How to Start Email
Marketing in
10 Easy Steps

Using FileMaker Pro and
the Business Productivity Kit
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This article provides an easy-to-follow, step-by-step guide to help individuals and small
businesses get started with email marketing in one day or less.
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Introduction

We've all heard the buzz about email marketing and how cost-efficient and easy
it is to do. This guide will help you get started with your own program quickly and
easily.

For example, Tara Bella Winery, which sells high-end wines, used Winery Pro, a
FileMaker Pro email marketing solution to send an email to its customer base
about a special wine package. Within 24 hours, they had sold out the inventory
and grossed $8,500. Time spent writing the email and sending it out? Less than 3
hours!

Email marketing helps businesses see instant sales from existing customers, as
in Tara Bella’s case, but more importantly, it maintains and builds long-lasting
relationships with loyal customers - which are the core of most successful
businesses.

Despite the business benefits of email marketing, many businesses are either still
not using it or they are under-utilizing its power.

If you're already marketing via email, this guide provides useful tips to improve the
results of your email campaigns and ideas to build long-term relationships with
loyal customers.

For those of you who haven't started email marketing, you'll learn how to do it
efficiently and effectively -

is sending compelling emails to customers and prospects that want
to hear from you and have given you permission to contact them.

are at your fingertips and easy enough for anyone to use - as long
as you have an email account, an Internet connection and a Windows or Mac OS

computer.

So let's do it the right way with the right tools starting with Step #1: Consolidating
Your Names
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Try This:

To get started quickly,
download the FileMaker
Business Productivity

Kit and free 30-day trial
of FileMaker Pro from
www.filemakertrial.com/
bpk. All you have to do
is start entering data

into the pre-designed,
ready-to-use databases
for contact management
and email marketing, as
well as tracking inventory,
processing sales orders,
and managing projects.

1. Consolidating Your Names

If you're like many small businesses, you have names in many different programs
and places - from your email address book, to accounting software, from handheld
devices to Excel spreadsheets - not to mention all the paper sticky notes on your
desk and monitor, or last year's sales orders in the file cabinet.

This step is all about gathering names and getting them into an easily accessible,
centralized location. Can you really have all your names in one place? Yes, you
can! And it's not hard if you follow the steps below.

The first thing you need is a database program.
* Having an easy-to-use database that contains all your names and email
addresses is the key to any successful, long-term email marketing and
relationship building program.

e  Whether you use FileMaker Pro or another program, you need a database
that you can use by yourself without having a degree in computer
programming. You need one that you can customize to meet your unique
needs and that grows with your business.

There are a few ways that you can consolidate your names into one place, but to
make it as simple as possible for you, we recommend that you download and
install the FileMaker Pro trial and the FileMaker Business Productivity Kit if you
haven't already (available at www.filemakertrial.com/bpk), and follow the steps
below.

e If all your names are on paper forms or in your trusty Rolodex®, this is the
part where you (or your teenager) start typing. When you're finished, you
can skip to Step 2.

If you're lucky enough to have your names already entered into Microsoft Excel,
Microsoft Outlook, Microsoft Entourage, Palm Desktop, Intuit QuickBooks or
another software program, you can minimize the tedious task of data entry by
exporting your contact information from these programs and importing it into
FileMaker Pro.

To get started, you'll want to export your contact information into a format that
FileMaker Pro can read, such as Microsoft Excel (.xls or .xlsx), or a Comma/Tab
Delimited Text file (.csv or .txt).

Once you export your names, you can simply import them into the FileMaker Pro
Contacts database that comes with the FileMaker Business Productivity Kit.

If you'd like step-by-step instructions for exporting and importing contact
information, please see Appendix 1: Exporting and Importing Instructions.
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Try This:

If you have mailing
addresses, but not a lot of
email addresses, try sending
a paper postcard to your
customers in the mail. Ask
for their email address in
exchange for a free gift

or dollars off their next
purchase. You can even
offer a great prize in monthly
drawing, and the only way
to enter is by sending you
an email with their contact
information.

Simply ask the postcard
recipients to send you an
email containing their name
and address to enter the
drawing. As the emails
come into your inbox,
simply cut and paste the
email address from your
customers’ emails into their
corresponding contact
record in FileMaker Pro.

You can also use FileMaker
Pro to print your postcard
mailing labels choosing
from more than hundred
Avery labels sizes, or you
can use a service, like
VerticalResponse (www.
verticalresponse.com) to
print and send the postcards
for you.

If you don't have any current
customers or prospects,

try keyword advertising on
Google.com or purchase

an opt-in email list from a
respected provider. This
will cost you some money
and time, but if you have

no other options, it will help
get your mailing list started.
For more details on keyword
advertising and purchasing
mailing lists, see the
resources listed at the end of
this article.

2. Build Your List of Email Addresses

You can't do much email marketing unless you have email addresses of people
who want to hear from you and have given you permission to contact them via
email.

Building your own list of current customers, past customers, and prospects (versus
buying names and addresses) is the best way to start an effective e-mail marketing
list.

If you completed Step 1, you now have your existing names in a database. But up
until now, you haven't had much need for email addresses, so chances are that you
have a big blank in the email address field for many of your customers.

What you want to do now is fill in those empty fields, in addition to adding new
names and email addresses. Here are some ideas to get you started.

e Use your website, storefront, front desk, and every phone call as an
opportunity to gather permission to email your customer. You want to
provide something to which your current and potential customers will say,
“Yes, | give you permission to send me email.” A simple clipboard on your
front counter or form on your website, that says “Sign up here to receive
discount coupons via email!” or “Sign up here to get our free Newsletter via
email!” will get you going.

* Make sure you provide a column for their name and a plenty of room
for long email addresses. It's really disappointing to fill out a form that
asks for email address that allows less than an inch to write it in; please
don’t make this mistake!

e Don't ask for too much information at first. All you need to get started
is first name and an email address. You can ask for more information such
as last name, company, and phone number, and hope people fill it out, but
don't make it a requirement for someone to say, “Yes"” to your offer.

e And most-importantly, privacy. You should develop a privacy statement
that communicates to customers how your company uses their personal
information. You should post your privacy statement on your website and
make it available to your customers. For additional information and privacy
resources you can visit www.privacy.org or www.truste.org.
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Try This:
If all the questions have
your head spinning, it's ok.
To get started with a nice
balance of communication,
start with 3 simple
“channels.” Your recipients
will tell you if they want
more or less of each type.
1. A monthly newsletter
2. A quarterly special offer
3. An annual Customer
Appreciation invitation.

Develop Your Email Campaign Mix

Decide on Content & Frequency

There's a delicate balance between too much and not enough email
marketing in order to maintain and build long-lasting relationships.
Combining a variety of content at different intervals is acceptable to most
customers who have opt-ed in to your email list. You don’t want every

email that you send to be promotional. You want a blend of editorial and
promotional communication that will help you build a long-lasting relationship
with your loyal customers.

In order to decide on the mix, figure out what you think will help build your
relationship with current customers, win back lost customers, and move hot
prospects closer to becoming customers. Ask yourself these questions for

customers and prospects — to help decide on your unique email campaign

mix for the different groups you're targeting.

1. What type of content would my customers/prospects appreciate
from me?

What would they read and respond to?

What would help build my relationship with them?

Do they want informative news-like, editorial content?

Do they want entertaining emails and jokes?

Do they need notification of policy renewals and contract expirations?

What about urgent updates and product recall information?

© NOo A WD

Do they want price change alerts or notifications of promotional offers
and discounts?

9. Do they want order confirmations sent through email? Or if I'm already
sending transactional email like order confirmations, can | add upsells
and other marketing messages to those?

10. Would they appreciate a casual greeting regarding a special day, such a
birthday, anniversary or upcoming party?

Would a combination of any of these types of communication be appropriate? If
so, you can send emails at different intervals for different topics.

It's simple: LOYAL RELATIONSHIPS will give you the competitive edge!
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4. Write Your Email

Open the Email Marketing Database

Once you have your email campaign mix figured out, writing your first email

will be easy using the 30-day trial of FileMaker Pro and the email marketing
database that comes in the FileMaker Business Productivity Kit available at www.
filemakertrial.com/bpk.

Follow these steps to develop your first campaign:

6066 Business Productivity Solution - Main Menu o Open fhe fl/e Cal/ed bps_Ma[n_Mer]U.

that’s part of the FileMaker Business
Contacts Productivity Kit you downloaded.
Click on Email to open the pre-

Select a Business Productivif . . .
Sobion oo designed email marketing database.

» Manage Contacts

Email Inventory

Projects Sales Orders

\ FileMaker:
— . Versin 251

100 uud=1] Browse

Try This:

1. Write short paragraphs and link to your website for longer articles or have
customers call to learn more. If your stories are too long, no one will read them.

2. Treat your current customers differently than prospects. Make sure they feel
special by sending slightly different emails to current customers vs. future or
past customers.

