3 Re: FW: Weekly Data File to Marston - Inbox - jchen@wspc.com.sg - 5eaMonkey
Before you start to use Seamokey i File Edit View Go Memgi Window Help

Mail Merge feature, you haveto ;| @ ¢4 iy
Check whether you install the NS - D )
Plug in or not. As the Mail Merge ~ :SctMsgs Compose | Reply
s a add-on app. | View: | Al

. Name )
If your Seamonkey has not install _ |
Mail Merge, you should install it~ **!igenOwspecomsg 2

first.

Here is the instruction :-

1

Search Messages... Ctrl+ Shift+5

Search Addresses..,

Message Filters...
Run Filters on Folder

Run Filters on Message

Run Junk Mail Controls on Folder

Delete Mail Marked as Junk in Folder
Import...

Data Manager
Password Manager ¢

Download Manager Ctrl+]

Add-ons Manager Ctrl+ Shift+ A

JavaScript Debugger

Set Up Sync...
Web Development 4

Switch Profile...




'I:I' * mail merge

key "mail merge" to find
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| mail merge pe |
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MName Last Updated " Best match i
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Search: My Add-ons | @VEIESERGIEGEY | w—— cclect this tab

Mail Merge 3.2.0 Tuedey® sy 2 201
Mass Mail and Personal Mail More click “Install” H[| Install 'I]
Yahoo! Mail Notifier 1.0.1 Titwde am b

This extension notifies you when new messages arrive in your Yah... More

- . Friday, January 27, 2012
cue  Enigmail 1.3.5

MaAIL
OpenPGP message encryption and authentication for Thunderbird... More

> WebMail Notifier (for Gmail Hot... 2.9.3 Thursday. February16, 2012

hnatifier far nenail vahnn hntmail anl and moce wehmaile Wehbda b= | Tnstall |
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| mail merge P|

-

Narne Last Updated Best match

Search Available Add-ons

select this tab to make
re the "Mail Merge” is
in the list

Mass Mail and Personal Maill More | Disable | | Remove |

My Add-ons

* Mail Merge 3.2.0

o,

Monday, February 27, 2012

i
"



After the installation, you might need setup an
account which taking care of all the emails in

and out.

Here is some idea for creating dummy email

account :-

If you can not get it, you can call MIS for help.

Now you need definitely setup a SM

P for

sending out the mail merge things, the following

IS just a simple outline to setup.


https://intranet.wspc.com.sg/instruction/SetupFakeEmailAccount.pdf

Email

% Fead messages

E; Compose a new message

Accounts

View settings for this accountl

ﬁ‘rg Create a new account

Advanced Features

ﬁ Search messages
% Manage message filters

'

djchen@wspc.com.sg
Server Settings
Copies & Folders
Composition & Addressing
Junk Settings

 Mail & Naa;.rsgr'ouﬁ:-s Account ISEf:El'ﬁgs '

Outgoing Server (SMTP) Settings

Although you can specify more than one outgeoing server (SMTP), this is only
recormnmended for advanced users. Setting up multiple SMTP servers can cause
errors when sending messages.

Disk Space
Return Receipts
Security

4WC5
Server Settings
Copies & Folders

smtp.wspc.com.sg (Default)

o ™

Composition & Addressing
Junk Settings
Disk Space
Return Receipts
Security
4l ocal Folders
Junk Settings

Shace

Outgoing Server I[SMTP:IJ

2

Settings

Description:
Server Mame:

Port;

For Mail Merge I 4

mail5.wspc.com

25 Default: 25

Security and Authentication 5

Connection security:

Authentication method:

U=zer Mame:

Mone - l

Mo authentication -

E E QK i) Cancel

Add Account...

Set as Default

Remove Account

oK ] [ e ] [ Help




Before start to use “Mail Merge”, you must have a
list which has at least “"Name™ and "Email
Address” columns (fields) inside.

As Seamonkey or Thunderbird only accept CSV
file, so you need export your list to CSV file.



how to get or convert a CSV file?

Here is steps

Excel :-

Open the file, from the main menu, select
“File-->Save as...”, from the file type, pick CSV

Access -

Use “Export”, it will save as a “.txt” file. You need
to rename the file name from “aaaa.txt” to
“aaaa.csv’. (the following page has instruction)



This wizard allows you to spedfy details on how Microsoft Office Access should export your
data. Which export format would you like?

