One Stop Marketing for Actinic Version 2.0 Rev 2

One Stop Marketing for Actinic

Copywrite (C) Mole End Ltd 2002 - 2006

Mole End Software 2006 Page 1 of 33



One Stop Marketing for Actinic Version 2.0 Rev 2

Index

T 1o o [ ex 1 o] o FON TP PP UUPTUT R RRTPP 3
SEIECHION DEBLAIIS. ......eiiiiiiiiee et e e st e e b e e e e 4
D2 1L PP P TP PPPPPPPPUPTPPRTN 4
OFAEI SEALUS .....eeeeie ettt ettt e e ekttt e oo ekt bt e e e okt et e e s aab b e et e e aabb et e e e anbb e e e e annbneeeesnneeeas 4
PAYMENT STALUS ...t s e e s e e e e e e e e e aeaaeeteeeeeeeeeeeeaesrenrbnnes 5
Include AdAress DetailS FrOmM..........coii et e e eeeaaeas 5
EXPOIt CUSTOMEIS ACCOUNTS ...coieiiiieiiieiiiei ettt s e e s e e e e e e e e e e e e eaataeeeeeeeeeesaeseenrennes 5
Filter on ‘Keep DEtailS PrHVALE' ........cc.viiiiiiiiiii ettt 5
Filter on User Defined FIelAS ........coouuiiiiiiiiiii ettt e 5
FFOIMAL ... e e e e e e e e e e e e e e et e e rt e e e e e e e 5
AAVANCEA FIIEEIING . ...ttt e s et e e s e e e s st e e s asbe e e e e annreeeens 6
Y] =T ot oo [ o £ PO UUUPPT ORI 6

[ o0 [U ot k3T = 1 o o S 7
[oTor= Vi [o ] IST=T= T o o F PRSP PRI 8
(O] 0 [T o BT = | KPP PP OOU PP 9
(O] (o [T S - Vo = o RS USPPRRRRRR 9
OFAEI VAIUB ...ttt ettt e ekttt e e st bt e e e e eabb e e e e sabe e e e e anbaeaeeans 9
EXPOrting CUSLOMET ACCOUNTS ... .uviiiiieeeessiiiitiiieeere e e s e s e s sttereeereeaeeessaannesbeeereeaeeeeesaansnstnaneereeaeeesns 10
LS 2T 1RSSR 10
Only add to list if no orders were placed within the dates below : ...........cccooeciiieie e, 10
(@] o] 1T0] o IS TP PP PP PPPRPPPRPPRPN 11
o q Lo ] 1[N I LT = 1 PSSR 11
FHIE HEAUET ...ttt ekt e e ekt e s e b e e e e e e e e s 11
UNIQUE FIBIO. ...ttt e st e e st e e s e e e e 11
Customer Details Preview and Printing ........cccuviiiriiie oo ee et e e e e e e e s snrnanneeaaae e 13
= 0T PPN 14

S 121 (o] o =PSRRI 14
Ly T o0 PP UP PP PRPPIN 14
Automating ONe StOP MArKELING ......cccoiirriiiiiiiiie e 15
How to automate One Stop Marketing using One Stop Automation...........ccccceevevvvivveeeeeeeeennn, 15
7. Close ONe StOP MArKEING. . ..uuuuieieieieeee st ie et e e e e s s s rr e e e e e e e s et ar e e aeeeeessensnntnaneeeeaaeeeaas 19
Importing Customer INFOrMALION .........coioiiiiiiii e 20
TegT ool uiTaTo ITak (o TN €] o 1N o 1Y, - 1 RS 21
Importing iNto MIiCroSOft QULIOOK ..........ciiiiiiiiiiiiiece et 28
Importing into MicroSoft OULIOOK EXPIESS ......uuueiiiieeeiiiiiiiiiiei e e et e e et e e e e 30
IMpPOrting iNt0 MICIOSOft WO ........oiiiieeeii it a e e e e e s e e e e e e e e e s 32
IMPOrting iNtO MICIOSOFt EXCEI......cciiiiiiiiiiitiit e 33

