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Send Individually Quick Start Guide

1) Click the Create New Campaign button.

2) Fill out the email the way you normally would. It’s best to practice first by sending to yourself.
3) Click the Send Individually button to send the message.

4) That's it!

Welcome

Thank you for choosing the Send Individually add-in, created by Sperry Software. This add-in sends an
email that you create to each recipient you specify, one at a time. It’s perfect for sending out
newsletters, announcements, and other marketing materials.

How it works:
1) You create an email newsletter or other announcement.
2) Add your recipients to the "To" field.
3) You click the "Send Individually" toolbar button.

Each of your recipients will get an email addressed just to them, in the "To" field, and they will not see
any other email addresses, because it's been sent just to them. It’s just like if you rapidly typed out all
the emails and sent them one at a time.

Alternatively you can choose contacts from any of your contacts folders: starting in one of your
Contacts folders, click the menu item Actions...Create...New Message To Contacts button (that’s for
Outlook 2007; for Outlook 2003 and below, just select the contacts then choose Actions...New Message
To Contacts). Compose your email the way you normally would, then click on the Send Individually
button. It will prompt you for approval of the final review, and then begin sending the email to all the
contacts you selected. This topic is discussed in more detail below in the Using Send Individually
section.

You can also compose your email the way you normally would except leave the “To” field blank, and
then click on the Send Individually button. It will prompt you for a list of email addresses (from a plain
text file with one address per line) and it will then send one copy of the email to each recipient,
individually addressed. This topic is discussed in more detail below in the Import From File section.

Preventing Mistakes
Send Individually is a powerful tool. In order to avoid mistakes (like accidently hitting the Send button
instead of the Send Individually button), it’s a good idea to follow these few suggestions.

1. You may want to practice using just a few names at first, until you get the hang of it. Use email
addresses of colleagues or friends and let them know you’re trying out a new tool.

2. Send Individually now accepts and processes the email addresses in the BCC field (in addition to
those found in the To and CC fields). The advantage of placing all your addresses in the BCC field
is that if there’s a mistake and the regular Send button is clicked by accident, effectively
preventing the add-in from working, at least no one will see anyone else’s email address.

3. Start with the “Create Campaign” button whenever possible — which is every time except when
starting with contacts. Doing so allows the add-in to become active and so it will warn you
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when you click the regular Send button asking if you’re sure you didn’t mean to click the Send
Individually button. In addition, in Outlook 2003 (and below) it will also disable the regular Send
button as an added measure.

4. Justin case, by default the add-in displays the first email exactly the way it’s going to go out. If
you’re happy with it, just answer Yes to the question of whether you want to send them all out.
If you’re not happy with it, choose No to the question of whether you want to send them out of
not. You can then make any necessary alterations and try it again.
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Configuring the Add-in

Once the installation is complete, you are ready to use Send Individually. When you open Outlook you
will notice a new button “Sperry Software Add-ins” added to the toolbar.

Inbox - Microsoft Qutlook El@lgl

! Fle Edt Wew Go Tools  Actions  Outlook Commeckor  Help Tvpe a question for help [+

Padnew - | 22 X | CaReply o Reply to Al o Forward | S SendiReceive ~ | BoFind (5% | G Type acontacttofind - | @) !

;li" Sperry Software Add-Ins | JE Create Mew Campaign !

Clicking this button displays the Sperry Software Add-ins configuration screen. It is on this screen that
settings are made to control the add-in’s functionality.

Next to the main Sperry Software Add-Ins button is the “Create New Campaign” button. This button is
used when starting a new campaign and is discussed below in the Using Send Individually section.

Send Individually Configuration Page

Sperry Software Add-in Configuration

Professional Outiook’ Add-Ins

[ @@ Add Email Address o)
[ & Always BCC

General Settings | Other Settings |

Perzonalization Options

u Appointments By Email I Prompt for email address if it can't be found during the send operation
| @ Attachment Forget-Me-Not [v Display first message so that it can be reviewed before sending

O 'ﬂ Auto Print v Send an email to myself when the campaign ends

O &.Z Contacts Sort Order v Pemanently delete the sent copies after sending them

O ﬂ Diztribution List Manager Thrattle Sending Spesd

O [E Eliminate Duplicates Drelay for l_‘ID zeconds between sending messages

O _,u!__f_] Email Beminders Fun the Send Individually process at m pricrity

[] 2 File Fetch ¥ Perform a Send/Receive after every [0 email messages

O Eﬂ Follow Up Reminder Sending Frogress

| Global Search And Replac e — Risset

[ ¢ Hide Fax Numbers Completed

[] &y Insert Date & Time

[ g Journal All Contacts
] #f Mobile Email Redirect
] 2 Print On Demand

e T,

About Sperry Software Addns... | Options... | Help... | Ok | Cancel | |

Personalization Options
Prompt for email address if it can’t be found during the send operation will cause the add-in to ask you
to resolve the email address of the person you are sending to if it cannot figure it out by itself. If this
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box is unchecked, the send operation will still take place, but it will write any unresolved recipients into
the report (see below) instead of waiting on a prompt just in case you kick off a campaign right before
you leave for the night.

Display first message so that it can be reviewed before sending causes the first message to be displayed
in front of you the way it’s going to go out. This gives you a chance to correct any mistakes, and make
sure that all substitutions are occurring as expected. Once the email is displayed in front of you, and you
are happy with it, just click Yes to send out all the copies, including the one you just reviewed. If you
need to make changes, just click no and the emails will not be sent. You will then have a chance to
correct the email.

Send an email to myself when the campaign ends is useful for just that — sending an email regarding the
status of the campaign when all the emails have been sent.

