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



By creating an electronic message you can:

Create an email and choose from over 150 sales templates.

Send your message to multiple contacts.

Send a series of automated or scheduled elMails.
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Begin by selecting the ‘Create the Message’ tab towards the top of the screen as pictured here.
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Flease select the type of new message.
1. With "PRINTED DOCUMERMNT" type selected, you will be able to print the generated message as PDF file.
2With "ELECTR ORI DOCUMERNT type selected, yvou will he ahle to email the generated message.
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Then select the ‘Electronic Document’ button to begin creating an eMail.
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Within this screen you are able to create your own message by selecting ‘Create New
Template’, or choose from existing sales templates.
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-First choose a category that best fits the message of your intended letter.

-Second, choose a sub-category that helps you even further.
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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.
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Template Name: Change in Product Name Clear Entry Data

Please enter data for all the replacement fields defined in your selected template.

Replacement Fields Data Description
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| | -
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Back to Document List

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

Please enter data for all the replacement fields defined in your selected template.

Replacement Fields

Original Praduct Mame

Mew Product Mame

Expected Launch Date

Sender Mame

Sender Pasition ar Title

Sender Phane Mumber

Sender Company Mame
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® Enter Data O Fram
wanually Database
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Once you have finished completing the replacement fields, you may click ‘Next’ to continue.
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Is this message part of a campaign?

Mo, Single Distribution Yes, Add to Existing Campaign Yes, Create New Campaign
this is the only message sent. Add this message to an existing Create a MNew Campaign and add
carnpargn. this message as the first message.
——————————————— Widget w

Campaign Name:

Deliver Type:

@ scheduled & automated

-Send just one email message.
-Add a message to an existing campaign.
-Or create a new Campaign.

Then select ‘GO’ to continue.
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Add Mew Contact

Contacts Groups
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Chad | Smith s
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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.
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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.
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We can not find your company's SMTP info on file to email the document. Flease click Hered
Email Fram: B
To: The contacts isted below will receive the email message
John, Doe;
CC
Email Subject;

Ermail Message: [ Edit Message ]

HTHIL Ternplate: QButterfly Qelossom Q aloe vera
o RS WA A
O Big Earth Qeig Sea Qeig Tech

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�
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Ermail Fram: support@Epal .com

To: The contacts listed below will receive the email message
Zhad, Smith;

cc

Email Subject:  |Mew Announcement

Email Message: [ Edit Message ]

HTML Ternplate: Q Butterfly Qelossom Q aloe vera
P W
QO Big Earth Qeig sea Qeig Tech

[ Preview Email ]

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.
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Email From: supportiEnal.com

Ta: The contacts listed helow will receive the email message
Chad, Smith;

C

Email Subject:  |New Announcement

Email Message: | Edit Message

HTWML Template:

O ButterFly Oelossom O aloe vera
PR Y
O pig Earth O gig Sea O gig Tech

U
%

Preview Email

® send it Now

O schedule the delivery at a later time
Send at| 3/22/2010 | 8:004AM % EST Time

Back ][ Send Email ]

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’.



Scroll to view the whole document.

Announcement to our Sales Team:

We have just been informed by our Legal council that the original name Widget One that we had
wanted has already been trademarked by a competitor. Because this name has already been taken,
we will change the name of the line to Widget Seven. We have been assured that this name is still
available, and we are working on the trademark right nows.

This change does present a challenge for our initial marketing campaign. We intend to have our
agency work the new name, Widget Seven, into the existing commercials. We are still trying to figure
out how much this will cost, and exactly how long it will take. Qur objective is to have the marketing
campaign ready on or about March 1, 2010. | need you to please inform your direct reports and any
agencies that you employ about these changes. Your objective is to identify any additional problems

Then select 'Close' to contine.
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Ermail From: supportpal.cam

To: The contacts listed below will receive the email message
Chad, Smith;

(0

Email Subject.  [Mew Announcement

Ernail Messane | Edit Message

HTWIL Termplate: C‘E-utterFIﬁ,r O eBlossom ® aloe vera
e . W O
O eig Earth QO eig Sea O pig Tech

Preview Email

® send it Now
Q schedule the delivery at a later time
gend at| 3/22/2010  ~|[a00am <

__‘; Send Ermail

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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