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1.1 Introduction

Broadcaster is a multi-purpose tool which merges message templates with contact data and then
delivers them via email. Message templates execute manually, at a scheduled time or when triggered
by a process event and broadcast email messages to specified individuals, contact types or interest
groups. Variable data from an assortment of PortalProdigy features may be inserted into the text of
messages providing extreme flexibility for creating mass customized mailings and automated
notices. The feature can also be used to export contact data into .CSV format files which may be
used with any fax broadcasting or word-processing software with merge capabilities.
This feature is ideal for opt-in mail programs and automated updates.
Broadcaster benefits include:

= Create an unlimited number of text or HTML message templates.

= Schedule broadcasts for specific dates and time or upon occurrence of a specified system
event.

= Configure triggers to notify any one person or specific groups.

= WYSIWYG HTML document editor — Like a word-processor that automatically converts
your document to HTML (The program language for creating web pages).

= Automatically notify recipients about online submissions such a new listing on an exchange,
news articles, event registrations, etc. Online interaction with practically any PortalProdigy
feature can be set to trigger a notification and include current record data from the triggering
feature merged strategically into the message content.

= Include attachments from the document library or your computer or network.

= Use broadcaster to export data into database or mail merge ready software.

= You can even use broadcaster to print labels.

= Automated remove from email list system.

Some of the components, fields and settings of the Broadcaster feature, discussed in detail in this
chapter, are:

Broadcast Template Edit and Upload HTML Page Link
Update Page Edit HTML Page Link
Type Radio Button Message Field
. Sender’s Email Fields Attachments Field
Broadcast Template List Subject Field Object Type Field
Sort By Radio Button - Body Format Radio Button Object Field
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Available Tags Field
Schedule Fields
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1.2 The Visitor Experience

PORTALPRODIGY can be configured to send emails for a variety of purposes including
automated confirmations of orders for products, membership, etc.; promotions;
newsletters; announcements; and other notifications.

Visitors can also receive automated responses by email when they register on the site,
order products, signup for a membership, register for an event, etc.

Prospects receiving email from you can easily request to be removed from your email list
when the remove from email list tag is inserted into broadcast email.

1.3 Components

The Broadcast Feature facilitates sending email, fax or printed messages to a select group
of contacts. At the time of this writing PORTALPRODIGY only supports email
broadcasts from PortalProdigy servers. Fax broadcasting and print broadcasting abilities
via PORTALPRODIGY servers are under development but not available to subscribers
yet. However, PORTALPRODIGY prepares export files that can be used to broadcast via
any permitted visitor’s broadcast capable fax server or printer at their remote site.

Broadcasts Run Event can be triggered by any of these three methods:
e Run button pressed on Broadcast Template Maintenance page.
e Automatically by Scheduler.
e Automatically by some other event such as a new contact signup, an event
registration, a purchase, etc.

When a Broadcast occurs it performs the following process:

e Retrieves a previously prepared Broadcast Template.

e Locates the Contact Records which match the triggering event’s search criteria.

e Creates a data set for each matching Contact Record to be merged into the
Broadcast Template.

e Merges information from each data set into any applicable variable tags located in
the Broadcast Template.

e Emails each merged template to the appropriate contact or exports the merged
data to a table where each data set has its own row.

1.3.1 Broadcast Templates

Broadcast Templates are accessed by clicking on the appropriate icon.

Broadcasting + 0O =
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Activates the Add a New Template function.

+
I:]‘- Accesses the Template List.

Activates the Reports Menu.

F - Main M Garhhaard Feoen ProfitsO

. NPQ Demansiration Organization

ETT—— TR, (T gTTT—

tontacts + B tedure + G @ Derectories + @  About e 4
Tichber; Sartes £ T Inveacing B T Discussishs v 0, B Contact ba 7
ganliir + 0 Paymants + O 1  Decunents + 0, @ Color Schens s
Vandars o O Paymant Au G 1 Gwsnis = O &  E=xpmremocs &
Casrvgs arsins + 5 6 @ Exchangas v T B Grewting "
Crudit Apps L+l ulfillsent  + O @ Thems /Products + 0, I Features ri
Hro.adcasting # G Irwsntory Entry - T LACA + 0, % logs hMema !
Lvweiitory Adj. @ Hews + 0, I Template 2

Hpeslettoes + 0@ Security ra

farenys 00 Ulites L]

Broadcast Template List

Clicking on a template name in the Broadcast Templates list activates the Broadcast
Template Edit and Update page.
Broadcast Templates

Templates

Sort By: ™ Subject © Date Created

* A New Membersigned up! 06/04/2003
®*  Press Release Sent 0E/0572003
* Welcome New Member O&M452003

Audel Mevwy Pririt Baairy hzriu
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= Sort By Radio Button -

Broadcast Template Edit and Update Page

Broadcasting

= Type Radio Button -Selecting Email causes the template to send an email
broadcast when the template is triggered. Selecting Export to Mail Merge File
causes the template to create and save a .CSV format file on the visitor’s remote
computer when the template is triggered.

= Sender’s Email Fields - If the template sends email(s), the address entered into
this field will be inserted into the From field of the email(s).

= Subject Field - Text entered into the Subject field becomes the template’s label
and if the template sends email(s), the text entered into this field will be inserted
into the Subject field of the email(s).

= Body Format Radio Button - Selecting the TXT radio button sets the template
for text message. Selecting the HTML radio button sets the template for HTML
message and activates the Edit HTML Page and Upload HTML Page links.

= Upload HTML Page Link - The message can be prepared using Microsoft Word
or another publishing application that can export or save work as an HTML file
and then uploaded into the Broadcast Template.
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I!!l If the template contains graphic, which is very likely, graphics associated

with the HTML file must be stored in a folder that bears the name of the parent
HTML file followed by “_files”. For example, a template saved as “PRTemp.htm”

should have a related folder called “PRTemp_files”.

Our sample template is saved as shown below:

1=

File Edit Wew #
dmEack - = - (5] |
Address | C:'np.:..:j oo

Marne £
[ priemplate_files
prtemplate.htm

KN — &

|2 objectis) |849 bytes |E.'3_JI My 1

>

Edit HTML Page Link - NNEM actually has its own document editor.

