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Please note:

QNewsletter is an add-on for Microsoft Outlook, you will not find any executable file in the start menu.
Instead a new folder and a new form is installed in Outlook. To open the new form, switch to the folder
Newsletter and execute the form using Actions: New: Newsletter.
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1 Welcome with QNewsLetter

Welcome to installation of QNewsletter for Microsoft Outlook. QNewsletter is the ideal solution for
sending personalized mails. The QNewsletter assistant works similar like the normal email form, but
allows choosing many recipients and inserting fields from contact entries.

QNewsletter is designed for everybody using Outlook, it allows you to write personalized and normal e-
mails within minutes and send them to a recipient list.
This manual describes the installation and usage of QNewsletter and gives samples of Newsletters.

1.1 Features

QNewsletter in combination with MS Outlook is the ideal marketing tool for planning, sending and stor-
ing newsletters. QNewsletter is the perfect solution for E-Mail marketing, because personalized e-mails
are read.

QNewsletter allows you to send text, HTML and RTF E-Mails with personalized fields and attachment
to a list of recipients taken from any contact folder in Outlook. It makes it easy to send price lists, offers,
newsletters etc. with or without attachment.

Using Outlooks import function, nearly any kind of address data can be used to send e-mails with
QNewsletter.

Evaluation version of QNewsletter

QNewsletter in unregistered version is able to send up to 5 e-mails to recipients. It can be used unlimited
in time. After purchase, a license code is entered enabling full access to all functions.

Update of QNewsLetter: Updates can be downloaded at any time at www.olfolders.com. All updates
are free. Usually no additional work is needed on upgrading QNewsletter.

Ihr QUESTER Team
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2 System requirements

2.1 Computer and operating system software

Any computer running at least Windows 95
e 64 MB ram

Microsoft Windows Version. Any version of Windows running Outlook 98 or better can be used.
For example

MS Windows 95/98/ME

MS Windows NT 4.0. Workstation / Server

MS Windows 2000 Professional

MS Windows 2000 Server

MS Windows XP

MS Windows 2003 Server

MS Windows Vista

Microsoft Outlook Version:

Microsoft Outlook 98

Microsoft Outlook 2000
Microsoft Outlook 2002
Microsoft Outlook 2003
Microsoft Outlook 2007
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3 Installation and set up

This manual describes how to set up QNewsletter using examples.

3.1 Forms installation

QNewsletter is integrated into MS Outlook. It works by extending an Outlook form using an ActiveX
component. QNewsletter does not require any other executable file.

During installation QNewsletter starts the application FormslInstall, this application installs the new form
into Outlook. If Outlook did not respond while installation, you can run FormsInstall at any time or in-
stall the form manually. To install the form manually, open the application directory and double click on
newsletter.oft. Outlook asks for a folder to store the form. After a folder is selected, choos tools/publish
form.

3.1.1 Security warning

Since Outlook 2003 Forms should no longer contain ActiveX components, until the user explicitly
wants this. Active X may only be contained in personal forms, applications are not allowed to install a
personal form (otherwise, this security update would be of no use).

To install the form into personal forms, open tools/options/advanced/advanced options/forms manager.
The following dialog appears:

Formular-Manager E |
INewsletter Einrichten, .. | IF‘ersﬁunIiche Formulare Einrichten. .. |

newsletker :l

Eopieren

akbualisieren

Laschen |

_I Eigenschaften,
o

[

[ Eategorien anzeigen Cache leeren | Installieren. .. Speichetn unker. . . |

Beschreibung

2.

Farrular-Hr: Wersion: kontaktpersan:

Schlieffien I

At the left side, open the new folder ,,Newsletter*, the form Newsletter appears. At the right side, nor-
mally personal forms are pre-selected, so just click on copy to install the form.
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4  Writing a mail
Writing a serial mail with QNewsletter works similar like writing a normal e-mail, in fact, you are using

nearly the same form for writing e-mails; only an additional component is added.

The newsletter is started using Actions: New: Newsletter. After selection of contacts, the text is entered
in the lower part of the form or any existing text is inserted via the clipboard.

The forms field contains all forms which can be inserted into the newsletter. Additionally any user de-
fined field from modified contact forms can be used, but will not appear in the field’s combo box.