Mole End Software 2006 Page 2 of 33



One Stop Marketing for Actinic Version 2.0 Rev 2

Introduction

+& One Stop Marketing for Actinic V7 (Site1)

Order Details ] Options ] Presigw ]
b ain l Select Products ] Product Search ] Location Search ]
D ates: Order Status:
(" OrderPlaced ¢ Order Completed @ Order Recejved || [ &ny
From:  [¥01 Mach 200 - £

o - [ Pending
To: |V 02 Mach 2008 ~| |ooooo0 - — Py Shioped
Faprent Status: [ Fully Shipped
Order Payment Status: |Fu|| FPayment Received ﬂ [ [4MD] Purged

Inziude Address Detailz From:
[ Invoice &ddress W Delivery &ddress W Only when different to Invoice Address

[ Orly Include Orders From Registered Customers Ezport Customer Accounts |

Filter Or 'Keep Detailz Private’ Filter On User Defined Fields:

* |grore this setting [ Userdefinable 1 Yalue:
" Include when ticked [ Userdefinable 2 Yalue:

" Include when not ticked [v Userdefinable 3 Yalue: [yes

Prewview lizt | Ewxpart List | Filenarme: ||: houtputsFilel . cay

Help | Abot | Farmat; |M|cru:usu:uft Format [Outlook, Qutlook, Express, Woord etJ

With One Stop Marketing for Actinic you can extract your customer details from your Actinic
database. The extracted details can then be imported into a variety of packages (see the
Importing User Details _section for how to do this) or printed onto labels or envelopes. Any
duplicate customer names are removed before creating the list.

See the Selection Details section to show how to get specific customer information based on
your orders.
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Selection Details

#£ One Stop Marketing for Actinic V7 (Site1)

Order Detailz ] Optionz ] Prewview ]
M ain l Select Products ] Product Search ] Location Search ]
[ ates: Order Status:

" OrderPlaced Order Completed  ©* Order Recejved || | Any

From: w01 March 2008 ~| |oco000 = v Enmpllem

- [ Pending
To: |V 02 Mach 2005 ~| |oco000 = B il e
Fayment Status: [ Fully Shipped
Order Payment Status: |Fu|| Payment Received j [ [AMND] Purged

Include Address Details From:
[ Inyoice Address [ Delivery Addrezs W Only when different to Invoice Address

[ Only Include Orders From Fegistered Customers Expart Customer Accounts |

Filter On 'K.eep Details Private” Filter Or User Defined Fields:

{* |griore this setting [ Uszer definable 1 Walue:
" Include when ticked [ User definable 2 Yalue:

" Include when nat ticked [+ Uzerdefinable 3 “alue: |ves

Prewview lizt | Ewxpart List | Filename: ||: houtputsFilel. cav

Help | About | Format: |I'v1||:r|:|su:|ft Farmat [Outlook,, Outlook Express, ward etJ

By default all customer invoice addresses for today’s complete orders are collected. Each of
these parameters can be changed.

Dates

The date to select orders from can either be the Order Placed date, Order Completed or Order
Received date The Order Received date should be selected if One Stop Marketing is used in
conjunction with One Stop Automation (to export customer information as an order is
downloaded).

The date range can either be a specific date range or up to or from a certain date. To select up to
a certain date un-tick the From field and enter a date in the To field. To collect information from a
certain date un-tick the To field and enter a date in the From field..

Order Status

If you are interested in certain customers based upon their order status, for example, if their order
is still pending and hasn’t been shipped for 2 weeks, you can select which order status’ you are
interested in.
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Payment Status
You can select the customer details from the orders with a certain payment status. For example,
you may want to email customers who have made an Excess Payment.

Include Address Details From

You can select which address to collect from the order for each customer. This can either be the
Invoice Address or Delivery Address. If you are using the Delivery Address you can choose to
only use it if it is different from the Invoice address by ticking the Only when different to the
Invoice Address option.

If you only want to extract your registered customers tick the Only Include Orders From
Registered Customers.

