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SENDING CORRESPONDENCE TO MULTIPLE RECIPIENTS

The exercises in this modutenfine themselves to sendirigmails, Faxes & Letters toultiple
Recipientsvithout the use of maimerge. The exercisese the Trial Datthat came when yodirst
installed thesystem So will only still be available to youifyouhgv@ G & SiG NXzy W/ € St
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 cocentrate on learning by doing. But if you do get stuck and need a bit of HELP, just pres
theFlkey. ¢ KA & o6Aff 2LISy D9aQa O2yGSEG aSyaiaidrgs |

45 GEM Help - Windows Internet Explorer ‘LELT
@ Uv "& file:///C:/Users/Public/GEM%20Development/Help/GEM/NetHelp/defaulthtm?turl=WordDocuments%2Fc ~ ‘ +y ‘ % ‘ [fj Microsoft ® Live Search P~ ‘

Eile _Edit View F_gvorites Iools _ﬂ_elp

IR v [=] @ - Pagev Safetyv Tools~ (@~

»

1. Favorites | @ GEM Help

= =

FIND Form

=) | (Uicontents | |-]index () Search | 7 Favorites g

& Preface
(@ INTRODUCTION
\I/ System Overview
tg INSTALLATION
& Login Form
& Using the Help System
(® Toolbar Options
\\’I/ ENTITIES FORM
‘? Organisations
L 4 People
L 4 Projects
1’ MAKING CONTACT
& RELATIONSHIPS FORM
(Jj FIND Form
@ Structure of Form
)} The Selection Criteria Tabs
(@ Entity Types Tab
(@ Organisations Tab
@ People Tab
@ Projects Tab
(@ Addresses Tab
@ Contact Numbers
(@ Categories Tab
LJj FIND - Category Selector Form
(@ Using the Tree-View
&7 INCLUDE and EXCLUDE Panels

Structure of Form

The form consists essentially of two parts. The Selection Criteria Tabs at the top enables you to specify anything you know
about the Organisations, People or anything else you wish to find.

Vi On2it Software - Relationship GEM - [FIND - Organisations/People]
EH Fe Edt View Insert Fomet Becords Toos Window Setup Fomns Repots Hlp

Entty Types | Organisations| People| Addresses | Contact Numbers | Categories | Query Library | Options|

4
-6

These Selection Criteria Tabs at the top, enable you to select what you want to appear in the ‘Current Selection’ below.

As you select or deselect the Entity Types you wish to include, additionsl Tabs wil show/Nide themseives.

These enabie you to further restrict the choice of each Entty Type. Just select the detais you know.

You can find an Organisation/Person given any known Information sbout them, Just select the detalls you know using the Tabs

above. As you o 50, the options available in subsequent choices wil reflect choices already made. This enables you to conduct your

Search in any order. When you see the Person/Organisation you want, click ther name. (To resrict the records that are editabie, click
‘Edit Selected Records) You can find Organisations and People at the same time, but not other Entity Types.

Current Selection | Accumulated Selections | Exceptions

Use the contros above to make your selection. When you have found what you are looking for,
double-click i¥'s Name, or use one of the buttons at the bottom of the form. To restart the Current
Selection use the Ciear All button.

Namo Addeess
(2 PO v—
oaa‘a.-‘.m.. Stoel
ﬂsgh_n.-..m. Stoet
14,3, Super Dolars
2148, Super Dot
13, super Ootors

Select Al | Deselect A¥| Clear All | Search

[ JohParent Organisation -
Subsidiary, Repton Stee!

