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SENDING CORRESPONDENCE

If you see an{hail Address, Fax No or Address anywhere in the system and either emidklé, or if
there is an associated Button, click it, the system will op&EAD; Email, SEND; Faxor SEND Letter

Form as shown praddressed to the Organisation or Person concerned.

These forms all behave in the same way. Simply choose who you v "‘L":E'{D LE“E'I =

it to go to and how to address them. Leave it set to Custom E [ seno fax-to epton steel oty Lta s

. . - Fax_| signature
mail, Custom Fax, or Custom letter, specify Subjectand T ——— Repm'n Sy = |
clickSendEmail, Send Faxr Send Letteras approptiate. = e | — =
Sa\ut;::::mplnfarma\ ZI

GEM will open the appropriate Custo i ‘Id . j -

substitute the appropriate fields and wait for Danid Smih@Reptonsteel comu g

editing. Simply click on: \ — | |
[Cl!ck here to add; Body of Email] S - = j
[Click here to add; Body of Faxpr cS:bJﬂ“jIWM"E' - | e
[Click here to add; Body of Letter] — g =

YR FRR gKIFIGS@OSNI &e2dz o yi

simply click:Send a Copto send an Enail or Fax, or pri
as normal. TheRloseyour

When promped whether you want to save your'doc
matter what you tell WORD. Ifyou leftl { S W5 A ¢hécRed,

| Home Insert

= & Cut
53 Copy

it does néafte  Format Painter

F]

, Clighoard

Calibri

Page Layout

References Mailings

-1 A A

B I U -abe X, X Aa~| -

Font

Llﬁersa(gy Accounts~ | ] ~| & & 2~ §
D9a 6Aft ONBIOGS | W5AFNE b20SQ«F2Ny®pdrtyesgl e

If you want to send an-Bail, Fax or Letter to someone other than the currentsible Organisations or
People, then you can click on t&end Email, Send Faxor Send LetteButtons in the GEM Toolbar.

1= PiB foeroe wh 2@ 6o

This will open the sam8END; Email, SEND; Faxor SEND Letter Form as before. But this time you

will have to select the Pson or both the Organisation and Staff Member that the correspondence is to

go to.

Exerciseg SEND a Custonmrkail

This seems like a long exercise because it is illustrated at EVERY step of the way, so that you know w

to expect. It will take longeo read about therefore, than to do it.

Log into GEM and click on tis&end Email Button on the GEM Toolbar,
as above. This will open tIBEND EmailForm—— |

Enter theName¥Pw S LJu 2 y
from the Dropdown Staf List in theTofield. Thi
{ YA (-F0& Addess.

isplays David

Play around with thé&alutationand Informal Contr see what
difference they make to th&ofie maila SG G2 -w/
YFEAE Qb SubjetPENI T KS.  NDSIjdzSQd

% SEND E-mail ==
E-mail 1 Signature I
Address
Salutation: ki - | ¥ Informal
n:‘Dawd J
Name:|(Repton Steel -
p
David.Smith@ReptonSteel.com.au
Select
E—ma\I‘Custam E-mail j
Subj "Staff Barbeque
Categnry:‘ j
v Make 'Diary Mote' Open E-mail before sending ¥
Close Send E-mail
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Check thesignatureTab looks like this: E_END_Em"l'mMfDa""dSm"" =
,2dz 62y QG KIF@S + {A3yl VL — - T 0 dz

I

the name of your Organisation and perhaps your Job qilepending—-, - W"’ oy
upon whether you gave yourself one when you created your own /B"i“},

=

record. ThisTab is reasonably self explanatory, but if you need morg #serstanefsien veugan -] Fsiiiiane ony

Use Job Title |Software Architect & Chairman
¥ |on2it Software Ltd

information, just pres$1for context sensitive HELP. O - oo it Ko
NOWCIICk thesend Enall BUtton. (’) 5 2 y Q lj é 2 N‘N‘E L,j K A ¥ Make 'Diary Note' Open E-mail beforesendiﬂg|7< é lj }\ é
Organisation, so the-Bails will bounce later.) o] — > send Ema

This should open WORIDd display an4mail formatted for you as below.

E-mail [Compatibility Mode] - to be Sent (use ‘Send a Copy’ Button)

Home  Insert  Page layout  References  Mailings  Review  View  Developer @

: =1 sendaCopy Accounts~ | 0 ~| @ & = - % & v & 3 Options. ~

@ To... lna id m.au ‘
Wee. || \
o Bec.. || \
Subject: ‘StaFF Barbeque ‘
Introduction:
2|1w§-\-1\2-\-3\4\5|j L 718108 1-10 1 11112 1131 14 1-15- 1 16- 117 | A8 1=
- &
N Add your own

. Lo;'o here Staff Barbeque

o

- [Add your own Address here] [Add your own Phone & Fax Nos here]

"

: wioavid |

N Ticlick here to add - Body of E-mail]

. 1

°

- Regards

- . ’W o

“ q 4

B =

% Brian MlcGuigan

2 Softwgre Architect & Chairman

On2it poftware Ltd
Softwpre without Blinkers

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

e
5

Page:10f1 | Words:8/49 | English (New Zealand) | 1 |

It should, oficourse, have your own details, instead of ngibat you get the idea.

