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TRUST SERVICE SESSION 10

Mail Merge, Bulk Email & Export

TRUST SERVICE TRAINING - LEVEL 3
SESSION 10.2

EMAIL
It is possible to email directly to an individual or to groups of people

Preparation
Ensure you have collected and entered email information in your database
Trust Service is compatible with Microsoft Outlook

Email to an Individual
Open the Trust Service
Select People and Select the Person you wish to email from the list
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Select the icon next to the email address to open Outlook (if not already open). A blank
email will be opened with the email address in the ‘To’ field
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You can now type and send your email.
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Email to Groups of People from the Database

Select Utilities, Select Bulk Email

& CCH Trust Service

File Maintenance Reports Task Reminders Help
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Select who should receive this email
Use the Date of Birth Range to exclude minors (beneficiaries) if necessary
Select Create Email
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Select ‘Send Copy to Yourself’ if required

Select Send Via: Options are ‘“To” ‘BCC” or ‘CC. If you select “To’ or ‘CC’ all recipients will
be able to see each others email addresses. Use ‘BCC’ to protect privacy, this is the default
setting.

Type your subject line

Add any attachments you require

Type your email

& Send Email (24

Email |Esc\p\enls |

Iv Send Copy to Yourself?

Send Via [Bcc S

Subject [Tyme your subject

Attachment.  [sac attachement if required _|

Motes: Tyie your email here, you dant nesd to include your smail signature (f used) in this box as that wil

be added as normal by Outlook]
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Select Recipients to see who will receive this email
You can delete individuals from this list if necessary

& Send Email [zl
Email Recipients |
Person Hame Email Address |
Andrew Doidge Adoidge@CCH.conz
Danya Ulrich DUlrichi@CCH.co.nz.
Guy Hodgson GHodgson@CCH.co NE
Jayne Colbert Jeolkert@CCH co.nz
Joanna Startan arenrogersnz@hotmai.co uk
Kurt Girdler Kgirdler@ech.co.nz
|Matthiew: Leoneli leoneli@cch.co.nz
[<aren Rogers rogers@ech conz

8 Recipients ( oK x cancel

Select OK to open Outlook and create email
You may get a warning message asking you to authorise the connection to Outlook.

# Send Email

Emsil Recipients

Ferson Name Ermail Address

| Ancrev Doidge: doidge@CCH.conz
Danys Urich DUrich@CCH.conz

(Guy Hodgson &] 'CHcoNE
Jayne Colbert
Joanna Staunton [EErEE Microsoft Office Outlook
Kurt Gircller Kairdller@ee]
Matthev Leoneli Wleaneligcd
Karen Rogers kroger s

A\ program is krying to access e-mail addresses you have
stored in Cutiook, Do you want to sllow this?

If this is unexpectad, it may be & virus and you should
chooss "Ho"

8 Recipients

Outlook will now open and your email will be ready to send

E¥ Type your Subject - Message (HTML) - |8
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This message has nok been sent,

To... Karen Rogers <in=kAP/oU=First Administrative Group/cn=Recipients/r=KRogers>

Cee ]I
Bec.. Andrew Doidge <io=twiAP ou=First administrative Group/cn=Recipientsicn=ADoidge > DUlich@CCH . co.n2; Guy Hodgson </o=WWiAP|ou=First Administrative Group/cn=Redpientsicn=aquy »;
Javne Colbert <fo=wkAPiou=First Administrative Groupicn=R; =JColbert>; karenrogersnz@hatmail.co.uk; Kurt Girdler it st Administr ative Group/cn=| i =KGirdler>;
Matthew Leonell <io=WwkaPiou=First Administrative Group/cn=Recipients/cn=MLeoneliz; karen Rogers </o=YWKAP/ou=First Ac Groupien=Recipients/cn=KRoger:
Subject: [ Type your Subject

Type your email here..........

Recipients will be shown in BCC field and will not be able to see each others emails if BCC is
used.
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