Edit Document

B =||Faragraph  _x][Fom =]|siz= =]
B 7 U # %« EEW |ISSEEFE A v AL OFw= &

Attention Mew Member Charperson: A new member has signed up ab the Organuzation’s webate. Mame
Phone: Thank You HIEMS |

HTHIL '-

Sate Cancel Closs

For the sophisticated, clicking on the HTML check box in the lower left hand corner
of the editor displays the document’s HTML code.
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Edit Document

Attentron New Member Charperson: A new member has signed up at the Organizabion's website. Mame: <%
CONTACT Frsthlame% > <MCONTACT LastName¥e>FPhone: <3CONTACT HomePhone¥>Thank You
HHEMS

HTxIL F

Save Cancel Choge

Message Field - The text or HTML message and merge variable of the template
are entered into the Message Field. Merge variable which are displayed in the
Available Tags field can be entered into the message. The Broadcaster creates a
data set for each matching Contact Record to be merged into the Broadcast
Template and merges information from each data set into any applicable variable
tags located in the Broadcast Template.

IAttention Mew Member Chalrperson L]
4 newy member has signed up al the Organizabon’s website

ey Marme: «%CONTACT FirsiName®e «%CONTACT LasiNames=
T Phona: <BCONTACT HomePhone %=

ThankYouw

MHEMS

=l

Attachments Field - Email Broadcast Templates can include attachments.
Attachments must be loaded into the Document Library first (See the chapter
titled Documents Feature in Detail).

Attachments:

Clicking on the + icon activates the Document Search Page.
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Search for Documents

Search Critera nbedd reCOnEs in s

Drocunsent Cabegory: INI Docurnents 'I Categorning
Droecurment T0: I

AT A
i

Tithe: |

Craatad Dats Rangs: | 1o [
Modified Date Bange: [ | =
Topic: [anTepics =]

bems Par Page: [10

Guick Search on Docurnent Title:

&) 8] | bl & ¥| 8] W x| 3 k| & W N o Bl g & 8 T ol ¥ W K ¥ 2

Clicking on a document name automatically logs it into the attachment list.

Found Documents

Page 1 af 1 Totad matchesi2

i Rasourca Titka

IMemitiar Bonefits
A5uneY Promoton

henefits_of_membership. htm

Attachments:

Multiple attachments can be included

henefits_of_membership. htm
surveys. htm
Attachments:

Highlighting an attachment and clicking on the — icon removes it.
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Object Type: M

Object: I
P =% CONTACTID %= il
Toge: =% CONTACT ContactD%:=

=% CONTACT ChapterlD%= B

Object Type Field - Object Type is a class of data related to a specific feature
such as Events, Products, etc.

When you create an event and click on the Broadcast button for that event,
PORTALPRODIGY passes the Object Type, in this case "Event" and the Object,
in this case the record number for the specific event, to the Broadcast engine. The
Broadcast engine then knows what data type it is working with. It can then
retrieve the appropriate set of field tags and it knows which data record to pull
data from for the specified Object Type.

If a Broadcast is triggered directly from the Administration Menu, the broadcast
will not have a specific Object Type and the field tags will only include the
Membership/Contact fields.

The Membership/Contact fields are always included as field tags, even when an
object type is specified. The membership/contact fields retrieve their data from
the records specified as recipients of the Broadcast.

Object Field - Object is the record number for a specific Event, Product, etc.

Available Tags Field - The Available Tags change depending on the Object Type
selected. The Tags are variable which can be copied and pasted into the Message
Field and act as merge variables. The Broadcaster creates a data set for each
matching Contact Record to be merged into the Broadcast Template and merges
information from each data set into any applicable variable tags located in the
Broadcast Template. All Object Types contain the special tag
<%CONTACT:REMOVE_FROM_MAILLIST%>. This tag creates a link in the
email that recipients can use to be removed from your mailing list.

Date: II‘I.I1I'I.I1 v”DD "I
Time: IW j|hhj|mmj
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=  Schedule To Run On Field and Time Fields - Broadcasts can be scheduled in
advance by entering values in the Schedule To Run On Field and Time Fields

Selecting Recipients for the Broadcast Template

There are two ways PORTALPRODIGY determines the recipients for an email
broadcast or contact data sets for an export: the selections made in the Broadcast
Recipients Selection page which is accessed via the Recipients button

Recipients . . . .
, or those determined by the specific feature triggering a broadcast.

Recipients can be selected by Contact Type, Special Interest Group, or Security
Group. Selecting down a column affects an “OR” search while selecting across
columns affects an “AND” search. For example, selecting the boxes Client,
Contractor and Contributor would select contacts that are clicked as Client OR
Contractor OR Contributor and not necessarily a member of each Contact Type.
On the other hand, checking Member, Finance and Accounting, and Admin would
select contacts that are Members but must also be in the Financial and Accounting
Special interest Group and must have Admin privileges.

Broadcast Recipients

Check each Confact Type or Group whose members you want to receive vour Broadoast lemplate:

Croups ™ include Deactivated Records

Contact Types: Special Interest Group: Security Group:

r- Clhient r Finance and Accounting r Adrin
[T contractor IT Health and Welfare M Employves
r_ Contributor I_ Production |_ Ui
r Employes
[T LrRCa
I mailingList
[ Manufacturer
[T madia
[T Member
r- MonProhit
[T prospect
r_ Yendor
T wolunteer
|_ Yolunteerinberest
Save Print Cancel Close
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Recipierts Save

Recipients
Sawve
Delete
Prirt
Reports
Cancel

Close

Delete Print Fun Cancel Close

Accesses the Broadcast Recipients Selection Page.
Saves the data entered into the Broadcast Template.
Deletes the Broadcast Template.

Prints the website page to the visitor’s local printer.
Accesses the Report Menu

Closes the page without saving or updating values.

Closes the page and prompts the visitor to save the data.

1.4 Feature Administration

About Us
Contact Us
Color S5cheme

Experience

Features

Logo & Mame
Template
Security

Utilities

A L T T

*
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Features Management

a2 200 0

Advertising
Broadeasting \
Discussions

Documents

U R |

Dionations

<]

Endorsements

< 7

Events

Exchannges

<

LECA

<

Flevis

<]

Motes

<

PressRelease

<

Product & lnventory

<]

Sumeys

<

Save Pririt Cancel

Companies
Help

GL Features
Orders

Fayments

Feporting Classes

SideMenus

LzserSianllp

Close

Broadcast Features

SHTP Sarver: |1 111

Administrator Hotification Ermal Address: Igmr@ﬂnﬂmnﬁmﬂﬂrﬁtnm

o [MPo Cemanstraton drganiation
Ratry Count |_5
Rartry Delay Min: |3_
oty Houps I1—'

Save  Prinl | Cancel

Cloge

SMTP Server Field - The IP address of the SMTP server, to be used for email
broadcasts, is entered in the SMTP Server Field.
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= Administrator Notification Email Address Field - Every time the Broadcast
feature sends an email broadcast, an administrator can be notified. Entering an
email address in the Administrator Notification Email Address Field activates the
notification system.