Export Customers Accounts
To export Customers and Buyer accounts click on this option. This is only available in the
Advanced version. For more information see the Export Customer Accounts

Filter on ‘Keep Details Private’

You can choose to only include people who have requested such as option (in replying to the
default question, Occasionally we share our address list with other businesses so they can
contact you regarding outstanding offers that they may have. Check here if you want us to keep
your contact information private and do not wish to receive these offers). Depending on how you
have phrased your question you can choose to include customers by either having this option
ticked or unticked, by using the Include when ticked or Include when not ticked option.

Filter on User Defined Fields

You can also set-up additional fields to see if people want to be in your marketing campaign. If
you have use the How did you find our site?, What was your reason for buying or User Definable
3 fields (User Definablel, User Definable 2 or User Definable 3 in the General Information tab,
under Web site (cont) in Design Text in Actinic) fields you can also filter on specific values (case
insensitive).

Format

The CSV file can be exported in 2 formats. Standard or Microsoft Format. The Microsoft Format
file uses a naming convention for the fields that matches the Microsoft Office standard. The
Standard Format can be used to import into Group Mail or another product that supports CSV
import.

Once you have specified the orders to search, enter a filename to export to. You can either
preview the customers or export the information to the file. If required, once the information has
been shown in the preview window you can then export the information
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Advanced Filtering

If you have a One Stop Marketing Advanced license you can use advanced filtering. This
provides you with additional filtering to search for customers within certain locations and who
purchased certain products.

Select Products

+& One Stop Marketing for Actinic V7 (Site1)

Order Details ] Options ] Presigw ]
ETY Select Praducts l Product Search ] Location Search ]

Select Products

[ Ezclude matching products [leave unchecked to include) Befrezh

=-CJm Online Catalogue
+-[]m Basic Products
--[]m Food
O @ Harvey's Original d.80.68,6.5.4 Ginger Beer [330ml)
O #® Apple and Cream crumble
L B omon Sparkle
O Froducts Built from Add-Ons
Cm Products with a Range of Options
Cm Products with Optional Extraz
O m Select ltems from a List
[ ® Maaszaaszgazine Subsoription, gdg, 8,9, 7.5, 4, 4, 43

][

Clear page

Prewview list | Ewport List | Filename: ||: houtputsFilel cav

Help | Abot | Farmat; |M|cru:usu:uft Format [Outlook, Qutlook, Express, Woord etJ

To find all customers that purchased certain products simply select them from the Catalogue tree.
If you want to find who hasn’t bought a certain product use the Exclude matching products option.
To clear all the selections use the Clear page button.
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Products Search

#& One Stop Marketing for Actinic V7 (Site1)

Order Details ] Optiong ] Prewview ]

EET ] Select Products i Product Search l Location Search ]
Product Lookup
[ Ezclude matching products [leave unchecked to include)

Search by

" Reference * Mame
WENS

TEA Cantainz j

Clear page
Prewview list | Ewport List | Filzname: |.:: houtputsFilel caw
Help | Abot | Formnat: |M|cru:usu:uft Format [Outlook, Qutlook, Express, Woord etJ

You can also select products by hame or product reference. This can be useful if the product you
are looking for is no longer in your Catalogue. If you want to find who hasn’t bought a certain
product use the Exclude matching products option. To clear all the selections use the Clear page
button.
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Location Search

#& One Stop Marketing for Actinic V7 (Site1)

Order Details ] Optiong ] Prewview ]

EET ] Select Products ] Product Search Location Search
Product Lookup
[ Ezclude matching locations [leave unchecked to include)

Search By

* Postcode " Country

" Address Line 3 [Town) " Address Line 4 [County)
Postcode:

BD24 | Cantainz j

Clear page
Prewview list | Ewport List | Filzname: |.:: houtputsFilel caw

Help | Abot | Formnat: |M|cru:usu:uft Format [Outlook, Qutlook, Express, Woord etJ

