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GETTING STARTED

Welcome to Mass Mailer - an innovative and easy-to-use
softwaresolution for effectively managing massemails. This
unique program enablesyou to automatically send massemailsto
thousands of reci pientswith theclick of abutton.

Whether you are a system administrator, or a newcomer to
computers, MassMailer will make sending massemailsto thou-
sandsof recipientsasmpletask. With MassMailer, al thework
has been donefor you, you canimport and manage your own
database of mail recipientswithout having to pay thehighfeesto
haveaserviceperformthistask for you.

With its easy-to-use interface, Mass Mailer walks you
through the process of mailing thousandsof email addresses. By
smpleclicking onthetool bar andfilling inthe appropriateinfor-
mation, you will beableto send your email to thousands of
recipients. Onceyou have prepared your email, MassMailer will
send your email todl theindividualsin your database.

No other mass mailing program lets you have the easy of
updating your database, with an exclusonlist that alowsthe user
the option of who not to send mail to. Likewise, MassMailer
allowsyou to usemultipleusersand mail serversmaking the
program user friendly to any user. Featureslikethesemake Mass
Mailer theeasiest to use mass mailing program on the market.
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About thisManual

ThisMass Mailer User Guideisintended to provide users quick
accessto the necessary information to successfully install and begin
usngMassMailer. Itaso providesuserswith useful information
regarding MassMailings. Mot of theinformation contained inthis
manual isa so accessibleinthe extensive on-line help filethat accompa:
niesMassMailer. Tofind answersto questionsthat may ariseasyou
work with MassMailer, we encourage you to consult theon-linehelp
fileaswell astheuser guide.

Installing Mass Mailer

This section describes how to install Mass Mailer for the Microsoft
Windows 95, 98, and NT operating systems.

Before beginning the setup procedure, exit all windows programs.
Thisfreesup memory for install ation and preventspossible conflicts
betweentheMassMailer ingtd lation program and other applications.

Toinstall Mass Mailer,

insert the Mass Mailer CD -
inyour CD-ROM drive. X Hu:.'-
Wiait for several seconds -—_L—_ :"A a0

and the following Mass

Mailer setup window
should automatically - :
appear on your screen.

Toinstall MassMailer proceed to page 6 for detailed instructions.
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Note: If theMassMailer setup window shown on the previouspage
doesnot appear automatically whenyouinsert theMassMailer ingtala
tion CD into your CD-ROM drive, or if MassMailer cameondis-
kette, follow the procedure bel ow to manually openthe MassMailer
setup window. (If theMassMailer setup window appears automati-
caly asit should whenyou insert theMassMailer CD into your CD-
ROM drive, skip thisprocedureand goon.)

Manually Opening the Setup Wizard

j Brogr s

%] Fawaroes . 1. If the Mass Mailer setup

9 Dooumares . window shown on the previous
Eh senos . page does not appear automati-
\) Br . cally, click on our Windows Start
& e Menu button and choose Run.

_I'u bR

ﬁ Lo Ol Mk
B ahgt Do,

2. TheRun dialog box pictured

{7 It g e herewill appear. IntheOpen
window, type A:\setup.exe, where

D istheletter of your CD-ROM

[ ] e | g | driveor floppy drive. Click OK

and the Mass Mailer setup

window will appear.

[ perre— v|
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The Mass Mailer Setup Wizard

Once you have launched the installation program for Mass Mailer
from the setup window, follow the procedure outlined here to
successfully install Mass Mailer on your computer.

1. The Welcome dialog box
isthefirst one you will see
after launching the
installation program for
Mass Mailer. Make sure
that you have exited all
programs and click the

Next button to continue

the setup procedure. |If

you want to exit setup e
during theinstallation =
procedure, click the
Cancel button.

g m-h}:ﬂﬂi—m T

Tl

i
i mrvrg e g ey

ik Do it Sl i M2k lli

2. The Choose Destination

L ocation prompt displaysthe

path of the folder to which the
Mass Mailer program fileswill

be copied. If youwould like the
program filesinstalled to adifferent
folder, click the Browse button

to specify another folder. Click
Next button to continue the setup

procedure. o [ o |

e e vl ol B e R o il
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u:iF'HFH-"#F Tich Tamomy grel vy v
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3. Next MassMailer will ask
for the location of the
programfilegroup. The
default location is Mass
Mailer, we suggest keeping
this location as the default.
If you want to change the
program group location,
click on the program group
displayed below that you
want Mass Mailer to be
added to.

