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1 Bulk e-mails using Microsoft Outlook

Serienmail is a powerful tool to create and send personalized bulk e-mails quick and easy
using Microsoft Outlook. Simply use your established Excel workbooks. Recipients, e-mail-
addresses, salutations and other data will be retrieved and inserted. Serienmail combines
the flexibility of Microsoft Excel in arranging the recipient information with the tools available

in Microsoft Outlook for creating and formatting e-mails.
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2 Personalized bulk e-mails with attachments

The creation of personalized bulk e-mails with an attachment is explained on the following
example:

You want to inform all your customers and subscribers about your new product. Information
about the product is added to the e-mail as an attachment.

To realize this example, you will need:

- An Excel-sheet containing individual salutations and the e-mail-addresses of the re-
cipients,

- an attachment containing information about your product and
- an e-mail advertising your product.

As you can see, it's not rocket science. Everything else is done for you by Serienmail.

2.1 The sheet in Microsoft Excel

To advertise your product, you will need the personal salutation for your recipients and their
e-mail-addresses.

You can assemble the necessary information using Excel or import them from another
source.

A sheet in Excel, which is suitable for our example, could look like this:

A B C
Salutation E-Mail
Dear Mrs. Doe  a.doe@it-service-ruhr.de

Dear Mr. Miller!p.miIler@it—Sewice-ruhr.de
Dear Mr. Smith | .smith@it-service-ruhr.de

o W2 P =

Illustration 1: Sheet in Excel with recipients

® Avoid special characters and spaces inside column titles. Add technical terms, e.g.
OrderNo., underlined by Spelling & Grammar, to the dictionary, as placeholders may
not be resolved correctly otherwise.

2.2 The e-malil

You want to advertise your product effectively and have prepared text for the e-mail as well
as your product information sheet.

Consider the four following points in the creation of your e-mail and you are ready to inform
subscribers about your product.

© 2019 IT-Service Ruhr 5
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Our new software - Message (HTML)

Subject Qur new software e
L Productl.pdf
47KB

%%Salutation%%,

We are excited to inform you about our new software Serienmail.

Sincerely,
IT-Service Ruhri

Eﬁ Calibri (Bocv| 11 «| A" A7 | IZvi=~ | A ;:3 B Attach File « FlE] fa
= . |
Paste [ = — = | 7= 5= | Address Check B attach Item Assign *
| BIU | Zofe]| EF|EE
- . Book Mames Iziwgnaturev Policy ~
Clipboard = Basic Text [F] Mames Include Tags
B’ Io
Send Ce

File Message Insert Options Format Text Serienmail Review Help Q  Tell me what you want to do

&8 3 0

Dictate | Insights

| Voice

In this example we are going to show you how to create personalized e-mails with attachments.

View
Templates

My Templates ~

Illustration 2: Information about your product

1
2
3.
4

2.3

Do not fill out the field To. Recipients will be added later by Serienmail.

Insert a subject for the bulk e-mail, e.g. Our new software.

Insert the prepared attachment as usual. Multiple attachments are possible as well.

Add the placeholder %%Salutation%% to your mail in order to address all clients

personally. The placeholder must match the column title exactly and must be marked

by two leading and two closing %%.

@ Avoid special characters and spaces inside column titles. Add technical terms,
e.g. OrderNr, underlined by Spelling & Grammar, to the dictionary, as placehold-

ers may not be resolved correctly otherwise.

Send personalized bulk e-mails with attachments

After you have created your e-mail, the Serienmail assistant will guide you through the next
steps to send your e-mails.

To start the assistant, proceed as follows:

1.

2. Activate the Serienmail tab. You will see the following Ribbon:

Place the cursor anywhere inside the text.
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File Message Insert Options

8 @O X

Sending Add- System License
In

Serienmail | Information

Illustration 3: Ribbon Serienmail

3. Click on the Sending button. This will start the assistant that guides you through the
next steps.
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2.3.1 Workbook
In the Workbook step of the assistant, you select the data source for Serienmail.

1. First, select the workbook containing the e-mail-addresses of the recipients. ®

w Serienmail - ] x

—

Workbook

Please select the workbook with the addresses of the e-mail recipients.
ﬁ ‘C:\Markelinq\Subsu’ibers.xlsx

Worksheet Recently used workbooks

C:\Marketing\Guests.xlsx
:i;I: C:\Marketing\Subscribers.xlsx
1|

E-Mail column

%%

Placeholder

Recipients

Sending

= Previous

Illustration 4: Selecting a workbook

The last selected workbooks are shown in Recently used workbooks.® If the desired
Excel-workbook is part of the list, you can simply click on the corresponding entry.

4. Proceed by clicking on Next.

© 2019 IT-Service Ruhr 8
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2.3.2 Worksheet

In the Worksheet step of the assistant, all areas suitable as a data source will be detected.
They are then listed inside the Worksheet and Named range tab.

Choose the range containing the e-mail-addresses for Serienmail and proceed by clicking
Next.

ol Serienmail - [m} X

@ ‘Worksheet or named range

Workbook

Worksheet Named range

‘Worksheet

E-Mail column

Placeholder

Recipients

Sending

Cancel <« Previous Send

Illustration 5: List of potential data sources

© 2019 IT-Service Ruhr 9
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2.3.3 E-Mail column

In the E-Mail column step of the assistant, column titles and the first record are shown. Here

you can check if the columns containing the e-mail-address and the salutation were correctly
identified. The first record must always contain at least an e-mail-address. Should that not be
the case, the Excel-sheet must be reordered.

at! Serienmail - [m] x

] —

Workbook

@ Please select the column with the e-mail addresses of the recipients.

Salutation Dear Mrs. Doe

Column Value
Worksheet
3

a.doe@it-service-ruhr.de

E-Mail column

1o

Placeholder

o
ae

Recipients

T
[

b
Sending

Cancel < Previous Send

Illustration 6: Checking e-mail-address

If the column containing the e-mail-address is not recognized, select the row containing the
e-mail-addresses of the recipients inside the dialog.