Phone No | FisxNo__| Mobile No
50943210 59943211
6780173 65882990

78672 3786710
78912345

7891204

14568521

2 Namtiicon Street. Macksvisle, 2447, New South Walo...
2 Yarrahappees Street, PO Bax, Macksvills, 2447, New
“White Archos’ Blueridge Drive, Acacia Bay, PO Bax. T
8 Bald Hills Street, Badd Hills, Brisbane, Queenstand, A
21 Coniter Street. Taupo, New Zealand Branch, Super Dollars

2 Boronia Street, Cotfs Harbour, New South Wales, Au. Bronch, Super Dollars

@ Using Yellow Pages Classifications
@ Using a Text Search
(@ More Complex Category Selection Clause,
@ Query Library Tab
(@ Options Tab

] Current Selection Tab
(@ Organisations and People
@ Projects

[ @ Dosailie Aimsworth

[ 8 Omid Aswortn

[ @ Jenny Ainsworth

1§ Ken Answorth

|2 - e—

[Z1 8 Moo Brown s

21 8 Crmin Canite
Search Results : 29 rows

Macksvitle, New South Wales. Austeaia

Macksvitle, 2447, New South Wales. Australia

Macksville, 2447, New South Wales., Australia

Macksville, 2447, New South Wales. Australin

Macksville, 2447, New South Wales. Austraia

6 Macksvile Stroot. Macksvile, New South Wales, Aus... 68743219
£ st Hills Stenet. B Hills. Rrishaon, Quennsland A__3456.1204

Accountant. Super Dollars

_ Admimistration, Suner Dollacs,

v

@ Selecting Individual Records
(@ Buttons at the Bottom of the Form
@ The Accumulated Selections Tab
(@ The Exceptions Tab
x’ MAIL MERGE Wizard
& SETUP MENU
& FORM MENU
AP RFPNRT MENII
<

Assign Category ‘ Remove Category | Edt Selected Records Only | Print Seected Addresses |Amn\dm | Add to Exceptions | MlllMugtl Carcel ‘

The Tab-Set at the bottom shows you the results of your Current Selection. For Organisations and People you will also be able
to accumulate the results of several selections, and even create a separate list of exceptions that you do not wish to include.

The row of buttons at the bottom of the form, enable you to do things with your selections.

1l ] »

™ Computer | Protected Mode: Off g v ®100% ~

l o[t A& 2dzad | L2 2F GKS | &SN aodpghdaiwheFeyod dr
in the system. Once open you can use @atentsPane on the left to navigate to wherever you like.

(@]}

Do use it. Itis intended to be helpful after all.
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USING FIND

If you look at the GEM Toolbar, it haE'Ia\IDButton and d\/la%iI-Merge Button. These BOTH open the

&£ B E B Feboe %5 B
FIND - anyone, anything, or groups, given any set of Criteria"—
FINDForm. This is because before you can do a-Maiigeyou have to FIND who you are going to

send it to.

Exerciseg OpeningFIND from the GEM Toolbar

Click both theFINDButton andMail-Merge Button in turn. Tis 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 Wl" default to ~# FIND - Organisations/People o= =
Entity Types worgamsatmnsl People I Addresses | Contact Numbarsl Categories | Query L\brar’y] Opt\onsl
Or an|sat|0no R PerSO + | |These Selection Criteria Tabs at the top, enable you to select what you want to a| r in the 'Current Selection' below.
q Orgamsatlm P. yo yo ppea
because if ou are Iookino Persun As you select or deselect the Entity Types you wish to include, additional Tabs will show/hide themselves.
y b D Project = || | These enable you to further restrict the choice of each Entity Type. Just select the details you knows.
You can find an Organisation/Person given any known information about them. Just select the details you know using the Tabs above. As

for a Plu mber for you do so, the options available in subsequent choices will reflect choices already made. This enables you to conduct your Search in any

! der. When you see the Person/Qrganisation you want, click their name. (To restrict the records that are editable, click 'Edit Selected

f / Records') You can find Organisations and People at the same time, but not other Entity Types.

example, it could be

.th Curgent Se on 1
) e the controls above to make your selection. When you have found what you are looking for, double-
click their Mame, or use one of the buttons at the bottom of the form. To restart the Current Selection E
. X Clear All Refresh
use the 'Clear All' button. et

Read thd nformatl On MName Address Phone FaxMNo | Mobile No | Job/Parent Organisation |
Panel

Try changing th&ntity
Typesselected and
observe how the Form
reconfigures itself.

