Instructions for doing selections in CIVICRM
Log into the AMURT website, go to fundraising, find a contact
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Use the Search Criteria form to find contacts by name, type of contact, group membership, tags, etc. You can then view o edit contact details, print a contact list, assign
tags, export contact data to a spreadsheet, etc.

Search Criteria

Find... [individuals in [ Newsletter Subscribers

Tagged [-anytag-

Name

To search by first AND last name, enter 'lastname, firstname’. Example: 'Doe, Jane'.For partial name search, use “epartialname’ (%'
equals 'begins with any combination of letters').To search by email address, use Advanced Search.
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Found 96 contacts
« Contact Type - 'Individual’ ... AND .
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+ Group Status - "Added"”
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You can do a simple search for all newsletter subscribers using criteria as shown above. However, you also want to exclude people with no email addresses – thee people should be marked as “DO NOT EMAIL”.

To exclude these people choose to email all 96 contacts as in the window below:-
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Use the Search Criteria form to find contacts by name, type of contact, group membership, tags, etc. You can then view o edit contact details, print a contact list, assign
tags, export contact data to a spreadsheet, etc.

Search Criteria

Find... [individuals in [ Newsletter Subscribers

Tagged [-anytag-

Name

To search by first AND last name, enter 'lastname, firstname’. Example: 'Doe, Jane'.For partial name search, use “epartialname’ (%'
equals 'begins with any combination of letters').To search by email address, use Advanced Search.

» Advanced Search

Found 96 contacts
« Contact Type - 'Individual’ ... AND .
+ Member of Group IN Newsletter Subscribers ... AND ...
+ Group Status - "Added"”
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This will then try to email all the contacts directly from CiviCRM as follows – NOTE – the do not email contacts have been automatically excluded from the list!

[image: image3.png]Find|Gontacis || AMURT UK Mozilla Firefo

Ble Edt Vew Hgtory delidous Toos CobrBindext Hep

() M W ael [ oo amrt org kv jcontacsearenpasic g Emai dspay=truesiafey =515 3520e332500de056e38 1690 [ [x e - @ [aepdr

M PlesksLt B

] vordeome

word

% &0 [8]~| o (2897 unreac) vanoo! Mat, obLu... * |1 Find Contacts | AMURT UK x

ASI¥ouTube || Progress User Conf:

B | Transeton: -

Plesk 8.1.1 [

New Blog Post
New HTML Page
Fundraising
Logout

‘my account

@

iviCRM

CiviCRM Home
Find Contacts
Manage Groups

) Contact Search

Search

» Advanced Search
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Save

Admin _

From "jyotirmaya hull-jurkovic"

hulljurkovic@yahoo.co.uk>

Recipient(s) "Amma Addai" <ammaaddai@hotmail.com>, "Brij Agarwal” <brij.agarwal@credit-suisse.com>, "Eleanor
Agozino” <eleanor.agozino@gmail.com>, "Reda Allam" <rallam@dsc.org.uk>, "Michelle Allmark”

<mish@ignitemarketing.co.uk>, "Bryan Alvey" <bryan.alvey@blueyonder.co.uk "