When the correct row containing the e-mail-address is selected, proceed by clicking Next.
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2.3.4 Placeholder

In the Placeholder step the assistant checks all placeholders used inside the e-mail text. In
order to send the e-mails successfully, two conditions must be met:

1. The placeholders inside the e-mail must match the column titles in Excel 100%.

2. Outlook must not find any “spelling mistakes” inside the placeholders. If placeholders
are underlined red (identified as spelling mistakes), add them to your dictionary by
right-clicking.

u! Serienmail - ] x

‘3(_5-1 %% Placeholder

Workbook

Check if all placeholders in the subject have been recogni;
Bﬁ Matches title of
Excel-column

E-Mail column

Check if all placeholders in the bg
0740,
/34 Placeholder
Placeholder 4 Salutation

-
ar

=

Cancel < Previous Next >

lllustration 7: Checking the placeholders

In our example, the placeholder %%Salutation%% is found inside the text and as a column
title inside the data source. This is shown as an activated checkbox inside the column OK.
If there are problems with recognizing the placeholders, quit the assistant. Check,

e if the used placeholders are present as column titles inside the workbook in Excel and

¢ if you have added technical terms, e.g. OrderNr, to the Spelling & Grammar diction-
ary.

As soon as all placeholders are recognized correctly, you may proceed with the assistant by
clicking Next.

© 2019 IT-Service Ruhr 11
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2.3.5 Recipients

In the Recipients step of the assistant you can check the list of your bulk e-mail recipients.

ol Serienmail - O X

. 7

. x: kn Recipients

1
Workbook

Select the Recipients
Qﬁ Selection |a|| records W
Sending Salutation E-Mail 10

Worksheet .

rarkshee Dear Mrs. Doe a.doe@it-service-ruhr.de 1

Dear Mr. Miller p.miller@it-service-ruhr.de 2
@ Dear Mr. Smith j-smith@it-service-ruhr.de 3
E-Mail column

07 40

3y
Placeholder
Recipients

All included All excluded Apply Excel-Filter Select range Check Placeholder
] .
™ Count Rec. | 3| selected | 3‘ erroneous | D| Duplicates | u|
Sending
Cancel < Previous Send

Illustration 8: Checking the recipients

If one or multiple e-mail-addresses were found multiple times, they will be highlighted yellow.
If e-mail-addresses do not fit the expected format, e.g. because of a missing @ or the ad-
dress containing spaces, they will be highlighted red. If required, quit the assistant and cor-
rect the invalid e-mail-addresses.

Inside the lower part of this dialog, you can find statistic specifications about your data
source. You can see the following information:

Count Rec. Amount of records available inside the data source.

Selected Amount of selected records, i.e. for how many records the checkbox in
the Sending column is ticked.

erroneous How many records contain an invalid e-mail-address or lack one. The
corresponding records are highlighted red.

Duplicates How many records have the same e-mail-address. If an address is pre-
sent multiple times, the e-mail will be sent multiple times as well so that
people sharing a single e-mail-address still receive personalized e-
mails. The corresponding records are highlighted yellow.

After checking the records, proceed by clicking Next.

If you do not want to send e-mails to all people found inside the data source, check out the
chapter "Selecting recipients" starting on page 38.

© 2019 IT-Service Ruhr 12
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2.3.6 Sending
In the Sending step of the assistant, you can select the following options:
e Testrun
o Copy
e Consider Cc column
e Consider Bcc column

If you activate Test run, all records are checked to see if all placeholders inside the subject
and text can be replaced. The result of the test run is displayed in the browser and sent to
you by e-mail.

If you activate Copy, copies of the sent e-mails will be saved inside the Sent folder. This is
the default behavior of Outlook.

The options Consider Cc column and Consider Bcc column are only activated and changea-
ble if your Excel-sheet contains columns with the title Cc or Bcc.

If your Excel-sheet contains columns with the title Cc or Bcc, those options will be activated
by default. If you however do not want to send e-mails to Cc or Bcc recipients, deactivate this
option before proceeding.

oy Serienmail - a >
-. —
E: \ \ﬁ Sending
| )
Workbook
Datasource
[ g_ ] Filename .C:\Markellng\Subscrlbers.xlsx

Datasource .Subscrlbers

Worksheet )
E-Mail Column |g-mail

% CountRec. | 3|

lec
E-Mail column selected 3
Options
0740 Consider Cc column
%% Test run O
Copy ] Consider Bce column

Placeholder

Send e-mails in packages

| Es O after |10 + le-mails 1 = minute to wait
Notes

Recipients Outlook is online.

Sending

Cancel < Previous Next = Send

Illustration 9: Sending of bulk e-mails
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To send the e-mails, click on Send. Inside the Notes field you can track the amount of al-
ready sent e-mails. After all e-mails have been sent, a report will be sent to your e-mail-ad-
dress and the assistant will close.

If you activated the Test run checkbox, the button will change from Send to Check. All rec-
ords are checked to see if all placeholders inside the subject and text can be replaced.

o Serienmail

1‘5 @ Sending

Workbook

Datasource

ﬁ Filename C:\Marketing\Subscribers.xlsx
Datasource Subscribers

Worksheet

E-Mail Column |g.mail

% Count Rec. 3

E-Mail column selected e
. ) Options
%% Test run M Consider Cc column
) Consider Bee column
Placeholder Copy %]

Send e-mails in packages

—
:Ez a after |10 + e-mails 1 = minute to wait
Notes

Recipients Outlook is online.