4. TheStart Installation
diaog box will appear next
indicating that the Mass
Mailer installation program
has gathered the necessary
information for installation
and is now ready to begin
copying files to your
computer’shard drive. Click
the Next button to continue.
When theinstallation is
completeyouwill geta
screen showing the installa
tion has completed. Click the
Finish button to finish the
installation.

v



USING MASSMAILER

8 | Chapter 2

Using Mass Mailer
Thischapter isintended to provideyou with an overview of the
basic featuresand functionsof MassMailer.

Features of Mass Mailer
Thissection providesabrief overview of thebasic program
featuresof MassMailer

User Information

Unlike so many other massmailing programson the market today,
MassMailer iscapableof usng multipleusers. Anexampleof
thiswould beif you send massemailsfor your company and for
yourself, you can set Mass Mailer to send the user information of
only your company or individual. MassMailer makesit easy to
allow multipleuser information to be kept in the program. To add
users

1. Right-click on User s, intheleft window.

2. Click on New User.

3. Fill inthefieldsyouwishtoinclude.

4. ClickonOK.

Mail Server Information ETE—
Aswith Sender Information, — el Sarvarand E"‘"_:"
MassMaileriscapableof Storing s’ e
informationonmultiplemail eSS A

sarvers. Thisfeatureisincluded :'"' T e iy
incasethesender hasmultiplemail =~ =

serversthat they would liketo . |

send mail from. Toenter
information about amail server follow thedirectionsbe ow:
1. Right-clickonMail Servers.
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2. ClickonNew Mail Server.

3. Thefirstfieldisfor the SMTP address of your mail server. If
you are unsureof thisinformation contact your computer adminis-
trator or Internet Service Provider to find out thisinformation.

4. Nextisthebox for SMTP port, the default on most mail
serversis25. If you areunsure, contact your computer adminis-
trator or | SP.

5. Nextistheamount of timebeforeatimeout. A time out
occurswhen MassMailer can not connect to the mail server that
theinformationisbeing sent to.

6. Thenext two boxesareyour user name and password for that
particular mail server. Thisisyour user name and password that
you useto get your email.

7. Thelast box isfor the numbers of subgroupsto send the mail
out in, thisfeature enablesthe sender to determine how many
emailsto send at onetime. Somemail serverswill timeout if you
send to many emailsat thesametime. Thisfunction breaksthe
emailsinto subgroupsallowing the server timeto processthe
emailsbeforethenext batchissent.

8. Click OK to savethese settings.

Creating Groups

Thisfunction enablesyou create and maintain multiplegroups
quickly and easily. Now you canimport to different mailing
groups and send to these groupswith just afew clicksof the
mouse. To create agroup:

1. Right-click on Group.

2. Click on New Group.

3. Enter the name of thegroup inthe space provided. We
suggest naming the group to correlatewith thegroup that you are
Setting up.

4. Click onOK to continue.
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Toimport usersinto agroup see page 14 of the User Guide.

Out Box

Thisscreen adlowsyouto seeall mail that iswaiting to be sent.
WithMassMailer you are capable of creating multipleemailsand
saving themto besent at alater date. Thisiswherethefailed
emailsarestored.

History
TheHistory folder showsall mail that hasbeen sent. Thismakes
viewing previoudy sent messagesquick andsmple.

Deleted Emails

Emailsthat wereddleted are sent to thisfolder. Emailsthat are
sent to the Deleted emailsfolder can be moved to either the Out
Box or theHistory folder. Inthisway, you can manageemails
that were accidentally deleted, or that need to beresent | ater.

Creating New Emails

To createanew email message click onthe New Mail button. -:-'
Thiswill launch theemail editor screen, whereyou can create new
messages. MassMailer iscapableof elther text messagesor html
messages. To start anew

[ [ e i e

emailfollowthesteps N A== 3 r q,
bdlow: =
1. First,choosewhether .

S ' EEHEE T SRUEEE ¢ LEEERE

youaregoingtosendatext
email or ahtml format

message. Whenyou decide
whichformat to send click

onthedown arrow onthe
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tool bar and choose the appropriate format.

2. Onceyou have chosen theformat, choose which group to
send themessageto. To do thisclick onthedown arrow to the
right of thesend to: field, thisbring up adrop down box witha
list of al availablegroups. Choosethegroup that youwould like
to send the messageto.

3. Next choosewhich sender information to send. To choosea
sender click onthedown arrow at the end of the sender box, this
will display alist of all sendersavailable.

