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Excel Batch-Email Manager
Introduction

Thank you for choosing the Excel Batch-Email Manager.
We’ve written this document to ensure you have a smooth start when using the Excel Batch-Email Manager. Use it to provide an overview as well as detailed instructions for use. 

The Excel Batch-Email Manager can be easy to use, especially after reading the documentation. We recommend reviewing this document carefully.

Please note:

MS Excel and MS Word are a registered trademark of Microsoft, Inc.

The Excel Batch-Email Manager, the BRC Donor Statements, and this document are copyrighted by Big Red Consulting.
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Overview

The Excel Batch-Email Manager enables you to use Excel as an email client and send email to lists of email recipients based on an excel spreadsheet. You also can use the tool to define the emails you want to send, complete with mail merge fields and both text and HTML formatted content.

You access the tool from within Excel. It connects directly to your mail server, or can also use a Pickup folder for integration with MS Exchange.

The Ribbon Tab

After installation you’ll see the custom access points when you start Excel. You’ll either see a Ribbon tab or a menu (older Excel versions) with similar options:
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The Ribbon is divided into several sections according to function. These sections are briefly described here and in more details in the following sections of the document.
Documentation & Support

Use the options in this section to open the Instructions file, read release notes and check for updates, see an example worksheet, and to request help.

Main Features

Create email
This is the main feature of the app. Use it to define multiple email ‘templates’, to select the desired template, and to send email to a list of address on an Excel worksheet.
Email accounts
Use this button to open the Email Accounts window where you can define one or more email accounts to send your email from.
Settings

Export Settings

Export all of your saved settings and preferences. Use the resulting files as a backup, for support, and to duplicate your settings on another computer.

Import Settings

Import settings you’ve previously Exported, such as on another computer.
About & Purchase

Click the Key to add your product key(s) and view other related information. 
Next to the key, see your build, your product key, and the version of Excel you’re using.

Getting Started

To get started with the Excel Batch-Email Manager, we suggest the following steps, covered in the following sections of this document:
· Set up and test an email account

· Set up a worksheet that lists a few recipients, perhaps with some merge fields (if you’ll be using them) and perhaps listing your own email address on each row.
· Set up a new email template.
· Before sending, select the Use Test Mode option on the Settings/Options tab. Test mode sends just one email to you, using the various merge field data from the first worksheet row (or the second if you use titles.)

· Send an example email to yourself.

· Review the results and adjust the email as needed and send again.
Set up Email Accounts

Before creating and sending emails, first set up one or more email accounts. Common email provider accounts are listed, with pre-set server settings that work in most cases. If your provider isn’t listed, pick Other and then complete the server configuration manually.

The Email Accounts window:

[image: image3.png]Email Accounts

Account Name ‘Bxample Account - your nick-name for this account.

Email Provider Gmai =

Username. user@amai.com - the user name used to log into this email account.

Password — I Shon - the password used to log into this email account.

Sender Name Sender ame - the name recipients will see. A person or business name.

Email Address user@gmai.com - the send from email address associated with this account.
Often the same as the Username.

Server Settings

& Automatically configure
Test the server with your credentiaks:
© Manually configure

When using Gmail Workspace accounts (paid accounts), you must first enable Gl 'less secure apps' option.
When using personal Gmail accounts (free accounts), you must fist create an "App Password' & then use it here as
your password.

Ciick Server Configuration Help for instructions - including links to change your Gai settings.

Test Emai Account.

Server Configuration Help

Delete Account

Save & Close.





Field-by-field instructions:

Account Name: Enter a name that makes sense to you.

Email Provider: Pick from the list and defaults/suggestions will be filled out as seen above.

Username: The user name you use to log into your email account. Often your email address.
Password: The password you use to log into your email account.
Sender Name: The name recipients will see.
Email Address: The email you’re sending from, often the same as your Username, where your user name is an email address. Note that trying to send from an email address not associated with your email account will usually fail.

Test Email Account: After entering login credentials, click the Test Email Account button to send an email from your account to your account. If the server accepts the email without issue, you’ll get a success message. Or, if there is an issue then you’ll get an error message with a description of the problem.

Automatically configure: When selected the server settings are hidden and the defaults are used (unless you’ve changed them.)

Manually configure: Select this option to see the server settings and alter them if needed. For example, these are the default settings for Gmail:
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SMTP mail server
Server port

‘Connection type =

smtp.gmal.com

587 - typicaly 25, 465, or 587

Clent TLS/TCP.

Test Emai Account.

= SMPT cient will use a TLS connection if supported; else wil use TCP/IP. Typically use with ports 25 or 587.




SMTP mail server: The server address.
Server port: The port to use to send email. 25 is still used by some mail servers, and more commonly either 465 or 587 is used.
Connection type: The type of secure connection to use. When you change the type, the comment/description below the field changes.