Sending

Cancel < Previous Next > Check

Illustration 10: Activating test run

The result of the test run is displayed in the browser and sent to you by e-mail. The report
tells you, if and which records contain errors. If at least one placeholder could not be re-
placed because of missing or invalid values inside the data source, no e-mails will be sent at
all. Correct all errors before sending the e-mails.
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An example for the report of a test run is shown in the following illustration. The contents of
the report e-mail are similar.

| <.—‘f|l E C\Users\TBesser\Docur l—i— i

= — O nt @ | filey//C:/Users/TBesser/Documents/Serienmail _Prueflauf.html
To: Toni.Besser@it-service-ruhr.de
Subject: Test run: Sending of e-mails

Subject: Our new software
Status Outlook: Online
Copy into Send Objects: yes
Time-delayed sending: no

Excel workbook: C:\Marketing\Subscribers.xlsx
Data source: Subscribers

Testrun started: 07/08/2019 01:18:24
Test run finished: 07/08/2019 01:18:24

Number of selected records: 3
Number of locked records: 0
Number of correct E-Mails: 3
Number of incorrect emails: 0

Illustration 11: Results of a test run

If all tests ran to your satisfaction, you can send the bulk e-mails and effectively and individu-
ally advertise your product to all your customers and subscribers.

© 2019 IT-Service Ruhr 15
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3 Bulk e-mails with personalized attachments

Serienmail can also be used to send individual attachments to your recipients. We are going
to visualize this on the following example:

You invite your customers to an event. The invitations are personalized PDF files, addressing
each of your customers individually. You want to invite only your premium customers to the
after show as well. For this example, you need an Excel-sheet with the following columns:

e Salutation

e E-Mail

e Attachmentl
e Attachment2

The data source inside the Excel-workbook looks like this:

A B C D
1 |Sa|utation .E-Mail Attachment1 Attachment2
2 |Dear Mrs. Doe a.doe@it-service-rubr.de C:\Marketing\Invitations\Invitation_Doe.pdf C:\Marketing\Invitations\Invitation_Aftershow.pdf
3 |Dear Mr. Miller p.miller@it-service-ruhr.de  C:\Marketing\Invitations\Invitation_Miller.pdf
4 |Dear Mr. Smith j.smith@it-service-ruhr.de C:\Marketing\Invitations\Invitation_Smith.pdf C:\Marketing\Invitations\Invitation_Aftershow.pdf

5 |Dear Mrs. Johnson c.johnson@it-service-ruhr.de C:\Marketing\Invitations\Invitation_Johnson.pdf

lllustration 12: Data source with individual attachments

Warning: If you want to send personalized attachments using Serienmail, the column titles
must be Attachmentl, Attachment2, etc.; otherwise Serienmail will not be able to detect
the attachments correctly.

The files, whose paths and filenames are inside the columns Attachmentl and Attachment2,

will be attached to the corresponding e-mails. This way recipients may not only receive differ-
ent attachments, but also a different amount of attachments. If all recipients shall receive the

same attachment, we recommend attaching the file(s) directly to the e-mail.

Serienmail recognizes every column with the title AttachmentX (X being any number) as a
column containing file paths of designated attachments. An e-mail using this feature could
look like this:

© 2019 IT-Service Ruhr 16
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= I 1T m o
Fil  Message  beert  Opfions  FormaiText  Serenmai  Review  Help @ Tell me what you wart to do
|_| b0 cabrigec o[ o & K122 A ,f_l% § attach Fre ~ ] fe- L \_j) D}
] o B Attach Inen - |
Faste BI U #-p- ES S o Adde Chek Basign Dictaie | Inights | View
- o = === == Book MNames | [F Signeture- paiicy o E Templates
opboant Bl Text « Names Inchse Tags ol vaice M Temsiates ~
- Tn
Send Le
Subest  Iniation to eur Summe Festha

%3esalutationss, o

We are excited to invite you to our annual Summer Festival,

Inside the attached document you will find all details and your personal sign-up form. Please note that this invitation
applies only to you and is not transferable.

Sinceraly,
IT-Service Rubi|

lllustration 13: E-mail with personalized attachments

As you see, the e-mail contains just a single placeholder® and is therefore very clear.

Proceed with the creation of your mail as usual. If you click on Check Placeholders, the fol-
lowing information is displayed in the browser and sent to you by e-mail.

| «—Ell B c\Users\TBesser\Docur X [+ v _ = %
= = (0] ) @ //CyuUsers/TBesser/Documents/Serienmail_Testemailhtt 3= [ &

To: Toni.Besser@it-service-ruhr.de
Subject: Test E-Mail a.doe@it-service-ruhr.de: Invitation to our Summer Festival

Attachments: Invitation_Doe.pdf; Invitation_Aftershow.pdf o
' Dear Mrs. Doe, e

We are excited to invite you to our annual Summer Festival.

Inside the attached document you will find all details and your personal sign-up form. Please note
that this invitation applies only to you and is not transferable.

Sincerely,
IT-Service Ruhr

You see the customer being greeted personally® and the e-mail containing two attachments;
Invitation_Doe.pdf® and Invitation_Aftershow.pdf®.

© 2019 IT-Service Ruhr 17



IT-Service Ruhr N

Test E-Mail a.doe@it-service-ruhr.de: Invitation to our Summer Festival

< Repl %5 Reply All > Forward
Besser, Toni 7 o
To Bescer, Toni Wed 07/08/2019 01:49
Invitation_Doe.pdf Invitation_Aftershow.pdf
ror I I ER sk v

Dear Mrs. Doe, e

We are excited to invite you to our annual Summer Festival.

Inside the attached document you will find all details and your personal sign-up form. Please note that this invitation applies only to you and is not
transferable.

Sincerely,
IT-Service Ruhr

Illustration 14: E-mail with resolved placeholders and personalized attachments

Serienmail requires the whole, absolute file paths inside the sheet in Excel to attach files
correctly.

It does not matter to Serienmail, how the paths are inserted into the sheet in Excel. You can
enter them manually or let them be inserted automatically by using our prepared workbook in
Excel with integrated formulas and macros.