4. Next isthesubject of theemail. A subject isnot required, but
aprompt will ask if you want to send anyway with no subject.
Thiswill pop-up whenyou click the send button.

5. Nextistheemail text that you want to send. You can either
typeamessagein thebox or import amessagefrom either atext

fileorahtml file. "B | Toimport fromatextfileclick inthe

import html or text fileinto mail. Thiswill openafilesearch
screen. Hereyouwill browseyour computer until you find the
location of thefiletoimport. Onceyou have selected thefileclick
Open toimport thefile. Thiswill automaticaly display themes-
sageinthetextfield.

6. MassMailer givesyou theahility to add your informationwith
theclick of abutton. Alongthetop of thetext box are buttons
that you can click onwhichwill automatically add the parts of
your informationwhich you decided toinclude. By clicking one of
thesebuttons, MassMailer will add the corresponding information
fromyour sender information, towherethecursor islocated. This
makesadding adigital signaturequick and easy.

7. Now you areready to send the message, to do thisclick on
the send button. <=

8. After you have clicked the send button, the send to: screen
will appear. Thisscreen has sending choicesthat you can choose
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whoissending theemall.

If you chooseto send theemail usingHTML, you areableto use
full color and picturesinyour email.

Send Email To Screen

Sending Through Your Mail Server

1. Thefirst choice s hov B

tosendtheemall. There st swn o = ==
aretwowaysinwhichto = ssssmsmesr fmimssmmnses Bt
sendtheemail, thefirstis ~ " = =
to send theemail through i~ Bt S T i

you email server. This T——

T e il el L e e i

option takeslonger, but Pl

has some advantages.

Oneadvantageiswhen

sending theemall, it sendstheemail fromavalid domain name.
Someemail serverswill not alow emailsto bereceived unless
they comefrom avalid domain name. Thiscould causeyouto
have higher unsuccessful rate. However, if you do send through
your email server theemail will haveavalid domain name, thus
youwill havemore successful emailssent.

2. Thenext you will need to choosewhich server to send from.
3. Nextissend method. With thisoptionwhen you send the
emall, theemalil issent asapersond email. Thismeansthat your
full email addresswill beincluded when sent. Theother option
send asabulk email, doesnot includeyour email addresswhenit
sendsout the emails, speeding up the process of sending.
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Sending Directly

. T A - |
1 _Thesend d|_rectlyto [ dy e
recipientsemail server ) B T
optionisthequicker g -
of thetwo sending e = | =
options. Theproblem T e
withthisoptionisthere =
isnovaid domainname .
associated with theemail
causing many email servers
to declinereception.
Oneadvantagethough, isthat you do not dow down your email
server processing dl theemails. Send directly skipsyour email
server adtogether and goesdirectly to therecipientsmail server.
For thisoption you will need to have configured your DNS
settingsunder network neighborhood. If you areunsure of these
setting please contact your systemsadministrator or your | nternet
Service Provider.

=1

R e e e L L]
iy V- -

5. Next, choose how many connectionsto allow at onetimeto
the other email servers. Thedefault number of connectionsis90.
Next, youwill also need to decide how long until atime out
occurs. A timeout occurswhen MassMailer cannot connect to
themail server onthe other end, and the number of connectionsis
how long MassMailer should keep trying before disconnecting
fromtheother server.

Filter Recipients
1. Thesendemail to screenaso allowsyoutofilter recipients
quickly and efficiently. To get to thefilter screen smpleclick on
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theFilter Recipientsbutton ontheright.

2. Thiswill launchtheinput filter conditionsscreen. Hereyou
can add and remove conditionstofilter. Thisisahandy tool if
thereisone person that you would liketo excludefor this particu-
lar email. Filter recipientswill tell MassMailer thenameor
whatever filter youwould liketo use, and add thisfilter to thefilter
list to excludethat particular individual.

3. Thefirgtbox isalist of filtersthat have been previoudy im-
puted. Thisshould beempty if you have not added any.

4. Thenext box isthe conditionthat you want tofilter. Hereyou
have severd choicesto choosefrom. You can choose nameto
address, these arethefieldsthat areincluded in the address book.
5. Nextistheactiontotake onthefield you have chosen. You
can choose equal sto, endswith, startswith, or contains.

6. Nextisthewhat youwant tofilter. You can put anything here
from aletter to an email address.

7. Nextiswhether to add thefilter to thefilter inputs. Toadd the
filter click ontheadd filter condition button on the bottom. To
havenofilter conditionsclick onthenofilter conditionsbutton,
click on Next to continueon

7. Nextalist of al theemail addressesthat MassMailerl isgoing
tosend email to.

8. Onthisscreenyou can aso view those excluded, included, or
al. Todothisclick inthecorresponding radio button and the
appropriatelist will appear.

