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Let's imagine we have created this MSWord template invitation message and want to e-mail it to different groups of students.

Now with creation of mybvc.ca e-mail accounts, we can do this from Agresso like other mail merge processes.
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To send e-mail using Agresso, we need to use an enquiry browser that includes student e-mail addresses.

For example StudentEmail, that is set up under Student Enquiry. 
If you do not have access to e-mail browsers in the Menu pane, you may have access to them in the Reports pane.

	[image: image4.png]23 AGRESSO Business World

=lalx|

Edt Data [k Vew Fomat Ll Window telp

AvprEmEW > ey ln]= RS =h

obal reports
{2 Finance.
{2 Logistics
{2 Report Descriptions
56 Student Reports
{2 Education History
StuertEmal
B Form Letter Browser
@ Student Email by Creation Date and Servi
£ student Emai by Program All of these browsers include students' e-mail

& ol EZ;’:“E”'E’“‘*“ by Staks and each of them allows you to search the
student record using different criteria.

S — |

41| 71 (] st lst (3/10/2007 3:15:50 PM) |




Open the Reports pane and go to: Global reports > Student Reports > Email lists
Browsers in this folder include students' e-mail and allow you to search the student record using different criteria.
If you do not have access to any of these browsers or require e-mail address in a different browser, forward your request to Registrar’s Office to be reviewed.
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	Step 1: Select the enquiry that would retrieve students you want to send e-mails to.

For this tutorial we will use the Form Letter Browser that is set up under the Goal Enquiry.
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In the Form Letter Browser, note the BVC e-mail field.
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Step 2: Run the enquiry with criteria that would retrieve the students you want to send e-mails to.
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Enter the enquiry criteria and click OK.
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	The e-mail addresses of the students are listed in the result.

Step 3: Select students that we want to send e-mails to.
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	Step 4: Then transfer the selected records to the template document.

Select the Reports button.


	
	[image: image14.png]-, AGRES50 Business World - [F

Ittt oot ook wen Fome ins wndow teb

2l eFi @ «» nfE |0

)2

| EForm Letter Browser
=
& || il s chans expression Addraation Add iexiied Addires lewlnk Organise Inks | &'
[ i-setp | 2-searchc._3-Resits |
& Tag | Program | Program | Offering Desc_|Staf Date] End Date | Session | Open | Close | BVCemal ]| &
|| =R OTFALLI _ Events Managemert. 08[79(2007  05(23/2008 SEMESTER! 02/26/2007 roomzt@mybve. 4l &
SN2 " e OPFALLI _ Events Managemert 08[29(2007 05{23/2008 SEMESTER! 02/20/2007 kaubint72@mbvc. | &

3| ® Emc OPFALLI _ Events Managemert. 06{29(2007 05{23/2008 SEMESTER!  11/28/2006 Kuson7eo@mybv 4|

4 ® e OFFALLMN _ Everts Manznemars nApoione nsiaionne ceve<teai 01/06/2007 arabertsensongmy

5 ® emc O7FALLIN  Events i NI oj2sjzo07 rembltt075@myE

6 | © emc OTFALLN  Events I 11/27/2006 chalEs1@mybyc.co

7| ® e T Events M (et 011572007 Iravers35@mybyc.c

8 | © emc QTR Everts 1 osf1sj007 cotasei@mybrc

o | @ emc QTR Everts 1 03/21/2007 Jolr410@mybyc.co

10| B ec Q7R Everts 1 c2josj2007 chersss@mybecc

11| B evc PWINTIN Everts 1 08/06/2006 1/15/2006 srarkindan@mybe

12| B e QTR Everts 1 osfisja007 srakindgo@mybvc

13| B evc PWINTIN Everts 1 111062006 11/15/2006 Khudsonzés@myby

14| B e QTR Everts 1 o2p20j2007 mcdonadg3e@myt

15| @ enc O7FALLIN _Everts MEnagemert Ri 01/25/2007 Knanbln061 @myby

16| @ e OFFALLIN _ Events Management (08[29(2007 04/27/2009 SEMESTER! 02101/2007 mbeauchamp0s9@r

17| @ enc OPFALLI _ Events Managemert 08[29(2007 05{23/2008 SEMESTER! 02/16/2007 i 63@mybyc.c.

18| @ e OPFALLI _ Events Management (08[29(2007 04/27/2009 SEMESTER! 03/26/2007 IcamdF451@myb:

19| ® enc OFALLI_Events Managemert. 08[29(2007 05{23/2008_SEMESTER! 04/13/2007 guabaneguss3en

« | >

o | 7] (& Alert lst (8f22j2007 2:07:40 PM) |




Agresso Report Engine opens.

Click the Advanced button.
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Because we have a prepared message for the e-mail, select Open an existing report.
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Since we want to send the emails from a Word document, select AGRESSO Worderator.
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	Click OK.
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Open Report dialog box opens.

Use the tools provided to find the message template.
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Double click the message template to open it.
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To replace the data place holders with the actual data that we have transferred from Agresso, click View Merge Data button in the Mail Merge tool bar.
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The student's first name appears instead of the place holder.

To make sure message is modified correctly for all students, we can brows through the letters using provided arrows in the Mail Merge tool bar.
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Step 5: Send the completed template by e-mail.

Click the Merge to Email button in the Mail Merge tool bar.
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The Merge to E-mail dialog box opens.

The To field lists all the data fields that are transferred from Agresso. 

We need to find and select the e-mail address field in this list.
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The data holder field for e-mail address is e_mail_cc_1.

Select it.
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Type the subject of e-mail in the Subject line text box.
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Mail Format field allows us to change the format of the e-mail message.

We can send our message in HTML format, or Plain text format or as an Attachment.

We leave it as HTML for this message.
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Because we want to send the message to all of tagged students, we leave the All option selected.
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Click the OK button.
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	The message is sent to all the students we tagged in Agresso.
We can close the template and continue with Agresso.
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Thank you for completing this tutorial.

At the end of this session you should be able to:
* Find the e-mail address of a group of students in Agresso and
transfer them to a MS Word template document

* Personalize the template with the student information that is
transferred from Agresso

* Send the personalized message via e-mail to the selected
group of students, using the mail merge process
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