3. The Subject line is important. With junk mail filters on almost every inbox,
be sure you're not too aggressive with promotional terms, capitalization and
exclamations. If you have something free to offer, it's ok to include the word
“Free” in your subject line, but make sure it doesn't end up in your customers
“junk folders” by testing a few messages with friends and coworkers first. Be sure
that you send from a new email address, such as (eNews@yourdomain.com) that
hasn't already been added to their address book.
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Enter the Text of your Email

First we need to define the first
Campaign, which is our monthly
newsletter, for this example.

Enter the Campaign Name: Monthly
Newsletter

Mark Status to Open.

Then, add a description if you choose.
Adding a description is handy so that if
anyone ever needs ideas for writing the
newsletter, the outline of what should
be included will be detailed right on-
screen.

Click on the Template tab. This is where
you'll enter your email text. See below
for some hints to help you get started.

® The text of your email is critical. Make sure your copy gets right to the point
with compelling content, special offers, or exciting news. You'll find some
examples of different styles of emails to help you get started below.

* Make sure you take advantage of the ability for FileMaker Pro to merge
fields from your database into the email text. To make your emails more
personalized for your recipients, click on a field button located on the left

sidebar of the Template Tab.
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Here's an example of one way that you might start with your first monthly
newsletter:

Dear <First Name>,

You are receiving this newsletter because you, or someone using this
email address, subscribed to the Big Mountain Bikes Cycle Update.

We have a lot fun and exciting events coming up soon so be sure to
mark your calendar for these activities:

1. Add event details here.
2. Add event details here.
3. Add event details here.

Check out our new website at http://www.bigmountainbikes.com for
complete results and great pictures from recent events. You can even
sign up for next month’s triathlon online!

**Patrick Thomas wins iPod**

Congratulations to this month’s iPod Nano winner: Patrick Thomas
of Great Falls. If you or any of your friends want to enter for
next month’s iPod drawing, visit the store or website at http://www.
bigmountainbikes.com to sign up. Feel free to forward this email to
your friends so they can sign up too!

**Last Chance for Free Tune Up** Get a free tune up with any
purchase over $25.00 made before the end of month. Stop in or
schedule an appointment today! Call us at 406-555-1234.

Next month, check out:

*Moab at Midnight - pics and tricks from Ken Buchholz
*Ratings on New Gear for 2009 - what’s hot and what’s not
*Results from the Big River Triathlon

Happy Riding,
The Team at Big Mountain Bikes

3k %k 3k 3k 3k >k %k %k %k %k %k %k k k

This email is being sent from Big Mountain Bikes, 1234 Main St.,
Whitefish, MT 93446.

You are receiving this email because you or someone used this
email address to subscribe to this email. To unsubscribe from this
email, please reply with REMOVE in the subject line to discontinue

receiving Monthly Newsletters via email from us.
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Here's an example of a quarterly special offer email if you'd like your emails to be
more offer-based to generate business right away.

Dear <First Name>,

You are receiving this newsletter because you, or someone using this
email address, subscribed to the Big Mountain Bikes Special Offers
email.

These special offers are made exclusively to Big Mountain Bikes’
best customers so take advantage of them while you can because they
won’t last long!

**Free Tune Up**

Get a free tune up with any purchase over $25! That’s a $69 value
absolutely free when you buy any item in the store or on the website
for $25 or more. Stop by or call 800-555-1234 to schedule your free
tune up!

**Buy One, Get One Free**

It’s BOGO time on key items you need for Fall! Get FREE jerseys,
rims, tires, pedals, saddles and more, when you buy an identical
item at the regular price. See store or website for details. Hurry!
This offer expires at the end of this month.

Check out the website at http://www.bigmountainbikes.com/offers for
even more special offers exclusively for our favorite customers like
you, <First Name>.

Happy Riding,
The Team at Big Mountain Bikes

3k 3k 3k 3k 3k %k %k k 3k %k %k %k k k

This email is being sent from Big Mountain Bikes, 1234 Main St.,
Whitefish, MT 93446.

You are receiving this email because you or someone used this
email address to subscribe to this email. To unsubscribe from this
email, please reply with REMOVE in the subject line to discontinue

receiving Special Offers via email from us.
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Here's an example of a customer appreciation email that you can send to valued
customers to help maintain and build your relationships.

Dear <First Name>,
You’re invited to our Customer Appreciation Open House!

As our way of saying “Thank You” for your business over the years,
please let us treat you to a gourmet lunch prepared by Bozeman
Bistro owner and chef, Philippe Rothschild.

What: Customer Appreciation Open House and Luncheon
Date: December 15, 2009

Time: 1lam to Z2pm

Where: Big Mountain Bikes Main Store, 1234 Main St.
RSVP: (Call 555-1234 or email: tom@bigmountainbikes.com

You’ll also get big discounts on everything in the store, plus get a
chance to win a new mountain bike, a $1000 value!

I hope to see you there,
- Tom

3k %k 3k 3k 3k >k %k %k %k %k %k %k k k

This email is being sent from Big Mountain Bikes, 1234 Main St.,
Whitefish, MT 93446.

You are receiving this email because you or someone used this
email address to subscribe to this email. To unsubscribe from this
email, please reply with REMOVE in the subject line to discontinue

receiving Customer Appreciation emails from us.
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Here's an example of a birthday email - who wouldn't appreciate you after
getting this?

Happy Birthday <First Name>!
I wanted to take a few minutes to wish you a very Happy Birthday!

You’ve been a valued customer for many years, and my business
wouldn’t be the same without your support.

As a small “thank you,” you can get $50 off any item between now and
the end of the month. Just bring this email into the shop, or if
you order from the website, enter “Bday” in the Promo Code field to
get your discount.

I hope this day brings you great happiness and joy, and I hope to
see you again soon!

Yours truly,

- Tom
3k 3k 3k ok sk 3k ok sk %k ok sk %k k %k

This email is being sent from Big Mountain Bikes, 1234 Main St.,
Whitefish, MT 93446.

You are receiving this email because you or someone used this
email address to subscribe to this email. To unsubscribe from this
email, please reply with REMOVE in the subject line to discontinue

receiving Special Greetings from us.
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5. Choose Your Recipients
This is where you'll choose which customers or groups of customers are
selected to receive this particular email. See below for some hints to help you

get started.
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Click on the Recipients Tab and choose
Add Contacts. Click on the red arrow to
the left of each name that you wish to
add to the recipient list.

As you select names, you will see them
added to the main recipient list. This
may take a while if you have a lot of
names. So please see the note below
about creating Groups to make selecting
recipients go much faster.

Click back to the Detail tab, to confirm
everything looks good, but don't click
the Send button just yet.

Note: Using this method, will place the
emails in your Drafts folders, until you
choose to send them from your email
client.

FileMaker Pro also offers another option
for sending email without requiring the
use of an email client. To learn more
about sending email directly via SMTF,
please visit www.filemaker.com.
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Things You Must Do

.

1.0On December 16, 2003 the Controlling the Assault of Non-Solicited

Pornography and Marketing Act of 2003 (CAN-SPAM Act) was signed into
law. It establishes a framework of administrative, civil, and criminal tools
to help America’s consumers, businesses, and families combat unsolicited
commercial email, known as spam.

2.While your email to your customers, is not technically spam because your

customers have requested to be added to your list, you should always do
these two things when sending email.

Include your organization’s physical mailing address at the bottom of
your email. Add a sentence similar to this, “This email is being sent from
ABC Company, 1234 Main St., Paso Robles, CA 93446.

Provide info on how a recipient can opt-out of receiving your email

by adding a line after your physical mailing address at the bottom of

the email that is similar to this, “You are receiving this email because

you or someone used this email address to subscribe to this email. To
unsubscribe from this email, please reply with REMOVE in the subject line
to discontinue receiving Special Offer emails from us.”

3.Also please refer to the complete CAN-SPAM Act online to be sure you're

complying with all the requirements where appropriate. Read more at:
http://www.ftc.gov/bcp/edu/pubs/business/ecommerce/busé1.shtm

How to Start Email Marketing in 10 Easy Steps
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Creating Groups of Recipients: If you'd like to create Groups of recipients to
make selecting them much faster, follow these steps:
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FileMaker Pro will put all the emails in your Drafts folder. You will want to go to
your email application, and click on the Drafts folder. Here you can see each
message with the personalization for First Name and any other fields you chose,
merged into the email body.

If everything looks good, you're ready to send away, but read the next section
before you press “Send” to make sure your timing is just right!
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Try This:

Typically, business users
arrive on Monday morning
to an inbox full of messages
from the weekend. You don't
want your message deleted
or partially read with the
masses, so sending later on
Monday or Tuesday is usually
a good idea.

6. Send Your Email

Timing of the email is important. Most only have a life of 3 days so sending early in
the week is usually better than sending on a Friday if you're marketing to business
people at their offices.

If you're sending to homes, recent studies show that weekends, especially Sundays
are best. But good days for sending email change as often as the hot new color
for Fall so just test for yourself to see what works best for you.