You can find who has purchased items from your shop by their location. This can be any part of
the address. You can also search for customers using partial information. For example, using a
postcode starting with of BD to find all the customers in the Bradford area. If you want to find who
doesn't live in a certain location use the Exclude matching locations option. To clear all the
selections use the Clear page button.
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Order Details

#& One Stop Marketing for Actinic V7 (Site1)

b ain ] Select Products ] Product Search ] Lacation Search ]
Order Details l Options ] Preview ]
Orders Placed
Shoppers that have placed less than ﬂ |3 Order(z]
Order Y alue
|D|:| not check the value of orders placed ﬂ |EI

[ Include T ax in Order Y alue | Include Shipping and Handling in Order Y alue

Preview Iist| Expart List | Filenamme: |c::'xnutput'\FiIe1.n:sv

Help | Abot | Formnat: |h-1iu:ru::su::ft Format [Outlook, Qutlook, Express, Woord etﬂ

You can target specific details relating to the orders placed. There are 2 categories.
Orders Placed

For all of the available options (shown below) you can select the number of orders.

Shoppers that have placed less than
Shoppers that have placed exactly
Shoppers that have placed at least
Shoppers that have placed less than

Order Value

For all of the available options you can select the orders value. You can choose whether to
include the orders tax and/or shipping and handling costs in your orders value.
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Exporting Customer Accounts

Customer accounts are set-up in Actinic to allow different customers to have different prices or to
access areas of your website general users can not. It is also useful to target these customers as
you already probably know them. To extract customer account information they do not
necessarily have to of bought anything from your website.

Customers and Buyer Accounts P§|

Show Only add ta ligt if no orders were placed within the dates below

v |ooooot =
v| |ooooot =

Tolist all customer or buyers, uncheck both dates above.

" Buyer details

To camy out a more complex search for customers or buyers, use the 'Only include orders from
reqiztered custamers' option on the main tab of One Stop Marketing.

E-rnail Address | M ame | Title | Haome Street
£ »
Presview list | Export List | Filenarme: |c:'\temp'\e:-:pu:urt.csv

L2

Erint | Close |Fu:urmat: |Standard Format

Show

You can select to retrieve customer or buyer account details

Only add to list if no orders were placed within th e dates below :

If you want to select all the customer account details untick the From and To fields. If you want to
select customer accounts that did not place orders between certain dates tick the From and.or To
box and enter the required date(s).

You can Preview list, Export List and Print in the same way as you do in the main order selection
dialogs.
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Options
#£ One Stop Marketing for Actinic V7 (Site1)
b ain ] Select Products ] Product Search ] Location Search ]
Order Details Optians l Preview ]

Export File Detailz:

I arme: Creation;

[ Include time and date " Dwvenarite existing list

v |nclude Actinic site narme ¢ Add bo end of existing list
File Header:

v Irnclude field names as the first ine of the expart fle
Unigue Field:
" Emaill &ddress (" PostCode " MWame " Order Mumber

" Use Email sddress but uze Postocode if Email iz blank or set to a dummy value

* se Email sddress but uze Order Mumber if Email is blank or zet bo a dummy value

[v Dummy alue(z) orders(@osf biz

order@ozf. biz odres(@osf. biz

[ Only include orders where the email iz blank or et to a dummy walue

Preview |i$t| Export List | Filenarne: |c:'xcuutput'xFiIe'I.u:sv

Help | About | Format: |I'v1i|:r|:|su:|ft Farmat [Outlook,, Outlook Express, ward etﬂ

Export File Details

When the customer details are exported to a file you can choose to add additional information to
the filename. This can include the time and date and the name of your Actinic site. The name of
the site can be useful if One Stop Marketing is used in conjunction with One Stop Automation with
the multi-site option (so that you can see where the customer information was exported from).

You can also choose to overwrite the exported file each time or add customer details to the end
of the file.

File Header

When the file is exported you can also choose to include the field names as the first line in the
file. This may be a requirement for the package that the names and addresses are being
imported into.

