Creating Debtors Email Mailing
List

CRM Module> Activity> Email Mailing List

e Click "Add"
Mailing List
Q search | [ add |[ZEdit | [ & Delete | & send Mail | i Status | @) Print ~
| List Name: Description:
' ‘ Order By: Name b

. Mailing List History
Configuration +
4 4 | Page |1 ofl | b | | & | Remove Paging: [

S List Name List Description

1 chrislist has chris email
Debtors Activity 2 MG List MG List

3 MG Lst1 MG List 1
Mew Quote

4 new new customers
Creditors Activity 5 WebClient WebAccounting
Bookin
Reminder

Memo Search

Alert Search

User Dashboard

Pre Inspection Check List
Sales Leads

Support Request Search

Support Log Ticket

Ermail Mailing List

S5MS Mailing List

Expenses

e Add the Mailing List Name and a Description
e Click "Save"
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View Support Request Details

(7]
I:" Save [&'; Add [?3 Bulk Add | [E; Remove | € Remove All | ﬁ Export to Mail Chimp 9 Close
List Mame: |p[) List | Description: |Ne‘w5]et[er
|4 4 | Page 0 of0 | b ¥ | & | Remove Paging: Mo data to display
# | Debtors Name Contact Name Email Address Category

Click Save a new a window will open
Here you can start adding your contact for the mail.

e Click "Add"

View Support Request Details

FY save | [&Add | [ BulkAdd | [& Remove | 3 Remove All | € Export to MailChimp ) Close
List Name: |p[: List | Description: |Nerwsletl:er

|4 4 |Page 0 of0 | b »l | & | Remove Paging: No data to display
# | Debtors Name Contact Mame Email Address Category

1. Use the filters to limit your search results

2. Click "Search" - The contacts grid will populate with Contacts

3. Either double click on the contact you want to add to the Selected column or use the
Arrows to move these contacts over.

4. Click "Close" when you are happy with your list
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@2

@cml

SAMOO1 - NZ Metal

ABCO010 - ABC Co...

MEW-61 - Malcolm G
PROOO01 - Promains

MG NEWCo - MG N...

MAKD1 - Makoya Su..
MEW-16 - The Netw...
NEW-40 - Print Com...
TRAD01-5289 - Trad...
MAKOD1 - Makoya Su...

Jenny Hopes
Joe Soap

John Doe

John Peter
John Snow
John Smit

John Smith

MG

Malcolm G

Nick Winchester

Contacts

[4 4 | page of i | b bl | @  Displaying1-210f21
Debtors Name Description Email Address

ABCO010 - ABC Co...  Chris. chris@erpsolutions.... A
MEW-6 - Wellness c...  Hamish Draw HE&M.co.za

amanda@sametals....
email@email.com
malcolmwgranville...
stephen@makoyagr...
John@network.com
John@print.co
john@tradeup.com
M@G.co.za
Malcolm@hugesoft. .
nick.winchester@tri... ¥

Selected
[4 4 |Page [t |ofx| b bl | Displaying 1 - 1 of 1
Debtors Name Description Email Address

ABC Company Chris . chris@erpsolutions.c_.

@ Close

Contact Type

Category

Debtors

Select the Contact Type you wish to add contact from
(Debtors, Prospects, Opportunities, Users, Employees)
These may be different depending on what has been
setup.

Select the Category you would like to add contact from,
these will also depend on what has been setup
(Purchasing, Sales, Marketing, Finance, Executive)

Select one debtor to add to your mailing list

When you click "Close", you will see your mailing list that you created in the list and will be
available for selection when you have a mail to send out.
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Mailing List
Q, search | [ Add Edit | [@ Delete | &} Send Mail | 5 Status | ) Print ~
l List Mame: | | Description:
® 4 wtr 0
. Mailing List History
Configuration + L |
14 4 | Page ofi | » | & | Remove Paging:
ooc # | ListN List Descriptio:
Activity — o seen
1 chrislist has chris email
Debtors Activity 2 MG List MG List
3 MGList1 MG List 1
Mew Quote
4 new new customers
Creditors Activity 5 PD List Newsletter |
Bookin 6 WebClient WebAccounting
Reminder

From here you can double click to open the list to make any changes needed.

FYsave [ Add [&BulkAdd | [& Remove | 3€ Remove All | % Export to MailChimp

List Name: |p[: List | Description: |New5lemar

4 Page oft | » ¢l | &2 | Remove Paging: Displaying 1 - 21 of 21
# Debtors Name Contact Mame Email Address

1 ABC Company Chris . chris@erpsolutions.co.nz
2 ABC Company John Doe malcolmwgranvilla@gmail.com
3
4 M New Company Joe Soap email@email.com
5 Makoya Supply Chain Pty Ltd John Peter stephen@makoyagroup.co.za
6 Makoya Supply Chain Piy Ltd MG M@G.co.za
7 Makoya Supply Chain Pty Ltd Peter John P@l.co.za
8 Malcolm G Malcolm G Malcolm@hugesoftware. co.za
9 Mitre 10 Paul Ham Paul@123.co.nz Finance
Save Click Save to save any changes made
Add Click Add to add a contact that may have been missed
Bulk Add Click Bulk Add to add a bulk amount of Contact to the
mailing list (Maybe from a different Contact Type or
Category.)
Remove Highlight the line you want to remove by clicking on the
line and clicking Remove.
Remove All Click Remove All if you want to delete all contacts in the

mailing list
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Export to Mail Chimp

Bulk Add

You can add an Email mailing list in bulk or by group like all debtors or creditors.

Click Export to Mail chimp to create this mail list in Mail

Chimp.

e Click "Bulk Add" and the below screen will open
e By using the filters, you can create a quick mailing list

Add Bulk @|2]
List Type: Debtor v | Sales Rep: Al ™
Division: | All |v | Fegion: | All | w |
Currency: Al v | Status: Al v
Account Manager: |AII |v| Pricing Level: | All |v|

Acc Terms: |AII |v | Debit Order:

Billing Group: | |v | Category: | |v |

o | ~

[tem Inv Date From: | 2023-06-01 ||E1| [tem Inv Date To: | 2023-09-30 ||3|

Add Cancel

List Type

Division

Currency

Account Manager

Select the list type you would like to add from (Debtors,
Prospect, Opportunities)

If you have set up divisions for your debtors, you can pull
the report for all your debtors or you can select a specific

Division from the drop-down menu.

If you are using multi-currency you can select it here

You can pull the report for all your debtors, or you can
select a specific Account manager from the drop-down
menu if you have set up Account Managers for your

debtors.
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Acc Terms

Billing Group

Item

Item Inv Date From / Item Inv Date to

Sales Rep
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Status

Pricing Level

Debit Order
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You can filter for specific Account Terms (30 Days, 60
Days, 90 Days etc.)

If you have billing groups like, Subscriptions, you can pull a
report for these specific groups, or you can pull a report
that will include all transactions.

You can filter for Debtors/Customers who have purchased
a specific inventory item

You can select the date range you want to filter for of a
specific inventory item that has been purchased

If you want to run a report by a specific sales rep, then you
will need to select the sales rep on the drop-down menu. If
you leave the sales rep on all the report will run by all
sales rep.

You can pull the report for all your debtors, or you can
select a specific Region from the drop-down menu if you
have set up Regions for your debtors.

If you select all the report will pull all statuses. If you want
to view report by status, select the status on the drop-
down menu

You can filter for specific Pricing Levels (In Season, Out of
Season, Specials)

Tick the box if you would like to filter for Debit orders

To generate the report, the user has to select the category
from the drop-down menu