It's also important to note that FileMaker Pro integrates with your existing email
program, such as Outlook, Outlook Express, Entourage or Apple Mail to deliver
your emails. You'll see all the emails that you chose to send, stacked up in your
Drafts folder so all you need to do is click Send Now on the right day, at the right
time.

e0e l=/Big Mountain Bikes eNews - December 2005 2 Click Send Now at a day and time
e | BN B P o e - [ caegories ~ [=projeas - appropriate for your recipients.

From: _Big Mountain Bikes (Tom Thomas) =)

To: | @ tom@smgallery com
Cc:

Subject: Big Mountain Bikes eNews - December 2005
P Attachments: none

f‘gﬁ Font Font Size I'

Dear Tom,

You are receiving this newsletter because you, or someone using this email
address, subscribed to the Big Mountain Bikes Cycle Update.

We have a lot fun and exciting events coming up soon so be sure to mark your
calendar for these activities:

1. December 12 - Chilly Hilly 10K at Big Mountain Resort

2. December 15 - Customer Appreciation Luncheon, Main Store, 11am-2pm

3. January 1 - In-store demos, All Day, Come check it out all the new gear!

Check out our new website at www.bigmountainbikes.com for complete results
and great pictures from recent events. You can even sign up for next month’s
triathlon online!

**Patrick Thomas wins iPod**

Congratulations to this month's iPod Nano winner: Patrick Thomas of Great
Falls. If you or any of your friends want to enter for next month's iPod
drawing, visit the store or website at www.bigmountainbikes.com to sign up. v
Feel free to forward this email to your friends so they can sign up teo!

**Last Chance for Free Tune Up™* Get a free tune up with any purchase over
$25.00 made before the end of month. Stop in or schedule an appeintment
today! Call us at 406-555-1234.

Happy Riding, 1
<The Team at Big Mountain Bikes 3

NOTE: Sending emails directly via an SMTP Server

If you'd prefer to send your emails directly via an SMTP server instead of through
your email client and the Business Productivity Kit's pre-defined templates, you can
choose Send Mail from the FileMaker Pro File Menu, then choose Send via SMTP
Server, and complete the rest of the screen.
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/. Process Opt-Out Requests

Once your email has been sent, you should be receiving lots of phone calls, order
replies, and visits to your website. You will also, most likely, have some customers
who no longer wish to receive emails from you or your company.

You must be vigilant in processing Opt-Out requests in order to keep your
customers (and the SPAM police) happy. Remember, just because customers
don’t want to receive email from you doesn’t mean they won't change their mind
some day. So honor your customers’ wishes as quickly as possible after you send a
message.

What to do with Opt-out Requests?

Assuming you followed the steps above in providing recipients instructions for
Opting-out of receiving your email, you will have Opt-out requests that need to be
processed. Opt-out requests may come in via email, paper mail, or by phone. The
most common way is for recipients to reply with REMOVE or UNSUBSCRIBE in the
subject line. So be sure you retrieve all Opt-out requests from all channels before
sitting down to process them.

To process Opt-out requests in FileMaker Pro, you simply need to update the
Group and Contacts within the email Recipient tab. To do this, follow these steps:

000 %"““"'“"E"‘;;‘“""‘"‘s“’""”“ ‘ e Open the Email database that comes
o—— @ Frdumone  £5) £ £8 A 2

st S o A oot 2 as par‘[’ Ofthe FiIeMaker BUSineSS

S Productivity Kit.

Campign Hiiory | Campeign st

Click on Campaigns and go to the
Campaign record from which the person

is responding. In our case, it's the
Monthly Newsletter.
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006 Business Productivity Solution - Email o
T 1/2 £ ) B
o U Found nsorted) j =,
o (s ) | veurs ET=]8) | s ) () o)
Email Big Mountaln Blkes
‘Campaigns View Reports:  Campaign History |  Campaign List

Monthly Newsletter
126572008

Dotals | Tomplate | Reciplonts | _History

| [ Redpiont

x %% % [x[x[x|x|x

100 2 Browse

Message

Are you sure you want to remove this contact from this
campaign? k

ok

8. Process Bounced Emails

Click on the Recipients tab.

Click on the red x next the person’s name
to remove them from future mailings.

Click OK to confirm the removal.
Additionally, click on Groups, to remove
the person from any Groups associated
with this email.

Another thing that you'll probably see are messages returned to your inbox as
“undeliverable” due to invalid email addresses or full inboxes. These messages

are called, "bounces” or “bouncebacks.”

First, you will want to update the contact records for all bounced emails. Here is

one easy way you can do this.

You will want to add a new field to your Contacts database called, “Updated Email

Needed?” To do this, follow these steps:
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Web-based services, such as
VerticalResponse also offer
the ability to print and send
paper postcards to your
customers for a reasonable
price so you won't have

to bother with printing
postcards or mailing labels.
Learn more at
www.verticalresponse.com

060 Business Productivity Solution - Contacts &) Open yOUr Conta cts database in

I [ O LAy BB B 3 Bt g f
Records NewRecord DeleteRecord Find Sort
T — ) v T80 | Lo . FileMaker Pro.
Contacts Big Mountalin Bikes

View Roports: Contact st | Addross Labes

T

® home -

Scott Lightningfast
Ughiningfast Racing Co

[ comactoetais | websie | tap

First Name: [Scott
LastName: [Lighiningfast

Phones: [406-656.4320

Emai: g [scoms@coiamail com

Tite: [GEO
‘Company: [Lightningfast Racing Co.
Websit:

Notes: Viot at Moab Triaihion, May 2005

Adorsss | RolaeaGonacts | sassordors | Taska

Main Accrss Type: [Fome Socond Address Type: [Businass
sweet: [12223 First 5L sweet: [2250 Main St
Gity: [Whisfish Gity: [San Francisco.
Saor M1 Saw A
PosalCoce: [s6857 Postl Coce: 57856
|__Swap Accrosses |

100 nulB) Browse

| FileMaker Pro Advanced Edit View Insert Format Records Scripts Tools Wi Choose Manage > Database from the File
806 New Database... ty Solution - Contacts . .
o~ 1 Open.. %0 . =. mMmenuso you can define a new field to
a— \_/ 7¢ Open Remote... t#0 g = %.:,
Records | Open Recent » ou o e st @dd to your database.
- |y Close =W
» Database... +#D

Accounts & Privileges...

Ay % Value Lists... P
=
® File Options... Layouts.... 1
Home Change Password... Scripts. . as E
External Data Sources...
Scott Lightningfast Page Setup... Custom Functions...
Lightningfast Racing Co. Print... 8P Custom Menus...
Contact Detalls Import Records » F
— ol Export Records... B
Last N ) 1 Save/Send Records As »
sph ame: 45&5 Send Mail...
ones !
ol — Send Link...
mail: .3 [s
3 —  Save a Copy As...
Title: [CEQ
—  Recover...
Company: [Lightn
Website:

How to Start Email Marketing in 10 Easy Steps 20



dapsge,Dambaseforglbps Contacs) Enter "Updated Email Needed?” in the

[ Tables | Fields | Relationships | field name.
Table: | Contacts 3] 39 fields View by: _field name o
Field Name | Tyoe | Options f Comments_(Click to toggle) [=
+ Address 1 Type Text .
e . Choose Text for the field type, and add
4 City 1 Text Indexed .
sz Toxt any comments that will help you keep
¢ Company Text Indexed . . .
+ Contact D Number  Indexed, Auto-enter Seria track of what this field is going to be used for.
+ Created By Text Creation Name
# Discount Rate Number
+ Email Text Indexed
+ Email Address with Name Calculation from Contacts, = First Name & * " & Last Name & " <" & Em...
+ First Name Text Indexed
+ Full Name Calculation Indexed, from Contacts, = First Name & * " & Last Name
& Last Name Text Indexed 1
+ Notes Text Indexed v
Field Name: Updated Email Needed? Type: Text = Options
Comment:
Change Duplicate Delete Copy Paste

Print

To define the field, you need to fill in 3 pieces of
information. The name of the field, the type of data that
the field will store, and any comments you'd like.

[ FileMaker Pro Advanced File Edit View [T Format Layouts Arm Choose Field from the Insert menu.
(@6©6

E] —v n = iﬂm ﬁ Part...

Graphic Object »

Layouts New Layout / Repo
Field/Control...
Layout: Form View - Portal
| | Ancale Mona =~ R | B(I|U Tab Control...

=

B

—

I Web Viewer...
Contacts Butten...

H

q Picture...

|

® Home Current Date ®-
Current Time ®; !
<<First Name>> <<Last Name>> Current User Name 338N

<<Company>>

Contact Details

First Name: |Eirst.Man
Last Name: |Last
Phones: |Bhons.

Date Symbol

Time Symbol 1
User Name Symbol
Page Number Symbol
Record Number Symbol

Website Map

Email: [, [Email -+ Merge Field... eEM
Tt [T oo ]

Now that you've defined the field, we can add it to the
layout.

Specify Field Choose “Updated Email Needed?” from
the Specify Field dialog.