Unique Field
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The Advanced Version of One Stop Marketing allows you to identifiy customers by different
information. This is useful if you don’t use email addresses to identify your customers, for
example, if you use Actinic as a telephone ordering system. If you are using One Stop Marketing
to print labels (or envelopes) the email address may not be appropriate and you only want to
send one mailshot to each customer name.

Some customers may not specify an email address and you can choose to use a different field if
the email address is blank or set to a value specific to your business. You can specify up to 3
dummy values incase the dummy value entered was manually entered in different ways.
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Customer Details Preview and Printing
To see a preview of the list of the list of email addresses press the Preview list button.

#& One Stop Marketing for Actinic V7 (MoleEnd)

b ain ] Select Products ] Product Search ] Location Search ]
Order Details ] Optiong Presview
Ereview:
|Jzer Defined 2 | |Jzer Defined 3 | [Jzer Defined 4 | [Jzer Defined & | Lat
1] got an Actinic ni...  Yes FF1
n Pleaze select: P&l
1] Flease zelect: PGE
1] Yes PLY
1] Flease zelect: PhaE
1] Actinic Already have PMz
1] Google Search ... Additiontothe A Yes PHE
1] Saw client Silver...  Time zaving and... Mo PJE
1] Already Joined FR=
1] Yes automation whe. . FTS
1] Already Jained FHE
1] zearch engine developing new ... Mo PCE
1] Trial uge & from ... |deal for overnig...  allready are TF1
0 PRI v
< >
No. found: 37§ Fint...
Filtered bu: |Main
Prewview lizt | Ewxpart List | Filenarme: ||: houtputsFilel . cay
Help | Abot | Farmat; |M|cru:usu:uft Format [Outlook, Qutlook, Express, Woord etJ

Printing
If you are using the Advanced Version you can print the names and addresses shown by clicking
the Print... button.
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X

Printing

# [ ahel Sheets " Envelopes " Repoart

A
Labels
" B per Sheet {* 15 per Sheet

Envelopes
i {+ f'“

Addresz Format
LUK Ug

Printer Settingz

|L|se Default Printer and 5 ettings Select | Default |

Campaign 1D /M ezzage [MB: Wil be printed]

Cloge Preyiewm | Frint

You can print onto Label sheets, envelopes or produce a report.

Labels
You can print onto standard Avery label sheets.

62 series - 16 labels per sheet (8 by 2) L7162, L7562, J8162, J8362, J8562
65 series - 8 labels per sheet (4 by 2) L7165, L7565, L7765, J8165, J8365, J8565

Envelopes
You can print onto standard envelopes.

C4 — An A4 sheet can be placed unfolded into the envelope.

C5 — An A4 sheet can be placed folded in half or an A5 sheet can be unfolded into the envelope.
C6 — An A4 sheet can be placed folded into quarters or an A5 sheet can be folded in hlaf into the
envelope.

Report
A report can be printed provding all the details of customers previewed.

A specific printer can be specified to print to. This can be useful so that, if printing to labels or
envelopes, you don't have to keep changing the paper.

Each label or envelope can have an ID added printed. This can be used to track the source any
responses or provide additional customer information.
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Automating One Stop Marketing

You can run One Stop Marketing in batch mode. This allows you to automatically extract
customer details from Actinic order information. The command line options available are :

-B Run in Batch mode. The current settings are used to automatically export the
customer details.

-F <date> From date. The date is in the form "Year/Month/Day Hour:Minutes". For example
"2003/10/27 23:10"

-T <date> To date. The date is in the form "Year/Month/Day Hour:Minutes". For example
"2003/10/29 23:10"

The following options are advanced options:
-W <window> Window handle for outputting messages to. This is the numeric window handle of
the window (i.e. the m_Wnd or HWND value).

-X If the details are to be exported you can specify this option. It uses the previously
set-up options.

-I <indent> How far across to indent text that is displayed in the window. Each time a sub-
operation is done it is indented. This will contain the current depth of processes being run.

How to automate One Stop Marketing using One Stop A utomation

To automatically collect email addresses as orders are processed you should use the following
steps.

