Q" GWMerge
(GroupWise Email Merge Utility)
Setup and User Guide

-

This Guide

Welcome to GWMerge, a GroupWise email merge utility. GWMerge allows GroupWise users to
complete an e-mail merge by selecting two files: a text file containing the "to be merged" e-
mail content and a file with the customer data. This utility is most useful in environments that
need to send customized e-mails to users based on the contents of a web-based "request for
information" or based on their customer relationship management database records. GWMerge
supports several formats for input data files including comma-separated value (.CSV) and excel
spreadsheet (.XLS). Users are limited to a text only format for email but can include
attachments to the email.

=4 GWmerge x|

Send Mail Merge @ @ @

“'ou are now ready to send out pour mazss email. Firgt select the figld in your data file that containg the
email address, and then click the 'Start’ button.

Email &ddress Field: I Email j Gateway Mame |

Status:

Connecting to Group'wise

Beginning Mass Email Uzing Grouptwise

Gernerating Erail ta gordoni@inmasters.com

Email Sent to gordon@nmasters. com-2:43:55 Ph

Gernerating Erail ta gordoni@inmasters.com

Email Sent to gordoni@nmasters, com-2:49:55 P

The Mass Email Haz Been Completed. Thank you for using GYWmerge

Mazz Email Progress:

Send Errar Count: 0

Start | Delayed Startl Pausze | [~ Create Email Log File < Back
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Installing GWMerge

Requirements:

e Microsoft Windows 9.x/ME, NT4, 2000 Professional, XP Professional. GWMerge can also
run on Windows NT4, 2000 and 2003 server desktops.

« GroupWise client software for one of the following GroupWise versions:
o GroupWise 5.5, and / or GroupWise 5.5 Enhancement Pack
o GroupWise 6.0, and / or GroupWise 6.5
o GroupWise 7.0

« GroupWise email account.

« GWMerge licence file.

Installation steps:

1. Download and save the GWMerge installer file gwmerge-install.exe to a temporary
directory.

Run gwmerge-install.exe and follow the default prompts to complete the installation.

GWMerge normally installs into C:\Program Files\Omni\GWMerge. Copy your gwmreg.dat
licence file into the GWMerge installation directory. If you do not copy in a licence file, you
will see the following window when you run GWMerge.

Unregistered User |

1 ¥our current user (gordw@amni-ts.com) is naot licensed ta use GWmerge, GWwmerge will run in demonstration mode, This limits vau ta five recards in
vour data file, For information on how to register, please phone 780-423-4200, email Aldo@nmasters,com or visit wiww, omniclass, net.

Demo mode in GWMerge limits you to an input file with a maximum of five records.

4. After the installation, you should have the following menu structure:

Eﬁ Qrmnni fﬁ e TR == Ghmerge. exe

Building Input Files
GWMerge needs two input files:
« A data input file containing information about who the email is being sent to.

* An email merge file that contains the text of the email including variables used by the
merge process

Both files will be used to address and correctly format the content of the email to be sent.

The Data Input File

The data input file is normally a .CSV file that can be managed using an electronic spreadsheet
program. In this file, the first row must identify column headers.
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Microsoft Excel - Sample.csy ] ]

@J File  Edit ‘iew Insert Formak  Tools Dakta  window  Help Tvpe aquestionforhelp - _ & X
gl 10 - B I U|E==H$ ' v{hvévg
Al v X J & Fnamel

AB|C|D|E|F|G|H|||§

1 |Frame  ILhame Cormpany | Email Ddate Seminarl | Seminarz =

2 |Geoffrey  |Example |[Example Cgordon@@@ni 94152004 |9/222004 104672004 15:00 Eastern Time

3 [Paul Insert Sample Regordongn 9M16/2004 |9/22/2004 10/8/2004 15:00 Eastern Time

4

5

4 4 r [ S5ample / | 4] |

Edit TN

=
WL

Each column contains data that will be merged into the email. As such, you will associate the
variables from the email merge file to the column headers in the data input file. It is critical to
ensure that there are no blank cells in the range of data, otherwise email will be created that
will display the variable name instead of actual data.