9. Onthisscreenyou can aso enable or disable peopleto send
theemail to. Todothis, highlight theindividua that youwouldlike
to enableor disable and click on the corresponding button. This
will causethe personto either become ableto receiveemailsor
unabletoreceiveemals.

10. Whenyou havefinishedfilteringindividualsyou canclick OK
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to continue sending. You will now go back to the send screen,
and click on Send to begin sending.

Importing Recipient Lists

MassMailer allowsthe user toimport multiplerecipientsfroma
text file. Thismakesmanaging your contactsquick and smple.
To begintheimport follow theingtructionsbel ow:

e N - 0|
Saluct Oroup & DelsSoures

T T[S pp———]
[ Py =

1. Toimportarecipient
ligt, right-click onthe
group youwouldliketo
import therecipientsinto.
Thiswill opentheimport

Py gt e s g gl massioge]

[ e |

screen, whereyou can :-:-::.:.:“ 3
choosethelocation of the
filetoimport. — T

2. Next youwill need to choosewhich group youwould liketo
import to, by default the group that was highlighted will bethe
chosen group. You can changethisby clicking onthedown

arrow next to the Groupsbox. Thiswill show alist of al available
groupstoimport to. — 1
3. Nextisthelocation N EEL 5 ol Al ol
and nameof thefilethat 3 3) e
youwould liketoimport.
If you know thelocation

=
(LLET |
e Ll

of thefile, smply typethe — — II
location in the L ocation box. Pl g 1o T e |

If you are not sure of thelocation,



USING MASSMAILER

16 | Chapter 2

click on thethree dotsto open abrowse window whereyou can
browseto thefilelocation. Onceyou havefound thelocation of
thefile, click onthefileand then click on Open. Thiswill pull the
location of thefileinto the L ocation box on the Import screen.

4. Nextishow thefieldsaredelimited (separated). Therearea
couple of optionsfor delimiting, themost commonisacomma
ddlimitedform.

5. NextisthelncludeField Name check box. Thisgrabsthe
field namessowhenyoutry to map thedifferent fildsinthefield
mapping screen, it makesit easier to match thesefieldsup.

6. Click onthe Next button to continueto the Field Map screen.

7. Nextisthelmport Field M ap screen. Hereiswhereyou
match-up the different fields of therecipientsthat you areimport-
ing. Whenthelmport Field M ap first appearson theleft column
will bethefield namesthat MassMailer wasabletoimport. The
right column isthefieldsthat are capable of being imported by
MassMailer. Youwill T —
need to match thesefields Fanld Maping

up with each other so that fli=nas —
MassMailer canimport 1
thefieldsto the correct -
fiddsinMassMailer. o
Onceyou haveall the e -
fieldsmapped, click e 4
theNext buttonto =l =1 &

continuewith theimport.

8. TheLast screenisthelmport Datascreen. Onthisscreen
MassMailer showsyou how many recordsaregoing to be
imported. To begintheimport click onthe Start Import button
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on the bottom middle of the screen. Therecipientsshould start to
import now. If any errorsoccur, thisiswhereyou will get any
messages concerning theerrors. When MassMailer isfinished
importing amessage stating how many were successful will
appear.

ImportingtotheExclusion List

AnExclusion List allowsthe user to add peoplewho wish not to
beemailedtoalist wherethey will nolonger recieveemails. To
import totheexclusonlist smply right-click ontheexclusonlist
group under groups. Next click onthelmport exclusonlist.
Fromthisstep forward, theimport processisthe exact sameas
importing agroup (explained on page 15).

Addingan Individual totheExclusion List
MassMailer dlowstheuser to add asingleindividual tothe
exclusonlig, follow the stepsbel ow:

1. Firg, right-click on the group that you wish to add theindi-
vidual to; thiswill bring up apop-up menu. Onthe pop-up menu
youwill choosethe New Excluding List Recipient by clicking
onitwhenitishighlighted.

- T N - |
2. Next aExclude Recipient P _
box will appear. Choosethe - —
appropriateinformationinthe e E
corresponding boxes. When v | q
you havefinished enteringtheinfor- =~ "=
mation click on OK toaddthe ::’—

individud.
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Exporting Groups

MassMailer iscapable of exporting groupstotext files. This
makesit easy import into another program for further tracking.
Toexport afilefollow thedirectionsbel ow:

1. Firg, right-click on the group that you would liketo export.
Thiswill open apop-up menuwhereyouwill chooseto Export
Recipients.