Searched Results : 0 rows

Cancel

Using FIND to Send E-mails, Faxes and Letters
If you want to sendhe same Enail, Fax or Letter to the multiple recipients there aree®l ways you

can go about it. You can:
1 Select Recipients individually,
1 Use the FIND Form to select a group of recipients.

1 Use MalMerge to personalise your correspondendgdhis is covered in the next Module.)
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Exercise; Selecting Recipients Indiviglly

»

8.
9.

L8 E

B oo Feb=aa

S =N

|Repton eel Pty Ltd
Organigation's Primary Business Category

N = =
<% Entities (e ] | NEW Diary M{ote 52
:Qrgamsatmﬂs IFEUP'E} F‘m]ects} Subjeg#|Staff Barbecue j
setect [N ] | tew [ S][-] Date: Time:  Author:
Organisation dresses} Depts.fSuhs.‘ Staff 1 Categnrles} Diary 1 Not 4| » n ‘21-5&[:!-09 j at‘09103 am ‘Br’ian McGuigan j
‘Organisatibnal Details [~ Don't show in Select Organisation above ontagt Type: ‘Send an E-mail to j
Trading Najne: Short Name: = G
[Repton Stdel | pients | madsdge | About | Attachments | Options |
Full Namg: Staff Size: This Tab sows the Recipients of the E-mail Find ‘ |
|>5EI \ / Organisation \ Person | List |

7%/

=l

‘Stee\ bricators
CEO pr Manager
Joh/Title:

Name:
[cE| - |[pavid smith |
PArent Organisation
lationship: Name:

Contact Numbers
Dial Code:

ial Code:

-] end |

CEOQ's Home

|

To |

Phone: [ 00612 \55784]123/

[ 0061%7842-3210

Use E-mail Addresses

Fax: [ 00612 [5678-00

J \/?z [7894-3211

obile: [0421-333-333 [

der [~

Web: |‘.’v‘.’v‘.’v .reptgpsteel.coméau

",'w,ww‘.Sm\th.:om.au

v 4
E-mai\:|55|as?€ptomst7%am.au

‘Dawd.Smlth@ReptnnStee\.cnm.a

‘ Save ‘ oK ‘Be\atmnsh\ps|

4 Eij » New lete
[ oo [ » e | e
V4 VA VA4

@ Work ¢ Personal  Default E-mail List [To: -

Send E-mail

New |DEIEte| Print ‘ Save ‘ oK ‘Cancel‘

Openw S/Iﬁu Y Récar& St Qa

Open aNE
enter Subject¥{ G I ¥ F

SelectContact TypeéBend an & I A

selected.

Doubleclick inOrganisation This will co

{GSSfQ FNRY d
field.

Click inPersonand using the PuR 2 ¢ y

iary NoteF N2 Y D9aGad ¢ 2

I NP Slj dzSQo
02

U2\ GUAKISK

Recipients IMessaga I About } Attachments] Optiansl
This Tab shows the Recipients of the E-mail

Organisation [ Person

7 [Repton Steel

[

Brenda Smith
Caonnie Juniper
David Smith
Elwyn Smith

Ken Smith Jnr.

Marketing Consultant
Accountant
CEO

Advertising Consultant
Accounts Person
Errand Boy

Area Manager

fAAGR

I afYS0KQW.

Press <tabXeytwice to get to the next blank Organisation.
Press<ctrl>, <shift>and <quote>Keys simultaneously.

¢tKAA gAff O2LER

YwSLI2y {

Press<tab>once to get toPerson

9y i $NJ WO Q-coinplételthe field fad showilzi 2

(If you go to far, you can useshift><tab>to move back.)