= Sender Name: - If the broadcaster sends an administrative notification, the
address entered into the Sender Name field will be inserted into the From field of
the notification email.

= Retry Count - Designates the number of times to try sending through the SMTP
server if a prior attempt fails.

1.5 Tutorials
1.5.1 Create Mailing Labels and Mail Merge Files

PORTALPRODIGY makes it easy for administrators to create mailing labels or merge
members' addresses into form letters using Microsoft Word or their favorite word
processing application. It does this by exporting an open standard file called a Comma
Delimited File, also commonly known as a CSV.

This tutorial will show how to:

e Search for a targeted group of mail prospects

e Exporta.csv file

e View the .csv file with Microsoft Excel or Microsoft Word 2000

e Import the .csv file into Microsoft Word 2000 mail merge document
e Print the labels on Avery labels or their equivalent

From the Administration Menu, click on the Contacts Report Icon.
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Contact Management |

Contachs

Tickler /Notes

Members o, =
Yendors + 0O =
Companies + 0 =
Credit Apps Q=
Broadcasting + G E

Select MailListExportReport from the list by clicking on its label.

Reports

List: {* Members Reports £ an Reports

A 28009090202

- Contact Log

®  mail List Report

& MaillistExportReport ’
* pmMembership Home Mail Report

* pdMembership Office Mail Report

& mMembership Phones

&  pmMembership Profile

L User Access Log
# User Access Log (Detailed)

Prirnt Main Menu

Select the desired Special Interest Groups by clicking on their label. You may select
multiple items by using ctrl-Click. Then click on the Create Export File button.
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Report Criteria

Itepnl'rl::[h:tails

Report name: MailListExportReport

Include listing of deactivated criteria r

Include deactviated recards in report results 1

Group:

{Finance and Accounting

Health and Welfare
Production
Clear Create Export

File

Cloze

A second browser widow will open while the list processes. The size of the list will
determine how long it takes to process. Depending on your bandwidth, computer speed
and server load estimates can range fro .01 second per name to 3 seconds per name.

File Download x|

Some files can harm pour computer. [F the file infarmation below
looks suzpicious, or wou do not fully ozt the zource, do not open or
gave thiz file.

File name:  tmpkd ailList34 728552 cav
File type:  Microsoft Excel Comma Separated Y alues File

Fram: zrnreb00

Wwould pou like to open the file or save it to your computer?

Open | | Save I Cancel kare Info

¥ Always ask before opening thiz type of file

A dialog box will open at some point asking:

Would you like to open the file or save it to
computer?

your

Page 16 of 37



Select Save.

2} Dscnirmns A1 - il Word

DEEcds GRY AT 0.0

QECEHEN @Y o

I

ot et <+ 3 2 3 (BB E R RO oA (DO A EY
N BT 3 v v il v/ min. s s =204 28 sctbon = | il =6 (= S (= 5
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(= Save | coesl | Muenta |
: 7 s sk bk g s by o H
: 4
I 1] Prodeocting to site: hitp:/jwwr bidaw, orglsdmen. ssphaie S00battion= ||| Lnknown Zone il

‘;ﬂ ARUDRD e [epem—ep T — Sti N :—‘l
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Select a desirable folder and file name then select Save. At this point you can log off the
website and Internet if you wish to because the .csv file is saved on your computer.

& Document1 - Microsolt Word

=181 x|8

313 |at 48" tn4 ol 1

DeRSs SRY|4B@ET o- - @i @Ey o -3
| Norma |D~i~A J @t asur=2y |-
I EECR 38 3 htto:/ /www.kidlaw.org/admin.asp?uri= 7 D | x| B o
Jm File Edit View Favotites Tooks Help
|+ = “ =k - = - @ @) A | Dsearch GuFavorites Prede (B | BY- S =1 = ,%
= addvess [2] kK. orofsdmin. sep7ur—20608action— 1 Zhact—L06Emp—tmp 706, c5v 7] f?Gu JLinks > | e EEETETE z‘
=
=
File Download =101 x|
Save As g 21x
Seveir: [[] Desklop R = =0
3ty Documents
A5ty Computer
KMy Network Places
_Imaindemopage_files
[ best333_Files
testextract
1 Shorteut to SMR Organizer
File: name: [MyMaiingLis s =] Save |
Save as type: |wmz\p File. | Cancsl
7|
B
s
] =
3
JDrawv[}clautUShapes NNOOCE4E d-4-A-==5 2
| Page 3 Sec 1 s

i@ start “ e E mo H B )Document1 - Micros...| & Thttp:ifum kidlaw....| ahttp‘/

iJivwins kiclaw....| [ File Download

|5B§®B BEEQON ss2em

To view the data file start your Microsoft Excel Spread Sheet , Microsoft Word, Notepad,
or similar application program. The file appears different in a text editor than it does in a
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spread sheet but the same data is there. For example, Microsoft Word shows the comma
delimiters and quote text qualifiers while Excel uses the comma delimiters and quote text
qualifiers to place the data into the proper columns. You can learn more about delimiters
in Appendix D.

il DonarList1.csv - Micrasoft Word ==
Do R | e« |aPFOED S8BT v - 3.

