Send Batch E-mails (Professional Version)

1. Click the Prospects Query button from the Queries
sidebar.

2. Click the Click here to add a new condition button.

3. Click the down arrow to the right of the <empty> field and
select False.

4. Click the Click here to add a new condition button to
further filter your results, if desired.

5.  Click the lightning bolt icon to generate the query.

6. Click the Quick Column Customizing button to see
fields such as Next Action, Next Date, or Status.

7. Highlight the names, in the grid, of all of the prospects you
would like to send an e-mail to.

8. Click the E-mail button, located on the upper left-hand
side of the window.

9. Type a Subject into the Subject field or select an option
from the drop-down quick-pick list.

10. Attach any desired files or prints.

11. Type the body of the e-mail into the large text block, or
select a custom merge letter (if you own Marketing Tools).

12. Click Send.

Q) Prespects Guery o
,@n !.O.' Comtoin. [ Vows= | b Gt (v ] Ep——
B s o Foe
[B] st desiocs sounl Koty Wisen
Cluek bere bo acd & new soadiben
_M
(@M B o T N L S =t
1 P Assstistaon Marml Moy M b Eatha Cleath | Send bwochare
| brices Cape Conal Sautesateon Marsd Zinn, Sherry Reatnens ML M N Send bochure =
| e Bentatpengs R G0N 7SS0 Aseceton hemd T Dune JoAan Msdna | Send brochare T
| Hapler T GOUEMMSS  Amesiston Mawl el Dans Johntmeh Sand bochere :
et Myens L GOMFI  Awesition Mel Milloed, Erice Jo Ao Mgl Send brochure
| lnther Estero LGOI USSTES  Assecisbon Memd Witman, Opvid o Aanloins | Schedule tisting |
[ v I BONTISAM0  Associstion e Stames, Shals iouanne b Atc i Schedule tasting. Id
I Hapiet A P01 MITI06 M Association Merd Metarsian, Shankss  lane Becker Sohedide g
|| Fen L SO Association Mel Wathington, Leces  JaneBecker [ Schedhule mecting
| Istero i (L) 26060 Asveiaton Memt Beurland Audrey o Ann Madna Schedule mesting. @205 |
| Haples n BL) TSE-AE Assecaton Marel Levingston, fondes Jo dan Molna: Schedule meeting. 2772003 |
L] e il GOL)HT0900  Asseesation Marsi Sundy, Kevin Fisnanne ML Mc M Sehodele meeting.  H3/2013
L Hopaes 8 901} 9370300 Assecaban Memt Mchod, Kratne Jo Ann Maina Schesdule meeting. Ay |
|_merce tapies " L TIIET  Association el Crone, Mary Lane Beckar Intsate contact s |||
[ Hapies FL G0N TR0 Associton Ml Marm, Kathy ChadNehen  nbatecontas  RALA03
| flenas L B01) S47-4582 Agvecaton Merd Wikion, Dave Jo Aan Mdom Initiate contact /2083
[| v L GON88S-467  Asseceton Memd Mewd Kandact  JoAsnMelna  Intetecentat W0
o] Haples n P01 T80 Association Maml Tognesti, Chiicty Paphaet Tovares [Follow v on emasled| 3/1/2003
| . Mhvers L N6 Asseoution bl Pees, Bl s BeckirFellon ve.on maied ALA0 T
o TRCf) e e . - -

Additional Resources

Generating the Proposals Activity Query
Editing Miscellaneous Prints

Searching for Prospects

Changing a Prospect into an Active Account
Adding a New Prospect Manager Proposal

Editing New Booking Defaults for Prospect Manager
Adding Contact People to a Prospective Lead
Prospect Manager User Guide
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http://support.caterease.com/12/helpmenu/Prospect_Manager/Generating_the_Proposals_Activity_Query.htm
http://support.caterease.com/12/helpmenu/Setup/Print_Designer/Editing_Miscellaneous_Prints.htm
http://support.caterease.com/12/helpmenu/Prospect_Manager/Searching_For_Prospects.htm
http://support.caterease.com/12/helpmenu/Prospect_Manager/Changing_a_Prospect_into_an_Active_Account.htm
http://support.caterease.com/12/helpmenu/Setup/Print_Designer/Adding_a_New_Event_Print_in_Print_Designer.htm
http://support.caterease.com/12/helpmenu/Prospect_Manager/Establishing_New_Booking_Defaults_for_Prospect_Manager.htm
http://support.caterease.com/12/helpmenu/Prospect_Manager/Adding_Contact_People_to_a_Prospective_Lead.htm
http://www.caterease.com/pdfs/training/GB_Managing_Your_Prospects.pdf

Add a New Prospect

1. Click the Prospect Manager button from the Main sidebar.

2. Click the Add Record buttonI Eﬂl}
right-hand side of the window.

3. Complete the contact information on the General and
Miscellaneous tabs.

4. Add a contact person by clicking the Add a New Contact

I .
button EF , on the Contacts tab, located on the lower right-
hand side of the screen.