" OLNewsletter - Newsletter -0l x|

J@Bereitgtellen|ﬂ%|}'o E|% (l | r 1 A=|@,|JNDrmal v|1EI - | A

Jgatei Bearbeiten Ansicht  Einfligen Formak Extras  Akktionen ?
Schriftgrad
Speichernl Senden | N Lizenz | Hilfe | [T Lischen nach Senden

An Herr Thomas Joice
Herr Thomas Quester

= »
i

Feld IName j Zur Zwizchenablage kopieren

Betreff: IOLNewsIetter

Hamburg, 1.7.2001
kKundennummer: #undennummerd
#sghdt #amed,

Neues Produkt

[ch miéchte Ihnen hiermit unser neues Programm OLMewsletter vorstellen. Sie erstellen damit
=eriebriefe genau so einfach, wie einen normale Email.

Hochachtungsvoll

Thomas Cluester

[

kategarien: I

The field ,,sgh* is a special field for creating the salutation, sgh is the abbreviation of the German “Sehr
geehrte Herren” (Dear sirs). #sgh# works by looking at the text file salutation.ini.

Because a standard e-mail form is used, all features, such as attachments and pictures can be used in a
newsletter.

4.1 Fields

Fields can be either selected in the field’s combo box, then copied to the clipboard and inserted using
ctrl-v or entered directly. Each field begins and ends with “#”.

Example (a): Personalized field
#sgh#
Replaces with dear sir, dear madam, dear sirs or any defined text which can be defined.

Dear Mr. Quester,
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Example (b): Personalized field and user defined field

A customer has ordered a software, the contact contains the license code in a user define field with name
license code. Each user define field can be inserted into any newsletter by writing #field name#

#sgh#

Thanks for purchasing QNewsletter. Please enter your license code in after a click on ,,Register*.

Your license code is #license code#

Best regards

Thomas Quester
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S  Recipients

QNewsletter uses a contact folder instead of an address book. Contacts have the advantage of containing
all fields, even user defined fields. The same contact viewed as address book entry contains only a small
sub set of all fields.

If not all contacts will receive a newsletter, a selection can be made for example using the zip code or
city.

If a contact does not contain an email address, but a fax number, the mail is sent via fax. In order to send
fax, you need a mail-to-fax provider, for example OLfax (see www.olfolders.com for details). However
any mail-to-fax which is using the FAX: email type can be used.

The button folder, selects any outlook contact folder.

Kontakte auswiahlen

Contact Selected contacts
M arme | M armne Abbruch
N | = Ernal Tharmas Quester [...
Ame i aElE Thomas Quester [ tquester@gm:. de
Thomaz Quester [...
Thomaz Quester [... tqueste
Folder
Selektion
Io
5 ¥ & *

The button selection allows choosing contacts by conditions, for example by selection of zip codes.

Selektion [5_<|

Lz | R | [20000

v Und [Pz =] [ - |3nnnn

|_L|r'u:|| jl v|

Abbiuch | ok, |
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6  QNewsletter Test before sending

Outlook is not able to work directly with HTML, instead the editor works with rich text, the send engine

afterwards converts the mail into HTML. This way, some formats may not be transported correctly. We
recommand sending the first email to your

6.1 Test contact fields
" OLNewsletter - Newsletter =0l x|
J“ﬂﬂereitgtellen | = §| & 2 | | | r 1 A=| (2] ,|J Marmal - | i - | A
Jgatei Bearbeiten Ansicht  Einfligen Formak Extras  Akktionen ?

Speichernl Senden | I

An Herr Thomas Joice
Herr Thomas Quester

S o

e
-— -

Schritgrad|———
Lizenz | Hilfe [T Lischen nach Senden

Feld IName j Zur Zwizchenablage kopieren

Betreff: IOLNewsIetter

Hamburg, 1.7.2001

kKundennummer: #undennummerd
#sghdt #amed,

Neues Produkt

[ch miéchte Ihnen hiermit unser neues Programm OLMewsletter vorstellen. Sie erstellen damit
=eriebriefe genau so einfach, wie einen normale Email.

Hochachtungsvoll

Thomas Cluester

[

kategarien:

The following dialog lists all contacts with missing fields and allows you to send a test mail to yourself.
Any contact with missing fields can be opened directly from the test dialog using a double click.

11
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i OLNewsletter - Testergebnisse _ O] x|

Sende Testmall an Itquester@iuice.net Senden |

Frobleme bei folgenden Kontakten

I arne | E mail | Fehler
Her Thomas Joice tquester@joice.net  Folgende Felder zind nicht gefiills kundennurmmer
Her Thomas Quester  tquester@gm:. de Folgende Felder zind nicht gefiillt kundennunmmer

6.2 Format test

In order to see if the mail is arriving correctly at all recipients, please send one copy of it to yourself.
The sending process may alter the mail so that some of your text may be wrongly formatted. After send-
ing an email to yourself you can see if the send process has altered your email.