The Email Merge File

You create the email merge file using a standard text editor.

P GWmerge Download - Trial Followup.txt - Notepad i ] 4
Eile Edit Format MWiew Help
Hello, %FMamelk. =l

This 15 Gordon welling, and I am a Customer cCare agent for omni. we noticed that
vou recently downloaded “Gwmerge”, our email merge utility for Groupwise and I
wanted to determine if you needed any technical assistance with your trial of
Gwmerge.

Download Record:

Mame: %FMame® XLMamek
Comparny: HIZompanyss
Download Date: %DDate%

If wou have already had a chance to experience Gwmerge, here are some guestions
we would Tike to ask:

- Is Gwmerge meeting your expectations?

- Is cwemailer meet1nH your expectations

- Hawe you attended the free web Seminar to Tearn about how to effectiwvely use
Gwmerge and Gwemailer?

- Is there a feature you would 1ike to see added to our product?

If wou have not had a chance to experience Gwmerge and Gwemailer, we really
encourage_you to give them a_try. Please ensure that you read the setup and User
Guide included with the download for dnstructions on how to use Gwmerdge n "Demo”
mode. .

A5 a way to give you a Took at the features of Gwmerge and cGwemailer, one of our
resident experts 15 hosting a FREE web seminar on %Seminarl® or on ¥seminar2i.
Those seminars will provide you an opportunity to see Gwmerge and Gwemailer in
action and_to ask any guestions you may have. you can register for the next
seminar online at http: //reg.omniclass.net/seminars.asp.

I am laooking forward to hearing from you.
Eest Regards,

zordon welling, CHE

Customer Care Agent

omni Technology solutions, Inc.

Qor dwaomni-ts, com
www, OMNT 15, com

voice: FBO-423-4200
Fax: FEO-423-4711
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In this particular sample, you will notice %Name% variables. Each of these variables will be
linked to a column header in the data input file, for example:

«  %FName% will be linked to the ‘FName’ column in the input data file
 %DDate% will be linked to the ‘DDate’ column in the input data file
When you create your email merge file, remember the following simple rules:
e The variable name must begin and end with a ‘%/’.
e« There can be no spaces in the variable name.
e The variable name and the column header name do not have to be spelled the same.

e Do not use “%"” in the actual text of the email, e.g. “20%"”. GWMerge will parse that
“%" as part of a variable name and distort the email that is sent. Use the word
“percent” in place of “"%"” in the text, e.g. “20 percent” in place of “20%"

* You must have a column in the input file for each variable that you put into the email
merge file.

Please Note - You must include the signature block information as GWMerge cannot make use
of preconfigured GroupWise signature block of the sending user.

Sending Email Using GWMerge

With GWMerge, producing customized mail merges is a cinch using a five-step wizard.

1. Just start GWMerge and click “Next >".

=i GWmerge 2.8.3 ﬂ

Welcome to GWmerge @ @ @

The GWmerge “Wizard will take you through the following steps:

1. Select a Data Source
G merge requires a data source that includes the recipients’ merge hield data,

2. Select an Email
Select a .tz file that contains a properly pre-formatted email, including special identifiers for the
data merge.

3. Create Field Links
Create links from your data fields to the special identifiers which are located in your email text.

4. Create a Test Email

Verify the email merge by wiewing the contents of the first five emailz. Add any attachments that
you would like and uge the trial zend bo confirm pour configuration,

5. Send the Email

Thiz step allows vou to complete the mail merge process. |f required, pou can enter an Intermet
Email Gateway [eq. inet:]. This iz where you name the Giwmerge log file to track the status of each
mail item.

Mest » |
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2. Select the data source type from the drop down list.