B! Export Text Wizard

1

@) {Delimited - Characters such as comma or tab separate each field

() Fixed Width - Fields are aligned in columns with spaces between each field

L3

ample export format:

5543, "PATH INTEGEALS IN QUANTUM MECHANICS, STATISTIC) -
5162, "QUANTUM ASPECTS OF BEAM PHYSICS, 18TH ADVANCED
"ADVANCES IN CORSTAL AND QCEAN ENGINEERING, VOL
WSENSOES END MICEOQSYSTEMS - PROCEEDINGS OF THE
"TEXTECCOE OF CLINICAL OPHTHAIMOLOGY, 4: 4 PRACT
"ON - A DEEAM OF RED MANSICHS™, "NXY"™, "Dp" m¢ ";!;J

o -y oo sy zz =

4 : i

5386,
5166,
£544,
5289,

= AT T

ZATT  TTiTe e omm rmemomaT T =

-3 Export Text Wizard

What delimiter separates your fields? Select the appropriate delimiter and see how your text
iz affected in the preview below.

Choose the delimiter that separates your fields:

i Other:

] E}(t Qualifier: "

Make sure you are select same items which shown in red box

™ Tab () Semicolon (@ Comma

3

"TitlelD","TITLE", "Inhouseeditor™, "AcgEditor"™, "Grade™, ':*:1

Elndude Field Names on First Row

5543, "PATH INTEGRALS IN QUANTUM MECHRNICS, STATISTICS,
oleZ, "QUANTUM ASPECTS COF BE&M PHYSICS, 1E8TH ADVANCED I
o386, "ADVANCES IN COASTAL AND OCEAN ENGINEERING, VOL 8
5166, "SENS0OR5 AND MICROSYSTEMS — PROCEEDINGS OF THE &TH
5544, "TEXTBCOR OF CLINICAL OPHTHALMOLOGY, 4: A PRACTIC&JJ

Il T TLTL =rrr

il

-] = L TETE N B T T ST ELr L F It LI T LTl

Al

Cancel | | = Back i Mext = l|| Finish |




Now, you can start to use Mail Merge feature :-
Step by Step: (CSV)

Create a New Message ("File -> New -> Message")

Add the Variable(s) to To, e.g.: {{Mail}} or {{FirstName}} {{LastName}} <{{Mail}}>
Add the Recipients to Cc (optional) (variables are supported)

Add the Recipients to Bcc (optional) (variables are supported)

Add the Subject (variables are supported)

Add the Body (variables are supported)

Add the Attachments (optional)

Click "File -> Mail Merge"

Select "CSV" and check "Deliver Mode" and "Format"

Add (individual) Attachments (optional) (variables are supported)

Select "Filename" and check "Character Set", "Field Delimiter" and "Text Delimiter"
Check "Start", "Stop" and "Pause" (optional)

Click "OK"

The Draft Message is saved as Template in your Current Account and for each Recipient
a New Message is automagically saved in your Outbox ("Local Folders -> Outbox").
Ready for Delivery: "File -> Send Unsent Messages"

Or you can click the following address to check the detail :-
https://addons.mozilla.org/en-us/seamonkey/addon/mail-merge/



(x

(s
(>

@ o Write: Mail Merge

File Edit Wiew Insert Farmat Options Tools Help
% speling v @i Attach v (5 Security v | Save v

i, Send
v Thisis CSV file sample

From: | Alexander Bergmann <info@example com=

- To: | |8 {{Mail}} e e -

= =1 "Mail"|,['LastName"|, ['FirstName"
"Jjchenlwspc.com.sg", "Chen", "Jian"

"hlwong@wspc.com.sg", "Wong", "Willie"

"mslim@wspc.com.sg","Lim","Shirley"

Subject: | Mail Merge

R R B I U EE

Body Text v || Variable Width
Hi {{FirstName}} {{LastName} }
@ s/ Write: Mail Merge ) ) X
File Edit “iew |nsert Format Options Tools Help
W.send | % speling v @Attach v [ Security v |glSave v
W

From: | Alexander Bergmann =<info@example.com=>

- To: & {{FArstMName}} {{LastMame}} <={{Mail}}=

Subject: | Mail Merge

Body Text v | | Variable Width v .I' A K 1 i U F

Hi { {FirstMame} } {{LastMName}}

This is CSV file sample

"Mail"|,['LastName"|, ['FirstName"
"Jjchenlwspc.com.sg", "Chen", "Jian"

"hlwonglwspc.com.sg", "Wong", "Willie"
"mslim@wspc.com.sg","Lim","Shirley"




@ Mail Merge e R 3

Mail
Source: Cev S
Deliver Mode: I Send Later " I 2= you can choose "Send now"” from
B the drop list, which let send the
: HTML W email when you click "Ok"
Attachments:
CsSv
Fila: E T j.‘c: click Eircn.'.:rs.e to select
your CsV file
Character Set: UTE-2 -

Field Delimiter: v I <= if you use another

i ' symbol as the CSV file 's
Text Delimiter: T w delimeter, you should
choose from here too
Batch
start: -::: If you don't want to send
Stop: to all, just give the range.
Pause:
Options
Debug
1 Hilfe @ Abbrechen | | 0K

Or you can click the following address to check the detail :-
https://addons.mozilla.org/en-us/seamonkey/addon/mail-merge/
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