" Current Table (“Contact... [+

State 2
Street 1
Street 2
Tax Rate . .
Ternp Data name nextto it. Click OK.
Thumbnail
Thumbnail Display

Click Create Label so your field has a

Title m
Updated Email Needed?

VIP Level o
Website v

| Create label

4
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806 Business Productivity Solution - Contacts o You WIII see the new f’eld added to your

o % =] [ [ONEESIE ] £
== TS wmse  SCreen
Form View Table: Contacts. = = e a Revert ‘Save Layout °
Fr— ] [ERn] = S weaoe <) [ e[ Ceea o)

Contacts +:Global Company Name m
View Roports: ContactLst | Address Labels

@ ore - ==

<<First Name>> <<Last Name>>

Contact Detalls. Website Map
irst First

Undated Email Nesced?....| Picture.

Postal Code: |Posial Coda.t Postal Code: |[Posial.Coda2

AP E o D )
It might be hard to see the text depending on how your
screen colors are set up. If you can't see your new field
label, highlight the field label “Preferred Customer”

and choose Format Painter from the Status Toolbar, and
highlight the new field that you just added. This will give
it the same formatting as the Preferred Customer field so
everything has a consistent format on your layout.

Then you can decide how you want to get more current valid email addresses
for the bounces. Here are some options:

1. You can resend all the bounced emails again in one month or more. This will
give time for those that bounced due to a full inbox one more chance to get
through. If you're marketing to teachers during the summer, don't resend
again until late August.

2.You can choose to call customers and let them know that you tried to send
the Monthly eNewsletter out as they requested, but the email address was
not valid. If they can give you a new one, that would be great.

3.You can send a postcard or letter to everyone in the postal mail to ask for
updated information. Make sure that you mail merge in the email address
that bounced, and provide a blank where they write in their current email
address or a link to your website or an email address where they can enter
their information.
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To print mailing labels for postcards or envelopes, follow these steps:

FileMaker Pro Advanced File Edit View Insert Format Records Scripts Tools Window Help 3
|®66 Business Productivity Solution - Contacts
: ®= = 5. Q 28
EI o \J Total Wnsorted) £s |20 =S
Records New Record Delete Record Find  Sort
| oo rom v GRS | (&
Contacts Big Mou

View Roports: CoriactLst | Add

i Scott Lightningfast
| Lightningfast Racing Co.

ContactDetalls | Website | Map
st Names [Soott
LastNama: [ Ligninngast
Phones: [406.555 4320 ~
Emait:  [scott35@ooldmai.com [ FileMaker Pro Advanced Help
Ti: [GEO
Gompany: [Ughinngast Racing Go
Wb
Notes: |Met at Moab Triathlon, May 2005 1 l
Font » 2
Size »
Style >
Addross | Rolatod Contacts | _Salos Ordors | Tasks Text Color 5
ManAcdess Types [Fome Theert 5
swoet [2mFmS
L L Sort Ascending
Sate: T Sort Descending
Postal Code: 58837 Sort By Value List »
| Swap Addrosses | Find Matching Records
1100 2= wrowse " Constrain Found Set | —
——— Extend Found Set
‘ Export Field Contents.. tc
ene Contact Address Labels (=]
i = !
— Total = =¥
Pages Save as PDF Print  Page Setup

e rrr—— T = e T e

Scott Ligntningest
12223 First St
Winitefisn, MT 53037

Dave Andrews
4468 Rivers-ge Ave
P3s0 Robles, CA 93446

Ryan Reaser
12223 First St
Winilefisn, MT 50037

Print

Printer: Photosmart C6200 series o

)
Presets:  Standard ]
FileMaker Pro | :!

Number pages from: 1

Print: : Records being browsed
@ Current record
: Blank record, showing fields as formatted .

(?) (_PoFv ) ( Preview ) ( Supplies... )

Find all the records that have the update
email field set to Yes. To do this, right click
on a record with Yes in the Updated Email
Needed field, and choose Find Matching
Records.

Click Address Labels, which is in the upper
right hand corner of the screen. And you'll
see the address labels on your screen ready
to send to your printer.

If they all look good, load Avery 5160
mailing labels in your printer, and choose
Print from the File menu. But don’t send
them to the printer just yet, there’s one last
setting you need to change so you can print
the entire page of labels instead of just one.

You will see a choice on the Print dialog
that says “Copies and Pages.” Choose
“FileMaker Pro” from this list.

Click Print. Then click the Continue button to
close the on-screen label report.

You should now have picture perfect labels ready to affix to postcards or

envelopes.
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Speaking of postcard and envelopes...if you'd like a little help with what to
write in the letter or postcard that requests an updated email address from your
customers, this text should help to get you started:

Dear <First Name>,

I’m writing because I tried to send you the Big Mountain Bikes
November eNewsletter this week, but the email address that I have
for you below doesn’t seem to work.

Email on File: <mail merge in email address here>

If you could take a quick minute and send me an email with your
updated contact information to tom@bigmountainbikes.com, I will be
sure to send you the email updates that you requested and nothing
more. I promise to never sell or share your information.

**Win an iPod for Updating Your Info**

Plus, if you respond before the end of the month, you’ll be entered
into a drawing for a new iPod Nano. You will be notified if you
won a new iPod via email so make sure you reply with a valid email

address.

Enter by sending me an email with your contact information to:
tom@bigmountainbikes.com

Thanks for being such a great customer <First Name>!

Happy Riding,
- Tom and all the gang at Big Mountain Bikes!
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9. Follow Up

We've already talked about following up with customers with “bounced” email
addresses, but following up with people who have received your email is just as
important as following up with those who haven't.

There are many ways to follow up with your recipients, including sending another
email, sending a postcard, and simply making a phone call.

1. Sending Follow Up Email: Just like print advertising and television
commercials, busy people need to see your offer many times before they
really start to consume it. We talked about how to send emails using the
email module that is part of the FileMaker Business Productivity, so all you
need to do is change the urgency of the message and subject line slightly to
something along these lines:

i. New Subject lines for Monthly Special Offer Follow Up emails:
Follow up Subject Line When to Send

Last Chance for Free Tune Up

Sent 2 weeks after first email
announcing the offer.

3 Days Left for Free Tune Up

Sent 3 days before offer expires.

Final Offer for Free Tune Up - Last Day! Sent 1 day before offer expires.

2. Sending a Follow Up Postcard: It's always good to complement your email

marketing tactics with paper-based mailers if you can afford it. And because
you can print mailing labels in FileMaker Pro just as easy as sending an
email, you'll just need to get the postcard printed, and you'll be ready to go.

. Pick up the Phone: This is always a touchy area so make sure you don't

violate the DO NOT CALL LIST laws, but one phone call to your customers
where you identify yourself, and let them know that they requested to be
sent email from your company but it's not getting through, will most likely
be appreciated. If they want to give you a new address over the phone, take
it. Or if you have to leave a message, have them call you back or visit your
website where they can enter new information.
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10. Refine or Repeat
What can you learn from your first email campaign? Here are some questions to
ask before you produce the next one.

1.What worked and what didn't?

2.Did you get the desired results?

3.Am | building relationships or are my messages ending up in Junk folders?

4.What did my customers think of my last email? Contact a few of them and
find out!

5.What can | do better next time?

6.Do | have new names to add to my database?

7.Do | have records that need to be updated?

Remember to continue refining your approach by learning from your own
experiences, your customers and others, and repeat these 10 easy steps as
needed to build a thriving email marketing program that keeps your customers
“opening and clicking” again and again.

Conclusion

Consistent communication with your customers takes a committed effort, but it's
not hard if you follow the steps in this guide to get started.

And when you're ready, you can learn more tips and tricks to help you further
refine your techniques through customer profiling, transactional marketing,
measurement of open rates and click rates, automation of bounceback and opt-
out processing, A/B testing, HTML emails, and more sophisticated database
modeling and mining.

Until then, you should have everything you need to start email marketing the right
way with the right tools so you can develop a successful program that strengthens
your relationships with your customers and builds their loyalty for years to come.

Other Email Marketing and Online Resources
Be sure to download a free 30-day trial of FileMaker Pro and the FileMaker
Business Productivity Kit at www.filemakertrial.com/bpk.

And don't forget to visit the FileMaker Small Business Web site for more valuable
resources to help build your business at www.filemaker.com/smallbusiness.
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You can also visit www.google.com and search on “email marketing” to find a

wealth of information on this topic. Hmm, maybe that's how you found this article

in the first place?

Additionally, here are a few sites that you should check out for more information.

* The FileMaker Trial website, where you can download a free 30-day trial of

FileMaker Pro, the Business Productivity Starter Kit, and more,
www.filemakertrial.com.

e VerticalResponse, a web-based email marketing service,
www.verticalresponse.com

e Information and privacy resources, www.privacy.org or www.truste.org

* Google.com, online search engine that sells keyword advertising,
www.google.com

e Direct Marketing Association, industry organization, www.the-dma.org

e Direct Marketing News, industry news and mailing lists available for
purchase www.dmnews.com

e Small Business Association, industry organization, www.sba.gov

e CAN-SPAM Act - a law passed to help protect consumers from
unwanted email. _
http://www.ftc.gov/bcp/edu/pubs/business/ecommerce/busé1.shtm

© 2010 FileMaker, Inc. All rights reserved. FileMaker is a trademark of FileMaker,

Inc. registered in the U.S. and other countries. All other trademarks are the
property of their respective owners.