PlainText  ~ Caurier New Bl B ‘ B 7 U |

File Edit Yiew Insert Format Tools Tgble Window Help Acrobat
| = | o | £ @ Favorites - | Foo | %‘ C1\Documents and Settings\Administrator\DesktopiDonarList] .cst + v| I'm E‘

lotticeNane, Prefix, Title, FirstName, LastNawe, ddress1, Address2, City, State, PostalCo
de, Country

ACHJ,Mrs,irector,Mary, Coogan, 35 Halsey Street,  Newark,NJ,7712,U34

"Non Profits Only, Inc",Mr.,CEO,Stephen ,Reuning, 510 Horizon
Center,,Robbinsville,NJ, 5691, US4

"Non Profits Only, Inc",Mr.,CTo,Brock ,Miller,17 Hammond,Suite

408, Irvine, CA, 92616, USL

,,,John,Doright,1 Aingelic Place, ipt 12,5lowville,PA, 99999, USh

.+ Nancy, Lovethemall, 455 Shopper St,,New York,MNY,10012,USh

"Big Bucks Contributor,Corp.",Mr.,Comptroller,Daddy, Warkucks, 190 Danation
Drive,Suite 1,Seattle,Wi,1,USk

icme Corp,,Director,Whyle E.,Cayote,44 Canyon Road,,Butte Flats,AZ, 65765, USL
,,,Patricia,Delicia, 676 Big Surprise Rd.,Apt 84, Irvine,Ch,35432,US4

.+, Mohammed, Ishmael, 68677 Surveilence Rd.,,Miami,FL,989,USk
,,,Bartholomew, Watson,1 Smith Street,,Pleasantville,MD, 54345, US4
,+,Clyde, Barrow,1 South Street,,Chicago, IL, 44321, USA

Johnson & McKale,,Staff Attorney,Osama,MNotlodin, 666 Cave

Rd, , ifghanville, Lk, 34456, US4

.., Yo, Nama, 84456 Carny Ave.,Aipt. 14G,Salt Lake City,UT,21345,USh
,,,Candy, Lane, 2 My Place,Suite 10,Loverville,CT,23343, US4

Daily Planet,,,Clark,Kent,25 Main Street,,Metropolis,NY,34532, US4

"Tickle Me Pink, Inc.",,Chief,Carmine,Marinaro,23 Feather Center,Eldg.

5, ktlanta, GA, 44456, USL

,,,Patricia,Nini, 8 Major Street,,Cycleton,MO,3846, USL

,,,3alvatore, Cinzanzo, 56 Canal St, Apt3D,New York,MNY,2554,USh

,,,Hector, Fernandez, 56 Canal Street, AptZi,New York,NY,88767,USh

., ,indrev, Pierce, 666 Elm Street,,Castle Rock,ME, 95555, USh
,,,Uilliam,Clinton, 69 Monica Place,Suite 16,Harlem,NY,34321, US4

"in House R Bush,Corporation®,,President,George,Bush,34 Rt

1, ,Newark,NJ, 44535, USL

w|olw|4

i: B|E|F| 4
Joan - Iy €| auoshapes - N W DO E L[E| & - LA =
Donarlistl.csv: 1,370 characters (an approximate value).

il start H =l el i) H | Creating a Maiing ... | B )Document1 - Micro...| [EMicroseft Excel  |[@Donartisticsv . | Zo9 § QI L, 8 o027 am

=g N U

| HOSOIDN

rosoft Excel - Donal

|E] Fle Edt view Insert Format Tools Dats Window Help Acrobat

DEHOE SRy (BRI - @z 64U EH0w0 -7,

| aria -1u-|111g

OfficeName

I
=
et |

,
= | HOsCIN

A
OfficeMame
achy
Mon Profits Only, lnc
Mon Profits Only, lne
]
]
[Big Bucks Contributor Carp.
peme Cop
]
I
]
]
Johnson & Mckale
I
]
Deily Planet
Tickle Me Pink, lnc. GA
I
]
I
]
]
n House R Bush Corporation
I
]
I
]
I
]
I
]
I
[ wll i

| Bum=847595 == [ [
H B|Creating a Mailng List.do. . ||E|DonarList1.csv Zoeadn § EEOITE,

|

o
i
&
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You won't need the .csv file open to create labels. So if the file is open, close it.

The following instructions are specific to Microsoft Word 2000. If you are using a

different mail merge or word processing application review the section on merging
delimited database files.

Open a blank document in Microsoft Word. Then, select Mail Merge from the Tools
command menu.

il Document - Microsoft Word

DzRa#E|gRy| i 2R -« @B

| normal - TmeshewRoman - 12 = | B 7 U |[= =

-3

,E‘@ q 100%

Ja\e Edit View Insert Format | Tools Table window Help Acrobat
Jm 8% Spelling and Grammar...  F7

Language 3 ‘
B Fa -
word Count... M
[x] N ) Agtosummarize. . EERERN R RN SRR Y- |
AutoCorrect. .,
Track Changes 13

Merge Documents. .
Brokect Dacument...
Online Collaboration 3

Mai gE..

{34 WinEax Mal Merge...
=] Envelopes and Labels. ..

Letter Wizard, .

Macro »
Templates and Add-Ins...
Customize...

Cptions. .

L«lelr|«

| HosoIM

E| E|

Joawe s & assiopes- N NOOCEAE|-L-A-=S=20d .

|Page 1 Sec 1 o facr” In1 Colt [REC [ [ETi | [0vR [Engish (.5

i#f start H & - ezl )~ | H 8] Creating a Maiing List.do... ||@Documents - Microsof... (L @ O sazem

Click on the Create button of the Mail Merge Helper dialog window.
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uilnncumentq L ]
DERas aly

| rermal ~ Times New Roman ~ 12 =

,E‘@ q 1EI% - 3.

%a@\nvnvlgmﬁﬁ

B IO

| Ble Edt Wew Insert Format Tooks Table window Help Acrobat

lnE

|« =@ .|GjeFavnntes-|Gnv‘%|Ducument9 1

Mail Merge Helper 21X

Use this checklist to set up a mail merge. Begin by choosing the Create ‘
button.

=
1 Main document
Create +

E
2 Data source
Get Data =

3
] Merge the data with the document —

Merge...

Cancel

NNOCOE4E|d»-2-A-==12

|Page 1 Sec 1 o facr” tn1 ot [REZ [[TRE [EAT [0¥R [Endish (0:S

| HosoIM

Hstart| | 1] @ S B B O | |[creating a Mailing List.. EFjpowuments - Micrasoft ... (@ EONE cozem

Select Mailing Labels... from the pull down list of the Create button.

[ Documentt Microsoftword
Dwn.@@@\vw hgs\nvw-lgmﬁa @B s -3,

B IO s

Normal ~ Timeshew Roman » 12«

File Edit ¥iew Insert Format Tools Table window Help Acrobat

7 | Document! B

| = @[ & @ Favoies~ | Go-

Mail Merge Helper

Use this checklist to set up & mail merge. Beain by choosing ths Creats ‘
buttan,

=
] BT o document

Farm Letters,

2%

Catdog. .