2. Next awindow will appear that looks exactly liketheimport
window. Inthiswindow youwill choosenameand locationto
savethefileto, how thefileisddimited, andif toincludethefield
names. Click OK to continue onto the next screen.

3. Next the Select Export
Fieldsscreenwill appear.
Onthisscreenyouwill
choosewhichfieldsto have
exportedtothetextfile.
Tomovethefiletothe
export fieds, highlight the
fiddyouwouldliketo
export and then click
onthe> button. Thiswill movethefieldsto beexportedtothe
export field window; continuethis procedure until thefields
desired to be exported arein the export window. When you have
done so click the Next button to continue to the next screen.

4. Next theView Recipientswindow will appear. Thiswindow
will giveyouaview of what fieldswill be exported and what

order they will beexportedin. If you are satisfied with theresults
click Next button to continueon. If for some reason you want to
change some of thefields, click the Previous button to go back

Sulsct Expeit Fialds

T e Vi

pome | [B] _oms |
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and changethesefields.

5. Thelast screenthat will appear isthe Export Results screen.
To start theexport, click onthe Start Export button. If anerror
occursduring exporting you will get an error messageonthis
screen, prompting you for action. Whentheimport iscomplete,
MassMailer will open awindow givinginformation about how
many recordswere exported.

Getting Help

GettingHelp With MassMailer

Intelliquistriesto devel op reference and utility softwarethat
enablescomputer usersto savetime and money whileachieving
greater successintheir businessand personal lives. Weare
committed to helping you get the most out of this software prod-
uct.

If you have questions, or find that you need help whileworking
withMassMailer, the best placeto find answersisinthismanua
or intheon-linehelp file provided with the software. To access
theMassMailer on-linehelpfile, pressthe F1 functionkey or
click ontheHelp menuwhenusingMassMailer.

MassMailer usersarea so encouraged to check thelntelliquis
web siteat www.intelliquis.com to find answersto frequently
asked questions.

Inthe unlikely event that you have aproblemwhichyou are
unableto solve after having consulted thisuser guide, theMass
Mailer on-linehelpfile, or Intelliquisweb site, we offer technical
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support to registered usersof MassMailer. You can address
guestionsto our technical support serviceviaemail by sendinga
messageto support@intelliquis.com. Youcanaso ICQ our
technical support at 45224513. You can also call our technical
support service at (801) 990-2600 extention 2999 from 8:30 AM
t05:30 PM M ST Monday through Friday to speak to asupport
technician.

Frequently Asked Questions
Thefollowingisalist of answersto frequently asked questions
about troubleshooting problemswithMassMailer:

Note: If youarehavingaproblem of any kind withMassMailer,
thefirst thingyou’ Il want to doismake sureyou havethelatest
version. Thenewest edition of the product can alwaysbefound
inthe Updatessection of the IntelliquisWeb site.

Q: How do| convert thefilein my databaseto atext filein order
importitintoMassMailer?

A: Theeasiest way to dothisisto openthefileintheprogram
associated withit. Next youwill either want to export thefiletoa
text file, or saveas... thefileto atext file. Which optionyou
choose depends on the program you are using, whichever will
allow youto createthefileasatext fileistheone youneedto
use.

Q: WhatisaSMTPserver?

A: A SMTPserver isthetypeof protocal your mail server uses
to send the email message. To find out the proper settingsfor
your SM TP server contact either your systemsadministrator or
your | SP.
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Q: What isconsidered SPAM email.

A: SPAM isconsidered all unsolicited email. MassMaileris
designed for usewith solicitated emailsonly. Intelliquisprovides
MassMailer for customersto keep in contact with contacts,
whether persona or business.

Q: Whenl insertaHTML file, theimagesdo not show up?

A: Right now theonly way to solvethisproblemisto copy the
imagesto alocation ontheinternet. Next, youwill haveto enter
theurl of thelocation of theimagesintheHTML codeof the
wheretheimagesarelocated ontheinternet. Whentheemail is
sent, theemail programwill automatically grab theimagesoff the
internet and load theminto theemail, displaying theimagesinthe
email. Wearecurrently working on asolution to thisproblem.
Look for updatesfor Mass Mailer coming soonto solvethis
problem at our web sitewww.intelliquis.com.

Q: How many emailscan| sendinasession?
A: MassMailer isableto handleasmany emailsasyouwould
liketo send out.
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