AS AREMINDER, IT IS YOUR RESPONSIBILITY TO COMPLY WITH ALL APPLICABLE

LAWS AND REGULATIONS REGARDING EMAIL MARKETING.

THIS DOCUMENT IS DESIGNED TO PROVIDE GENERAL INFORMATION ABOUT

THE SUBJECT MATTER COVERED, AND FILEMAKER IS NOT ENGAGED IN

RENDERING ANY LEGAL OR OTHER PROFESSIONAL SERVICE. IF LEGAL ADVICE
OR OTHER EXPERT ASSISTANCE IS REQUIRED, THE SERVICES OF A COMPETENT

PROFESSIONAL PERSON SHOULD BE SOUGHT. MENTION OF THIRD-PARTY
COMPANIES OR SERVICES IS FOR INFORMATIONAL PURPOSES ONLY, AND

FILEMAKER ASSUMES NO RESPONSIBILITY WITH REGARD TO THE SELECTION,

PERFORMANCE OR USE OF THESE COMPANIES OR SERVICES.
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Appendix 1: Exporting and Importing
Contact Information

This Appendix contains step-by-step instructions that will help you get your
contact information into FileMaker Pro from popular programs, such as Microsoft
Excel, Microsoft Outlook, Microsoft Entourage, Palm Desktop, and Intuit
QuickBooks.

®  Microsoft Excel

®  Microsoft Outlook

* Microsoft Entourage
e Palm Desktop

e Intuit QuickBooks

Note: These instructions are provided for the current version publicly available at
the time of this writing. If your screens vary from the ones displayed below, please
reference your program’s User Guide for details on exporting data.

Additionally, if the product you're using isn't included in this list, please reference
the program'’s User Guide for details on exporting information to Microsoft Excel
(.xls or.xlsx), Comma Separated Values (.csv) or a Tab-delimited text (.txt) file. Then
follow the basic instructions below for importing contacts into FileMaker Pro.

Microsoft® Excel

FileMaker Pro can open Excel files directly, and create a brand new database from
your Excel file instantly without requiring you to export or import the information.
However, because we want to bring your existing Excel information into an
existing FileMaker Pro Contacts database, you'll want to follow the steps below.
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Importing Contacts from Excel into FileMaker Pro

806 Business Productivity Solution - Main Menu

o

FileMaker Business Productivity Solutiol

n

Big Mountain Bikes

Contacts

Email

Inventory

Select a Business Productivity
Solution module to:

» Manage Contacts

> Organize Inventory

> Process Sales Orders
» Track Projects

> Send Email
Projects Sales Orders
W _ FileMaker:
FieMakar Business Procuctity Soluion & 2000 Fiehisker . Versin 2561
1000 Browse 7
606 Business Productivity Solution - Contacts S)
T ) 15 & il Q, =i
Pl Q Baimones T 3, E
Records New Record Delete Record Find  Sort
Layout: Form View. o) | vewrs (T == | (4] [ esrLayous |
Contacts Big Mountain Blkes
View Roports: ContactList | Address Labels
@ hone
Scott Lightningfast
Lightningfast Racing Co.
ContactDetalls | Website | Map

First Nama: [Scott
LastName: |Ughininglast

Prons: |406.655-4320

Email 5, |scoll36@coldmalcom

Tite: [GEQ
Company: |Lightningfast Racing Co.
Websto:

Notos: (et at Moab Tiaion, My 2005

Main Address Type: [Home
Stroot: [12223 First .

Addross Related Contacts Sales Ordors Tasks

‘Second Address Type:
Stroot:

Busness
2250 Main 5t

Giy: st Ciy: [San Francisco
Sie: VT Sie: oA
Posial Code: 5837 Posia Coce: (57086
| Swap Addresses |
100 aed B Browse
Open File
] | [EIEEI] | ( |7 Contacts 4 ]
! Beth Nagengast'... Mame | Date Modified ¥
. B Contacts.xls 7/15/05
Q iDisk

3 Network
~§ Macintosh HD

__ Firefox -

ﬂ Desktop b

/\ Applications

“ Movies

é Music
|| Pictures

|5 Documents

Show: ' Excel Files | :}

( New Folder )

(" Remote.. )

4

Choose Contacts from FileMaker
Business Productivity Solution Main
Menu.

To do this: Open the file called
bps_Main_Menu that’s in the folder
called BPK_3.0 that came as part of
the FileMaker Business Productivity Kit
that you downloaded. (If you haven't
yet downloaded, please visit www.
filemakertrial.com/bpk)

Choose Contacts from the Main Menu,
and you will see an empty database
that's hungry for some names and email
addresses!

Choose Import Records from the File
menu, then choose File. Change the
“Files of type:” selection (on Windows)
or the "Show:” selection (on Mac OS)
to Excel Files (*.xIs or .xIsx) so you can
see all your Excel files. Browse to your
existing Excel file with the extension
(.xls or .xlsx) containing your names
and email addresses. Click Open, then
Continue.
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Import Field Mapping

Source: [Contacts.xIs] Sheet1

Target:

Current Table (‘Contacts")

Source Fields | | Target Fields

First Name = &
Last Name = %
Company = *

Phone Number = ¢

Email = [+

First Name
Last Name
Company
Phone 1
Email

[ =—]

Next you'll see a screen called “Import
Field Mapping.” This looks intimidating,
but if you simply go through each line
item to match up the field names from

k Address = ¢ Street 1
City=» ¢ City 1 . .
s ¢ a1 your Excel file on the left with the Target
Zip=h ¢ Postal Code 1
— # Title . . . .
3 e 1 field in FileMaker Pro on the right, you'll
— = Created By .
Recard 1 of 3 Amangeby: | asomimpororder 1) have your names imported flawlessly.
Import Actien Field Mapping
® Add new records = Import this field
S T — Den't import this field
& & = Match records based on this field
B I oeHsel % Target cannot receive data
Add remaining data as new records (_ Define Database... )
(2 Don't import first record (contains field names) G

i

Drag the arrows in the right hand column to matching
fields in the left column. Click on the arrow pointing

to the right if you don’t want to import that field to
FileMaker Pro. Be sure to match up the email address
field. It's towards the bottom of the list at the right. Note
that Postal Code 1 should be matched with your Zip
code if you're in the U.S.

eoe Business Productivity Solution - Contacts. o H [
| 27 R Then click Import, and Import again.
Br] o 1@ Aitimons () by b SR ,
Records ShowAll  NewRecord Delete Record find Sort You'll see a summary screen of the
topous [Fomview 7] | viewns =[] | [rreiew ] (28] [esecovon | .
Contacts Big Mountaln Blkes F reCOrdS that haVe been Imported.
View Roports: CortactList | Adcress Labeis  [I

T o Then, you'll see the records you imported

ComaDeals | Viete | tap on your screen. You can browse through

First Name: [Tom Ficture

LastName: |Fenstermacher

Phones:
Emai: g,
Tite:
Company:
Wabsite:
Notes:

4085558899
tom@smgalery.org
Owner

San Miguel Art Gallery

Mot at Moab Trathlon, May 2005

Addross.

Related Contacts

Sales Ordors: Tasks

Main Address Type:
stroot:

ciy

state:

Postal Gode:

Home.
2622 Fairfax Ave.
Giroy

A

95020

| swap Addnsses |

Secand Address Type:
stroot:

ciy

state:

Postal Gode:

100 LB Browse
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like icon in the upper left section of the
Status Toolbar.
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Microsoft® Outlook for Windows
Exporting Contacts from Outlook

Different from Excel files that you can import directly into FileMaker Pro, Outlook
files must first be exported into a format that can be read by FileMaker.

;IQILI‘ To export your Outlook names and email
File Edit View Favorites Took Actions Help

s - | B |25 X | v 5 - | ord o | SN addresses, first open Outlook and click

18 Open Norton Antispam (0% 7his 1= Spar (800 Ths f= ot Spern (3 Empty The Spam Fu\der|

Outlook Shortcuts Contacts

on Contacts to see all your Contacts on-

Al -Lea #
= = screen. Choose Import and Export from
-
E- : yoy@satoriabs . . .
— ST L < the File menu. From the list of choice of
E-mail: i — Kfrankel@uspe 9| . rf h ”
Export to The Timex Daka Link watc! f
Buzznt Tnport  YCARD file (k) Mike = actions to Pe orm, choose EXPOIT toa
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Import ce:Mail Archive H PN .
tleven oo o oy roga o Fle - s file” and click Next.
i Impart Internet Mal Accourt Settings = fr@scheio X
Deseript m
com,lt e e e e S S e e n
E-mal: Ry farden@attac — -
Com, M Y
E-mail ecky fobmster T
r
com, .
E-mail: T
cota, a < Back I Next > I Cancel
E-mail: l@ |
My Shorkets L
Gther Shorteuts | | ol T
56 Items.

