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Setting up WinSales to send Email

WinSales Version:  4.0, 5.0

Revised: 7/13/00
Anywhere in WinSales that you can interface with your Word Processor to create a personalized form letter, you can also create a personalized e-mail to be sent using your MAPI-compliant e-mail system.  If you are using a MAPI-compliant e-mail system (MS Outlook, Exchange and Mail, or other vendors MAPI compliant versions like Eudora and Groupwise), you may transmit e-mail messages as simply as you can print a letter.

If you do not have a MAPI-compliant e-mail system you cannot use these features of WinSales.  Outlook Express is not MAPI compliant!!
Converting a Microsoft Word Form Letter for Use by Email: You can convert your existing Microsoft Word form letters into a format usable by the email system very easily.

· Open Microsoft Word.

· Select File + Open and navigate to the location of the form letter.

· Choose Save As from the File menu in Word.  

· In the "Save as Type" drop-down, choose "Text Only with Line Breaks".  

It's always a good idea to "experiment" with your form letters before performing a mass mail function via email.  Test out your email letter by sending one to an associate, or yourself first.  If you want to make changes to the format of the letter open the TXT file in Notepad and modify.  The body of the TXT letter and the form letter (DOC) can be different.

Updating your User Settings for use with Email: WinSales uses several User Settings to process and send the email.  User settings are user specific, so wherever you log in, your settings follow you.  To change User Settings log into WinSales as yourself, and go to the Options + Settings area.  Each setting we need to use with email is detailed below:

1. Tell WinSales to UseEmail when possible: When working in WinSales this setting tells the program to use email when possible.
· In WinSales select Settings from the Options menu.

· Select the General tab, and choose the setting, "UseEMail" and change that to 1 and SAVE in the new setting area.
2. Designate the Email Address field on the Contact screen: This tell WinSales what field stores the contact’s email address.
· In WinSales select Settings from the Options menu.

· Select the Contact tab, and choose the setting, "EMailAddressAttribute"

· Click on the New Setting drop down list and select the E-Mail Address field from the list of all the fields on the Contact window. 

3.  Including the Method field in WinSales Activities: On any activity that includes a form letter field (like Correspondence), make sure you have a field to indicate the method for sending the form letter.  If there is a drop down list for this field (which we suggest there should be) Email must be one of the choices.  

· In WinSales select Settings from the Options menu.

· Choose the Word Processing tab and select the setting "EMailMethodField"

· Click on the New Setting drop down list and select the "Method" field.

If you have multiple activities that contain form letter fields, create a field, named the same (method), for each one of them using the WinSales Administrator.

4.  Telling WinSales the Method of the Activity: WinSales will look at the Method field and determine if the letter should be sent through an email. 

· In WinSales select Settings from the Options menu.

· Choose the Word Processing tab and select the setting "EMailMethodValue"

· Click on the New Setting drop down list and select "Email".

When you attempt to merge a document WinSales will check the activity to determine if the letter should be emailed.  

5.  Setting the Subject of the Email: On any activity that includes a form letter field (like Correspondence), you will want to set up a field to house the subject.  Each email message sent can have a subject, and this field can be used to indicate the subject heading for the message.  

· In WinSales select Settings from the Options menu.

· Choose the Word Processing tab and select the setting " EMailSubjectField"

· Click on the New Setting drop down list and select the "Subject" field.

If you have multiple activities that contain form letter fields, create a field called "Subject" for each of them.

6.  Setting the Attachment for an email: On any activity that includes a form letter field (like Correspondence), you might want to set up a field to house an attachment filename to be sent.  Each email message sent can have an attachment, and this field can be used to indicate the file to be attached to this message. 

· In WinSales select Settings from the Options menu.

· Choose the Word Processing tab and select the setting "EMailAttachField"

· Click on the New Setting drop down list and select the "Attachment" field.

IMPORTANT NOTE: When you enter the file you wish to attach to this email be sure you include the full directory path for the file in the Attachment field.  Also remember that WinSales does not support long file names, so letter or directory names longer then eight characters will not work.  If you have multiple activities that contain form letter fields, create an "Attachment" field for each of them.  

7.  Setting the Merge Delimiters: Be sure the "EmailMergeDelimiters" setting is established as it should be when WinSales is installed.

· In WinSales select Settings from the Options menu.

· Choose the Word Processing tab and select the setting "EMailMergeDelimiters" 

· Click on New Setting and enter the value 171,187
Sending email from WinSales: In WinSales just as you merge a letter, you can send an email by going to the activity where you process merges and set an activity up with the Method of email and then select the DOC letter name.  When you double click to merge the letter it will see the method is email and the Contact criteria for sending mail has been met, WinSales will send the TXT file for that letter to the Contact.  If you schedule and save this activity you can do the same thing from Fulfillment Center.  Most users are looking to build an Action Plan that has the Correspondence activities set up to send email with letter, subjects, and attachments defined, then Mass Assign a group of contact using the Workbench to schedule the Correspondence activities for Fulfillment Center to email or print for mailing.  When you select a group of cells to merge in Fulfillment Center, WinSales will either email or merge the letter to Word depending on whether the Contact meets the parameters established above.

One final thing to keep in mind when sending email from WinSales or Fulfillment Center the email is going out to contact from the profile you are logged into your email software as.  That is likely the address contacts will reply to.  Make sure before you send your emails out you are logged into the email software as the profile you want the emails to be from.

For more information on sending email from WinSales see SUP033.DOC and SUP034.DOC on our WWW site at: http://www.winsales.com/support.htm
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