1. Run One Stop Automation and press the options button.

Mole End Software 2006 Page 15 of 33



One Stop Marketing for Actinic

Version 2.0 Rev 2

2. Amend the default task or create a new one to have the following definition.

x

— Tasks to run;
v Dowrload I¥ Order Processing [ Upload

— Order Proceszing:
¥ One Stop Batch Order Froceszing

Iv Other Order Proceszing and Actinic E <port

Optiong:; |I::'\F'r|:|gram Filez\baleE nd'15 topE mail 7E_15kn

— Email rezultz from run:
™ Email Besults ta; I

Setup Emal |

—wihen to
i+ Scheduled intervals

" Selected time Start time: EIEI.EIEI;I

Days:
™ kfan [T Tue ™ wed ™ Thu
I~ Ei [~ Sat T Sun

] I Cancel |

NOTE: Select the following text to paste into your options field:

C:\Program Files\MoleEnd\1StopEmail\V7\ME_ 1StopEmail.exe -B

<Window>

-X -T "<To>" -F "<From>"

If you are using Actinic V4, V5 or V6 replace V7 with the appropriate version (for example, for

Actinic V5 use V5).

Mole End Software 2006
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3. Set-up the Order Processing options as shown below:

x

Download dialog handling I Upload dialog handling
Ewport dialog handling | Cloze catalag dialog handling
S cheduler I Selected Sites Order Praceszing | Uplzad Options I Connhection Jptions

— Run Program At Start of Processing

™ Run Prograr Braowse | Test |

................................

After starting program continue the rn

€ [mmediately % when the program exits £ After I'I 5 minLkes:
— Run aole End Utilities Expaort
¥ Fiun One Stop Batch Order Processing ’7|_ Run Actinic Expart

— Run Program &t End OF Proceszing
¥ Fiun Program Browse | Test |

After ztarting program continue the
= Immediately % when the program exits ™ After I'I 5 mifutes

] I Cancel | Help

4. Close the One Stop Automation options.
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5. Run One Stop Marketing and set the options as shown below:

#£ One Stop Marketing for Actinic ¥7 (MoleEnd)

Order Details ] Options ] Presigw ]
Main l Select Products ] Product Search ] Location Search ]
D ates: Order Status:
™ Order Placed ¢ Order Completed & Order Recejved || W Ay
Erom: |V 01 March 2006 ~| |ooo0.00 = o
-
To: |02 Mach 2008 ~| |ooo0.00 = -
Payment Status: [
Order Payment Status: |.-'1'-.n_l,l ﬂ [ [AMD) Purged

|nziude Address Detailz From;

W Irvoice &dddress [ D [+
[ Orly Include Orders From Registered Customers Ezport Customer Accounts |
Filker Un ‘K.eep Details Private’ Filter On Uzer Defined Fields:

{* |gnore this setting [ Userdefinable 1 Yalue:
" Include when ticked [+ Uzerdefinable 2 Yalue: |ves
" Include when not ticked [ Userdefinable 3 Yalue:

Prewview lizt | Ewxpart List | Filenarme: ||: houtputsFilel . cay

Help | About | Format: |M||:r|:|$|:nft Format [Qutlook,, Qutlook, Express, wWord etJ

Note: Filter on user defined fields has been used to only add people to the mailing list who type in
yes at the checkout. This website uses the user definable 2 field for this question.
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6. Select the Options tab and set the options as shown below:

#£ One Stop Marketing for Actinic ¥7 (MoleEnd)

b ain ] Select Products ] Product Search ] Location Search ]
Order Details Options l Preview ]

E=port File Details:

I arme: Creation;

[ Include time and date " Owenwrite exizting list

v rclude Actinic site name (v Addto end of existing list
File Header:

[+ Include field names as the first ine of the expart file

Unique Field:

" PostCode " Mame " Order Mumber

" Usze Email Address but use Postcode if Email is blank or set bo a durnmy walue

" Usze Email Address but use Order Murnber if Email iz blank or st ko a durmmy value

=

Prewview lizt | Ewxpart List | Filenarme: ||: houtputsFilel . cay

Help | About | Format: |M||:r|:|$|:nft Format [Qutlook,, Qutlook, Express, wWord etJ

The 2 important fields to set are the Creation (set to Add to end of existing list) and Unique field
(set to Email address). The other choices will depend on your export format and whether you are
using multiple Actinic sites.