Server Configuration Help: This button will take you to a page on our site that includes general and server-specific help. We update it from time to time as we learn new information.

Note: If you change the settings and want to return to the defaults, change the Email provider and then change it back to the original.
Create an Email Recipients List
The Excel Batch-Email Manager sends email to a list of email addresses on an Excel worksheet. Each row of the worksheet will receive an individual email, unless it is skipped by one of your settings.
All you really need is a list of email addresses, though if you want to include custom text on each email, then more columns with that text are used. For example, you may want to add some data like the recipient name, customer balance, or other data related to each name. See the Email Merge Fields section for details.
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Create and Use an Email Template
To create an email, click the Create email button on the Batch-Email Manager’s ribbon tab or on the menu choose Create email from active worksheet.
The Email Templates window:
There’s a lot to this window. Everything about each email template is entered and saved here on the four tabs under the Template Name field. We’ll walk through each tab in the following sections.
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Emailto Send | settings/Options |

Template Name [Example Email Template: | Delete
Subject/From/To | Textemal | HIMLemal | Attachments |
From

I~ BCC me
Emai Account  [Bxample Emal

¥ Send using the account email address - sending from another emai address rarely works

Name [ Bxample Sender Name Email | user@gmai.com
Reply to emai

subject [

‘Email wil be sent the emai addresses in the columns you select below.
Your worksheet: must include as least a column of emai addresses and optionaly a column of names.

Required ‘Optional
ToNames | ~| TO Addresses ) CCAddresses [ ~| BCC Addresses )

Save & Close: ‘Save & Send Mail





Field-by-field instructions:

Template Name: Enter or select a name for your email template.

Save & Close: Saves your current work and closes the window.

Save & Send Mail: Saves your work and begins the process to send email.

Tip: You can save multiple email templates and then switch between them. To save an email template, enter a Name for it and then fill out the various fields and options. When you click Save & Close or Save & Send, the template is saved for future use.
Email Subject/From/To fields

Use this tab to select the email account to use, the from information, and the columns from your worksheet that hold email addresses and names.
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¥ Send using the account email address - sending from another emai address rarely works
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Reply to emai

subject [
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’770 Names | ~] TO Addresses ) CCAddresses [ ~| BCC Addresses





You’ll likely find many of these fields familiar.
Field-by-field instructions:

Email Account: Pick from the list of accounts you’ve defined.

Send using the account email addres: Highly suggested as sending from another address probably won’t work.

Name: Use the default from the email account or enter a different name.

Email: Suggest using the default from your email account.

Reply to email: Enter a different email that will be used if the recipient replies to your email. Some email providers won’t accept an email using a different email domain (e.g. @gmail.com)

BCC me: Check this box to BCC the from Email for each email sent.

Subject: The email subject

To fields: 

TO Names: This column is suggested. Pick a column that contains names on your worksheet.

TO Address: This column is required. Pick a column that has email addresses on your worksheet.
CC and BCC Addresses: Select columns that contain email address fields

Tip: If your To, CC, or BCC addresses are in more than one column, enter multiple column letters separated with a “+” or “;” character, like A+B+C or A;B;C.

Text email
Use the Text email tab to specify simple text for your email. You can type or paste it into the field, or import a text or HTML file to populate the text. When imporing an HTML file, the text is extracted from and displayed. You’ll probably need to edit it a little (or a lot.)
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‘The text version of the emait

- Youmay importa text i, use ctr- to paste text from the cipboard, or enter text directly.
~Toindude worksheet-sourced mai merge text, use column labels surrounded by square brackets - columns [4] to [7] trough [FA] to [FZ] are supported.
- Optonally import the same HTML fie imported on the HTML emal tab and its text wil be automatically extracted.

Import file: || Ci\temp\Test Email html Pick fie | Remport Text

Dear [A],
‘Thank you for your support!

Your contributions this year, [G], were very helpful for the cause!
Your current subscription level is [H]!

We look forward to your ongoing support next year.

Best regards!

Local Chidren’s Charties




HTML email

Use the HTML email tab to specify HTML content of your email. Raw HTML is displayed, which looks a lot like gibberish, but it will look normal when read by the recipient.

If you’re not an HTML expert, and you want to create HTML email with nicely formatted text and (even) pictures represening your company logo or your signature – or anything else - we suggest using MS Word. You can use Word to create an HTML file that will work well with the Excel Batch-Email Manager. See the section Creating HTML files using MS Word for more details.
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The HTML version of the emal:

- Youmay import an HTML fie or use ctr- to paste from the cipboard. Inine mages are supported only when importing an HTML fie.

