛǎ ǿƛƭƭ ŀǳǘƻ-complete the field as shown.   

(If you go too far, you can use <shift><tab> to move back.)   

Repeat using whatever method you like until you have selected 

ALL members of Staff for Repton Steel.  The list should now look 

like this:   

You HAVE to enter Repton Steel in every row as this determines 

which people you will be able to select in the Person field.  If you 

leave Organisation blank then you will be able to select ANYONE 

in the Person field ς not just those that work for Repton Steel.   

Click Cancel as we are not going to bother to save this Diary  
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Exercise ς Use the FIND Form to select a group of recipients 

Open a NEW Diary Note as before.   

Enter Subject Ψ{ǘŀŦŦ .ŀǊōŜǉǳŜΩ ŀƴŘ Contact Type ΨSend an E-mail 

ǘƻΩΣ ƛŦ ƴƻǘ ŀƭǊŜŀŘȅ ǎŜƭŜŎǘŜŘΦ   

This time click the Find Button.  This will open the FIND Form, 

titled as below.   

Click the People ¢ŀō ŀƴŘ ǎŜƭŜŎǘ 9ƳǇƭƻȅŜǊ ΨwŜǇǘƻƴ {ǘŜŜƭΩΦ 

 

This will display ALL of 

wŜǇǘƻƴ {ǘŜŜƭΩǎ {ǘŀŦŦΦ  If 

ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ƛƴŎƭǳŘŜ 

someone, uncheck them.   

Click Add to Recipients 

List Button.  This will add 

ΨwŜǇǘƻƴ {ǘŜŜƭΩǎ {ǘŀŦŦ ǘƻ 

your Dairy Note for you.   

Change the Default E-mail List ǘƻ Ψ/ŎΥΩ ǎƻ ǘƘŀǘ ŀƴȅƻƴŜ ȅƻǳ add 

from now on will be added to the Cc: list of the E-mail.   

Use the Find Button 

again to add all the Staff 

ƻŦ Ψ{ǳǇŜǊ 5ƻƭƭŀǊǎ ς 

.ǊƛǎōŀƴŜΣ IhΩ ǘƻ ȅƻǳǊ ƭƛǎǘ 

of Recipients.  It should 

end up looking like this.   

Enter the Message as 

shown on the Message 

Tab.   

Click the Send E-mail 

Button.   
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The system will not send the E-mail until you have removed 

everyone from the list that does not have an E-mail Address.  

So click Yes to the four ERROR Messages that are displayed.   

The SEND E-mail Form will 

then display the remaining E-mail 

Addresses in a single list. 

Check that everything on the 

Signature Tab is as you want it and 

click Send E-mail.   

This will format and open your E-mail 

in MS Word with the correct E-mail 

Addresses already inserted, as shown below: 

 

 

 

 

As you can see this sends the same E-mail to everyone on the list.  So it cannot be personalised in any 

way.   

Close the WORD Document without sending it.  They are fictitious people anyway. 

Exercise - Sending Multiple Faxes and Letters, without using Mail-Merge 

You can use the same technique to send multiple Faxes and Letters to a list of Recipients even though 

Faxes and Letters have to be sent individually.   

When the previous exercise returns you to the Diary-Note Form 

change the Contact Type ǘƻ Ψ{ŜƴŘ ŀ [ŜǘǘŜǊ ǘƻΩΦ  The form will 

then tell you that in order to send a Letter to a selected recipient 

you can select each one in turn.   

So select the row containing 

David Smith by clicking here.  

Then click the Letter Button.   

This displays the SEND Letter 

Form as shown.   

If you want to see what the 

Letter would look like click the 

Send letter Button.   

Otherwise click Close.   


