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Enter Contacts

1 Enter Contacts

- From the fly-in menu, start the wizard Create Contact:

My Homepage | Accounts Activities Pipeline

Products Depotzs | »

! it User Homepages - Guest, Joe O - My Homepage

@igrsﬂtsgdivw iew Actions Security Wizards

afo Create Contact  Dptions | System

.
17| Mreate Cnntract

. Enter contact data with address:
My Homepage | Accounts @ Activities  Pipeline

fiifi Accounts

File Edit WView Actions Security Wizards Reporis

Contact

Salutation code: M. [v]
Salutation:

First Mame: Tom
Middle Mame:

Last Mame: Easy
Alias name:

Job Title:

Job Raole:

Qrganization: ACME
ddresses (Home / Business)

Address line(s): M.

Tom Easy

Street/ PO Box G658 California Ave.,

City: Palo Alto
ZIP/Postal code: CA 94306

Country/Region: United States of Am ||

Search Mew Search Cancel

Products Depots =

Department:
Do not phone:

Phone business:

Phone mobile:
Phone home:

E-mail business:

E-mail home:
Birth Date:

Address line(s):

Street /PO Box

City:
ZIP/Postal code:
Country'Region:

- click the [Search] button to check for duplicates

- if no duplicates are found, click the [Create New] button; otherwise,
select one of the duplicates, update data, and then click [Apply Changes]
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2 Create Address Filter

- Navigate to [Accounts > Address Filters]:
My Homepage | Accounts @ Activities Pipeline Products Depots Folders & Documents »

Accounts

, Bf Accounts
Account Groups

File Edit WViey Competitors lards Reports
Organizationz

Accounts ;| Acco Search Organizations || » | Address Filters
4 S AccountzlAddrezses New Edit View
Account Fiters
[+l |:| Full name | Search Addreszes Phone business Phone mobile E-mail bugines

ol admin-std Address Fiters
All Accounts %

o] Jones-32 Accounts (disabled) +41 (44) 5551323 +41 (VO) 444-5323  jt323@opencn

- From the New menu in the pane [Address Filters], select the entry
Address Filter:

Accounts || Account Groups | Competitors | Organizations | | » | Address Filters
L] Q New Edit View

T
B= Addrezs FirterﬁS Description =

[+ ] Name -

- Enter the name of the address filter, e.g. Postal Addresses, and then
click the [Save] button:

Untitled - Address Filter

General | System

Mame: Postal Addresses
Description:

Save Cancel

- Navigate to the newly created address filter (click the operation result):

My Homepage | Accounts | Activities Pipeline Products Depots =
, Bf Accounts

File Edit WView Actions Security Wizards Reports

Address Filter: Postal Addresses [Edit]
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- From the New menu in the pane [Filter Properties], select the entry
Address Type Filter Property:
My Homepage | Accounts | Activities Pipeline Products Depots »

»= Accounts = Postal Addresses - Address Filter
File Edit WView Tools Actions Security

General || System

Mame: Postal Addresses
Description:

Filter Properties || Filtered Addreszes || »

L < New Edit View

[M [] Name - Description - Active - 1S Query Fiter Property

;Z= Address Category Filter Property
;X Addrezszs Dizabled Fiter Property
Bl ~ddress Main Filter Property

T
T Address Type Filter Property %

o
BB Address Usage Fitter Property

- Define the filter as shown below and then click the button [Save]:

Untitled - Address Type Filter Property

General | | System

Mame: Postal Addresses Active:
Description: Filter operator:  [4]15_IN [V]
Filter quantor:  [2] THERE_EXISTS ||

Address types: Postal Address =)

Save Cancel
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3 Create Address Group

- Navigate to [Activities > Address Groups]:
My Homepage | Accounts | Activities Pipeline Products Depotzs  »

Activity Trackers
. B8 Accounts AR
Categories
File Edit WView Actions | Mieztones ris
Activities
Accounts | | Account Groups Activity Fiters S| n
kil F M o, | Resources View
Work Reports
[*l (] Fullname = Alias nal . one mobile E-mail bu:
Calendars
5 admin- Activity Creators
Standard, Activity Processes
Jones-323, Activity Types 1(79) )
. JT : t323@o
m JimT. Addrezs Groups N 4-5323 : @ F
Jones-357, +41(44) 5845 +41(79) .
. JT ! : t357@mao
B imT 1357 sa45357  1BST@0F

- From the New menu in the pane [Address Group], select the entry
Address Group:
Activity Creators || Activity Processes || Activity Types || Address Groups
New Edit View

L]
| Address Gruup%}escripﬁon -

- Enter the name of the address group, e.g. X-mas cards 2009, and then
click the [Save] button:

Untitled - Address Group

General || System

Mame: X-mas cards 2009
Description:

Save Cancel

- Navigate to the newly created address group (click the operation result):
My Homepage  Accounts | Activities | Pipeline Products Depots »

. ER Activities
File Edit WView Actions Security Wizards

Address Group: X-mas ca%s 2009 [Edif]
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. Start the wizard Import Addresses:
My Homepage Accounts | Activities | Pipeline Products Depots »