3.1 Inserting attachments manually

For attachments to be recognized by Serienmail, the whole, absolute file path including file
name and extension must be entered in the corresponding column of the sheet in Excel.

This very tedious process can be shortened using our prepared workbook in Excel; files can
be selected easily or inserted with formulas.
3.2 Selecting attachments

The workbook Serienmail _Attachment.xlsm contains macros helping you to insert attach-
ments in Serienmail. You can save and use this workbook anywhere you like. To use this
workbook efficiently, the recipient data must be copied into this specific workbook.

You can either copy single records or whole sheets in Excel. Then proceed as follows:

1. Place the cursor inside the cell you want to insert the file path of the attachment into.
If you select multiple cells, the file path will be inserted into all selected cells.

2. Select the Serienmail tab and click on Insert file names.

© 2019 IT-Service Ruhr 18
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=~ A @
2 A L/
Insert file Check Information

names  files

Attachments Information

3. Inside the dialog, navigate to the file you want to attach to your bulk e-mails later.

ﬂ Select Attachment

X
« v P <« Marketing » Invitations w Search Invitations 2
Organize + Mew folder = » [H o
" Name - Date modified Type
~ gk Quick access
I Desktop = In\r?tation_Af'tershow PDF File
[ Invitation_Doe PDF File]
¥ Downleads [E@ Invitation_Johnsen PDF File]
(5 Documents L& Invitation_Miller PDF File]
=] Pictures [ Invitation_Smith PDF File|
B Videos
J‘! Music
Marketing
Data Sheets

Invitations
ﬂ Microsoft Excel
& Onelrive

v [ This PC
LY 4

File name: v| All Files v

Tools - Cancel

4. Select the desired file and click on Open. All information required by Serienmail will
be inserted automatically.

3.3 Inserting attachments using formulas
Another way to insert file paths for Serienmail into an Excel-sheet is using formulas.

If, for example, invoices are saved inside a folder C:\Data with file names Invoice_<Invoice-
Nr.>, a formula can be used to generate the required file paths for Serienmail. An example
for such a formula is provided inside the workbook Serienmail_Attachment.xlsm in the sheet

Attachment_Formula. You can use this formula as a basis for your own formula. This formula
can be copied to and used inside any Excel-workbook.

© 2019 IT-Service Ruhr 19
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Personalized bulk e-mails with variable subjects

can send personalized bulk e-mails with variable subjects using Serienmail. We will ex-
this process on the following example:

arranged appointments with different clients at your exhibition. Using a bulk e-mail, you

want your visitors to confirm their appointments. We are going to use the following placehold-
ers in our example:

Salutation
E-Mail
Date
Time

AnswerUntil

The recipients and necessary information are saved inside an Excel-worksheet:

A B C D E

B

 Salutation E-Mail Date Time AnswerUntil

|DearMrs. Doe  a.doe@it-service-ruhr.de  September 20, 2019 10:00 AM September 14, 2019
|Dear Mr. Miller p.miller@it-service-runr.de September 21, 2019  3:00 PM September 15, 2019
|Dear Mr. Smith |.smith@it-service-ruhr.de  September 21, 2019  5:30 PM September 15, 2019

No spaces

Add word to dictionary

Illustration 15: Data source appointment confirmation

Along the confirmation request, you are sending your visitors a ticket for the exhibition. The
e-mail could look like this:

© 2019 IT-Service Ruhr 20
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90 = Confirmation of your visiting on %%Date%% - Message (HTML) il - O
File Message Insert Cptions Format Text Serienmail Review Help Q Tell me what you want to do
ﬁﬂ Calibri (Boc »| 11 ~ A" A 1=~ =~ A ‘Q\% U Astach File - Flg PI] - @J @ D
Paste [ BT U £+ A-.|[=E== c=5= | Address Check B Adtach e ~ Assign © Dictate | Insights View
. u =" == = == | Book Names | [¥ Signature~ Palicy ~ = Templates
Clipboard Basic Text [ MNames Include Tags | Voice My Templates ~
2“7\. To
Send Cc

Subject Cenfirmation of your visiting on %:3%Date%% o
Ticket_Fair.pdf -
AT KB

%%Salutation%%, o e e

we are looking forward to your visit at our booth on %%Date%% at %%Time%%.
Please confirm your appointment until %%AnswerUntil%%. e

Sincerely,
IT-Service Ruhﬂ

lllustration 16: Bulk e-mail appointment confirmation

The subject® as well as the e-mail-text® contain placeholders. The attachment® is inserted
as usual.

The subject of your bulk e-mail is kept variable by the placeholder %%Date%%. Every one of
the recipients receives the appointment date already inside the subject.

Inside the e-mail-text the salutation, the appointment date, the appointment time and the date
by which you want an answer, are kept variable.

The sending-assistant is started as usual by clicking on Sending inside the Serienmail tab.

You are using a total of four placeholders inside your mail. You can check if all placeholders
have been correctly recognized in the Placeholders step of the assistant. The placeholders
inside the subject are listed inside the upper half, the placeholders inside the e-mail-text in-
side the lower half.

© 2019 IT-Service Ruhr 21
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g Serienmail

I

Workbook

T Check if all placeholders in the subject have been recognized correctly.

Flaceholder OK
] Date

Worksheet

E-Mail column

5
Placeholders inside subject

Check if all placeholders in the body of the e-mail have been recognized correctly.

@] | Placeholder oK

Placeholder » Salutation
Date

Time

AnswerUntil
Recipients

Sending

=]
%]
5]
%]

Placeholders inside text

lllustration 17: Checking multiple placeholders

Cancel

< Previous

When working with placeholders, accidental logical errors may occur (e.g. confounding date

and time). Checking your placeholders before sending is recommended strongly.