6.3 Sending the newsletter

After a click on ,,send* QNewsletter creates individual emails, one for each recipient and replaces all
fields. After sending, the emails are placed into sent items or deleted, depending if the button “delete
after send” is pressed.

12
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7  Configuration

7.1 Configure salutation.ini

QNewsletter uses salutation.ini in order to create a personalized e-mail. Saluation.ini contains text which
is replaced depending on the recipient’s salutation, for example Mr and Miss. Salutations can be in any
language and new languages can be added. If no salutation is found, the default entry is used.

[German]

Herr=Sehr geehrter #name#,

Frau=Sehr geehrte #name#,

default=Sehr geehrte Damen und Herren,
[English]

Herr=Dear Mr. #nachname#

Frau=Dear Mrs. # nachname #

Mr=Dear Mr. # nachname #,

Mrs=Dear Mrs. #nachname #,

default=Dear sirs,

Languages are defined in [], next follows a new line for each hat folgenden Aufbau: In Eckigen Klam-
mern steht die Sprache, genauer gesagt, der Text welcher in der Combobox Sprache angezeigt wird. Die
erste Sprache ist die Vorgabe, d.h. wenn nichts weiter eingegeben wird, wird immer die erste Sprache
genommen.

Im Folgenden ist fiir jede Anrede ein Ersetzungstext angegeben, z.B. fiir Herr ,,Sehr geehrter #name*.
Die Texte konnen beliebig verdndert werden, wobei die Felder wie im Serienbrief selbst ausgetauscht
werden. Fiir den Fall, dass keine bekannte Anrede genommen wird, wird der in default angegebene
Text ausgegeben.

Beispiele: Herr Hans Mustermann Senior.

Sehr geehrter #name# Sehr geehrter Herr Mustermann Senior
Sehr geehrter Herr #nachname# Sehr geehrter Herr Mustermann
Sehr geehrter Herr #vorname# #nachnahme# Sehr geehrter Herr Hans Mustermann

Die Datei salutation.ini wird bei jedem Aufruf des Formulars neu geladen, nach einer Anderung der
Datei ist es nicht nétig, Outlook neu zu starten.

13
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"Atest - newsletter M=

! Datei Bearbeiten  Ansicht  Einfogen  Formab  Extras  Akkionen 7

G deercistelen | & | % BI04 LG O

H [0 ~|A|F K U|=

LE L o
11
¥

iy
e
i

-

2 Seript Editor | [ spplication %Inspectnr @HTMLEditDr @WDrdEditDr B4 Currentltem | BB IMessage ;

Speichernl Senden | Test | Hegistrierenl Hilfe: | [ Lischen nach Senden
An

123123
I j Zur £wizchenablage kopieren |

Herr Thomas Quester
Wersion 1.7 Wwieitere Infarmationen zu diesem und weiteren Produkten finden Sie auf unserer _wWebseite |

Betreff: Itest

recipients. txk (599 B

#aghi#t

WWe like to introduce our new product

k.ateqgoarien:

Die Auswahl im Sprachfeld entspricht den Bezeichnungen aus der Datei saluation.ini
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8  QNewsLetter im Uberblick

Dieses Kapitel behandelt verschiedene Themen in Verbindung und/oder als Ergénzung zur Installation
von QNewsLetter..

8.1 Freischaltung der Testversion per Lizenzcode

Die unlizensierte per Download iibertragene Vollversion kann hier mit Erwerb des Produktes (Lizenz-
code) frei geschaltet werden und das Produkt ist damit ohne Neuinstallation sofort voll einsetzbar. Den
Lizenzcode erhalten Sie automatisch nach Erwerb von QNewsLetter per E-Mail zugestellt

Die unlizensierte Version ist auf 5 Serienmails pro Durchlauf beschrénkt.

Zur Registrierung klicken Sie im Formular Newsletter auf den Knopf ,,Registrieren*

OLMNewsletter - Registrierung |

Benutzername

IT homas Huester

SENEnnUmMmEer
|1111 |2222 |3333

ok | Abbuch |

Geben Sie hier einen frei wihlbaren Benutzernamen und in den drei Eingabefeldern den Lizenzcode ein.
Der Benutzername dient nur der Information und kann freigelassen werden.

Um Fehler bei der Eingabe zu vermeiden, empfehlen wir Kopieren und Einfiigen (Copy und Paste) zu
verwenden. Kopieren Sie die komplette Nummer mit =Strg-C und =Strg-V in das Feld > Benuzter.
Dann markieren Sie den ersten Block per > Doppelklick und schneiden diesen mit > Strg-X aus und
fiigen diesen in das erste Feld ein. Wiederholen Sie dies fiir alle 3 Felder.