= GWmerge

x|

Select Data Source @ @ @

'our selected data source will be scanned for any fields it containg. vou will then be prompted in
Step #4 to link data zource field: to email special identifiers. Thiz allows each email to be perzonalized.

[Data Source Type:

Browse |

Micrazaft Excel File
Microzoft SOL Databaze
Groupiaize Address Book

Browse Unload Profile
izplaying The First 20 of 0 Rows

L)

< Back | et > | Cancel

Click "Browse” and select the input data file. You can also load a pre-existing profile file
saved during a previous use of GWMerge. Click “"Next >".

= GWmerge

X

Select Data Source @ @ @

'our selected data source will be scanned for any fields it containg. vou will then be prompted in
Step #4 to link data zource field: to email special identifiers. Thiz allows each email to be perzonalized.
[Data Source Type:

IComma Seperated Value Test File j Browsze |

Data Source Location:

|I:: YDocuments: and SettingshGordwhD esktophEmail ScriptehS ample. cav

Load Profile:
| Browse | Unload Profile |
Dizplaying 2 Rows
| Lname | Company | Email | [date | Seminarl | Seminal2|
Example  Ewxample Corn.. geofftfesam.. 9/15/20.. 9/22/2. 10/6/2.
Ihzert Sarmple Retal  paul@sampl.. 9416420 952202 10/6752..

< Back | Mest > | Cancel

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc.
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4. Click “"Browse” and select the email merge file and click “"Next >".

=i GWmerge ﬂ

Select Email Location @ @ @

The email pou zelect should be in text farmat and contain the special identifier fields yau wizh to uze.
A example of a special identifier is Zfirst_name? or 2email_address.

Email Location: | C:A\Documents and SettingshGordwhDesktophEmail Sc

Hello, ZFMameX. A
Thiz iz Gaordon Welling, and | am a Customer Care Agent far Omii. We noticed that you recent

Dowrload Recard:

Mame: ZFName? %LMame?

Company: % Company

Dowrload Date: %DDate? —

If pou have already had a chance to expenience GWmerge, here are some questions we woul
- 1z G'Wmerge meeting your expectations?
- 1z GYWemailer meeting pour expectations

- Have pou attended the free Web Seminar to lean about how to effectively use GWmerge a
- 13 there a feature pou would like ta zee added to our product?

. | of

ﬁavethangesl < Back | Mest > | Cancel |

5. Using drag and drop, link each “Email Field” (variable name) to the “Data Field” (column
header name), then click “"Next >".

=i GWmerge ﬂ

Link Fields

ou must now create links between the special identifiers located in your email file and the fields located
in wour data zource. Click and drag from the left side to link to & data field on the right side.

Email Field: | | DataField: |
%FMame% -» Frname Frame -» %FMame?
ZLMama -» Lhame Lname -» ZLMame?
ZCompany® > Company Company > ZCompanyi
%DDate -» Ddate Ermnail
Z5eminarl % -» Seminar] Ddate -» ZDDate?

] Seminar] -> %Seminarl %

Seminard
< Back | Mest > | Cancel

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc. Page 6 of 12
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6. Click “"Generate Subject” and enter your desired subject. You can use a mix of plain text and
variable names. In insert a variable name, double-click the desired variable in the “Email
Identifiers” column. When you are finished, click "Done”.

1I

Send Trial Email @ @ @

The following iz an example email merge of the first five records uging the field links vou have created.

If you would like to zend these as emails to yourzelf, enter your email address in the provided test box
and press the 'Trial Send' button,

Email Subject: | Generate Subject I
Email Address: I Attachments |

Mumber of Records Ta T |2 Befrezh |

E xample Email ;l
Hello, Gec
= GWmerge x|
Thiziz G . .
dolzr:foadoz Email Subject Text:
needed ar IGWmerge Tral Download - ZFMamek ZLMame? - XEDmpan_l,lZi
Drawanl ' "
Ngﬁg.o[ Email | dentifisrs:
Campar This screen allows you to zet up the subject of your
Dawwnlo email. The subject can contain any wiitten test you
want, as well as email idertifier fields. To use an
|.f pou hiaw email identifier figld within your subject, double-click
like to ask %S eminarl % on ane of the items in the list. This item will then
— %G eminar? appear within the email subject text.
Trial Serm
_— Done |

7. You can fill in an appropriate email address in the “"Email Address” field and click “Trial
Send” to send trial copies that can be checked for errors.