Select any address inside the Recipients step and click on Check Placeholders. A preview of

the corresponding e-mail is opened inside your browser and sent to your e-mail-address.

© 2019 IT-Service Ruhr
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a5 Serienmail - m] X
\
Workbook

Select the Recipients

I 0 Selection [all records |
|
Sending Sal i E-Mail Date Time
Worksheet Dear Mrs. Doe a.doe@it-service-ruhr.de September 2... |30/12/1899 1...
B[] Dear Mr. Miller p.miller@it-service-ruhr.de September 2... |30/12/1899 1...
| | Dear Mr. Smith j.smith@it-service-ruhr.de September 2... |30/12/1899 1...
[ 9] |

E-Mail column

Placeholder
B
\
4 00| >
| Allincluded | Allexcluded | Apply Excel-Filter | Selectrange | Check Placeholder
Count Rec. Ijl selected EI erroneous EI Duplicates Ijl
Sending

| Cancel | | < Previous | | Next > |

Illustration 18: Check placeholders

& > O @ | @ filey/cyusers/TBesser/Documents/Serienr ¢ = L e

To: Toni.Besser@it-service-ruhr.de

Subject: Test E-Mail a.doe@it-service-ruhr.de: Confirmation of your visiting on
September 20, 2019

Attachments: Ticket_Fair.pdf

Dear Mrs. Doe,

we are looking forward to your visit at our booth on September 20, 2019 at 10:00 AM.
Please confirm your appointment until September 14, 2019.

Sincerely,
IT-Service Ruhr

lllustration 19: Result of checking placeholders (inside browser)
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- est E-Mail a.doe@it-service-ruhr.de: Confirmation of your visiting on September 20, 2019 - Message (... =
= Test E-Mail a.doe@i i hr.de: Confi i fy isiting on Sep ber 20, 2019 - M ge . 3l O
File Message Help @ Tell me what you want to do

5] m E 3 Reply © Y Move ta: 7 = ﬁl - fa 0 A Q u @

& Reply All % To Manager -
O Reply . = s Mave B~ Tags | Editing | Speech | Zoom | Sendto | Insights
5 Forward —H Tearn Email . (=] ~ - - OneMate

/- Delete Archive

Delete Respond Quick Steps ] Move Zoom OneMote ~

Test E-Mail a.doe@it-service-ruhr.de: Confirmation of your visiting on September 20, 2019

" Repl & Reply All — F d
Besser, Toni © Reply © Reply ornwer
To Beszer, Toni Wed 07/08/2019 02:43
Ticket_Fair.pdf
PDF v
=2 51KB
Action ltems Suggested Meetings + Get more add-ins

Dear Mrs. Doe,
we are looking forward to your visit at our booth on September 20, 2019 at 10:00 AM.
Please confirm your appointment until September 14, 2019.

Sincerely,
IT-Service Ruhr

Illustration 20: Result of checking placeholders (inside e-mail)
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5 Bulk e-mails with personalized hyperlinks

You want to draw your client’s attention to specific websites and enable them to visit those
websites as easy as possible. Depending on the target group, different hyperlinks should be
inserted into different e-mails respectively.

For this bulk e-mail, the following placeholders are necessary:
e Salutation
e Linkl
Configuring the hyperlink requires the following placeholders inside the Excel-sheet:
o Linkl Text
o Linkl Address

The Excel-sheet could look like the following example:

A B C D

Salutation E-Mail (_Linkl_Text ) Linkl_Address _
Dear Mrs. Doe  a.doe@it-service-ruhr.de InWrite 2.0 http://company.com/products/inwrite 2

Dear Mr. Miller p.miller@it-service-ruhr.de CalcFast Plus  http://company.com/products/calcfast plus
Dear Mr. Smith j.smith@it-service-ruhr.de Presenter Gold http://company.com/products/presenter gold

| | | =

Illustration 21: Data source with different hyperlinks

Be careful that the column titles must be named Link1_Text and Link1_Address when the
placeholder %%Link1%% is used inside the e-mail.

The corresponding e-mail could, for example, look like this:

Our upcoming products - Message (HTML)

File Message Insert Options Format Text Serienmail Review Help Q  Tell me what you want to do
o . — e -
0 CalibriBot ~[11 ~ A" A =~ =~ A Q\% et LE|¢_ F:J \QJ @ E}
= s Hem =1
Paste = 5= | Address Check i Assign Dictate | Insights | View
B = = | Book Names [¥ Signature~ Policy ~ |, - Templates
Clipboard Basic Text ] Names Include Tags =l Voice My Templates ~

= 1"

Send Cc
Sub Our upcoming products

%%Salutation%%,

our new products are available right now.

To get a first impression, please visit our website.

With a little bit of luck you will win our brand-new product %%Link1%%.

Sincerely,
IT-Service Ruhd

Illustration 22: E-mail with variable hyperlink
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If a placeholder beginning with Link and followed by a number is recognized inside the text,
the data source is searched for column titles that also begin with Link and are followed by a
number. For example, the placeholder Link1 is replaced with data from the following col-
umns:

Column title Required Meaning
Linkl Text yes The text to display for the hyperlink
Linkl_Address yes The address of the hyperlink

The Link1l_Text and Link1l_Address columns must exist in the data source as column tiles for
the Link1 placeholder to be resolved.

The E-mail column dialog of the assistant illustrates this context as follows:

=l Serienmail — O X

E-Mail column

(3
Ik

Workbook

Please select the column with the e-mail addresses of the recipients.