Nach erfolgreicher Eingabe wird der Dialog geschlossen. Sollten Sie sich vertippt haben, erscheint eine
Fehlermeldung. Im Falle eines Reports an den Support, fiigen Sie bitte den genauen Fehlertext, am bes-
ten mit einem Bildschirmfoto Threr Lizenzeingabe der Meldung bei, damit der Support bei einer Mel-
dung alle wichtigen Daten sofort zur Verfiigung hat.

Hinweis: Einige Zeichen sehen sehr dhnlich aus, verwenden Sie daher zum Ausdrucken der Lizenz-
nummern den Zeichensatz > Courier New, da mit diesem Zeichensatz Verwechselungen vermieden
werden konnen, siehe die folgenden Beispiele:

e Kleines L ---1
e Zahll-1

e Grofles I — I Bei der Eingabe eines falschen Lizenzcodes erhalten Sie eine Fehlermeldung. Bei Ein-
gabe eines korrekten Lizenzcodes erhalten Sie keine weitere Bestitigung.

Bestitigen Sie mit Klick auf > OK bzw. > Schlie3en bei MS XP und schlieen Microsoft Outlook und
offnen es danach wieder und sehen nun alle Eintriige in den Offentlichen Ordnern.

8.2 Update of QNewsLetter

Falls Sie ein Produkt Update auf die jeweils aktuelle QNewsLetter Revision vornehmen wollen, dann
Sie gehen Sie bitte genau so vor, wie bei einer Neuinstallation und installieren die neue Version einfach
auf Ihrem bzw. auf jeden Client PC in Ihrem Netzwerk. Diese Update Installationsprozedur hat keiner-
lei Auswirkungen auf Ihre Microsoft Outlook Daten, sie bleiben unverindert erhalten.

8.3 De-installation of QNewsLetter

Zur De-Installation von QNewsLetter gehen Sie bitte wie folgt vor:

15
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9  Questions and answers

This chapter provides both tips on how to obtain answers to questions related to Microsoft Outlook and
answers on how to solve problems frequently encountered during the installation and operation of
QNewsLetter.

9.1 Questions about Microsoft Outlook

We are pleased to broaden the Microsoft Outlook knowledge you have in connection with the
installation of OLfolders. Quite frequently, it is possible to answer general or specific questions you may
have about Microsoft Outlook directly for you within the Microsoft environment and with proven
expertise.

Tip: If you have general or special questions concerning Microsoft Outlook, we have a good tip for you
— simply ask an MVP = Microsoft Most Valuable Professional (recommended by

Microsoft for providing special cost-free assistance and represented in newsgroups and/or with their
own web sites).

Simply visit the newsgroup web sites of Microsoft and MVP assistance:
Clicking on » http://www.microsoft.com/technet/newsgroups/default.asp
Clicking on » http://support.microsoft.com/newsgroups/default.aspx

Clicking on » http://msdn.microsoft.com/newsgroups/

Clicking on » http://www.microsoft.com/communities/guide/usergroups.mspx

You may also read Microsoft Newsgroups with Outlook Express. Create a new account of type news
and enter the following address: news.microsoft.com

and/or:
Clicking on » Microsoft MVP Program
Clicking on » Email mvpga@microsoft.com to request information on MVP’s

9.2 Support und Service Hotline

We are available to help you with advice and support via our customer service hotline. This service
provides tips on general questions relating to QNewsletter, in addition to supplying answers on how to
solve any problems you encounter either during installation or when working with QNewsletter. At this
point, we would like to request that you use our e-mail support address whenever you require support
and only contact us by phone in case of real emergencies. Our support is available via a free customer
service hotline. We can only provide this service, however, if the level of input on our part remains
within reasonable limits. We appreciate your understanding.

Support und customer service hotline: Phone: +49(0)40-987 668-56

Support/customer service: support@olfolders.com

Forum: http://www.olfolders.de/Lang/English/phorum/index.php
FAQ: http://www.olfolders.de/LLang/English/Artikel.htm
MS Article: http://www.olfolders.de/Lang/English/links.htm

Do you have anything positive or negative you would like to tell us about this User Manual? Please send
us your comments to the above e-mail address.

Many thanks for your interest in our products. We are certain that you will achieve the desired success
with QNewsletter for Microsoft Office Outlook.

Your QUESTER Team
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