=i GWmerge ﬂ

Send Trial Email @ @ @

The following iz an example email merge of the first five records using the field link s vou have created.

IF you would like to send these as emails to yourself, enter pour email address in the provided test box
and press the 'Trial Send' button.

Ermail Subject: |G‘v'\-"merge Trial Download - Geoffrey Erample - Example Generate Subject

Email Address: Igordw@omni-ts.con‘l

Mumber of Records To T |2 Refresh |

Example Email 1=
Hella, Geoffrey.

Attachments

This iz Gordon YWelling, and | am a Custoner Care Agent for Onani. We noticed that you recently b

downloaded "GWmerge", our email merge utility for GroupWize and | wanted to determine if you
needed any techhical azsistance with your trial of GYwmerge.

Daownload Recard:

Mame: Geoffrey Example
Carmpany: Example Campary
Download Date: 3/15/2004

If you have already had a chance to experience GWmerge, here are some gquestions we would

like to ask: ;I

IriaISendl < Back | Mest > | Cancel |

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc. Page 7 of 12
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8. Once the “Trial Send Progress” window closes, you can proof read the trial emails in your
GroupWise client.

i Trial Send Progress |

i mernge iz now sending the tial emailz to the provided
email addrezs.

T

9. In the “Send Trial Email” window click “Next >".

10.In the “Send Mail Merge” window link the correct column header name from your input data
file that contains the email addresses. You an also choose to create an email log file for
future reference.

=4 GWmerge x|

Send Mail Merge @ @ @

Yoou are how ready bo send out pour mazz email. First select the field in your data file that contains the
email address. and then click the 'Start’ button.

Ernail Address Field: j Gateway Mame |

Frianne
Lname:

Status: Carmpan
Flease identify the EM&

Ddate
Seminar]
Seminar?

M azs Email Progress:
I 042

Send Error Count: O

Start | Delayed Startl Pause | [~ Create Email Log File < Back | E it |

11. Click Create Email Log File to save a log file showing status of each email sent (optional).

12.If you wish, you can select “Delayed Start” which will open a “Delayed Send” window to
allow you to schedule the send time.

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc. Page 8 of 12
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=i Delayed Send x|

G\Wmerge can be zet to zend email at a future time.  Please select the send time
and date below. G'WWmernge must stay open for emails to be zent when the
scheduled time iz reached.

Send Time: I E:4311 PM j Send Date: I 9 /2852004 'l

Cancel | Beqgin |

13. When you click the “Start” button, you will be prompted to save a GWMerge profile.

Save GWmerge Profile? x|

Wionld wou like bo save the GYmerge configuration bo a GWmerge Profile file For Future use?

Mo | Cancel |

If you select yes, you will be provided the opportunity to save the profile as a .gmp file.

21|
Save in: I&}EmailScripts j = 5 ER-

Desklop

_

My Documents

File nane: IGWmergeF‘rofileFU.gmp j Save

Save a3 lype: IGWmerge Frofile (*.gmp] | Cancel |
4

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc. Page 9 of 12
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14. Next you must select an email send method. Choose the GWIA Direct Send method if you
have a large volume of email that will adversely affect the Post Office Agent for the

originating GroupWise email account. Click “"OK"”.

= Select Email Send Method x|

{* Groupiwize Client Send

Thiz iz the default method of zending email with Gwmerge. [t will uze pour
GroupWize client to send emailz. [t is not recommended for large volumes of
email.

