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Putting Email to use with WinSales

WinSales Version: 3.x, 4.x

Revised : 11/11/99

To Email a Form Letter immediately:

1.  Find the contact to whom the form letter is to be e-mailed.  

Note: the contact must have an E-Mail Address.

2.  Create a new correspondence activity for the contact (F2, choose Correspondence tab, click the New button and choose Perform Now).

3.  In the Method field, choose E-Mail.

4.  In the Form Letter field, choose the document of interest (this assumes that you have created the .TXT version of the document as described above... note that the .TXT file need not be specified in the Form Letter field, you may choose the word processing document instead).

5.  In the Subject field, enter a subject heading.

6.  Double-click the icon adjacent to the Form Letter field.  The message is transmitted.

To Email a Custom Letter immediately:

1.  Find the contact to whom letter is to be e-mailed.  Note: the contact must have an e-mail Address.

2.  Create a new correspondence activity for the contact (F2, choose Correspondence tab, click the New button and choose Perform Now).

3.  In the Method field, choose E-Mail.

4.  In the Custom Letter field, enter the name of a file that does not exist.

5.  In the Subject field, enter a subject heading.

6.  Enter your custom letter in the Notes field.

7.  Double-click the icon adjacent to the Custom Letter field.  Your notes are transmitted.

To set up an Action Plan that Emails when able:

1.  Set up a new action plan as documented in the Implementation and Reference Guide.

2.  The activity template for the step in question should include a method of E-Mail, an optional Subject specified, and a word processing form letter name.

3.  Use Workbench's Mass-Assign feature or the Contact screen's Initiate button to assign contacts to the plan.

To set up a Mail/Merge that Emails when able:

1.  Use Workbench to specify the merge criteria.  The criteria should include an activity such as Correspondence, so that the e-mail method, subject, etc. may be detected.

2.  Launch the mail/merge.  Any activities/contacts that conform to the tests noted above will be sent an e-mail; others will be included in a mail/merge using your word processor.

Sending Email with the Fulfillment Center:

1.  Use Fulfillment Center as normal.  Any activities/contacts that conform to the tests noted above will be sent an e-mail; others will be included in a mail/merge using your word processor.

2.  On a re-print, if an e-mail candidate is detected, you will be asked if you wish to re-send the e-mail messages.  If not, only mail/merge letters will 

be created in your word processor.  If so, the e-mail messages will be re-transmitted, too.

Note: All e-mail transmissions are registered as being "from" the individual who has logged into e-mail on the PC performing the transmissions... not from the sales rep that may be tied to the activity.
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