Mail Delivery Error - click here /&, =

On the next screen, choose Comma

oo P e Separated Values (Windows) and click
Next.

Personal Folder File {.pst) LI

@l < Back I et » I Cancel
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Export to a File

Select Folder ko export From:

E@§ Personal Folders -
----- 4 Beth

0

----- SE1 Drafts

EI@ Inboz

My Attachments
£ Received Attachments J
-

5 Sark Ak achmanke

< Back I et » I

Cancel |

Save exported file as;

Erowse ... |

I OublookExportl, csw

@l < Back I Meut > I

Cancel |

Be sure that you know what the file is named and where
it's being saved, so we can go get it shortly.

Export to a File

The following actions will be performed:

Map Custom Fields ... |

Export "Contacts” from the "Contacts” folder

This may take a few minutes and canmot be canceled.

Cancel

@ <Back [ Finish |

Then, choose the Contacts folder that you
wish to export.

Then give the file any name, such as
OutlookExport1.csv and Click Next. If you
choose the Browse button, you can save
the .csv file anywhere you want.

If everything looks good to you, click
Finish.

The Contacts will be exported from
Outlook to a file format that can FileMaker
Pro can import.
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Importing Contacts from Outlook into FileMaker Pro
To import the .csv file containing your Outlook Contacts, follow these steps:

866 Business Productivity Solution ~ Main Menu o Choose Contacts from FileMaker BuSineSS
o oo o
Contacts To do this: Open the file called

bps_Main_Menu that’s in the folder
called BPK_3.0 that came as part of
the FileMaker Business Productivity Kit
that you downloaded. (If you haven't

Select a Business Productivity
Solution module to:

Inventory » Manage Contacts
» Organize Inventory

Email

> Process Sales Orders
» Track Projects

» Send Email
progects Salos Ordore yet downloaded, please visit www.
filemakertrial.com/bpk)
W _ FileMaker:
100 oo P Browse 4
006 i Business Pruuum;v So\u(mn;:unla((s . o Choose Conta cts from the Main Menu,
1o @ T wnsonea 2 ER Q, Bl .
Records New Record Delete Record Find  Sort and you WI/I see some Samp/e Contact
T —— 7] | vewrs EI =T | (28] (s o
Contacts Big Mounain Bikes records that you can delete later.
View Reports: ContactList | Addrss Labels
@ ome

Scott Lightningfast
Lightningfast Racing Co.

ContactDetalls | Website | Map

First Nama: [Scott
LastName: [lghiningiast

Phones: |408.655-4320

Emai 3, |soot36@ooldmailcom

Tie: [CEO
Company: |Lightningfast Racing Co.
Websto:

Notes: (et at Moab Triahion, May 2005

[~ svep aroses —|
100 .M Browse 4
Open File Choose Import Records from the File
(= =m) [ HowToEMail =) menu, then choose File. Change the “Files
B Beth Nagengast'..| | Name & Date Modified of type:” selection to Comma Separated
@ Disk OUTLOOK1.BMP 11/29/05 T FI % % ” Th b
N . Outlook2.bmp 11/29/05 ext Files (*.csv, *.txt). en, browse to
letwor!
OUTLOOK3.BMP 11/29/05 .
= acintash HD outiookd bmp 1126705 your .csv file called OutlookExport1 or
[} Firefox - OUTLOOKS BMP 11/29/05 whatever name you chose above and click
BETH NAGENG = outlook8_tiff 11/29/05
A OutookExportlesy  11/29/05 | Open.
E Desktop Palm1.tiff 11/10/05
/A Applications Palma2 tiff 11/10/05
Palm3. tiff 11/28/05
[y Movies i
Palmé.tiff 11/10/05
& Music readytosend L.tiff 11/28/05
[ Pictures WriteEmail L.tiff 11/28/05
Y Documents wiritaamail? tiff T1IRING :
Show:  Comma-Separated ... IC] (" Remote.. )

(" New Folder |

N S

4
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Import Field Mapping

Source:  QutlookExportl.csv Target: | Current Table ("Contacts’) =)
Source Fields | | Target Fields
Title — &
First Name=p & First Name 0

Middle Name — ¢
Last Name=p # Last Name
Suffix — ¢
Company=p ¢ Company
Department —
Job Title=b # Title
Business Street=p * Street 1
Business Street 2 — #
Business Street 3 — *

Business City=p # City 1 3
Record 1 0f 57 Arrange by: | custom import order B3
Character Set: Macintosh v ]
Import Action Field Mapping
@ Add new records = Import this field
— Don'timport this field
Updat: ting records in found set
= Match records based on this field
Update matching records in found se & T it

1 Add remaining data as new records ( Manage Database... )

(Cancel)

Kl

] Don't import first record (contains field names)

Click on the arrow in the right hand column to move
fields on the right to match with fields on the left. Click
on the arrow pointing to the right if you don’t want to
import that field to FileMaker Pro. Be sure to match up
the email address field. It's way down at the bottom of
the list at the left.

866

Business Productivity Solution - Contacts o

32/ 41 & 13 E Q a

L@ 2 & T Q, &f

Records ShowAll  NewRecord Delete Record find  sort
A R T T — ] =T
onta Big Mo B }

Tom Fenstermacher
San Miguel At Galery

Contact Details Website. Map

First Name: [ Tom Picwre
Last Name: |Fensiormacher
Phones: |408.555-6895
Emait 3 |om@smgallery org Yes
Tt |G
Company: |San Miguel At Gallery
Websio:
Notes: [Miet a Maah Triathion, My 7005

Addross Related Gontacts Sales Orders Tasks

Main Address Type: [Home. Socond Address Type:
Sweet (2022 FaifaxAve Street
oy [Gwoy city:
Sste: [CA

Postal Code: (95020

|__swap Addrosses |

stata:

Postal Code:

Your imported records should look similar to this
with information from Outlook contained in all the
corresponding fields in FileMaker Pro.

Next you'll see a screen called “Import
Field Mapping.” This looks intimidating,
but if you simply go through each line
item to match up the field names from
your Outlook file on the left with the Target
field in FileMaker Pro on the right, you'll
have your names imported flawlessly.

Then click Import, and Import again. You'll
see a summary screen of the records that
have been imported.

Then, you'll see the records you imported
on your screen. You can browse through
the records by clicking on the book-like

icon in the upper left section of the Status
Toolbar.
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Microsoft Entourage for Mac
Exporting Contacts from Microsoft Entourage

Entourage files must first be exported into a format that can be read by FileMaker
Pro. To export information from Entourage, follow these steps:

'8(83 8Enwurage Iﬂg Edit View Contact ‘:-.u \B. L(Toobs Window Help # & 5‘ To export your Entourage names and
Project Gallery... 11 38p dress Bool
=] e ! Wrag Grim T = Categories X rojecs - email addresses, first open Entourage and
5a | |2z Open Contact *0 | ame contans 8 oo s . .
g { o oo == e click on the Address Book icon to see all
Eool { T O » 4
IE J = * o your Contacts on-screen. Choose Export
| L=l | il i .
s Tats | B oot W from the File menu.
|4l Hide Views | Irasch@fllemaker.com work
m Impor[... lEaHmDEcrcq‘fFHemakEr.CDm :::}:‘
5 acress ook VIMEI\;'n@vﬂemaxarmm personal
Share a Project uchiolz @ flemaker.com Personal
Subscribe to a Project... Fr";’ngk
C3p  fecl.com Friends x
sp HED@z0LCOM - Family i 52
enon Export On the Exports screen, choose the first
Export @ radio button that says, “Export contacts
=

to a tab-delimited text file.” Click the right
arrow to continue.

Would you like to do? [

e Expaort contacts to a tab-delimited text file

—~

\_ Export items to an Entourage archive
Items that are in the

Items that are in the

*) All items

Archive the following item types:
‘j Ma \f Contacts
1/ Tasks 1/ Motes

Note: You can alse export Entourage items by dragging them to the
Desktop. For more information, see Entourage Help.

To continue, click the right arrow.

4/ 1[p]

Save On the next screen, you'll see that the
Save Exported Contacts as: name Contacts Export.txt has been
Save As: Contacts Export.txt B

chosen as the name of the exported file.
(77 (=@ [ poments ™ " You can leave this as is, or chose another

& Date Modified name and location.

!\ Beth Nagengast'... I
g iDisk

) Network

3 Macintosh HD

0

__ Firefox -

[ Desktop i

/5. Applications
'ﬁ Mavies
& Music

[ Pictures
usinesstracker.gif

(" New Folder ) ( Cancel ) @
&

Be sure that you know what the file is named and where
it's being saved, so we can go get it in a few minutes.
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enn Export The Address Book data will then be

exported from Entourage to a file format
Export Completed
@ that FileMaker Pro can import. Click Done.