Restore to Wormal Word Document: .

3
&) Merge the data with the document

Merge...

Cancel

e

MNOCE 4@ & - £- AvE-,--,-ﬁ.ev|

[Page © Sec 1 o [ar Ini coli  [REC [Tk [T [GVR [Engish(U.s

| oSO

Hseart || 1 @ 2 % OO || Ejcreating a waing List .. |[@Document1 - Microsol.. [Z o0 § BEONE, canan

Then select Open Data Source... from the Get Data button pull down selection list.
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[chDocument i Microsoftword
DzRas aRy|iz2ad|o- = %
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Mail Merge Helper

The next step in setting up the mail merge is to specify a data source,
Chaose the Get Data button,

=
1 Main document

Create ~

Setip,..

Merge type: Mailng Labals
Main dacument: Documentl

E:
2 Data source
Gt Daka

Create Data Source. .

Use Address Book,
Header Optians. .,

s

o

8

| praw - I G | Awoshepes - N N O dla'ﬁ'A'E = N g
|Page 1 Sec 1 g facr” nt Colt [REC [fE [E+T [0VR [Engish{U.s &

Hstare | 1] & B B O || Ecreating a Maiing Listo... | [ pocument1 - Micrasef... (@ EONY, asam

Locate the .csv file you wish to merge and open it.

DEHoU SRy ad
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File Edit ¥iew Insert Format Tools Table window Help Acrobat

~ Timeshew Roman » 12«
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Look in:

1] Deskton -] @ 5 |8 K o5 B Tooks -

[Zgmy Dacuments

Flios questionaire.pdf

B Multi Page ResourceDocuments Mini Webs.doc
yMalingList cv

BHPO Job Descriptions Worksheet .dac

¥ sharteut to Hightstown

Shortut to Hormalizer  exe

hortcut to SMR Organizer

B5HR Life Management Document.dac
&]test333.htm

] tmp706.csv

|_Itest33a_files

. Y Fonesync 4.0
- o F:i# winFax Drag & Drop Depat
B WwinFax PRO Message Manager

~$eating & Mailng List.doc

Creating a Maling List doc
Delegated Assignments.doc

File name: IDonarL\stl.csv

=
=l _vsguey..
j I™ sglect method Cancel

Fies of type: [all Files (*.%)

, B
: = 5
=| =4 » "o-c
| oraw + I3 ¢ | Autoshapes - . w0 © 4|&'£'A'E =-§l@~| 8
£
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Select the appropriate settings for your printer and labels (we use Avery 5160) and click

OK in the Label Options dialog window.
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Mail Merge Helper 5

The main document: and data source are now available, Choose the Setup
button ko lay out your main document.

abecprons = P

rinter information
I € Dot matrix
% Laser and ink jet

Ty [EERMETE————

oK I
Cancel
o |

Detalls...

Label products:  |avery standard =]
i New Label..,
3 Product number;
) 5066 - Flle Folder =l ke |
& 5095 - Wame Badge = Type: Address
. 5095 - Diskette Height: "
- 5097 - Diskette e g
3 5161 - Address Page sizei  Letter (8 Vax 11 )
% 5162 - Address |

Suppress Blank Lines in Addresses
Merge to new document

Close:

E[4
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SoEEONLE oo

Select the fields you wish to show on your labels by selecting from the Insert Merge Field
button on the Create Labels dialog window. It’s a process that must be repeated for each
field you wish to include on your label so, don’t click the OK button until each desired

field has been selected.

@i Document? - Microsoft Word

DzRa#sRy|i=2ad o= @
JNwma\ « TimesMewRoman ~ 12 = | B I g‘

| Ele Edt Yew Insert Format Tooks Table Window Help Acrobat
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Mail Merge Helper 5

B ERRRE R RN -

Create Labels i

21x]

Choose the Insert Merge Fisld bukkon ko insert merge fields inko the
sample |abel, You can edit and Farmat the merge fiekds and textinthe | |-
Sample Label box,

[ Theert Merge Feid = ]

Insert Postal Bar Code,., |

sam)

Officehame
Prefix

Title
Firsthame
Lasthame
Address1
Address2
city

State
PostalCode
Country

-

|
QK Cancel

Close:

£

= EEE 3

| praw - I ¢ AgtDShapes'\\DO4|&'£vAvE;§.e, 8
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As you select fields, they will appear in the Sample Label box in the Create Labels dialog

window. You can use Tabs, Spaces and Carriage Returns in the Sample Label box to
format the label.

.
Dedad|alRy|iBado o] =gEg o -3
| normal ~ TimesNew Roman ~ 12 = ‘ B I U HEEE £
| Ble Edt Yew Insert Format Tscks Table Window Help Acrobat
le =@ [ & @ revotes - | a0~ | | Documents
| ansert Merge Feld ~ ‘ Tnsert Word Field = | <;B>;‘ W« ‘ 1 ‘ » oM | ‘ B/ B B vere.., |ﬁ ,‘
=

S goee e P RN R 4o

ot reper =S 21

Choose the Insert Merge Fisld bukkon ko insert merge fields inko the
sample label. You can edit and Farmat the merge fiekds and text in the
Sample Label box,

Ingert Merge Field = Insert Postal Bar Code,., |

Sample label: [
«OfficeNatmen ﬂ
«Firsthlamey «Lasthamen

whddressly «hddressiy
«Citys, «3taten «PostalCoden

|
Ok Cancel

Close:

E| E4
|omne s & agoshesess N N COOEE|2-£L-A-==20g.

|Page 1 Sec 1 g facr” nt Colt [REC [fE [E+T [0VR [Engish{U.s
i#Astart H i@ el ) - N H 18] Creating a Maiing List.do... | [E]Microsoft Excel |[ = pocuments - Microso... L@ EONEE asim

| oS

When the label layout is complete, click on the OK button.

Generally, the default settings in The Merge dialog window are appropriate but you can
update them if desired. Then, Click on the Merge button.
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Merge Helper
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The main document and data source are ready to merge, Choose the Merge
button to complete the merge.

Mergs to:

e Setup...

2=

cancel |

ecords to be merged
@ al  C From: Io: |

Check Errors...

Query Options. .. |

her merging record
' Bant print blank lnes when data fields are empty.

