
This tutorial shows you how to create an electronic message in the Sales Correspondence 
Application.





Begin by selecting the ‘Create the Message’ tab towards the top of the screen as pictured here.



Then select the ‘Electronic Document’ button to begin creating an eMail.



Within this screen you are able to create your own message by selecting ‘Create New 
Template’, or choose from existing sales templates.



-First choose a category that best fits the message of your intended letter.

-Second, choose a sub-category that helps you even further.



You are then able to choose a template that best fits the message you are trying to create. 
You may select to preview the template by clicking on the magnified glass icon, and select to 
build the document from that template by selecting the Build document icon.



A set of replacement fields will then appear, along with description that helps you 
determine what needs to be typed into each replacement field.



These replacement fields correspond to the template that you have selected. For example, if 
you write your company name into the ‘Company Name’ replacement field, it will 

automatically appear in your letter once you are finished.



Once you have finished completing the replacement fields, you may click ‘Next’ to continue.



Here you have the option to:
-Send just one email message.
-Add a message to an existing campaign.
-Or create a new Campaign.

Then select ‘GO’ to continue.



You may then select to send the message to a specified group of contacts, several 
contacts, or just a single contact. Once you have selected a group of contacts, or a single 

contact, you may click ‘Next’ to continue.



You are also able to add a contact as well as their information to the letter by selecting a 
contact, and choosing what specific information you would like to include by selecting from 

the ‘Data Base’ and including that information in the replacement fields. 



If the message in red font appears at the top of your screen, be sure to add your SMTP 
information by clicking on ‘Here’.  You may also refer to the Setting up your eMail Tutorial

for additional help with this process.

http://www.mastersuiteapps.com/support/bizsuite/docs/Setting_up_your_Email.pdf�
http://www.mastersuiteapps.com/support/bizsuite/docs/Setting_up_your_Email.pdf�


If you have already added your SMTP server information, you may begin by adding 
the subject name that will appear when the recipient receives the eMail, as well as 

view and edit the end message by selecting the ‘Edit Message’ button.



Then you may select a HTML template that your message will appear in. Once you have 
chosen a template, you may preview the eMail, by selecting ‘Preview Email’.





You then have the option to send the message to your contact(s) now by selecting ‘Send it Now’, 
or you may send the message at a specific time.  If so, select ‘Schedule the delivery at a later 
time’ and select the date and time you would like the eMail to be sent.

To send the eMail, select the ‘Send Email’ button.
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