, located toward the top

See Adding a New Prospect in Prospect Manager.

Select a Next Action, Next Action Date, and Status

1. Click the down arrow to the right of the Next Date field,
located towards the top of the screen, and select a next-
action date from the drop-down calendar.

Note: Two calendars are available; one displays traditional
dates and the other displays the number of next actions that
have been set for a particular day.

2. Click the down arrow to the right of the Next Action field to
select an option from the drop-down quick-pick list.

Note: Quick-pick lists are customized in Setup > Quickpicks >
Prospect Manager.

3. Click the down arrow to the right of the Status field to select

the prospect’s status from the drop-down quick-pick list.

F AD1583 P
3
1| Layouts j‘
Next Date 9/10/2013 vOStatus Cold ?
P Nextaction 4 September b 4 2013
SM TWTF S This drop-down ‘}
General [Nl 25 26 27 28 29 30 31 i i Directions
1234567 number of next actions
that have been set fora 1
' g offfi1121314 ; 3
Cli {e] cular day.
1ent/On 151617 1a[1ojo0 ;1 | PRl day p
Address 22 23 24 25 26 27 28 L
]
- 930 1 2345 %/"‘
St/Prov | Jrio ‘ ‘ Clear | istal ) ?
E P |
vv\ﬂv\‘wmr‘mﬂwvﬁwVWuwrﬂ‘

See Creating Next Actions and Action Dates.

Create a Proposal

1. Click the Proposal tab, located towards the bottom of the
screen.

2. Click the Add a New Proposal button, located on the right-
hand side of the screen.

3.  Fill out the proposed event details on the General and
Miscellaneous tabs.

4. Click the Details button.

5. From the Food/Service tab, click the Display Menus button

to select menu items.

6. Click the Comments tab and type any desired comments into the
text block.

7. When finished, click OK.

See Creating a Prospect Proposal.

Use the Print Designer to Create a Proposal Print

1. Click the Print Designer button, located on the Setup sidebar.
2.  Click the Print Type button, located at the top of the screen, and
select Prospect Manager.
|ef

3. Click the Add Print button
side of the window.

4. Click Yes at the confirmation prompt.

5. Type a name for the new proposal, and press [Enter].

6. Click the Edit Header button to insert logos, merge fields, and a
URL.

7. Customize the fields that should display on the print by clicking
the down arrows to the right of a field and choosing another
option.

8. Click into the checkbox next to any area you would like to
suppress.

9. Click the Preview button, located at the top of the screen, to
preview the print.

Note: Your Prospect Manager should be open, with the
proposed event in the background.
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E-mail a Proposal

Search for and select a record in Prospect Manager.

Click the Email button at the top of the screen.

Click Attach > Print.

Click into the Proposal checkbox, located under Event

Prints, and click OK. The PDF attachment will be visible

at the bottom of the window.

5. Type a subject or select an option from the drop-down
quick-pick list.

6. Type the body of the e-mail or select a custom merge
letter (if you own the Marketing Tools add-in).

7. Press Send.
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Subject  Your Event Proposal
Wednesday, Novernber 13, 2013

Aud Associabon for Lutherans

Alln, Barbara Hendncks

Re: Proposa for Yow Tvent

Dear Barbara,

Altached 15 the proposal lor your Meeting you are planmng mn ow [Hoom] roeem on Frday,
Seplernber 08, 2013, Flease lake @ moment (o review the detads, and Teel free to contacl
me with any queshons.

Bincerely,

Hoxanne M, M Marmes
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See Sending Emails from Prospect Manager.

Convert the Proposal to an Event

1. Click the Proposals tab in Prospect Manager.
2. Highlight, in the grid, the proposal you would like to
convert to an event.

3. Click the Create Event from Proposal button IH ,
located on the right-hand side of the screen.

4. Click Yes at the confirmation prompt. You will be taken
to the Event Wizard, where you can add or edit event

details as needed.

See Creating an Event from a Proposal.
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