£ print blank lines when data fields are empty,

Ho query options have been set.

eI T T

P

Options in sffect:
Suppress Blank Lines in Addresses
Merge ko new document

Close:
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. Seattle, WA 1
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. 1 Smith Street 1 South Street Osama MNetlodin
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. Afghanville, LA 34456
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1.5.2 Create Bulk Mail Letters Using Microsoft Word

PORTALPRODIGY makes it easy for administrators to create mailing labels or merge
members' addresses into form letters using Microsoft Word or their favorite word
processing application. It does this by exporting an open standard file called a Comma
Delimited File, also commonly known as a CSV.

This tutorial will show how to:

Search for a targeted group of mail prospects

Export a .csv file

View the .csv file with Microsoft Excel or Microsoft Word 2000
Import the .csv file into Microsoft Word 2000 mail merge document
Print the labels on Avery labels or their equivalent

From the Administration Menu, click on the Contacts Report Icon.

Yendors + Q[
Companies + 0 =
Credit Apps IRES
Broadcasting + G =

Select MailListExportReport from the list by clicking on its label.
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Reports

Lst: ™ Members Reports Al Reports

AR 200290202

L Contact Log

®  Mail List Report

# maillistExportReport ’
* mMembership Home Mail Report

& Membership Office Mail Report

* mMembership Phones

# mMembership Profile

L User Access Log
& User Access Log (Detailed)

Prirt ain Menu

Select the desired Special Interest Groups by clicking on their label. You may select
multiple items by using ctrl-Click. Then click on the Create Export File button.

Report Criteria

Repnrt Details

Report name: MailListExportReport
Include listing of deactivated criteria r

Include deactviated records in report results 1

Group:

Finance and Accounting

Health and YWelfare
Production
Clear Create Export File Close

Page 26 of 37



A second browser widow will open while the list processes. The size of the list will
determine how long it takes to process. Depending on your bandwidth, computer speed
and server load estimates can range fro .01 second per name to 3 seconds per name.

File Download x|

Some files can harm vour computer. IF the file information below
laoks sugpicious, or wou da nob fully trust the source, da not open ar
zave thiz file.

File name: tmphdaillizt34 728592 cov
File type:  Microzoft Excel Comma Separated Yalues File

Fram: grreh00

Wiould you like ko open the file ar zave it ta your caompker?

Open | | Save I Cancel kare Info

¥ Always ask before opening thiz bype of file

A dialog box will open at some point asking:

Would you like to open the file or save i1t to your
computer?

Select Save.

A e islx]
DEHAS BRY YR@I 0. ABOBENSEY o -0
| Pt s Tembba s 12 (B 7 Y EFAREERED-A-A-] |DaMAn FEEYS W
IR TR 3 bt s il v/ i g Tt =304 Shnciion= 1 0 i |
[ [ - = - QD A Dt Pt Friwds (P - D G |
] | bk, [i] e ko cef s, asp e 60artone 1 hatim [0bampmtme Tt v =] P | |Unks ® [ — 5
g s A—

|

:;) “Viou v cowmiscie the fis

[ Save | Coes | Mueita |

P s sk besbimes ogaererg s bypes of Hle

x|
e orgedmn sprasetbantons || [ Remomzes
e e B e
B
S 5
|Cnwe By | ttosheces= . W OO@AR d-L-A-ETS0g . E
[Poma sl [T nd oot [ e o o s TEE T 1|

M| A ESERD || B ot st B EHETRORS T
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Select a desirable folder and file name then select Save. At this point you can log off the
website and Internet if you wish to because the .csv file is saved on your computer.

=
PeRss gRY|sBRET o- | aBOEE
| Horme - ThmesMewRaman ~ 12 = ‘ B I U ”;E

I EECR 8 3 htto:/ /www.kidlaw.org/admin.asp?uri=2042&action= i oy =] 5}

v@'|

Jm Fie Edit View Favortes Tooks Help ‘
JO- = ‘l d=rack - = - B & | Dusearch [Favorites @Preda (| BY- S =1 = &

|
] Address [ ] htepsjwwnn.kidlaw. org/admin, asp?Uri=2080Raction =1 26act=1 08tmp=tmp708.csv ¥ | (VG0 HLunls | ]
i 2%
Seveir: [[] Desklop R = =0
3ty Documents
= my Computer
BB My Network Places
Cimaindemopage_filss
[ best333_Files
testextract
5] shorteut ta SR Organizer
File: name: [MyMaiingLis s =] Save |
B Save astype: [wirzip File = Cancel
7|
= S
= 5 3
oene b & | agoshapes -\ N COCE4E &-2-A-=S=580F. 2
=

| Page 3 Sec 1 33 [ac48 4 Gl [REC [iRE [E4T [BVR [EnglishUis’ [ O3
start| | 1] & 52 & > O || B onumentt - Micros,. | & Thtmzjtuan kidaw. .| & nttp:ljowns kidiaws...|[File Download (£ @ QNS sseem

To view the data file start your Microsoft Excel Spread Sheet , Microsoft Word, Notepad,
or similar application program. The file appears different in a text editor than it does in a
spreadsheet but the same data is there. For example, Microsoft Word shows the comma
delimiters and quote text qualifiers while Excel uses the comma delimiters and quote text
qualifiers to place the data into the proper columns. You can learn more about delimiters
in Appendix D.
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DonarList1.csv - Microsoft Word
DeWadg Ry |iaad)-- |