7. Close One Stop Marketing.
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Importing Customer Information

Descriptions of how to import into the following products are provided:

Group Mail

Microsoft Outlook
Microsoft Outlook Express
Microsoft Word

Microsoft Excel

NOTE: To import into Group Mail you should select the Standard Format when exporting the
customer information. When using Microsoft Office products (for example, Outlook) you should
use the Microsoft Format(Outlook, Outlook Express, Word) format.
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Importing into Group Malil

1. Run Group Mail and select the Import Recipients option

(&) GroupMail : Business Edition =101 x|
ol [ Message . [
Home  Messages Groups | Scheduler Tools
I X e icbor (7 Backup A Subscriber
- i Group Mail 3 Settings
H
PR GROUPMAIL
(5 Messages Business Edition - ¥5.00.627 e facta
£8 Groups
‘@ Scheduler L Tool
2 Messages ools
@, Tooks Lu - Creste a New Message E - hccounts
- Rewview Sent [tems - Exehusion Lisk
Related R - Use a Temnplabe - Database Connections
- Web Services
Ay About
¥ Help ﬁ ET:I:::&E a Mew Group - Add-ons
= Message Relabed Options
Check far = Search Groups
@ Updates - Import Recipients About
= Help
Scheduler
% - Manage Scheduled Events " Check for Updates
| 4

2. Select File Import and press OK.

i##j Import Recipients x|

Import Recipients ﬁ

Choose the type of Irnport vou wish to perform

" Address Book Import
Import recipients from popular emal sddress books

@ e Import

Import recipients from Text and Binary files and the Clipboard

" Database Import
Import recipients from popular database systems

|DKI§M

3. Select the file exported from One Stop Marketing and press Next.
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-loix]
File Import a ;
Select Data Source
Select the Data Source you wish bo Import Recipient Imformation from:

i+ Import Recipient Data From a File
IC:i,ai‘rI'nMustumsrs.cw

" Import Recipient Data From the Windows Clpboard

=< Presious pext = Clase

4. Change the import format to use Delimited Text Format with Fields are Delimited by the

COMMA and press Next.

lolx

File Import i
Identify Data Layout

Specify the Format of the Import Data
(+ Delmited Text Format
EachLineinthe Inport Dats | 39 =] Fields
Fields are Delmited by the e -

" all other FlejiData Formats
This option will onby extract Email addresses from the selected Import Data Source

<< Previous | fext 3> Close

5. Select a previously created group or create a new one. If you have already created a group go

to step 12. To create a group press the ‘..." button.
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loix)
File Import i ;
Select Destination Group

Select the Destination Group

| £ MainGroup (0)

<< Previous hext = Clase

6. When creating a new group, unless you have additional requirements store your group within

Groupmail. Select the default Mail format and press Next.

x
Create a New Group &7

Select the type of group you want to create

Group Type
Seleck the bype of group you wank to create

(% Group Mall Format (Default) - Recipients are stored internally

¢~ Extemnal Datahace - Recipient information is retrieved from an external
Database system.

Previous [t Cancel

7. Select Local as your place to store the group and press Next.
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x
Create a New Group m

Select a location to store the new group

Group Location
Select a location bo store the ness group

% Create a new group
% Local (Default) - group is saved in the default Group Mail store
" Custom - Specify the location where the new group is bo be saved,

| Delect |

" Link bo an existing group

e [T ] ol |

8. Accept the default Group Structure and press Next.

5I
Create a New Group m

Specify the fislds to be stored for each recpient

Group Structure
Specify the fields to be stored for each recipient

Field Name (Data Type  Length ﬁ Mew Fiekd |
Text 10
_taty |

Email

Title Text 10

Firsthame Text 30 Remove |
LastName Text 30

Initial Text 10

Address1 Text 30 o] | Defaut I

e [T ] ol |

9. Accept the Emaiil field as the field to use to store the email address and press Next.
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LI
Create a New Group Ha

