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Class – Help Document

AGENT MAILINGS

Problem

I need to produce a list of Agents to mailshot or Email.

(See help sheet SQL041 to produce agent labels)

Solution-

Step 1.

· Within Class create a new master document.
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· In this document add the text that you wish to send plus any merge fields.


· “Save & Exit” the document.

Step 2.

· Go to Quick Reports and create a new report.

· Ensure the report type is set correctly (as Agent)
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· Add fields and criteria to the report that will select the required records that are to be included in the email (similar to the following).
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Click on Results or Search

This example will select all “Active” agents.
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This will search and display all agents that match the selected criteria. 

Note: for emailing all agents-

By including the agent email address in the report you can scroll down the list to ensure all agents have an email address set up.

Step 3.

Click on Send Document

To send as an Email do as follows:

· Input the name of the Master document to be merged (as set up earlier)

· Set ‘Send By’ to Email.

· The document will be sent as an attachment
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· Send To ALL – if not set will send to just first record (agent) in the list 

· Sent Now – if not set will be added to the batch document printing list.

To send as a printed document do as follows:

· Input the name of the Master document to be merged.

· Set ‘Send By’ to Printer.
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Send By Default

· Each agent has a default setting for ‘Send By’ which is set in their database record within the Addresses tab.  

· Setting the Batch Edit ‘Send By’ as Default will send each document as per each agents setting, i.e. Printer, Email.
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To export data to a new Excel Worksheet

Do not click on Send Document but Click on Send to Excel.
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