Repeat using whatever method you like until you haslected

ALL members of Staff for Repton Steel. The list should now |
like this

You HAVE to enter Repton Steel in every row as this determin
which people you will be able to select in the Person field. Ify
leave Organisation blank then you vin# able to select ANYONE

NB y

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

ClickCancels we are not going to bother to save this Diary

Recipients IMessaga I About } Attachments] Optiansl
This Tab shows the Recipients of the E-mail Find | ‘
l Organisation [ Person [ List f CD
L Repton Steel Brenda Smith Ta:
L Repton Steel sonnie Junipes jTo:
* /” To:
|
i
- Recipients 1 Message} About 1 Attachmentsl Optmns}
This Tab shows the Recipients of the E-mail Find ‘ |
Organisation Person [ List
| |Repton Steel Brenda Smith To:
| |Repton Steel Connie Juniper To:
| |Repton Steel David Smith To:
| |Repton Steel Elwyn Smith To:
| Repton Steel Jenny Smith To:
| Repton Steel John Smith To:
| Repton Steel Ken Smith Jnr. To:
L | jTu:
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Exercise; Use the FIND Form to selecyeoup of recipients

Open aNEWDiary Noteas before. » B
—> Sub]e:t:|5taffBarbecue |
Source of Note
EnterSUbjeC U | T -F . | Mﬁt“_r nd brm” On |2§*a;:p{|9j at‘l;ilzz:pm ‘::ta:o;mulgan j
1 1 A W v A 3 ™ » Contact Type: |Sand an E-mail to j
u 2 Q Z 7\ -F y‘ 2 u | f NS | R e a S f S O u S REC'P'E"tEWMEssage}AhuutWAttachmentSIOptmnsl
This Tab shows the Recipients of the E-mail > find | |
This time click th&ind Button. This will open thEINDForm, o T A ——

titled as below.

Click thePeople¢ I 6 | Y R 9YLXM 28 f Qo

» FIND - Recipient/s of %ﬂailj about Staff Barbecue

Entity Typesl Organisations People IAddresEesl Contact Numhersl Categnrlesl Query, rarﬂ Gptmns}

Title: First Name: Middle Name: Sex:
| =11 =] 2 [ I
Nickname: Last Name: Age Range:
| =1 =] |-

Job Title: Employer:

THfs Tab enables you to restrict which People are included in your Current S| [~ Use E-mail Addresses d E i e
Send E-mail €
eolielisithatareluniize olbeupley & work " personal | Default E-mail List [To: -

Reminder ™

Hew |Da|ate| Print | Save | OK ‘Cancal‘

Current Selection 1

Use the controls above to make your selection. When you have found what you are looking for, double-
click their Name, or use one of the buttons at the bottom of the form. To restart the Current Selection |

use the 'Clear All' button. ‘ Ecagis | el ‘

MName Addrass Phone Fax Mo Mohile No Job/Parent Organisation . . .
F] Conrie Juniper 2 Epping Place, Highbury, Macksville, New South .. 8891-45.. ‘ Accountant. Repton Steel ‘ ThIS WI II (Bplay AL L Of
8 Brenda Smith 2 Epping Place, Highbury. Macksville, New South BE91-45 Marketing Consultant, Reptan 5 A 4 LA A -~
@ Elwyn Smith 2 Epping Place, Highbury, Macksville, New South .. 68971-45 <— Thg Consultant, Reptan w S LJU 2 y { u IS S f Q a. {
8 John Srith 2 Epping Place, Highbury, Macksville, New South .. 8891-45.. Errand Boy. Repton Steel . ~ z , ~ _;_
[#18 ken Smith e 2 Epping Place, Highbury, Macksville, New South . 6831-45 Area Manager, Repton Steel ez2dz R2 y Qu gl y u L
8 David Srith 10 Nambucca Street, Highbury, PO Box 25 Highbu . 7842-32.. 7894-32.. W 0421-333-3 CEQ, Repton Steel
[¥18 senny smitn 10 Nambucca Street Highbury, PO Box 25 Highbu..,  7842-32.. 7094-32.. W 0722-333-2.. Accounts Persaon, Repton Steel someone, UnCheCk them

|_—
ClickAdd to Recipients
ListButton. This will add

Search Results : 7 rows /LPW S L\J[j 2 y { l‘fl S S f Q é.
Add to Recipients List CaM’

your Dairy Note for you.