2

Column Value

Worksheet Salutation Dear Mrs. Doe

» a.doe@it-service-ruhr.de

Link1_Text InWrite 2.0

j‘il

[ Linkl_aAddress http://company.com/products/inwrite_2

E-Mail column

%)

Placehaolder

—
=t
)

Recipients

=]

sending

Illustration 23: Different hyperlinks

The result of the check in the browser looks as follows:
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«—EIJ B ciUsers\TBesser\Docur X l:|- v — O %
— = O M (@ | fileyf//CfUsers/TBesser/Documents/Serienn +r = 7 =

To: Toni.Besser@it-service-ruhr.de
Subject: Test E-Mail a.doe@it-service-ruhr.de: Our upcoming products

Dear Mrs. Doe,

our new products are available right now.

To get a first impression, please visit our website.

With a little bit of luck you will win our brand-new product InWrite 2.0.

Sincerely,
IT-Service Ruhr

lllustration 24: Result of the check for e-mails with variable hyperlinks
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6 Determine customer satisfaction using Serienmail

Serienmail lets you conduct customer satisfaction surveys for your products or services that
your customers can respond to with just one click.

In our example, you want to know if customers were satisfied with your services in Septem-
ber®. The email that one of our customers® receives looks like this:

Our services in September 2019 0
G_) Reply «‘_) Reply All — Forward

Besser, Toni
To jsmith@it-service-ruhr.de Wed 07/08/2019 03:31
Dear Mr. Smith, e

please evaluate the services we provided in September 2019.

The service was provided to our satisfaction.
The service was not provided to our satisfaction. °

With your feedback, you are helping us to increase the quality of our services.

Sincerely,
IT-Service Ruhr

Illustration 25: Example e-mail for determining customer satisfaction

Customers can click one of the links in the e-mail depending on whether they were satisfied
or not. There are 2 possible answers: The customer was satisfied with the service® or the
customer was not satisfied with the service®.

The following placeholders are required for this e-mail:

e Salutation

e Month
e Linkl
e Link2

The customer should click on the placeholder Link1 if he was satisfied with your service. If
your customer was not satisfied with your service, they should click on the Link2 placeholder.

To control your customers' responses, you need the following placeholders inside the Excel-
sheet:

e Linkl Text
e Linkl To
e Linkl cc

e Link1l_Subject

e Link2 Text
e Link2_To
e Link2 cc
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e Link2_Subject

The recipient generates a new e-mail by clicking Link1 or Link2. If your customer has clicked
link1, the information defined at Link1 An, Linkl cc, Linkl_Subject and Link1_Text will be
transferred to the e-mail. If your customer clicks on Link2, the corresponding information will
be transferred to the e-mail. The recipient can complete the e-mail with additional information
before sending it.

Using the placeholders Link1 and Link2 as well as the dependent placeholders, you can con-
trol the answer e-mails of your customers and have them sent e.g. to different employees for
processing.

Below is an excerpt from the Excel-sheet. Due to space constraints, the part in which the
placeholders for Link2 are defined is missing.

A B & D E F G
Salutation Menth E-Mail Link1_Text Link1_To Linkl_cc Linkl_Subject
Dear Mrs. Doe  September 2019 |a.doe@it-service-ruhr.de The service was provided to our satisfaction. feedback@it-service-ruhr.de Services in %%Month%% were provided to our satisfaction.
Dear Mr. Miller September 2019 p.miller@it-service-ruhr.de The service was provided to our satisfaction. |feedback@it-service-ruhr.de Services in %%Month%% were provided to our satisfaction.

Illustration 26: Data source - satisfaction survey

If a placeholder that starts with Link and is followed by a number is detected inside the data
source, it searches for columns which also start with link and the respective number. Fort he
placeholder Link1, the data source is searched for the following columns:

Column title Required Meaning
Link1l_Text yes The text to display for the hyperlink
Linkl To yes One or more e-mail addresses to which the recipient

should return the reply.

Linkl_cc no One or more e-mail addresses to which the recipient
should return the response as cc.

Linkl_Subject yes Subject of the reply e-mail

Additional columns that start with Link1 are not considered.
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Your corresponding e-mail may look like this:

90 = Our services in %%Month%% - Message (HTML) =

File Message Insert Options Format Text Serienmail Review Help Q  Tell me what you want to do

El=-=-5 95 ) Attach File ~ FE]FU- LQJ \:)) [‘}
View

|:|-I Calibri (Boc | 11
L e

vA’
BT U £-A-

BA Attach ftem ~ I
Paste — = | Address Check nftem Assign Dictate | Insights
~ - Book MNames Igsignature" Policy ~ J, - Templates
Clipboard = Basic Text ™ Names Indude Tags = Voice My Templates
B‘ To
Send Cc

Subject Our services in %%Month%3% o
%%Salutation%%, e

please evaluate the services we provided in %%Month%2%.

%%Link1%%
%%Link2%%

With your feedback, you are helping us to increase the quality of our services.

Sincerely,
IT-Service Ruhrl

Illustration 27: E-mail satisfaction survey

The subject® and the salutation@ are kept variable in this e-mail. Via the placeholders

Link1® and Link2@®, the customer can submit an evaluation of the services at the click of a
mouse.

In the E-Mail column step of the assistant, this context is illustrated as follows:

© 2019 IT-Service Ruhr 30



o=l Serienmail

IT-Service Ruhr

Waorkbook

Please select the column with the e-mail addr

E-Mail column

esses of the recipients.

Column

SEEE

Value

Worksheet Salutation

Dear Mrs. Doe

Month

¥

&

September 2015

a.doe@it-service-ruhrde

Linkl_Text The service was provided to our satisfaction.
E-Mail column Linkl_To feedback@it-service-ruhr.de
Linkl_cc
%% Link1_Subject Services in %%Month%:% were provided to our satisfaction.
Il Link2_Text The service was not provided to our satisfaction.
Placehalde Link2_To feedback®@it-service-ruhrde
Link2_cc gm@it-service-ruhrde

Link2_Subject

Services in % %Month%% were not provided to our satisfaction.

Recipients

B

Sending

Cancel < Previous

lllustration 28: Assignment of link placeholders

The e-mail your customer receives has been shown already in lllustration 25: .

