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Legrand CRM
Email Mail Merge Instructions

Managing & Editing Templates

Email templates are editable from within Legrand via the Administration menu. To edit, select
Administration then Email Templates.

File

” Exit “Word' Templates ¥

Cryskal Report Templtgs

User Options

My Conta Syshern Administrakion

Users will then be prompted at to whether or not they wish to edit and existing template.
Select whichever is appropriate.

egrand CRMW e lemplate’Message Y

] Do vou wish to edit an existing E-Mail Template or create a new one?

Click on "es' to edit an existing one.
Click on 'Mo' to create a new one,

Yes Mo

Email templates can include any combination of font types, colours & sizes as well as images.
More advanced HTML style templates are also possible e.g. using tables. Vertically any type of
formatting is possible provided the files remain as HTML (webpage) file types.

The mail merge functions for email operate in the same fashion as the MS Word mail merges
from Legrand. In other words, the same fields codes are used e.g. [#First Name#] and
[#<Link Companies>Name#]. To include database fields in you email templates simply use
these codes anywhere within your email.
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Running an email mail merge

Once a template has been created to run a email mail merge find a list of targets (email
recipients), right click then select Email — Send Personalised email to selected.

I aciticn |

Select all
Add Contact

|(02) 97014670

Mail Merge Selected I

Remove Keywords For Selected Send HTML email to Selected

I=

Assign , Send Personalised email to Selected

Work, Lisk *

[

Delete 000 M

Print: Detail Report

Print Crvstal Report

Prink List
Expart List

| !

|
software |

|

|

|

Print Labels wernks Activity Notes l Tasks l

Prink Envelope For Selected By Tvpe

Transfer Selected ko Outloaok,

Cancel Action
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A list of email recipients will be displayed within the new window. Users can now select the
template they wish to utilise, specify a subject for the outgoing email, attach documents,
determine the recording on the email (activity note creation) and set the importance of the
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email.

mail’Mail merge

Conkacts

29 records

18 Contact
and, Lan
Dowling, Jog
Dioling, Killey
Downes, Gai
Downesy, Gavin
Doowriery, Rick
Drownie, Stuark
Dowwnie, Stuark
Dovesen, Mark
Dowsett, Dan
Dawwsan, Jeff
Diowle, Karen
Dovle, Lee
Dovle, Michael
Dovle, Mike
Dovle, Mei
Dovle, Peter
Dovle, Peter
Dovle, Stephen
Dracopaulos, Janes
Drage, Brendan
Drage, Renes

Fiezna Willisrn

Camparny

Dowland Holdin.. .

Suncarp-Mebway
Farm

Co-operative B,

Total Diesel Pa...

Chmielewski Do,

Dok Dash Slash
Dotdashslash

AC Mielsen
Stanton Parkners
Health Depart. ..
Mandurah Car...
Fine Tech Limited
Mational Austr...
Flexiglass Chall...
Westgold Reso..,
Palandri Wines...
Angus & Rober...

Global Electrani. ..
Skraits Resoure, .,

Bunbury Healk, ..

Wectral

L

tdiesel@ca,com,au

sdoyle@global-e, com. au

bFd@perthhow, snapprintin,

Seleck eTemplate wou would like Fo merge ko:

o | Wiewe | Presiewy

| LegrandiCRM_eTemplate_Preview_MTI01, hkm

Subjeck:

Email Mail Merge

Attachments:

V\abasrvrl 4B _LCZRM_DataleTemplates\blank.jpg
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Create Ackivity Moke: Importance:

Subject + Conkenk

=l

Send Mow
Cancel

rand

CRM Software

Leg

To test the template, select the Preview button once a template has been selected. This
should display the template including the data fields relevant to the selected contact.

The world's finest customer
database management software.




Mail Merge & Email Template Codes

Contact Field Mail-merge code Linked Company Mail-merge code
Field

|Account Manager

| | [#Acct_Manager#]

|Contact|D ||[#Contact ID#] ||Company|D ||[#<Link Companies>Company |D#] |
|Firstname# ||[#First Name#] ||Company name ||[#<Link Companies>Name#] |
| Lastname || [#Last Name#] || || |
|Title |[#Title#] |Company Type |[#<Link Companies>TypeLU#] |
|Position ||[#position#] ||Company Industry ||[#<Link Companies>Industry#] |
|Phone1 ||[#contact_phone#] ||Company Phone ||[#<Link Companies>Phone#] |
|Phone2 ||[#contact_phone2#] ||Company Fax ||[#<Link Companies>Fax#] |
|Cell/Mobile [#mobile#] | | |
|Contact Fax || [#contact_fax#] || || |
|Email1 |[#email#] | | |
|Email2 |[#email2#] | | |

|

|

|

|

| Note/Comment || [#Contact_Note#] || ||
|Birth date ||[#Birth Date#] ||Company UserDatel ||[#<Link Companies>UserDate1#]
|Contact Userdate ||[#UserDate1#] ||Company UserDate2 ||[#<Link Companies>UserDate2#]
Sgg:l?ﬁmberl [#Number1#] Company UserNumberl||[#<Link Companies>Number1#]
Sgg:l?ﬁmberz [#Number2#] Company UserNumber2||[#<Link Companies>Number2#]
|Contact Userl ||[#User1#] ||Company Userl ||[#<Link Companies>User1#] |
|Contact User2 ||[#User2#] ||Company User2 ||[#<Link Companies>User2#] |
|Contact User3 ||[#User3#] ||Company User3 ||[#<Link Companies>User3#] |
|Contact User4 ||[#User4#] ||Company User4 ||[#<Link Companies>User4#] |
|Contact User5 ||[#User5#] ||Company User5 ||[#<Link Companies>User5#] |
|Contact User6 ||[#User6#] ||Company User6 ||[#<Link Companies>User6#] |
|Contact User7 ||[#User7#] ||Company User7 ||[#<Link Companies>User7#] |
|Contact User8 ||[#User8#] ||Company User8 ||[#<Link Companies>User8#] |
|Contact User9 ||[#User9#] ||Company User9 ||[#<Link Companies>User9#] |
|Contact Userl10 ||[#User10#] ||Company Userl10 ||[#<Link Companies>User10#] |
|Contact Userll ||[#User11#] ||Company Userll ||[#<Link Companies>User11#] |
|Contact Userl2 ||[#User12#] ||Company Userl2 ||[#<Link Companies>User12#] |
|Contact Userl3 ||[#User13#] ||Company Userl3 ||[#<Link Companies>User13#] |
|Contact Userl4 ||[#User14#] ||Company Userl4 ||[#<Link Companies>User14#] |
|Contact Userl5 ||[#User15#] ||Company Userl5 ||[#<Link Companies>User15#] |
|Contact Userl6 ||[#User16#] ||Company Userl6 ||[#<Link Companies>User16#] |
|

||Com pany Userl?7

||[#<Link Companies>User174#]




|Home Street ||[#Home_Street#] || ||

|
|H0me City ||[#Home_City#] || || |
|Home State || [#Home_State#] || || |
|Home Zip code ||[#Home_Code#] || || |
|Home Country ||[#Home_Country#] || || |
|Date Created ||[#Date Created#] ||Date Created ||[#<Link Companies>Date Created#] |
Date Last Modified [#Date Last Changed#] ||Date Last Modified [#<Link Companies>Date Last

Changed#]