PlainText  ~ Caurier New Bl B ‘ B 7 U |

File Edit Yiew Insert Format Tools Tgble Window Help Acrobat
| = | o | £ @ Favorites - | Foo | %‘ C1\Documents and Settings\Administrator\DesktopiDonarList] .cst + v| Im E‘
lotficeNane, Prefix, Title, FirstNawe, Lastiaue, ddress1, Addressz, City, State, Fostalco
de, Country
ACNJ, Mrs, Director, Hary, Coogan, 35 Halsey Street,,Newark,NJ,7712,USA
"Non Profits Only, Inc”,Hr.,CEQ,Stephen ,Reuning, 510 Horizon
Center,,Robhinsville,NJ, 5691, USL
"Non Profits Only, Inc”,Mr.,CTO,Brock ,Miller,17 Hewmond,Suite
406, Trvine, CA, 92616, USA
, . dohn, Doright,1 Angelic FPlace,Apt 12,5lowville,PA,999593, USA
, .+ Nancy, Lovethewmall, 455 Shopper St,,New York,NY, 10012, USA
"Big Bucks Contributor,Corp."”,Hr.,Cowmptroller,Daddy, Warbucks, 190 Danation
Drive,Suite 1,Seattle, Wi, 1,USAh
Reme Corp,,Director,Whyle E.,Cayote,44 Canyon Road,,Butte Flats, LZ, 65765, U5
, . Patricia,Delicia, 6768 Big Surprise Rd.,Apt G4, Irvine,CA,35432,USA
++ » Mohanmed, Ishwasl, 68877 Surveilence Rd.,,Miswi,FL,989,USA
.. .Bartholowew, Hatson, 1 Smith Street,,Pleasantville,MD, 52345, USA
.. .Clyde, Barrow, 1 South Street,,Chicago, IL, 44321, USA
Johnson & McKale,,Staff Attorney, Osawa,Notlodin, 666 Cave
Rd, , Afghanville, Lk, 34456, USA
... T0,Mama, 54456 Carny Ave.,Apt. 14G,5alt Lake City,UT,21345,USh
, . .Candy,Lane, 2 My Place,Suite 10,Loverville,CT,23343, US54
Daily Planet,,,Clark,Kent,25 Main Street,,Metropolis,NY,34532, US54
"Tiekle Me Pink, Inc.",,Chief,Carmine,Marinaro,23 Feather Center,Eldg.
5, Atlanta, GL, 44456, USL
.. Patricia,Nini,8 Major Street,,Cycleton,MO,3546, USA
.. Salvatore,Cinzanzo, 56 Canal St, Apt3D,New York,NY,2554,USAL
.. Hector, Fernandez, 56 Canal Street,Apt2zh,New York,NY,S8767,USh
.. Andrew, Pierce, 666 Elwm Street,,Castle Rock, ME,95555,USA
. William,Clinton, 69 Monica Place,Suite 16, Harlem,NY,34321,USA
"iy House B Bush,Corporation”,,President,George,Bush,34 Rt
1, ,Newark, NJ, 44535, USA

I R I S B

alo|w]a

I: B E|=[4
Joron - Iy G5 | autoshapes - . x DO E AL [F| & LA -=
DonarListl.csv: 1,370 characters (an approximate valug).

il start H 258 K0 H i creating a Maiing ...| B)Document - Hicro...| Emicrosoit Excel | [ ponartistiesy .. |50 § FEQII Lol oi27am

=
Emw.

| HOsOLN

B Microsoft Excel - DanarListL.csv
&) Ble Edt Wew Insert Format Ieols Date window Help Acrobat
eI i e A e

| aral .10 .

-1

| HOSOIDN

[» [m]\ponartist1 /
Ready | Bum=g47535 | (! |
#ljstart H =l el i) H ) Creating & Maling List.do. . || EDonarList1.csv [Lead g BOEL @ sz

You won't need the .csv file open to create labels. So if the file is open, close it.
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The following instructions are specific to Microsoft Word 2000. If you are using a
different mail merge or word processing application review the section on merging

delimited database files.

Open a pre-prepared form letter document in Microsoft Word. Then, select Mail Merge

from the Tools command menu.

|gmu¢|.a,r,‘:lgggnﬁ|mq E
[ e - TamsbewRonn - 14 <[ B 7 W IF'II|;EEE{IB|E|~.§‘»A~,]
Jpte e wew paart Fomat |Touk Table window tiek Acbet _
-+ G i 7[R 2 |
Language L

..... FEEETEERY TERNREE CEE R SRR ARy |

Servicp@manpofitsonly.com

Many iong have mcreased ip, reduced costs and i
operations since instaling the MonProfitzOnly. com System. Your recent moquény
suggests that you also wish to enjoy these benefits.

We have established & demo site for you pense st
htto:wwew nonorofitzonly comfdemn. Feel free to wisat &t your converdence.

Smeerely,

Sleghen M Remng, CPC
CED

I

2| |36 T

3

S

[ s & | meostoes- % W OCHAE| - 2-A S50 g
[Page 1 Sec 1 M [4E  nz cod [sEc [ T [ovn [Eegehius | @D | 1]
dhsor|| A @@ PO || Hoesngsi. | Emoo e | | o repties | [ [EmEiEOmE tum

Click on the Create button of the Mail Merge Helper dialog window. Select Form

Letters... from the pull down list of the Create button.

i letterdemo.doc - Microsoft Word

NEdld aly|iaRnd|o .«

Mormal - Times ewRoman = 14 = ‘ B 7 U ‘

= ’E‘mﬂ T - @‘
5-ear]

File Edit Wew Insert Format Iools Table Window Help &

Je = | ] ‘ 4 @) Favorices - ‘ Go~ ‘ %‘ C:\Documents and SettingsAdministrator|Desktopiletterdema.do _|

Mail Merge Helper

| se this checklst to set up & mail merge, Begin by choosing the Create
| button,

No G

D b
3
Merge the data with the document ——————————————

Werge. .

Cancel
-9

Sincerely,

stephen M. Reuning, CPC
CEO

Jomws b G [ soheess ~ NOOE4@|2-L-A-==508.

[Page 1 Sec 1 L [ 48"  lnze i [FEC |[fRE [E5T PR [EngishiUis’ [

Hstart||| 1A @ S B 2 || Ecreating suk .| [Emecrosoft Excel | ustephen's bo... | itpo araphics [ letterdemo...

BoGEEONE uem
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Then select Open Data Source... from the Get Data button pull down selection list.
- LR

JD Hoag|laRy|raad -« |aPCER=8BT = -3,

| rermal - TmeshewRoman - 12 = | B Z O [= O-s-A ~_|

| Ele Edt Yew Insert Format Tooks Table Window Help Acrobat

Mail Merge Helper B

The next step in setting up the mail merge is to specify a data source,
Chaose the Get Data button,

o) - -

Create ~ Edt +

Mergs type: Form Letters
Main document;: C:i...\Desktoplletterdema.doc

ES

Get Daka ~

Create Data Source. .

Use Address Book,
Header Options. .,

sincerely,

Stephen M. Reundng, CPC
CEO

| pra MNANOCEHAE|R-L-A-=S=288.
[Page L Sec 1 1 [ao®  nt cdi [REC [iE [EaT [0vR [Engishius [ O
start ||| (1 & 51 @ % O || Ecreating buk .| [ElMicrosoft Excel | ystephen's No.. | CunpoGraphics |[@]ietcerdemo... | Se8¢h & BEGE @  121u

| yosouoIm

Locate the .csv file you wish to merge and open it.