If the customer clicks on the first hyperlink in the e-mail, the following e-mail appears in re-

sponse.

B s Services in September 2019 were provided to our satisfaction. - Message (HTML) 3| - a
File Message Insert Options Format Text Serienmail Review Help Q Tell me what you want to do
=n X o = i ~ ~ B

[]o | |Caibri@ocv[n1 /& A==~ A 98 gmuh o F@ T @ [;
g — Attach Item ~
Paste — BIU Z2-A. BE== =3 Address Check i Assign ° Dictate | Insights View

PR § - - - Book Names [ZSignature" Policy~ ¢ - Templates

Clipboard & Basic Text = Names Include Tags L Voice My Templates
> To feedback@it-service-ruhr.de ‘.
= « e
Subject Services in September 2019 were provided to our satisfaction. e

lllustration 29: Reply satisfaction survey

In this example, the e-mail will be sent to the responsible employee® and, if necessary, to
other employees in Cc®@. The subject® already implies that the customer was satisfied with
the services. If the customer clicks on the second hyperlink, the recipients of the e-mail and
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the subject may change accordingly. This immediately reveals that the customer was not sat-
isfied.

In both cases, the customer can add individual texts to the e-mail so that he can begin a dia-
logue with you.
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7 Exporting contacts from Microsoft Outlook

If you want to send personalized bulk e-mails to recipients that you have saved as contacts
inside a Microsoft Outlook contact folder, you need to export the contacts to an Excel-sheet.
In Excel, you can control and change the recipients' salutations if necessary. Serienmail of-
fers the following options for exporting contacts:

1. Export of the selected contacts,
2. Export all contacts of a selected contact folder.

To export contacts from Outlook to Excel, proceed as follows:
1. Switch to the Contacts folder.

2. If you want to export only selected contacts, select the contacts to include one at a
time by holding down the CTRL key.

3. Inthe Start tab of the ribbon in the Serienmail group, click the Export button.

&

Export

Serienmail
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4. The following dialog opens:

a5l Exporting contacts to Excel

Folder with contacts

IT-Service Ruhr ‘. N

Name

Selection
(® All Contacts in the selected folder

(0) selected contacts in the current view

Salutations

female |Dear Mrs.
male |Dear Mr.

neutral |Dear Sirs

Additions to salutation

(® with last name punctuation mark

(O with first name

(2 without Salutation

Messages

Mumber of selected contacts: 1
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5. Check whether you want to adopt the default salutations. Click the Show button to
preview the salutation formulas in the Messages box. By default, the salutations look

like this:
s Exporting contacts to Excel x
Folder with contacts
Name Contacls |
Selection

(O All Contacts in the selected folder
(® selected contacts in the current view

Salutations

female [Dear Mrs. |
male IDear Mr. |
neutral |Dear Sirs |

Additions to salutation

@® with last name punctuation mark
O with first name

(O without Salutation

Messages

Salutations:

female: Dear Mrs. Smith,
male: Dear Mr. Doe,
neutral: Dear Sirs,
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6. If you prefer other salutations, change them appropriately and click the Show button
again for control. For example, in the following dialog image you can see salutation
formulas with first names:

oy Exporting contacts to Excel

Folder with contacts
Name Contacts | |

Selection

() All Contacts in the selected folder

(@ selected contacts in the current view

Salutations

female |Dear |
male |Dear |
neutral |Dear member |

Additions to salutation
O with last name punctuation mark | V|
(® with first name

() without Salutation

Messages
Salutations:

female: DearAnn,
male: DearJohn,
neutral: Dear member,

Export Show Reset Cancel

By clicking on the Reset button, the default formulas are re-entered.

7. Click the Export button. A new workbook is created in Excel containing the contacts
from Outlook. Only contacts that have an e-mail address are considered. For all con-
tacts with a filled Last Name field, Serienmail tries to determine the gender of the con-
tact. Only if the gender of the person is known, the corresponding salutation formula
is generated. Any academic titles such as Dr. or Professor will also be considered.
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After exporting the contacts to Excel, the result is displayed inside the Messages part

s Exporting contacts to Excel

Folder with contacts

Name Contacts

Selection

(O All Contacts in the selected folder

@ selected contacts in the current view

Salutations

female [Dear ]
male [Dear ]
neutral [Dear member |

Additions to salutation

O with first name
O without Salutation

Messages

@® with last name punctuation mark

Number of selected contacts: 9
Number of exported contacts: 7
Number of not exported contacts with missing e-mail address: 2

The Excel-sheet looks like this:

A A | B | C | (0] [ E [ F [ G H

1 |Prefix Title FirstName LastName Company City E-Mail Salutation

2 |Mrs. Alice Doe IT-Service Ruhr a.doe@it-service-ruhr.de Diear Mrs. Doe,

3 |Mr. Patrick Miller IT-Service Ruhr p.miller@it-service-ruhr.de  Dear Mr. Miller,

4 |Mr. John Smith IT-Service Ruhr [.smith @it-service-ruhr.de Dear Mr. Smith,

5 |Mrs. Celia Johnson  IT-Service Ruhr c.johnson@it-service-ruhr.de Dear Mrs. Johnson,
&

To send the bulk e-mail to these exported contacts, save the excel workbook.

© 2019 IT-Service Ruhr

37



IT-Service Ruhr N

8 Advanced Techniques

8.1 Selecting recipients

It is often the case that you do not want to write to all recipients from a data source, but only
to a certain part. For that, you can narrow down the recipients of your data source in the fol-
lowing dialog.

1. You can use the check box in the Recipients step on each address to define whether
the mail should be sent or not.

2. You can use the Apply Excel-Filter button to select only the addresses previously de-
fined in the Excel-sheet using the filter function.