Select the field that contains the recipient Email address

Mamed Fields
Select the field that contains the recipient Email address

Emeil fiekd: [Erpat =

SO i [

10. Type in a name for your group and press Next.

5I
Create a New Group m

Please enter a name for this new Group and then dick "Create”

Final step
Plaase enter & name fior this new Group and then chck 'Create’

Group Marme: [Custnmersl

Erevious Creste Cancel

11. Press Next to use your newly defined group.
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~ioix]
File Import i ;
Select Destination Group
Select the Destination Group
Em Cisstomers (0)

tc&mimsl et = Close |

12. Select the Actinic to Group mail field mapping file. Press the Open... button and select the
ActinicimportFile.gil file. This is installed into the main installation directory (e.g. C:\Program

Files\MoleEnd\1StopEmail\V7 ). Press Next.
-lolxd

File Import i
WMap Group Fislds

patch the Lasout of the Impork Data with the layout of the GroupMail Group

GroupMail Field | Imported Fields ljl . - B
Emal = Field 1
Thle | Field3 —[

Firstrame
Lastname | Field 2

Initial
Addressl | Field 4

=
< Previous | et == | Close

13. Press Start to start the import.
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i File Import

File Import

Start the Import Process

FPre

i File Import

File Import
Irnport Surnmary

The customer details have now been imported.
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Importing into Microsoft Outlook

Run the import wizard by selecting Import and Export.

& Inbaw - Microsolt Dutiook

Ele | Edt  Wew Favorites Toc
apen v

I Closg Al Ttems

1 oider v
Dk File Managemert...

& Prict... ChiHe
Fail

Select the Import from another program or file import type.

Import and Export Wizard

Irmport Inkerneet Mad srd Addresses

+~ Drescription -

Trport diaka From other programs of files, incuding
ACTI, BCCO, lmaqug,mmdm
(.PST), Schedube+, databess Fles, et fles, and

a) ok [ e ] | cancal |

Select the Comma Separated Values (Windows) type.

Import a File

ECCO 2.0, 3.0, 4.0
Lok Organizer 4.

Litiss Crganizer 5. =l

o) ook [Hots ] cood |

Enter the customer details file created by One Stop Marketing for Actinic. You should also set the
Replace duplicates with items imported option.
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a) ot [(Eoo ] Cowd |

Press the Finish button.

The: Following actions will be performed:
Irpscrt aveCushommers, cov” into Folder: Contacts [ehap Custom Fiebds ...

This méy bake & few minutes and cannot be cancelbsd.

o s [FE] oo |

Any errors will be reported otherwise the entries will appear in the Contacts folder.
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Importing into Microsoft Outlook Express

Select the Other Address Book option from the Import menu.

Select the Text File (Command Separated Values) import type.

Enter the customer details file created by One Stop Marketing for Actinic and press the Next
button.

Outlook Express does not have any direct mappings for the Title, Home Street 2, Web URL, User
Defined or User Defined 2 fields. If you need any of this information you will need to map these to
existing Outlook Express fields. If you are using the customer addresses you should map the
Home Street 2 field. Tick the required field and select the nearest match from the offered list.
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Press the Finish button.

Any errors will be displayed and the customer details will be imported into your address book.
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Importing into Microsoft Word

You can use the addresses directly from the CSV as part of a mail merge. To do this select the
Mail Merge Wizard from the Letters and Mailings option.

Follow the wizard’s prompts. When you are asked to supply an existing file for recipients specify
the filename entered in One Stop Marketing for Actinic.

NOTE: It is easier to set-up Mail Merge using an Excel spreadsheet or Outlook recipients. To do
this first import the exported customer details into either Excel or Outlook and specify this as the
source for recipients in the Mail Merge wizard.
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Importing into Microsoft Excel

Excel can open CSV files in their native format. Simply open the file from within Excel or double
click the file from explorer.
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