{7 Gl Direct Send

Gwfld Direct Send creates emails directly in pour Giwla Send Directory. By
default, thiz iz the WPGATE WG WIALS end directory under the configured
Groupwize Domain directary. v'ou will reguire the MDS Create and Delste
rightz to thiz directon. Pleaze contact your system admiristrator for thiz
information. Pleaze note that attachments will not be sent uging GYWA Direct
Send.

18 Send Directony Path:

Ernall Sender Hame - Please specify the name vau wish ta have appear in
the “'From;:" zection of the email next to the sending email addrezs.
Example; Shane Courtrille <zhane@omni-tz. com:

Cancel (1]

15.You will be prompted to save files in the “"Sent Items” folder.

Save Sent Items To Folder |

\i:) ‘iould wau like ko keep a copy of each email in the Sent Ikems Folder?

Revised: November 10, 2006 © 2002-2006 Omni Technology Solutions Inc.
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16. When GWMerge has finished, you will see the results before you exit the wizard.

=4 GWmerge x|

Send Mail Merge @ @ @

“'ou are now ready to send out pour mazss email. Firgt select the figld in your data file that containg the
email address, and then click the 'Start’ button.

Email &ddress Field: I Email j Gateway Mame |

Status:

Connecting to Group'wise

Beginning Mass Email Uzing Grouptwise

Gernerating Erail ta gordoni@inmasters.com

Email Sent to gordon@nmasters. com-2:43:55 Ph

Gernerating Erail ta gordoni@inmasters.com

Email Sent to gordoni@nmasters, com-2:49:55 P

The Mass Email Haz Been Completed. Thank you for using GYWmerge

Mazz Email Progress:

Send Errar Count: 0

Start | Delayed Startl Pausze | [~ Create Email Log File < Back Eglt

17. Click the Exit button.

Uninstalling GWMerge
Use the Add/Remove Programs from the Windows Control Panel to select and remove
GWMerge.

Evaluate GWEmailer

Many customers who try GWMerge also try our GroupWise bulk email tool called GWEmailer.
For more information, go to www.omni-ts.com/groupwise-emailer.

Support for GWMerge

Most problems result from either improperly formatted input data files and email merge files, or
from corrupted licence files. Please record any error message that may appear and refer to the

online web forum for GWMerge before contacting Omni technical support.

Support and Maintenance Agreements

Full email and telephone support is available Monday to Friday between 8:30 a.m. and 6:00
p.m. Mountain Time (UTC -7) for customers who have a valid support and maintenance
agreement. Limited email support may be available during extended hours. Email and
telephone support is also available to customers who are evaluating GWMerge. If required,
support will be provided to resellers, then customers with valid support and maintenance
agreements, and finally to customers evaluating products.
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Contacting Support
You can contact support using any of the following methods (please make sure you provide as
many details as possible so we can better help you):

Technical Support Email: support@omni-ts.com
License Support Email: licensing@omni-ts.com

Phone:1-780-423-4200
Fax: 1-780-423-4711

Online Resources
Online resources for GWMerge include:

e Product Documentation: Go to www.omni-ts.com select Support and follow the link for
Documentation and select Messaging Documentation

» GWMerge Flash Tutorial: Go to www.omni-ts.com/quicktours and choose:

o “Personalize Bulk Emails with GWMerge” (4 min)

e Product FAQ: Go to www.omni-ts.com select Products and select Messaging. Choose
Email Merge Utility and click Frequently Asked Questions.

e Support Forum: Go to www.omni-ts.com/Forum and select GroupWise Email Merge
Utility (GWMerge) forum

Free Help

Free support is available for customers who purchase licences without support and maintenance
agreements and for customers using a freeware product distributed by Omni. Free support is
limited to information available from the product documentation in .pdf format that is available
for public download, online documentation at the GWMerge product website, and the online
GWMerge web forum. Telephone and email support can be provided on a fee per incident or fee
per hour basis, whichever is greater.



