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% Sending a Quick Email to a Primary Contact

Sending a Quick Email to a Primary Contact

To send a quick email to a primary contact on the client card file, make sure the email address is added to the
contacts record. Perform the following steps to send a quick email to a primary contact:

1. Locate the client through SEARCH and click the Details @’ icon to dipslay the client’s card file tab.

Ine.:§ure ey g———

SEARCH | ORGANIZATION | REPIRTS | CAMPAIGNS | ELINKS

marks: Expand | Add | Remove Selectad #®

Hello, Mary Oberleitner

search
[ Add New Record ]
Entity: SEARCH RESUI CLTENT
Search Type: 1 Record(s) Foun| Showing Page L of 1 Go To Page
rancl All Branches ¥ | Details Name Cliant Type 5 tion Name City. St./Prov. Zip/Postal Remove
Client Stage: B Mason Crenshaw Personal Client 620 Balsa Ave Brea ca 92821-3610 B
i 3

Code Class: Al

2. On the card file tab, click the client’s E-Mail link. ]

HOME | HELP | SETUP | LOGOUT
ION | REPORTS | CAMPAIGNS | ELTNKS arks: Expand | Add | Remove Salacted WF

SEARCH | ORGANIZA®

CLIENT PROFILE | OPPORTUNITIES | MARKETI G | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Mason Crenshaw |- Personal Account

card file | profiling | contacts | locations | nafed insursds | relatsd accounts

Stick-e-note Add New]
Mason Crenshaw Information Mailing Address [Add New]
Primary Cantact Location Type: Primary Residence No Current Notes

Name: Mr. Mason Crenshaw Address: PO Box 6700
+ Mason City: Braa State/Province: CA
wner Zip/Postal: 32821-3610
are . com Counr
) 990- 1. Incernationzl Info:
Phone:

Home Bhone:

) 990-1256

Tracker
Date Created: 10/10/2008
Clisnt Since: 10/10/2008 Alerts
Related Accounts: L Open Actions: 5
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3. On the delivery > email tab, enter all necessary information for the email. All boxes
with a red * asterisk are required fields. Once completed, click the [Send] link.

delivary
email
nexsure
Title: [Quick email massage =
From: [Mary Oberleitner |=
From Email Address: [maryo@11zzw.com =
To: [Mr. Mason Crenshaw |=
To Email Address: [maryo@sdti.com |=
ce: | |
ecc: | |
Regarding: [Quick email message |s<
Mess292: [quick email message to primary contact. = {
Mary Oberleitner
Phana: 714-814-0000

r

The email was sent successfully

—}| 0K |

The sent email is stored on the client’s delivery tab.

HOME | HELP | SETUP | LOGOUT
SEARCH | € RCANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selectad 8%
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Mason Crensha |- Personal Account

delivery

Showing Page 1 of1 Filters: [Shov] [Add New]

From Name To Name Client Name Title Status Date Created
From Email Sent To Created By Regarding Message Date Delivered
Mary Oberlaitnar Mr. Mason Crenshaw Mason Crenshaw Quick email message Sucressful 12/16/2009 14:47:53 PST
maryo@11zzv.com maryo@xdti.com Mary Oberleitner Quick email message Email sent 12/16/2008 14:47:53 PST

Via

Email
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