~Toindude worksheet-sourced mal merge text, use column labels surrounded by square brackets - columns [A] to [7] trough [FA] to [FZ] are supported.
-Use MS Word to easl create HTML fles nclucing inline images: Save as the fe type “Web Page, Fitered (*.htm, = htm)".

- Vhen both text and HTML are specified, recipients with HTML-capable emai wil oy see the HTHL verson of the emal.

Import file: || Ci\temp\Test Email html Pick file | Reimport HTML

xmins="http://www.w3.0rg/ TRIREC-htmi0">

<head>
<meta http-equiv=Content-Type content="text/html; charset=windows1252">

Fie-List href="Test%20Emai_fies/fielitxmi">
it-Time-Data href="Test%20Emai_fies/editdata.mso">

<I-{f Imso)>

<style>





Attachments
Use this tab to add file attachments to your email. Enter or pick specifc files or use key words within the file names as described.

If you import an HTML file that includes images, they’ll be displayed in the HTML Images field.
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Add attachment fies:
You may nclude mai merge column within the attachment name or specfy a fle by name. Examples:

m - Get the path and filename entirely from column T
Ciitemp\[T] - Get the path from the Attachment field and the flename from colurmn T

. - Get the path and part of the file name from the Attachment field and the rest from colurmn T
Ci\templ\newsletter.doc - Get the path and fiename entiely from the Attachment field

Tip: To specify more than one fil in an attachment field, separate fie names with a pipe ("|") character.

Attachment 1: | C:\emp\Autumn_21.pdf pick fle
Attachment 2: pick fie.
Attachment 3: pick fie.

HTHL Images - populated when importing an HTHL file with images:

Co\temp Test Email_fiesymage00Lipg
C:\tempTest Email_fies\mage005.jog
Co\temp\Test Email_fies\mage007.jpg
C:\tempTest Email_fies\mage00Lpng
C:\temp\Test Email_fiesimage002.og




Settings/Options

The Settings/Options tab includes various options that apply to all your current email templates.
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Email Accounts
Configure an email account before attempting to send emal.
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Field-by-field instructions:

Email Accounts: Click to open the email accounts window.

Use test mode: When using test mode, one email is sent to the sender instead of the recipient. This way you can review the email being sent, perhaps before finally sending email to many recipients.

Skip duplicate email addresses: If the same email is used more than once on your worksheet, subsequent rows with duplicate emails are skipped.

Use only valid internet email addresses: Rows with addresses that are clearly invalid are skipped.

Exclude specific email addresses: A list of email addresses you always want to skip.

Write results to worksheet: This option writes the results for each row of your worksheet in two columns to the right of your worksheet data.

Use pause technique: Many email accounts are ‘throttled’ and are limited in the number of email you can send in per minute and per day. The pause technique can help by slowing down the pace at which email are sent. Check with your email provider to find the total number of email you can send.
Worksheet row 1 is a title row: This option allows you to use titles on the first row of your worksheet as mail merge field titles and also skips the row.

Unattended send mode: Mutes most error message during send.

Warn if attachments are missing: When selected and an attachment is missing, you’re offered the option to skip the email or to cancel the email process.
Exclude list

Enable the exclude option on the Email Profile’s Settings/Options tab, using the Edit List button.

You may enter or paste email names you do not wish to send mail to. The addresses on this list will be skipped even if they appear on your source worksheet.
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Note the dialog doesn’t support right-click paste, but you can use ctrl-v to paste addresses from the windows clipboard.

Email Merge fields

When creating an email to send, you can specify mail merge fields to replace text in each individual email with text from cells on each row of your Excel worksheet - where each row becomes an email.
For example, you might want to insert each recipient’s name into the email, or their last purchased product or open balance.

You can create many email merge fields based on data on your worksheet in columns A to FZ (that’s a lot of columns!) The cells can hold short or long text, numbers, dates, and almost anything you can put in an Excel cell.
How To

If you use a title row on your worksheet with a label for the values below in the column then you can use the label as a mail merge field. Or, you can use Excel’s built in label.
To use mail merge capabilities, use [Square Brackets] around the text to replace, where the text is either Excel’s label for the column, like [A] or [B], or your column label. So, if the first column in your source spreadsheet is the recipient's first name, and titled “First Name” in row 1, then to include it in your email, use either [A] or [First Name] in the text of your email.
Note that the Excel Batch-Email Manager only considers row 1 values as titles if you indicate that the first row is to be used in this way on the Settings/Options tab. Enable the option titled “Worksheet row 1 is a title row…”
For example, you can include something like this in your email: "Dear [A]," and the [A] will be replaced by the value in column A for each row, or “Dear [First Name] where a column has the title ‘First Name’ in row 1.
When using titles, the first matching title is found and used, from left to right.
Supported Fields

You can use merge fields in the Subject, Text Body, HTML Body, From Name, and file attachment fields.
Creating HTML Email using MS Word

You can use MS Word to create highly formatted HTML messages.