SRENSETEE ailListi 2 W/ OYQ &az2addKIl d |y

Change thdefault

23
Subject: |Staff Barb. © A H H
| S et ~I| from now gh will be added to the Cc: list of thertail.
urce of Note
Date: Time: Author:
on ‘ZD-Sap-UB j at|05:43 pm |Er\an McGuigan j
Contact Type: [Send an E-mail to | Us End Button Redipients | Message | About | Attachments | options|
Recipients IMessaga ] About ] Atta:hmgms} Opt\ons] This Tab shows the Recipients of the E-mail Find ‘ |
This Tab shows everyone invited to the Meeting Fm% g n tO add a" the Staff OT?E"‘SE“D" J| Person [ Lst -
5 A | b_|Repton Steel| ~ | Brenda Smith To
R Organisation jlﬁreﬂda S:E;SD" |f‘ -'F LIJ { dZL\B NJ 5 | |Repton Steel Caonnie Juniper To:
Repton Steel Connie Juniper Ta: v = 2 i Repton Steel David Smith TUf
Repton el o . NRAaolySz | e Shon sty To
Repton Steel Ta: i .
N I Rept eel John Smith To:
Repton Steel To of Recipients. It should —H"a'/'
5 . L—TRepton Steel Ken Smith Jnr. To:
Ri Steel John Smith —
Rzzz: Sz; KDenHSn:tnh anr . . || Super Dollars - Brisbane, HO Craig Conifer Cc:
* : end up Iookl ng Ilke t |S | |Super Dollars - Brisbane, HO Krista Conifer Cc:
| |Super Dollars - Brisbane, HO Robert Conifer Cc:
| |Super Dollars - Brisbane, HO Roslyn Conifer Cc: J
* To: hd
Enter the Message as
{U‘S;E’r:a‘lid:mssesl Dafault £ st K Send E-mail ShOWﬂ On thd\/lessa@\_‘b?acipiants Message WAbout I Attachmants} Opt\ons]
* Worl -mail L 4 -
ersonal || Default EmallList [To: ~IThe Annual Staff Barbeque is being planned for Saturday 20th
Reminder Tab .

December. Plaease keep you diary free.

Qickthe Send Emaiil
Button.

New ‘De\eta‘ Print ‘ Save ‘ oK |Cance\|

Add Standard Text: j
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The systenwill not send the Email until you have removed
everyone from the list that does not have amfail Address.
So clickresto the four ERROR Messages that are displayed.

TheSEND #nail Form will
—

then display the remaining-iail

Addresses in a single list.

Check thW
SignhatureTab is as you want it and
clickSend Email.

This will format and open yourgail
in MS Word with the correct-Ealil
Addresses already inserted, asm below:

As you can see this sends theme Email to everyone on the listSoit cannot bepersonalied in any
way.

Close the WORD Document with@agnding it. They are fictitious people anyway.

Exercise Sending Multiple Faxes and Lettemsithout using MaitMerge

You can use the same technique to send multiple Faxes and Letters to a list of Recipients even thoug
Faxes and Letters have to be sent individually.

When the previous exercise returns you to the Dibligte Form

change theContactTypell 2 W{ Sy R The fpr@ Wil SNJ 42 Qo
then tell you that in order to send a Letter to a selected recipiént

you can select each one in turn.

So select the row containing
David Smith by clicking here.
Then click theLetter Button.

This displaythe SEND Letter

Form as shown.

If you want to see what the
Letter would look like click the
<«— Send letterButton.

Otherwise cliclClose
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