Entourage has finished exporting your data.

Importing Contacts from Entourage into FileMaker Pro
To import the .txt file containing your Entourage Address Book data, follow these
steps:

806 Business Productivity Solution - Main Menu o Choose COntaCtS from FileMaker Business

Big Mountain Bikes
FileMaker Business Productivity Solution

Productivity Solution Main Menu.
To do this: Open the file called bps_Main

Contacts Menu that’s in the folder called BPK_3.0
sotcta Business Procuctiy that came as part of the FileMaker Business
Emai Inventory e corts Productivity Kit that you downloaded. (If
Emofpslwm;z you haven't yet downloaded, please visit
- Sonarat www.filemakertrial.com/bpk)
Projects Sales Orders
W _ FileMaker:

Floiaker Business Productivty Soluon © 2000 FisMaker In

1004l Browse. 4
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606 Business Productivity Solution - Contacts o
T 1@5 Q 2t
B ] o @ T msonen : T q gf
Records New RecordDelete Record Find  Sont
Layout: (Form view =) | viewss: [T ] | (28] Cesitiarout |
Contacts Big Mountain Blkes

View Reports: ContactLit | Addross Labols

@ o )
Scott Lightningfast
Ughtingtes Racing Co
ContactDetals | Websta | Map
Frstame: [seot
LastName: [Ligningast
Pnonce: 408.555 4320
Emai g, [sooiEB@osmaleom
e (o0
Gompary: | Lhiningas Fecng Go
Websic
Noto: [Vt ot ioa i, Wy 2005
Addross | Rolotod Contacts | Salos Ovdors | Taske
Wi Acares Type: [Forme Second Acdress Type: [Busioss
St (12923 Foi St St [280an S
oiy: ot oty: [San Fansco
State: [MT State: [CA
—— [————
| Swap Addresses |
100 2 Browss
Open File
(«]») Em) "7 HowToEMail 3
B Beth Nagengast'... | Name 4| pate Modified
- Dk OUTLOOK1.BMP 11/29/05
; Outlook2.bmp 11/29/05
Hewwork OUTLOOK3 BMP 11/29/05
| Macintosh HD Outlookd.bmp 11/29/05
_ Firefox a OUTLOOKS.BMP 11/29/05
BETH NAGENG = outlooks tiff 11/29/05
R B OutlookExport1.csv 11/29/05
{l Desktop Palm1.tiff 11/10/05
A, Applications Palm2.tiff 11/10/05
i Movies Fa\mit!tf 11/28/05
) Palma.tiff 11/10/05
& Music readytosend 1.tiff 11/28/05
[T} Pictures WriteEmail 1.tiff 11/28/05
':I Documents wiritaamail? riff 11128108 +
[ v

Show: Comma-Separated ... l:] (" Remote... )

F

—
( Cancel )

[ New Folder )

N
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Choose Contacts from the Main Menu, and
you will see some sample contact records
that you can delete later.

You may have also already imported or
added some names to this database, and
that’s ok too. Importing more records will
simply add names to your database and
not overwrite contacts already in your
database.

Choose Import Records from the File
menu, then choose File.
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Open File
) ' | Documents ?—H

B Beth Nagengast'.. S A | Date Modified ¥
g ik . Microsoft User Data Today m

1S

E Contacts Export.txt Today

9 Newwork How to Start eMarketingl.1 Today
—| Macintosh HD » [F NapaStuff Todav

Firefox a VRexcerpts.doc 3
- Nurture Emai
{3 Desktop ]
'A_ Applications
'ﬁ Movies
& Music

[ Pictures

Show:  Tab-Separated Text.. B:

{ New Folder ) Cancel ) @
4
Import Field Mapping
Source: Contacts Export.txt Target: | Current Table ("Contact M: }%]
Source Fields | | Target Fields |
First Name=p # First Name
Last Name = # Last Name m
Titlep # Title
Suffix — #
L3 Nickname — #
Company = # Company
Job Title — ¢
Dept — #
Work Street Address — # Notes
Work City — # City 1
Work State — # State 1 4
Work Zip — # Postal Code 1 v
< Record 1 of 29 Arrange by: | custom import order }H
Character Set: | Macintosh v
Import Action Field Mapping
® Add new records = Import this field
— Don't import this field
O o =
Update existing records in found set
:_\/ = g = Match records based on this field
(_ Update matching records in found set % Target cannot receive data
__! Add remaining data as new records Manage Database...
= " : = S—
_I Don't import first record (contains field names) s N
» (et i)
A

Click on the arrow in the right hand column to move
fields on the right to match with fields on the left. Click
on the arrow pointing to the right if you don’t want to
import that field to FileMaker Pro. Be sure to match up
the email address field. It's way down at the bottom of
the list at the left.

Change the “Show” selection to “Tab
Separated Text.” Then, browse to your .txt
file called EmailExport1 or whatever name
you chose above and click Open.

Next you’'ll see a screen called “Import
Field Mapping.” This looks intimidating,
but if you simply go through each line item
to match up the field names from your
Entourage AddressBook file on the left
with the Target field in FileMaker Pro on
the right, you'll have your names imported
flawlessly.
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6066 Business Productivity Solution - Contacts o Then CliCk Impor‘t, and /mport- again’ YOU/II

O i ) EF EE Qg
R:(oms‘ S‘nnwAI\ New Record  Delete Record Find  sort . see a summary screen ofthe records that
Ce—— e —
Contacts Blg Mountaln Blkes (| have been impon‘ed.
View Raports: ConctLt | Adtoss Labeis |
1
@ hone - | = [ |
Tom Fenstermacher | Then, you'll see the records you imported
San Miguel Art Gallery 1
ot ets [N | onyourscreen. You can browse through
S | the records by clicking on the book-like
Email: (3, [tom@smgallery.org Yes 1 . . .
e | icon in the upper left section of the Status
e | Toolbar.
[ oerriun ] }
1
|
o v
[t | :
100 and B Browse i

Your imported records should look similar to this with
information from Entourage Addresses contained in all

the corresponding fields in FileMaker Pro.

Palm Desktop - exporting steps may vary between releases of Windows and Mac
versions of Palm Desktop so please see your Palm Desktop documentation if these
steps don't match your software. These steps were created using Palm Desktop
4.2.1 for Mac OS.

Exporting Contacts from Palm Desktop

Palm Desktop addresses must first be exported into a format that can be read by
FileMaker Pro. To export your names from the Palm Desktop Address Book, follow
these steps:

' How to Start Email Marketing in 10 Easy Steps 39



.

£ - - .
& Palm Desktop BilEW® Edit View Create
vl & | e
Open... #0
New Address  Addresses | no A
P00 0 Addre  Close Window  36W |
view  All Addre . ] Close File bw Al
| Save a CGIJY E
[#][#] [#] Full N el
] [7 Ramonat  Merge... 087...
| 730
[T Quicken I {in1}
] [T KenRea 82
[ Schwaba .
] ™ vickivan Print... 3P 342
Export: Palm Desktop
Choose a name and location to export to.
Save As: ContactsfromPalm B
Where: ' | @ Documents e ) &
Module: Addresses l--33
Items: All 48 Addresses |—H ( Columns... )
Format: Tab & Return '-:'] Export Al celumi
( Cancel ) @

Be sure that you know what the file is named and where
it's being saved, so we can go get it in a few minutes.

How to Start Email Marketing in 10 Easy Steps

To export your Palm Desktop addresses,
first open Palm Desktop and click on
Addresses to see all your Contacts on-
screen. Choose Export from the File menu.

On the Exports screen, choose a name for
the exported file and a location where it
will be save. For this example, we're using
the name “ContactsfromPalm” and saving
it in the “Documents” folder, but you can
choose any filename or location you want.
Then click OK, and the addresses will

be exported from Palm Desktop to a file
format that FileMaker can import.
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Importing Contacts from Palm Desktop into FileMaker Pro
To import the .txt file containing your Entourage Address Book data, follow these

steps:

866

Business Productivity Solution - Main Menu

FileMaker Business Productivity Solution

Big Mountain Blkes

Contacts

Email

Projects

Inventory

Sales Orders

Select a Business Productivity

Solution module to:
» Manage Contacts

» Organize Inventory

> Process Sales Orders
» Track Projects

> Send Email

W _ FileMaker:

1000l Browse.

FloMaker Business Productivty Solon © 2000 Fiehaker Inc. Version 251

X X5) Business Productivity Solution - Contacts
B Q5 #® Q =t
T | e £ Q &
Records New Record Delete Record Find  Sort
T B = B () i
Contacts Big Mountain Blkes

View Reports: CoriactList | Addross Labols

@® rare

Scott Lightningfast

Lightningfast Racing Co.