To do this, create your email in Word, include any formatting and graphics you desire, and then choose Save As… from the File menu. Choose a filename and the file type of Web Page, Filtered.
The resulting html file will contain formatting and images you can send using the Excel Batch-Email Manager.
To import the file, use the HTML email and Text Email tabs. The images included on your Word document will be included in your HTML email.

Sending Email - Progress & Results
After clicking Save & Send Mail on the Email Profiles window, the Excel Batch-Email Manager will start to send email and the progress window below will appear.
As each email is sent, the status is added to the list. After all email is sent, you can write the results to a worksheet for analysis using the Send results button.
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Depending on how your email server responds, you can use the Results to add email to your no-send list or to get updated email from your customers. For example, sometimes the server will refuse to send email to specific invalid domain names and will return an error you can use to update your email address lists.

Using the Excel Batch-Email Manager with the Donor Statements

The Excel Batch-Email Manager and the Donor Statements tools can work together to email your donation statements instead of mailing them.
To use the tools together:
· Configure the Email Manager. Create and test at least one email account.

· Configure the Donor Statements (Desktop or Online) and practice creating statements for printing until the results are as-desired: Use Print or Print Preview in Excel to see how the statements will look - They’ll look the same way when emailed as attachments.

· From the Donor Statements, use test mode to email one or more statements to yourself.

· When satisfied, turn off test mode to send statements to your donors.

Housekeeping - Installing & Purchasing the Excel Batch-Email Manager
This is an overview of various utility operations relating to using the Excel Batch-Email Manager.

Install the add-in

After running the installer, the installation is normally complete and there is nothing more to do.

Load the App as an Excel add-in

If for some reason the Excel Batch-Email Manager is not currently loaded, you may load it from within Excel manually. Once loaded, each time Excel starts the add-in will be available until you unload it. To load the add-in, first start Excel & make sure a workbook is open (one usually opens when you start Excel.)

Excel 2010 – 2019:

1. Select File, then Options from Excel's menu.

2. In the Options dialog, select Add-ins.

3. At the bottom of the add-ins pane, select Excel Add-ins and press Go.

4. When the Add-ins dialog opens, click Browse and navigate to the folder where you installed the add-in.

5. Select the *.xla file and then OK to close the dialogs.

Excel 2007:

1. Click the Microsoft Office Button and then click Excel Options.

2. Click Add-Ins and then in the Manage box select Excel Add-ins. Click Go.

3. In the Add-Ins available box, click Browse... and navigate to the folder where you installed this add-in.

4. Select the *.xla file & then OK to close the dialogs.

Excel 2000 to 2003:

1. In Excel choose Tools | Add-ins from Excel's menu.

2. Click Browse and then navigate to the folder to which you installed the add-in.

3. Select the *.xla file & Press OK to close the dialogs.

At this point, you should see this add-in listed in the Add-In dialog, with a checkmark next to it. Press OK to close the dialog, which will load the Add-In. Once it loads, you’ll see a new Ribbon tab or menu item in the Add-ins tab, or for older versions of Excel a menu to the right of Excel’s help menu.

Trial Period

The add-in will be in “trial” mode until you enter your primary product key. In trial mode, most features are available, but there are limitations to the number of transactions that can be exported. 

Purchase & Enter your primary product key

To purchase the add-in, select About & Purchase from the custom Ribbon tab in Excel. Click the Purchase button and you’ll be taken to our website to make your purchase. When you complete the purchase, we’ll send an email with your receipt and product key.

To enter your key, choose About & Purchase from the Ribbon and then add the key.

Moving to a new computer

To move to a new computer, the basic steps are to install the Excel Batch-Email Manager there and to copy your settings, including custom templates to the new computer.

Back up your settings and then Import your settings. See Backup, just below.

Backing Up and Restoring your Settings

Backup your setting to prevent loss or to move them to a new computer
To back up: On the current computer

1. Click Export settings on the Excel Batch-Email Manager’s Ribbon tab. You’ll be prompted for a folder to save your settings.

Four *.dat files will be created:
regSettings.dat
noSend.dat
prefs.dat

profiles.dat

Keep the files in a safe place to prevent possible data loss.
To restore, including on a new computer

1. If on a new computer
a. Install the Excel Batch-Email Manager. You can get the installer again from our site from this page: Get the Newest Product Build
b. Move the .dat files to the new computer.

2. Import the settings: In Excel, click Import Settings on the Excel Batch-Email Manager’s Ribbon tab. Select the folder where you saved the .dat files.
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