E-Mailing from the
Pentad Systems CRMS
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This tutorial shows you how to e-mail Customers from your Pentad Systems’ CRMS when you
do not have an E-Mail Send Engine available.

1. Type the e-mail in Microsoft Word. If Microsoft Word is not available, you can use any
text editor such as Wordpad, Notepad, etc.

Ex: Microsoft Word:
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Good Morning!
i This e-mail is to inform you of the changes on our website. We at Pentad Systems regard updating our
= customers of our constant changesis a key to communication and website success...
..Sincerely,
i Pentad Systems
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= www.pentadsys.com *
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K I L]
Page:l oft | Wordsi38 | 5 | 3 100% = : S

Ex: Notepad:
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Good Morning! -

This e-mail is to inform you of the changes on our website. wWe at Pentad
systems regard updating our customers of our constant changes is a key
to communication and website success...

...5incerely,

Pentad Systems
www. pentadsys. com
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2. Loginto your Pentad System’s CRMS.

PENTAD The Pentad Systems
@Jm&.—i LLC Model

Please log in.
USERNAME || PASSWORD

rLoGIN
3. Select “CRMS” from the Systems Menu.

* PENTAD The Pentad Systems

@}'}fj"ﬁfﬂﬁ LLC Model

Systems Menu

Managing b KPI » CRMS F SASS I

Personnel P HRIS p TCS p TDS l

Site B CMMS P LPCS > DPMS I

Planning M SPS » MSS - CAAPS p MMPS I
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Operations P PIMS p OPMS B» DIMS

4. Select “Customer Management” from the Main Menu.

PENTAD

@ejfeﬂw LLC
» Systems Menu > CRMS Main Menu » Pentad Systems

Customer Relationship Management System Main Menu

P Customer Management

P Newsletter Management

P Quote Management

p Content Management I
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5. Select “Display A Customer” from the Main Menu.

Pentad ORI

» CRMS Main Menu » CMM Main Menu » CMM Admin Menu

Customer Management Module
Main Menu

> Display a Customer

> Add a New Customer

p- Edita Customer

6. Select the first customer from the results

PEIG\)/’IyTerﬁRLc C n N

» CRMS Main Menu » CMM Main Menu » CMM Admin Menu

Select a Customer to Display

CUSTOMER NAME SEARCH CUSTOMERS

lF'entad Systems, LLC' -

Company -

["] SHOW INACTIVE CUSTOMERS?

"ADD NEW CUSTOMER

7. Locate the E-Mail address in the Contact Card and select it.

PENTAD Cn : RELATIONSHIP

@d"e‘))w LLC

MANAGEMENT
SYSTEM

» CRMS Main Menu » CMM Main Menu » CMM Admin Menu

|EDIT CUSTOMER INFO

ACTIVE
ORGANIZATION NAME ADDRESSES
Pentad Systems, LLC . 17 W Falcon
NOTES SPOKRNE, WA 99218
We just rock - | OFFICE 1001 N Havana 5t
SPOKRNE, W& 99202
-
AFFILIATED INDIVIDUALS 509-535-4130 (Office)
g;cchkzllskz?;:y sales@pentadsys.com (Sales}l
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This will open a new E-Mail from Microsoft Outlook or Outlook Express.
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5end

sales@pentadsys. com

Subject:

| b &2

8. Copy and Paste the E-Mail body from your Text or Word document.
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To.. - sales Bpentadsys.com
Subject:
£l
Good Morning! -
This e-mail is to inform you of the changes on our website. We at Pentad
Systems regard updating our customers of our constant changes is a key to
communication and website success...
...Sincerely,
Pentad Systems
www.pentadsys.com L
v

9. Type in the Subject of your E-Mail. When you are finished, click “Send”.
10. Repeat steps 2 through 7 to send out e-mails to other recipients.*
*Remember to select the next customer in the Display Customer list.
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