amevor@centerprisetrust.org.uk>, "Paul Ansah" <PP.ansah@ntlworld.com>, "Erik Azzopardi" <azzopardis@yahoo.com>,
onnuala Baiden” <finnbo@gmail.com>, "Novenka Bailey" <princessbluetish@gmail.com>
<alfredbanaman@hotmail.com>, "Mel Barton" <bartonmel@yahoo.co.uk>, "Karen Bates" <karen@mandabates.freeserve.co.uk>,
"Abla Benjelloun" <177099@soas.ac.uk>, 'S Bentel" <saboura@gmx.de>, "Alex Bourke" <alexbourke@aol.com>, "Alfredo Broccolo”
<balf@email.it>, "Morgan Brown" <adokweibrown@msn.com>, "Emma Chappell" <em-chappell@hotmail.com>, *Atique Choudhury”
<atique@yumyum.co.uk>, "Khaleda Choudhury" <maggie_30@hotmail.co.uk>, "Maria Christoforou" <mariacy@gmail.com>, "Jupiter
Cormier" <jupitercormier@yahoo.co.uk>, "Dada Daneshananda " <daneshananda@gmail.com>, "Pankaj Daga"
<pankaj.daga@gmail.com>, "Ella Davies Oliveck" <callumthegreat@hotmail.com>, "Laura De Kock" <lauradekock@hotmail.com>,
"Carmen Dorado Luna" <goldenmooni@hotmail.co.uk>, "Aloka Dorofejeva" <oli.bala@mail.ee>, "Kirsty Gallacher”
<kirsty@traviso.org>, "Louisa Gibbs" <zclsc08@ucl.ac.uk>, "Echo Godfrey-Simson" <echorules_3338@yahoo.com>, "Margaret
Gozo-Hill" <mgozohili@aol.com>, "Julian Green" <julianalexander@hotmail.com>, "Rachel Hankey" <rachelhankey@hotmail.com>,
"Leo Hardt" <fat_man_x@hotmail.com>, "Stephanie Henderson" <stephanie.henderson@ashurst.com>, "Danny Hil
<dannyhill1@gmail.com>, "Alice Howard" <phoward@beeb.net>, "Gregg Hutchings" <gregghutchings@yahoo.com>, "jyotirmaya
hull-jurkovic” <j.huiljurkovic@yahoo.co.uk>, "Gary Jacobs" <CXR79@yahoo.com>, "Dada Jyotirupananda’ <newren@gmx.co.uk>,
"kalyanii@gmx.net" <kalyanii@gmx.net>, "Fateu Kantara" <fkantara@epping-forest.ac.uk>, "Sefian Kasem”
<sefian.kasem@hsbcib.com>, "Malcolm Kirsh" <malcolmkirsh@onetel.com>, "Natalie Lacey" <natalielacey@hotmail.com>, "Leena
Lauji" <leena_lal@hotmail.com>, "Camilla Loewe" <ebones@blueyonder.co.uk>, "green man" <dreadchefadam@yahoo.co.uk>,
"Riyo Matsutani" <riyo07192000@yahoo.co.jp>, "Ailsa McDonald" <ailsamcdonald@yahoo.co.uk>, "Beth Murphy"
<beth.murphy1@gmail.com>, "Simon Nash' <simon@ignitemarketing.co.uk>, "Nina Neeteson" <177316@soas.ac.uk>,
"newren@gmx.co.uk” <newren@gmx.co.uk>, "Gloria Nyaho" <ganyaho@ghanainternationalairlines.com>, "Evangelist Peter
Okirigwe" <pokirigwe@yahoo.com>, "Ruriko Omoto" <fawkes115e@hotmail.com>, "Ola Otiti" <o_otiti@yahoo.co.uk>, "Bumni
Otubushin" <bunmiotubushin@hotmail.com>, "Bob Pamlin” <bob.pamplin@btconnect.com>, "Kirti Patel” <kurt3@breathe.com>,
"Antoinette Patou" <antant@breathe.com>, “Paulo Pires" <pauloalhavat@hotmail.com>, "Nicola Polmans"
<npolmans@hotmail.com>, "premasagar@gmx.net” <premasagar@gmx.net>, "Lisa Preti" <lisa.preti@hotmail.com>, "Mark
Rudland” <markrudland@hotmail.com>, "Calum Russell" <calummmm@yahoo.com>, "Sanjaye " <schady20@hotmail.com>,
"Maysoon Sawaged’ <maysoon_sawaged@hotmail.com>, "Allison Scott Allaw" <ndolasky@hotmail.com>, "Anna Semotanova”
<aminchko@hotmail.com>, "Anand Shivalanka" <anand@shivalanka.com>, "Lakshmi Shivalanka" <lakshmi@shivalanka.com>,
"Hardeep Singh" <omega23@email.com>, "Vikalp Singhal" <vikalp_singhal@yahoo.com>, "Mirjam Smith"
<mimsmith_uk@yahoo.co.uk>, "Alexandra Sore" <alexandrasore@yahoo.co.uk>, "Callum’Strangecroft”
<callumthegreat@hotmail.com>, "sumatibrekke@gmail.com" <sumatibrekke@gmail.com>, "tashahorn69@hotmail.com"
<tashahorn69@hotmail.com>, "Karen Thomson" <karen.thomson@yahoo.co.uk>, "David Tredinnick” <david.tredinnick@virgin.net>,
"Fabio Venuti" <fabiovenuti@yahoo.com>, "Lukas Warcholik" <umeeshh@gmail.com>, "Paul West" <paul@ignitemarketing.co.uk>

Subject *

Message

Number of selected contacts: 96
Email will NOT be sent to 6 contacts.
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This is NOT the ideal way to send messages, because the email message box is limited (although you can write HTML code in there is you know how. Also, you cannot add attachments and the address this email is coming from will be your personal address. However, an automatic record of the mailing will be put on their Civicrm records.

A better way to mail out to these people is to use your email client, and copy and paste the list into the BCC field (so no-one else sees the other recipients)

To do this:-

1. Setup an email account with the following settings:-

a. Send Mail Server – SMTP.amurt.org.uk

b. Receiving Mail Server – POP3.amurt.org.uk

c. Username: -news@amurt.org.uk
d. Password: satsaunga

e. Reply to: ask@amurt.org.uk

f. Retrieve all  messages from server and do not leave messages on server

2. Create Email:-

a. Copy list into BCC field

b. Put news@amurt.org.uk into the “to” field

c. Make sure thyat any attachments you apply to the mail are no larger than 300K – and should be in a PDF format

d. You can create PDFs for free using cute pdf, http://www.cutepdf.com/Products/CutePDF/writer.asp
e. Send out the mailing

3. Now write a record back to these people’s profiles to say they were mailed...

a. Write a new activity for all records
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b.  Email activities will automatically exclude those without email addresses
There – your mailing is done!!