L_leetterdemu doc - Microsoft Word I =131 %]
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| srsert trerae peld - | nsert word Fiekd - | 62| 14 4 \ \ b M |‘ \ B %0 % v RS,

] e
g eper

The next step in stting up the mall merge is to specify a data source,
Choose the Get Data button,

=
“‘1?Mmmw

20
] Deskion ] e 3@ X C5ER - Took -
[y Documents Tlios questionaire pdf
B Yletterdemo. doc
B Multi Page ResourceDocuments Mini Webs.,doc
" testass_files BH)Po Job Destriptions Worksheet doc
" Ttestextract (¥3horteut to Hightstown

Lookin:

S Fanesyne 4.0 [l shorteut to Mormalizer exe
3 £ f#inFax Drag & Drop Depot [ shorteut to SMR Organizer
D 5 WinFax PRO Message Manager B1)51R Life Management Document doc

~$narlist csv est333,htm
List1 test333, hts
~4tterdemo.doc

Y (resting a Maiing Lit doc
o Creating Bulk Mai Letters. doc
Delegated Assignments, doc

T chtlunarv of Terms,doc
hitpeiiwe
Sincerely Fiename:  [Donartisct.csv | wsouery...
Stephen Fies o typet [allFles (+.%) =] I select mothod ancel
CEOQ

S xOCH4EB|2-L-A-==c288
e o W
@fjstart H G - Nzl e )~ i H @ creating Bulk...l [EMicrosoft Excel | —staphen's Mo . | {3NPO Graphics | [ letterdemo.... |5g®a EOES  esen
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Once a data source document is selected in Microsoft Word, you insert fields from that
source into the form letter. Select Edit Main Document from the Microsoft Word
document wondow.

ol letterdemo.doc - Microsoft Word

Deaasans|ieasto o ok % - (3.
| rermal ~ TimesNew Roman ~ 12 = - _|
| Ele Edt Yew Insert Format Tooks Table Window Help Acrobat
[& |2 B @ @ revotes - | a0~ | F| criDscuments and settingsiadministratoriDeskioplletterdem. do ,| I'm |
| arsere mere Feld~ ‘ Tnsert Word Field = | <;B>;‘ W« ‘ ‘ » oM | ‘ B/ B B vere.., |ﬁ e ,‘
[x] g 18 e R R PRI 5. R EERRNRRR |
2

=M Mail Merge Helper

The next step in setting up the mail merge is to specify a data source,
Chaose the Get Data button,

Not 185 v san
| Create * | Edit = |

o] Marna buna: Frrm | abrare

Microsoft Word x|

‘Word found no merge fields in your main document. Choose the Edit Main Document
button to insert merge fields it your main document.

Edit Main Document om

) =& Mergs the data with the document

: D

- Merge...

o i Hined

. of ity
b Closs

WE iave cslabhstied 3 Jermo site To7 you Pervse ab
hitpeffwrars nonprofits only.com/demo. Feel free to wisit at youw convendence.

Sincerely,

Stephen M. Reuning, CPC
CEOQ
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Select the fields you wish to show on your labels from the Insert Merge Field list on the
merge toolbar in the upper left of the Microsoft Word application window. It’s a process
that must be repeated for each field you wish to include on your letter.
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As you select fields, they will appear at the location of the cursor in your letter. You can

use Tabs, Spaces and Carriage Returns to format the letter.
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When the label layout is complete, select Mail Merge from the Tools Command Menu.

Then click on the Merge button.
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The main document and data source are ready to merge. Choose the Merge
button to complete the merge.
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Generally, the default settings in The Merge dialog window are appropriate but you can

update them if desired. Then, Click on the Merge button.
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1.6 Special Situations

When “‘Export to Mail Merge File’ is selected, the user will just insert tags into Message
field. For a typical mail merge they would select the following fields:

<%Contact:First Name%>
<%Contact:Last Name%>
<%Contact:MailToCompanyName%>
<%Contact:MailToAddress1%>
<%Contact:MailToAddress2%>
<%Contact:MailToCity%>
<%Contact:MailToState%>
<%Contact:MailToZip%>
<%Contact:MailToCountry%>

but they can select any of the available tags. They should insert one tag per row/line in
Message.

When the ‘Export to Mail Merge File’ is run, Broadcaster will check each recipient’s
values for Mail To Office and Mail To Home. It will create a separate output row for
each value that is checked and resolve the tags as described below:

If the recipient’s Mail To Office is checked, Broadcaster will create a row with:
<%Contact:MailToCompanyName%> replaced by Company Name
<%Contact:MailToTitle%> replaced by Title

<%Contact:MailToAddress1%> replaced by Office Address 1
<%Contact:MailToAddress2%> replaced by Office Address 2
<%Contact:MailToCity%> replaced by Office City
<%Contact:MailToState%> replaced by Office State
<%Contact:MailToZip%> replaced by Office Zip
<%Contact:MailToCountry%> replaced by Office Country

all otherTags will be replaced by applicable value.

If the recipient’s Mail To Home is checked, Broadcaster will create a row with:
<%Contact:MailToCompanyName%> replaced by blank value
<%Contact:MailToTitle%> replaced by blank value
<%Contact:MailToAddress1%> replaced by Home Address 1
<%Contact:MailToAddress2%> replaced by Home Address 2
<%Contact:MailToCity%> replaced by Home City
<%Contact:MailToState%> replaced by Home State
<%Contact:MailToZip%> replaced by Home Zip
<%Contact:MailToCountry%> replaced by Home Country

all otherTags will be replaced by applicable value.
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When “Export to Mail Merge File’ is run, Broadcaster will ignore everything but tags.

Output file format as CSV (comma delimited ASCII text file with text in quotes, one
record per line). The file extension must be CSV. Broadcaster must prompt user with
file browser with ability for user to enter a file name. Broadcaster will save the output
file on the users system in the specified file name in the specified directory on their
system.

Export to Mail Merge File can be saved as template the same as Email. Export to Mail
Merge File cannot be saved scheduled, it can only be Run. This is because is must copy
file to users machine. In the future we may add scheduling and have it either emailed or
placed in ftp directory, but this is too complicated to implement at this time, given our
development priorities.

Add field *‘Sender Email Address:”. Default value from Broadcast Features page, but
allow user to change the email address. Completion and error report should be sent to
whatever address is specified here. This change is necessary so that replies go to the
appropriate person.
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