3. You can use the Select range button to select a specific block, such as records 20 to
50, as the recipients.

Recipients are considered when sending the bulk e-mail, where
¢ the check box in the column Sending is activated and

e avalid e-mail address is entered.

ol Serienmail — O X

EE m Recipients

Warkbook

Select the Recipients

@ Selection [all records .
Sending Salutation E-Mail D

Waorksheet p .
orkshes Dear Mrs. Doe, a.doe@it-service-ruhr.de 1
Dear Mr. Miller, p.miller@it-service-ruhr.de 2
@ Dear Mr. Smith, j.smith@it-service-ruhr.de 3
" Dear Mrs. Johnson, c.johnson@it-service-ruhr.de 4
E-Mail column
Placeholder
Recipients
All included All excluded Apply Excel-Filter Select range Check Placeholder

)$ Count Rec. selected Erroneous EI Duplicates Ijl
Sending
Cancel < Previous send

Illustration 30: Selecting recipients

If one or more e-mail addresses have been found multiple times inside the data source, they
will be highlighted yellow.

If the desired recipients have been selected, click the Next button to start sending the e-
mails.

If you have a large data source, you can use the Selection field to view specific records and
therefor do not need to look through the entire list.
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8.1.1 Allincluded

Clicking the All included button will activate the Sending check box for all recipients who
have a valid email address. This may be useful if you have previously deactivated a larger
number of addresses and want to undo this.

8.1.2 All excluded

Click the All excluded button to exclude all recipients from sending. This may be useful if you
want to address only individual recipients from a larger list. You can then activate the few de-
sired addresses manually.

8.1.3 Apply Excel-Filter

If you have filtered the records in Excel, you can apply this filter with a click on the bulk e-
mails you want to send.

1. Make sure that you have applied the filters in Excel and saved the workbook with the
filtered records.

2. Open Serienmail and select the filtered Excel-workbook as the data source.
3. Inthe 5th step of the assistant (Recipients), click the Apply Excel-Filter button.

4. In the Sending column, only the records that were selected by the filter in the Excel-
sheet are now activated.

8.1.4 Select range

If you want to send e-mails to a specific range of records, you can do so by using the Select
Range button. The following dialog opens. Select the range of records which should receive
the e-mails.

Select range x

Datasource

Filename |C:'-.Mar|-;eting'-.l"-'1vaml:uers xlax |

Datasource | Sheet 1 |

Count Records
Fitter

from Record
to record

QK Abbrechen
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Send e-mails in packages

If you do not want to send all e-mails at once, but rather to pause automatically after a cer-
tain number of e-mails, activate the option Send e-mails in packages.

gl Serienmail T O x

Workbook

F] I_@ Sending

Datasource

Waorksheet

@ Filename |C:\Marl-ceting\Mernbers.xlsx |
Datasource |Sheet1. |

. selected
E-Mail column

E-Mail Celumn |E-Mai| |

T_ Count Rec.

Placeholder

Options

%% Test run O Consider Cc column

Copy Consider Bce column

Recipients

Send e-mails in packages

—
:,i after |2 + | e-mails 1 4] minute to wait
Motes

Outlook is online.|

|'\

Sending

8.2

Cancel < Previous Next = send

Notes on placeholders

The placeholders in the subject and message body of the e-mail are of particular importance
because they are replaced for each recipient using the information from the column of the
same name in the Excel-sheet.

Please consider the following notes:

1.

Placeholders may contain only upper-/lowercase letters and numbers. Special char-
acters as underscore, hyphen, space, etc. or characters that can be interpreted as
HTML tag cannot be used.

If you want to format the placeholders, make sure that the %% characters and the
placeholder name are formatted identically.

Placeholders named Link1, Link2, Link3, etc. may only appear in the message body
and not in the subject of the e-mail message because of their special function.

Placeholders may not have the names Attachmentl, Attachment2, Attachment3, etc.
as they are used to identify variable file attachments.

If a placeholder is underlined red (as a spelling error), the successful sending of the
bulk e-mail is prevented. Add the name of the placeholder to the dictionary as shown.
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%%0rderNr%%

abe Spellin i
(el Ordering 5
WhoIs... Collation, Prioritization, Arranging
OrderPro 5
[Mo reference information]
EEI Order 5
EIEI Paste Options: Instruction, Stability, Orderliness
Oy Add to Dictionary
7 &
Ignore All

/® Smart Lockup
E See More
|_:|,5 Translate

@ Link >

lllustration 31: Fix spelling errors in placeholders

In this example, the placeholder %%O0rderNr%% is interpreted as an error. Add the word Or-
derNr to the dictionary by right-clicking.

8.3 Check placeholders for recipients

If you want to verify that the placeholders assigned in your email are resolved correctly, click

the Check Placeholders button. All placeholders inside the subject and text of your e-mail are
checked for whether they can be resolved or not. The result of the test run is displayed in the
browser and sent to you by e-mail.
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9 Organizational

9.1 System requirements

Serienmail version 2.00 will only run if the following system requirements are met on your
PC:

e Microsoft Outlook for Office 365 or Microsoft Outlook 2019 or Microsoft Outlook 2016
or Microsoft Outlook 2013 or Microsoft Outlook 2010

e _NET Framework 4.6.1 or higher

9.2 License

The license of Serienmail is personal and depends on the primary email address of the per-
son using Serienmail.

If the necessary authorizations have been granted in the e-mail system (preferably on the
Exchange server), this person can also send bulk e-mails from general addresses, such as
info@..., newsletter@..., etc.

If this person's primary e-mail address changes, the license must be transferred to the new
primary e-mail address.

In this case, contact us either via info@it-service-ruhr.de or by phone at +49 23 24 / 70 89 4-
0

9.3 Contact

If you have any questions about the application of the program or would like to give sugges-
tions for program extensions, do not hesitate and call us at the phone number +49 23 24 / 70
894-0.

You can also send us an e-mail to the address info@it-service-ruhr.de.
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