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Business Overview

Photographers want their messages to be delivered reliably and to be read, while recipients want their email to arrive in manageable quantities and to include relevant content.  This document describes how to create groups and subgroups of e-mail addresses to effectively market to your customers, using commonly available tools.
Business Impact

· Ability to manage large groups easier by creating subgroups.

· Tools used are commonly found and require little training.

· Strategic ‘rifle’ marketing.  E-mail customers relevant content.

· Less ‘opt’ outs as a result of relevant content

Tools Required

· Microsoft outlook

· Microsoft Excel (this can be substituted but the example below uses Excel)
Step 1 - Create a new folder in Contacts in Outlook

To create a new folder in Contacts in Outlook;  Example 1.A
a. Select File
b. Select New
c. Select Folder
d. Name Folder something that represents your set e-mails, and place under Contacts.  Example 1.B
e. Confirm folder is created.  Example 1.C
Example 1.A – Create a new folder in Contacts
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Example 1.B
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Example 1.C
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Step 2 - Working with Excel

Now you must open the Excel spreadsheet and specify the range to be imported to Outlook.  This has two steps.  
a. First click and drag the area to be imported, Example 2.A
b. Second name this range in the upper left hand Name Box in Excel. Example2.B  
Note:  Make sure you save these changes and close the spreadsheet before proceeding to step 4.
Example 2.A

[image: image4.png]£ Microsoft Excel - Test Spreadsheet1

S He e Vow et Famat Toos Data Mindow Hep
PGS QP E SR 0-8 = -8
180090 04 @ 29 5 50 ) () B B ¥ Resly it Cranges. EdRevien. i

<0 -|B

Al - A First Name

[First Name _ Last Name  Email Adiress State  Postal Cade
Rabert Miller robertm@eandid.com 123 Metropolitan Ave OKC 0K 73108}

Barges demetribargec

Dernetri candid com 124 Metropolitan Ave OKC 0K 73109]





Example 2.B
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Step 3 – Import to Outlook

1. Return to Outlook;
2. Select File
3. Select Import/Export. Example 3.A
Example 3.A
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4. Choose Import from another File or Program option. Example 3.B
Example 3.B
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5. Select file type to import from: Microsoft Excel.  Example 3.C
Example 3.C
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6. Select the location of the Excel spreadsheet to import.  Use the browse button if needed.  See Example 3.D
Example 3.D
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7. Select the destination folder, which will be the Test contact folder we created earlier.  See Example 3.E
Example 3.E
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8. Select the Named Ranged as the data to import.  Place a check in the box if not already selected.  DO NOT SELECT FINISH.  YOU MUST MAP CUSTOM FIELDS. Select Map Custom Fields. See Example 3.F
Example 3.F 
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10. Map the fields in the spreadsheet to available fields in the contact folder by clicking and dragging fields in the left box to corresponding fields in the right box.  Expand items in the right box as needs to see all options.  Do this until all fields in the left box are mapped to fields in the right box.  By clicking next, you can see the data that will be mapped in the left box.  When finished, click OK, then select Finish.    See Example 3.G 
Example 3.G
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11. All information you mapped will be added to the contact fields.

[image: image13.png]Test Contacts - Microsoft Outlook

Edt vew Go ook

actons

2

Help
i, 7ype & contact to fing

|0 @B

w o |5 XY

My Contacts

8 Contacts.

onkacts n Exierge - Robert
18] 2006 Faster image 93
ontacts in Malbox - Human
8] Test Contacts.

Current view

© Address Cards

© Detailed Address Cards
© Phone List

© By Category

© By Company

© By Location

© By Follow-up Flag

Open Shared Contacts.

Laok for: - SearchIn~.

Test Contacts

[Barges, Demet

124 Metropoltan Ave
oKC, OK 73109

Email demetribarges.

Miller, Robert

123 Metropoltan Ave
oKC, oK 73108

Email robertm@candd,





Step 4 – Send Mass E-mail

1. Now to send a mass email, you can create a distribution list and select the contacts to be added.  Go to File, New, Distribution List.  See Example 4.A
Example 4.A
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2. Name the Distribution List, and select the members to be added by choosing the Test Contact list in the upper right hand box labeled: Show Names from the.. Select the names by double clicking over a name.  Each name will be added to the Add to distribution list at the bottom.  Click OK when complete.  See Example 4.B
Example 4.B
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3. Save and Close.

4. Now you may create your email and select this distribution list from the contact list.
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