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How to Send a Bulk E-mail to Contacts

1. First you need to select the contacts under the Contacts Module. You can select them one by one or if
you have a long list of clients simply press the CTRL + A key to select them all.

If you did an Advance Search simply press the CTRL + A key to select all contacts seen on your search

result.
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2. Next you will need to right click and select the option Write an e-mail.
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3. You have 3 different options at your disposal (these options apply to your selected individual contacts as
well as your selected groups):

Use BCC ... : this option will BCC the e-mail to all selected contacts and to all their e-mail addresses. If
one or more contacts have more than one e-mail those contacts will receive that e-mail more than once

(to each of the e-mail addresses indicated under their general contact information window).

@ Renee - Contact

File Edit Format Attachment Tools Window Help

[l SaveandClose [ save | &5 | X | o ) [0

0 M ~ ¥ Followup

General Home Business Personal/Mobile Other Joumnal Activities Misc. Centact Information  KYC Infe

= Title:
~
Name:
Last Name:
Display as:

E-mail:
Home E-mail:

Work E-mail:

Owner:

Other ~

Renee

[ Contact is  Link/Group

renee@24test.com

renee@home2dtest.com

renee@work24test.net

Alex Test1

O private

How to Send a Bulk E-mail to Contacts

File under:

Middl

Personal -

™

Nickname:

~ Service Profile:

Review Date:

Elite Profile ~

21-Jan-2016

[ Primary

[ Primary
Primary

Birthd,

ay: 1-Nov-1978

Reset Birthday Link

a x

)¢

Page 1 of 2



Use BCC (Primary e-mail only) ... : by default this option will BCC the e-mail to all selected contacts
and their Primary e-mail (identified by a check box) address only.
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Note: if no Primary e-mail address was selected for a contact it will automatically use the first e-mail
from the list.
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Open E-Mail Window ... : this option will send the e-mail to all selected contacts and to all their
respective e-mail addresses in the TO field of the new e-mail message. If one or more of those selected
contacts have more than one e-mail address those contacts will receive that e-mail more than once (to
each of the e-mail addresses indicated under their contact information screen).
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6. Once you have selected your option a new Create Message window will open where you can add the
text of your e-mail. Click on the Send button to send your e-mail to your selected contacts from step#1.
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