Now click in thgClick here to add; Body of Emaillandtyped L QY &2 NNE odzi L 62y Qi
Melbourne,ini A YS G2 YI 1S GKS {GFFF . I NbSljdzS 2y CNARI &c

Now clickSend a CopyWORD will sendtheEl A G2 a{ h dzi fmailFidlds wilyclsez h w5 Q:
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PR L L Ok

- -
(i)

Home

E-mail [Compatibility Mode] - to be Sent (use 'Send a Copy’ Button)

Insert  Pagelayout  References Review  View

Mailings Developer

ioie Pl 1203140516017 18-

1216 1 -17 - 1 AL 1

Add your own
Logo here

Staff Barbeque

[Add your own Address here]

Hi David

I

Regards

W

Brian McGuigan

Software Architect & Chairman
OnZ2it Software Ltd

Software without Blinkers

G2NNE 122 YdzOK AT

52y Qi

[Add your own Phone & Fax Nos here

]]'m sorry but | won’t be back, from Melbourne, in time to make the Staff Barbeque on Exidfay.

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

82dz aONBSYy R2Sa

y 2

hidi KS WhTFTAXOS witking éhg dthedTabs BnhazRibbSn.

You can now close WORD, as normal.

It does not matter how you answer this questiol Microsoft Office Word

izt

Becausetha | 1 S W5 A CoNtdl whsz-8
checked in th6sENLY, Email Form, GEM wiill

y 5 Do you want to save the changes to "GEM 'Diary Mote' - if one was requested.doc"?

Cyes ||

w ] (o]

make aNEW Diary Notdor you anyway.

If you look at the

Subject: [Staff Barbeque -1 Subject: |Staff Barbeque 1
Source of Note Toll 1 S of Note
Date: Time: Author: 18 ReCIpIentSTab you WIII Date: J Time: Author:
on 12—59pugj atIUS:ZSPWM . On [12-Sep-09 | at[08:25pm [Brian McGuigan - |
Contact Type: |Send W | see that It has recorded Contact Type: |Send an E-mail to

Recipientsffassage | About | Attachments | options | both the Organisation

_ Recipients Message |About | Artachmentsl {}pt\onsl

/

This Tab shows the Recipients of the E-mail Find
Organiatin Pesn | L and the Person the-Bhail _
| b |Repton Steel David Smith To:
To:
* 2 went to.

TheMessagérTab
contains the Message

- rry but | won't be back, from Melbourne,
the Staff Barbeque on Friday.

n time to make

itself.

Add Standard Text: I

=]

vi

Use E-mail Addresses

Send E-mail €
’75 Work " Personal | Default E-mail List [To: ~
i r

2S R2y QU 41y

Use E-mail Addresses -
’75' Work € Personal ault E-mail List [To: -
inder

Send E-mail

the Diary Note, so stead

|

/

of clicking Save or OK,

New |De\ete| Print | Save | oK |Cance\|

[ tow [ oo euu | sma | o) comce|
/

just clickCancel.

GEMdza S& W5 A NE

b <2rid &rid fecofd Al cartédpahd

de.(iTGey can also be used to

record anything else that involves a date. Examine alCtwetact Typesvailable. (You can even add
your own, if you wish.) Use thelKey for contextsensitiveHELRo get more information
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Exercise; Sending a Standard-Bail

hLI Sy wSLIi2y {48SSfQ03d wSO2NRD

Double/ £ A O

This will open thé&SEND; Email Form

David Smith.

51 @haRAdrass. i KQa 9

ady addressed to

% SEND E-mail - to Repton Steel Pty Ltd

E-mail 1 Signature I

Address
Salutat\on:mplnformal
Tn:‘Dawd /ﬁ
Name:lRepton Steel j

David.Smith@ReptonSteel.com.a

Select
E—ma\I‘NEW Enquiry j

Subject: ‘Thank you for your Epgiiry
Category: @

v Make 'Diary Mote'

Close

Open E-mail before sending @,

Send E-mail

Select BmailWb 9 2

This will complete th&ubject
andCate ou selected
you setup the WORD
Template.

ClickSend Email Button.

/

GEM will then open a copy of the
WORD Template, address it and sj

for you.

Makeany changes yo

ClickSend a Copynd close the

document.

“ Entities

= OHCX)

Organisations IPaopla ] Projacts]

Selecl:|Repton Steel

T o s | 5[]

Organisation WAddressasl Depts.lsubs.} Staff } Categorias] Diary I Not 4 | »

‘Organisational Details I~ Don't show in Select Organisation above
Trading Name: Short Name:

Full Name: Staff Size:
[Repton Steel Pty Ltd [+50 -]

Organisation's Primary Business Category
|Stee\ Fabricators

s |

CEO or Manager J

Job Title: Name:
cEo _- |[pavid Smith - | Find
Parent Organisation
Relationship: Name:
j‘ j Find

Contact Numbers
Dial Code:  Business
0612 [5678-0123

Dial Code: CEO's Home

ﬂ | 00612 [7842-3210 ﬂ
@ | 00812 [7894-3211 @
Mobile: [0421-333-333 |
Web: |www.regtonsteal.cam.au\ ‘www.Sm\th.mm.au
E'mal\l|Sa|ES@rEptDn5‘tEE\.CUm.au —]Dawd.Smith@ReptonSteal.cam.a

4 | Find ‘ » | New |ge|ete‘ ‘ Save ‘ oK |Eelatmn5h|ps|
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