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3Leon’s first
campaign

Leon Gall runs a service on the Internet he calls CD-Rome. Customers browse 
through his site on the World Wide Web and order their favourite music from 
the CDs in his catalog. Leon has purchased eMerge in order to personalize the 
letters and announcements he sends to his customers and to mount other 
direct mail campaigns in an effort to attract more people to his site.

An eMerge campaign file consists of three parts:

The message header is the information that appears at the top of each mes-
sage generated by the campaign, and is typically what appears in the list of mes-
sages in people’s in boxes. It shows them who the message is from and what 
the message is about.

The form letter is the template from which all the messages are generated. 
Typically it contains a number of variables that can have different values for each 
recipient on the mailing list.

The mailing list is the list of people who are to receive the message. It 
includes their e-mail addresses and all the other information needed in order 
to fill out the variables on the form letter. 

When you send a message to one of the people on your mailing list, eMerge 
builds that message by filling in the blanks on the form letter with the appro-
priate information from that person’s record. eMerge then puts the standard 
message header at the top of the message, signs onto the Internet, and delivers 
the message directly to that person’s mail server.
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Creating a new campaign
Leon’s first eMerge campaign is a simple one. A number of his customers 
recently ordered an album, and the orders have been delayed. To send them 
each a personal apology, Leon needs to follow these steps:

1) Open the folder named eMerge.

2) Double-click on the eMerge application icon.

3) Choose File } New Campaign.
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This form contains all three parts of the eMerge campaign: the message 
header, the form letter, and the mailing list. Since the letter and the list can 
both get quite long, we’ve made it possible to hide these items when you 
aren’t editing them. To reveal the letter, for example, click on the triangle 
next to the Letter header. To hide the letter, click on the triangle again.

4) For Your Full Name,  enter the name that you want to appear in the header 
of each message in this campaign.

5) For Your Internet Address, enter the Internet e-mail address that you want 
to appear in the header. 

Note: Unlike the application you use to read and reply to e-mail, eMerge 
does not send mail through your mail server. eMerge communicates 
directly over the Internet with the mail servers for each person on your 
mailing list.  Because of this, there is no way to verify the e-mail address you 
enter in this field. So, be careful. If you enter your address incorrectly, there 
will be no way for the recipient to know who to respond to.

6) For Subject of Message, enter the title that you want to appear in the 
header. 
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Composing the form letter
The form letter is the template from which all the messages are generated. Typ-
ically it contains a number of variables that can have different values for each 
recipient on the mailing list. In this example, Leon wants each letter to greet 
the recipients by their first name. 

1) To reveal the letter, click the triangle next to the Letter header.

2) Type the letter.

To insert a variable, choose the variable name from the menu above the let-
ter.
Using eMerge 14 .



3Leon’s first campaign

This example includes a single variable, firstname.  Within the letter, vari-
able names are enclosed by two sets of angle brackets and are displayed in 
color on color displays. 

Firstname is a standard eMerge variable that is filled using the information 
you enter in the mailing list.  For more information on the standard vari-
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ables you can use refer to “The standard variables” on page 28. To create 
your own variables, refer to “Creating your own variables” on page 31.

Creating the mailing list
The mailing list is the list of people who are to receive the message. It includes 
their e-mail addresses and all the other information needed to fill out the vari-
ables on the form letter. To add people to a mailing list, follow these steps:

1) To reveal the letter, click the triangle next to the List header.

To make more room for the list, you can close the letter by clicking the tri-
angle next to the Letter header.
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2) From the menu bar, choose List } New Recipient.

3) For First and Last Name, enter the full name of the recipient.

You can enter an initial or as many middle names as you want. eMerge gets 
the value of <<firstname>> from the first word in this field.

4) For Internet Address, enter recipient’s e-mail address.

5) Click OK.
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The recipient is added to the mailing list.

6) Repeat step 2 through step 5 for each person you want to add.
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Previewing the letters
Before you send your messages, you should check that all the variables are 
being filled correctly and that the letter looks the way you want it to look.

1) From the menu bar, choose Actions } Preview.
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The variables are highlighted in green.  (Don’t worry, this is just so you can 
identify them quickly; they won’t be green when the message is sent.)  Any 
variables that don’t have a value are highlighted in red.

2) To move through the mailing list, click Next.

3) When you are done, close the Preview window.

Saving your work
Before you attempt to send your messages, it is always a good idea to save all 
the work you’ve done. To save an eMerge campaign, follow these steps:

1) From the menu bar, choose File } Save.
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2) For Save As, enter the name of your campaign.

3) Click OK.
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The campaign is saved, and the new campaign name appears at the top of 
the campaign form.

Sending the messages
When you send your messages, eMerge builds each message by filling in the 
blanks on the form letter with the appropriate information from each person’s 
record in your mailing list. It then puts the standard message header at the top 
of the message, signs onto the Internet, and delivers the message directly to 
that person’s mail server.

To send a message to all the recipients on the mailing list, follow these steps:
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For each address, eMerge goes through a series of steps, that you can 
watch in the progress window. This example shows eMerge part way 
through the sending process. It successfully sent the second message but 
failed to send the first message because the e-mail server to which it was 
sending the message did not recognize the recipient’s user ID.

2) When eMerge has processed all the entries in the mail list, click Done to 
close the Progress window.
Using eMerge 23 .



3Leon’s first campaign

In this example, eMerge successfully sent all but two messages. The second 
error indicates that eMerge could not find any mail server named zone.com 
on the Internet.

Correcting addresses
To correct an entry in the mailing list, follow these steps:

1) Double-click on the entry in the mailing list.
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2) Correct the information. 

In this example, Leon entered the wrong user ID for Raymond Ng.

3) Click OK.

4) Repeat step 1 through step 3 for each entry you want to correct.

5) Select the entries you want to resend. 

To do this, select the first entry; then, holding down the Command key, 
select the remaining entries.
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6) Choose Actions } Send To Selected.

eMerge goes through the same process it went through before, but only for 
the messages you’ve selected. 
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This time, however, eMerge sends the two messages successfully, and Leon 
Gall’s first direct mail campaign is a compete success.

Saving your work
At this point, you can save your campaign. You may want to use the form letter 
again, or you may eventually want to send a different message to the same mail-
ing list.

You can also save a campaign before eMerge has successfully delivered all the 
messages. The status of each message in the campaign is saved along with every-
thing else, so you can later load the campaign and start sending messages again 
where you left off.
Using eMerge 27 .


	Leon’s first campaign
	Creating a new campaign
	Composing the form letter
	Creating the mailing list
	Previewing the letters
	Saving your work
	Sending the messages
	Correcting addresses
	Saving your work


