Mail Merge

1. Mail Merge

Mail merge is the process of integrating data from SourceTap CRM with document
templates. Thisis typically done for form letters and email campaigns. Y ou can use external
tools, such as Microsoft Office, to handle mail merge or use the built in emall merge
capabilites.

2. Using External Toolsfor Mail Merge

The simplest way to use mail merge is to create a report and export it to CSV format. Then
you can use Microsoft Word or any other tool with document merge capabilities to create a
merge document. You can also use Microsoft Outlook to handle email merge. See the
documentation for your word processing application for more information on merging
documents with data.

3. Using the Built-In Email Merge Capabilities

SourceTap CRM has built-in email merge functionality. To access it, choose the "Email
Lists" option from the main menu. Thiswill give you the email list page, as shown below:

Choose a Template, or dlick here to create a new template

Template Name Adion

® Lead Email Edit? Duplicate? Delete?
(O Name and Address Edit? Duplicate? Delete?

O simple Template Edit? Duplicate? Delete?

O Thank You for Attending Edit? Duplicate? Delete?

Edit? Duplicate? Delete?

O welcome to the Murphy Center

Email Lists Choose a List to Email To | 1 person list v|

Override Send To Address (you can enter an email address for testing puiposes) itest@sourcetap.corn|__|

- @4 ===

Report Builder

ImportiExport
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Email Merge Main

The top portion of the screen alows you to create an email template or choose an existing
template. For existing templates, you can choose to Edit, Duplicate, or Delete them.
Duplicate allows you to create a new template based off of an existing template. The bottom
portion of the screen allows you to choose a list of people to send the email to. This list
should be either a list of Leads or a list of Contacts. For more information on lists, see
Working with Lists. You can also choose to override the "To" address in the template to a
static address, which is useful for testing purposes. Before sending any mass mailings out, it
is recommended that you test the template on a small list and that you fill in your email
address in the "Override" field. Once the template has been sent to you successfully, you can
then resend it to the the correct recipients by clearing the "Override" field.

The template editor is shown below:

Template Name: Lead Email The email template can use fields that will be
filled in from data at execution time. To see
From Address: [sfowler@sourcetap.com the text required to insert a field into the

template, choose the Template type, then

To Address: ey click on a field in the Available fields list. The
${Lead.email] code that needs to be inserted into the list
CC Address: will be shown in Field Value, and you can

then cut and paste it into your template.
BCC Address:

Template || aad -
Type: b )
Subject: \ i 1 e 1
Welcome ${Lead.firstName} ${Le Crle||d ${Lead.zip}
Content Type: textfplﬁg e 3 Lfe'
Available |[Tndustry ~
Bady: Dear ${Lead.firstName} ${Lead.lastName} Fields Annual Revenue
# Employees
Welcome to SourceTap. Cpportunity Ameount

Opportunity Rating

Flease confirm that yvour address is:

${Lead.mailingAddress}
${Lead.city} ${Lead.state}, ${Lead.zip}

| Thanks,
|SourceTap Administrator]

Opportunity Description
Party ID

Address Id

Address Type

Address Owner ID
Address

City

State

Country

Created By (Address)
Created Date (Address)

Modified By (Address)
Modified Date (Address)
||Primary

Email Templates

Email templates can be in plain text or HTML. The "To", "CC", "BCC", "Subject", and
"Body" fields can contain static text and field tags that are filled in from the database at run
time. The field tags can be filled in from any field in the Lead or Contact information. Y ou
should make sure that the fields tags that you enter on the template match the type of list you
are sending the email too. For example, if you use information from Leads in the template
but send the email to alist of Contacts, you will not get the desired result.

To simplify the creation of templates, the template editor has a list of available fields lists on
the right side of the screen. You can switch the template type to Contact or Lead to get the
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list of fields available for that type. By clicking on an item in the "Available Fields" select
list, you will see the correct template tag to be used in the "Field Value" field. You can then
copy and past the value from the "Field Value" field to the desired field on the template.

4. Configuring the System for Mail Merge

In order to use the email merge feature, you need to set the outgoing mail (SMTP) server to
be used for sending emails. This is set in the genera.properties file which is located in the
components/common/config directory. You should verify the settings of the following
parametersin thisfile:

« mail.smtp.relay.host - the internet address (host name or I P address) of your outgoing
(SMTP) mail server

« mail.smtp.auth.user - if your email server requires authentication, this should be the
userid required to log into the mail server

« mail.smtp.auth.password - if your email server requires authentication, this should be the
password required to log into the mail server
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