ContactDetais | wensie | Map
Frsame (St
ot name g
erone: 108558 4320
e 5 [scotos@ootimatcon
e G0
Conpany: g Rasira Go
e
Notes: et e Trn ey 205
Adiress | Roted Gonacts | saiesordors | Tasks
Wain Arss Ty Fomo Socond Acrss Ty [
svoer 122237 St seoes
oy Gy [5a
State: [MT swate: [CA
st Cae 5537 ot Cate: (57855
|

100 2B Browse
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Choose Contacts from FileMaker Business
Productivity Solution Main Menu.

To do this: Open the file called bps_Main
Menu that’s in the folder called BPK_3.0
that came as part of the FileMaker Business
Productivity Kit that you downloaded. (If
you haven't yet downloaded, please visit
www.filemakertrial.com/bpk)

Choose Contacts from the Main Menu, and
you will see some sample contact records
that you can delete later.

You may have also already imported or
added some names to this database, and
that’s ok too. Importing more records will
simply add names to your database and
not overwrite contacts already in your
database.
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Open File
[a]»] EE\DII‘ | | Documents }—:—j
| I
! Beth Nagengast'... = T — ) EJ)?:egllngfmed =

Q iDisk

9 Network

l Macintosh HD

| Firefox = gmtLandingPage.doc ]
Export.txt 11/10/05

pdf 6/7/05

m Desktop 3
.-/A: Applications

Ly Movies

é Music

|| Pictures

" a Documents

Shew: Comma-Separated ... B:

(" New Folder ) ( Cancel ) @
4

Import Field Mapping

Source: ContactsfromPalm Target: Current Table ("Contact Managem... }ﬂ
Source Fields | | Target Fields |
First Mame =p ¢ First Name
Last Mame = # Last Name m
Mickname — # LS
Prefix — #
Suffix — #
Title = # Title
Company — * Company
Division — #
Address 1 Label — # Address 1 Type
Street 1 (Line 1) — # Street 1
Street 1 (Line 2) — # State 1 ry
City 1 — # Created By H
Record 1 of 49 Arrange by: | custom import order }%‘]
Character Set: Macintosh .
Impart Action Field Mapping
@ Add new records = Import this field
3 Updats i d found set — Don't import this field
ate existing records in found se
: L= 2 = Match records based on this field
{_) Update matching records in found set % Target cannot receive data
| Add remaining data as new records (" Define Database... )
= a - = —
Don't import first record (contains field names) €c 1)
— ance

Click on the arrow in the right hand column to move
fields on the right to match with fields on the left. Click
on the arrow pointing to the right if you don't want to
import that field to FileMaker Pro. Be sure to match up
the email address field. It's way down at the bottom of
the list at the left.

4

Choose Import Records from the FileMaker
File menu, and then choose File.

Change the “Show” selection to “Tab
Separated Text.” Then, browse to your .txt
file called “ContactsfromPalm” or whatever
name you chose above and click Open.

Next you'll see a screen called “Import
Field Mapping.” This looks intimidating,
but if you simply go through each line item
to match up the field names from your Palm
Desktop Addresses on the left with the
Target field in FileMaker Pro on the right,
you'll have your names imported flawlessly.
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606 usiness Productivity Solution - Contacts S)
g 3241 = 5 15 o 24
o () Found (nsorey £ 2 E= e =L
Records Show Al New Record Delete Record Find  Sort
o (romven ] | vewrs [N =) | [_reien ] (20 [ |
Contacts Big Mountain Bikes
ViewRoports: ContactList | Addross Labis |
Tom Fenstermacher
San Miguel Art Gallery
=T
Yes
Company: [San Mguel A Gallery
Webste:
Notes: (ot at Nioab Triaihion, May 2005
Sales Ordors | Tasks
Second Acdress Type:
st
ciy:
siate: J
PosalCode: 05020 Postal Code:
100 4B Browse 7

Your imported records should look similar to this with
information from Palm Desktop Addresses contained in
all the corresponding fields in FileMaker Pro.

Intuit QuickBooks
Exporting information from QuickBooks

Then click Import, and Import again. You'll
see a summary screen of the records that
have been imported.

Then, you'll see the records you imported
on your screen. You can browse through
the records by clicking on the book-like
icon in the upper left section of the Status
Toolbar.

QuickBooks lets you save information to a text file that can be imported by
FileMaker Pro. You can save your report or list of contact items to a tab-delimited
text file. To export your QuickBooks contacts to a file readable by FileMaker,

follow these steps:

1. Display the contact list that you want to save.

2.From the File menu, choose Save as Text (the menu item name will include
the type of item you are saving, like Save List as Text).

3. Enter a name for the file, and choose the folder where you want to save the

document.
4.Choose the Tab text-delimited format.
5. Click Save.
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Importing Contacts from QuickBooks into FileMaker Pro
To import the tab-delimited .txt file containing your QuickBooks Contact List, follow

these steps:

806 Business Productivity Solution - Main Menu

o

FileMaker Business Productivity Solution

Contacts

Email

Projects

Inventory

Sales Orders

Select a Business Productivity
Solution module to:

» Manage Contacts

» Organize Inventory

> Process Sales Orders
» Track Projects

> Send Email

W _ FileMaker:

1000l Browse.

FloMaker Business Productivty Solon © 2000 Fiehaker Inc. Version 251

806 Business Productivity Solution - Contacts o
18 b4 o 2%
i o O Totas wnsoniesy £ i Q, &

Records New Record Delete Record Find  Son
T a—— ] = BT () Cesnioms )
Contacts

View Roports: Coriac List | Addross Labels

@ ome

Scott Lightningfast
Lightningfast Racing Go.

Contact Detalls | Website | Map

First Name: [Scoit
Last Name: [Lighiningfast
Phones: [406-555-4320
Emai (3 |scot35@coldmail.com
Tite: [CEO

Company: |Lightningfast Racing Co.
Wabsia:
Notes: [Mot at Moab Triathion, May 2005

Addross Related Contacts Sales Ordors

Tasks

Main Address Type: [Home.

City: [Whitefish
state: [T

Postal Code: 55837

| svap Adcrosses |

Stroot: [12223 First St

‘Socond Address Type:
Stroot:

ciy:

state

Postal Code:

Business
2290 Main 5t
San Francisco
el
B

100 2 B] Browse

Choose Contacts from FileMaker Business
Productivity Solution Main Menu.

To do this: Open the file called bps_Main
Menu that’s in the folder called BPK_3.0
that came as part of the FileMaker Business
Productivity Kit that you downloaded. (If
you haven't yet downloaded, please visit
www.filemakertrial.com/bpk)

Choose Contacts from the Main Menu, and
you will see some sample contact records
that you can delete later.

You may have also already imported or
added some names to this database, and
that’s ok too. Importing more records will
simply add names to your database and
not overwrite contacts already in your
database.
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Open File
[«]»]) [EIEEI]' ' | Documents )
B Beth Nagengast’ I T e 4| Date Modified =

@ ipisk
% Network
=i Macintosh HD

__ Firefox s

m Desktop
o Applications
'ﬁ Movies

é Music

;J Pictures

B SIE)

Show: Comma-5Separated ... B:

(" New Folder )

Import Field Mapping

( Cancel ) @
~4

%

Source: ContactsfromPalm Target: | Current Table (“Contact Managem.. 'ﬂ
Source Fields | | Target Fields [
FirstName = ¢ First Name
Last Name=p # Last Name m
Nickname — # k
Prefix — #
Suffix — #
Title=p ¢ Title
Company — ¢ Company
Division — #
Address 1Label — ¢ Address 1 Type
Street 1 (Line 1) — ¢ Street 1
Street 1 (Line2) — ¢ State 1 a
City 1 — ¢ Created By +
E Record 1 of 49 Arrange by: | custom import order |+]
Character Set: | Macintosh :
Import Action Field Mapping

@ Add new records
(0 Update existing records in found set

(&) Update matching records in found set

| Add remaining data as new records

I Don't import first record (contains field names)

=

£

Import this field

Don't import this field

Match records based on this field
Target cannot receive data

(" Define Database... )

(" Cancel ) @

Click on the arrow in the right hand column to move
fields on the right to match with fields on the left. Click
on the arrow pointing to the right if you don‘t want to
import that field to FileMaker Pro. Be sure to match up

the email address field. It's way down at the bottom of

the list at the left.

4

Choose Import Records from the FileMaker
File menu, and then choose File.

Change the “Show” selection to “Tab
Separated Text.” Then, browse to your .txt
file with the name you chose above and
click Open.

Next you'll see a screen called “Import
Field Mapping.” This looks intimidating,
but if you simply go through each line item
to match up the field names from your
QuickBooks List on the left with the Target
field in FileMaker Pro on the right, you'll
have your names imported flawlessly.
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eo0e Business Productivity Solution - Contacts o
[«3r] = 5241 5 £ £ 15 o, 2
o = FoundWnsore) LS g = =, &
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Your imported records should look similar to this with
information from QuickBooks contained in all the
corresponding fields in FileMaker Pro.

Then click Import, and Import again. You'll
see a summary screen of the records that
have been imported.

Then, you'll see the records you imported
on your screen. You can browse through
the records by clicking on the book-like
icon in the upper left section of the Status
Toolbar.
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