@ Activities = X-mas cards 2009 - Address Group

k

File Edit WView Tools Actions Security Wizards

Import Addresses .
General | System \p—%‘

Mame: ¥-mas cards 2009
Description:

- Select the desired address filter from the drop down, e.g. Postal
Addresses, and enter the number of addresses you want to import.
Click the button [Import] to add the filtered addresses to your address

group:
Import addresses
Address filter: Postal Addresses |v|
Count limit: &0

Impn& Cancel

- Alternatively, you can add addresses manually with the entry Address
Group Member from the New menu in the pane [Members]:

My Homepage Accounts | Activities | Pipeline Products Depots »

@ Activities = X-mas cards 2009 - Address Group

k

File Edit WView Tools Actions Security Wizards

General || System

Mame: ¥-mas cards 2009
Description:

Members | Members (dizabled)
i [ =Y New Edit View

[ Title B Address Group Member'%s =
b
- To remove addresses you can either delete the respective address group
member or disable it; if you disable an address group member you can
also provide a reason for disabling it, e.g. *"move abroad - new address
unknown”.
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4 Create Campaign
- Navigate to [Activities]

- From the File menu, start the wizard New Campaign:
My Homepage Accounts | Activities | Pipeline Products Depots =

ER Activities

File Edit View Actions Security Wizards
Mew Activity...
MNew Agenda...
Mew Bug Tracker... = Hew Edit View

MNew Campaign...
Hew Project... = Welcome

Categories || Milestones || Activities | | Activity Filters

- Enter the name of your campaign, e.g. X-mas cards 2009:
My Homepage  Accounts | Activities | Pipeline Products Depots »

ER Activities

File Edit Wiew Actions Security Wizards

Drescription
Name: X-mas Cards 2009|
Description:

Create Cancel

. Click the button [Create]
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5 Create Mailing Activity

- From the fly-in menu, start the wizard Create Activity:
My Homepage Accounts | Activities | Pipeline Products Depotzs »
. ER Activities
ER create Activity, | Actions  Security Wizards
2 Create Contact Categories | Milestones || Activities | | Activity Filters
@ Create Contract -

[ T [p—— s L ——

- Populate the form as shown below and then click the button [Create]:
My Homepage Accounts | Activities | Pipeline Products Depots =

EE Activities

File Edit WView Actions Security Wizards

Activity

Mame: Mailing X-mas card 2009

Last applied creator: X¥-mas Cards 2009 - Mailings [X-mas Cards 2009 - Mailings]
Reporting contact: Guest, Joe O [Guest, Joe O]

Details

Priority; [3] High [v] Miscellaneous #1:
Due by: 12182009 12:00:00 PM §#  Miscellaneous #2:
Scheduled start: 12/04/2009 12:00:00 PM Miscellaneous #3:
Scheduled end: 12/14/2009 12:00:00 PM ##

Drescription

Description:

Detailed description:

Create Cancel

- Once the mailing activity has been created, you will be forwarded to it:

My Homepage Accounts | Activities | Pipeline Products Depots »
= Activities = 1000000: Mailing X-mas card 2009 - Mailing

¥
File Edit View Tools Actions Security

General | Details || System

Mame: Mailing X-mas card 2009 State:
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Next, we add the previously created address group as a recipient to this
mailing activity. Select the entry Address Group from the New menu in

the pane [Recipients]:
Recipients | Asszigned Groups
L) 3 New Edit View

M ] Addressies) -

Linked To | | Inbound Links

E Recipient
-
Address group

Select the address group X-mas cards 2009 with the auto-completer
and set the recipient type to Addressee as shown below. Click the

button [Save] to complete this step.

Untitled - Address group

General || System

Address group: X-mas cards 2009 | 4, Type:  Addressee v

Sﬂe Cancel
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6 Create X-mas card labels with Mail Merge Wizard

- From the Tools menu, select the entry Mail Merge --> RTF Document:
My Homepage Accounts | Activities | Pipeline Products Depots »

I Activities = 1000000: Mailing X-mas card 2009 - Mailing

b

File Edit WView Tools Actions Security

| Kail Merge —= RTF Document... |
Address group: Fmas q:%rds 2009 [Edit]

. Select the desired template from the drop down and then click the button
[OK] to start the mail merge process:

Mail Merge - Mailing
1000000 Mailing X-mas card 2009

Label Template | Template_MailMergeLabel.rif v

- Download the (zipped) RTF document and then open it with any word
processor that can read RTF files (OpenOffice Writer, MS Word, etc.):

Mail Merge - Mailing
1000000 Mailing X-mas card 2009

Label Template | Template_MailMergeLabel.rtf v

Click to download MailMerge.zip

|

i Fle Edit Viey 2] MailMerge.rtf - OpenOffice.org Writer

j Lj LH 2 File Edit View Insert Format Table Tools Window Help
el p-Bo e @ @8R Y B¢
¢ Final Showing Mar] . — — —

i [#e  |Default s || | Arial I»| |10 Ed B

El . |§ 10 — ——
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