Permanently delete the sent copies after sending them causes the emails that are sent in the campaign
to be deleted. This can be useful if you are sending to a large group and you do not want to clutter your
Sent Items folder with copies of the same email. Note however, that some users like to turn this feature
off so they can see who has received the email and what it contained.

Throttle Sending Speed

If you are sending to many contacts all at once, you may overwhelm your internet service provider (or
ISP, who you get your email service from). Most times, it may be necessary to throttle how quickly the
messages are being sent out. The “Pause for N seconds between sends” is used to control how quickly
the messages are sent. If a value of zero is specified, the feature is effectively turned off, and the
messages go out as they normally would. However, if any other value is specified that is the number of
seconds that passes between each send that is performed by the add-in. This allows you to stay within
the bounds specified by your ISP. Note that you will have to contact them to find out what your limits
are...some will limit you by the number of messages you can send in a day (like Google’s Gmail for
instance has a limit of 250 messages per day) and some will limit you by how many messages you can
per hour or per minute. You will need to do the math to figure out how many seconds you need to allot
between sends in order to stay within the confines of your ISP’s rules.

In addition to the throttling of the send speed, there is another option to run the campaign at a
particular priority. Because previous versions of the add-in took control of the Outlook user interface
during the send operation, Sperry Software has relegated that function to an external process. This
process allows you to continue using Outlook normally. However it may be the case that if you are
sending many emails (roughly 1000 or more) and there is no throttle speed set, then the external
process can still hog your CPU time and not allow you work normally. Therefore, you can now set the
priority of this process. For most people, leaving it at the default of idle is sufficient.

Another option is the setting of the frequency for a Send/Receive operation. Normally, Outlook does
this on its own schedule according to the settings defined at Tools...Options...Mail Setup...Send/Receive.
However, it may be necessary for you to increase (temporarily) the number of Send/Receive operations

performed. This may be necessary if you notice that emails are “stuck” in the Outbox.

Show Progress
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During a campaign, its status can be displayed to let you know how far along it is. A window showing
the status will show up when you click this button. However if not, or if you have trouble with a
particular campaign, you can use the Reset button to clear out the current campaign.

Reports

After the emails have all been sent, a report is always written. By default, the report contains the
names of any recipients that you included who could not be resolved because they either don’t have an
email address or were ambiguous. This way, you can go back and find those names, make the necessary
corrections, and send again.

There is an option to generate a report — it is defaulted to be on so that you get a report for each
campaign.

There is another checkbox in the Reports section that controls what goes into each report. As
mentioned, any failed email addresses are always included, however if the “When sending, include
successful as well as unsuccessful recipients in the report” checkbox is checked (which it is by default)
then all the names and email addresses that are sent to will be included in the report.

To view the report, just go to the configuration window and click “View Report”. This report gets
overwritten each time you send so if you need to keep the report for any reason, it will be necessary to
copy the file to another location.

Reset Send Button
In order to prevent errors, Send Individually disables the regular Send button on a new campaign email.

However, sometimes errors beyond anyone’s control occur and the Send button remains disabled. If
this condition occurs, you can use the Reset Send Button to correct the problem. It is necessary to
restart Outlook after this operation. [Note: This option is for Outlook 2003 and below. We are currently
working on disabling the Send button in Outlook 2007 and higher. In addition, please be aware that the
add-in will ask you to confirm if you meant to do a regular send when you start an email with the Create
New Campaign button. This confirmation occurs in all Outlook versions and also helps to reduce
inadvertent sending.]
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Using Send Individually with Personalization

In order to really raise response rates of your newsletters, announcements and other material, it’s
better to individually address each recipient in the body of your email. Doing so also lowers the
probability of your email being classified as spam since it’s no different than if you were to craft the
email yourself.

There’s more than one way to start a new campaign email with personalization, and it depends on
whether you are going to send to people that are in your Contacts folder, people that are in your
address book, or whether you are sending to people contained in a list that is stored in a text file.

Regardless of which way the email is started, just add the keyword phrase ‘[Substitute: First Name,
Default: “Customer”]’ (without the single quotes, but with the double quotes) and it will be substituted
with each person’s name on the fly. Some examples are:

A) [Substitute: First Name, Default: “Customer”]
B) [Substitute: Last Name, Default: “Client”]
C) [Substitute: Company Name, Default: “your company”]

Note that there are no first names in a distribution list, or when using names from an address book. In
these cases, you will need to use the keyword phrase ‘[Substitute: Name, Default: “Customer”]’ (without
the single quotes, but with the double quotes). This will grab the entire “display” name for the recipient,
regardless of whether it’'s a company name or not, or whether the name is in last name first name order
or first name last name order.

The Substitute keywords are not case sensitive, and can be used in the body or the subject of the email.

How To Personalize and Send An Email To People In Your Contacts Folder
To send to people in your Contacts folder:

1. Startin any of your contacts folders.

2. Select the ones that you would like to send to, or press Ctrl-A to select them all (or view by
Categories, then select all the contacts that belong to particular category, etc).

3. Once they are highlighted, click on the Actions menu, then Create, then New Message To
Contact. Note: The New Message To Contact appears directly under the Actions menu in
Outlook 2003 and below.

4. This will bring up a new email. Fill it out as normal, adding the substitution text keywords as
described above wherever you need it. Remember that the Substitute keywords are not case
sensitive, and can be used in the body or the subject of the email.

5. When you’re ready, click the Send individually button.

Remember: Click the Send Individually button instead of the regular Send button to send the
message.
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R This Month's Newsletter - Message (HTML) e
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To,.. [ Aaron Aarnold m); Brandon Carter m);
Carol Kemp {carol@sperrysoftware.com)
Ce | \

Subject: [ This Month's Newsietter

Hello [Substitute: Mame, Default: ™,
This is our newsletter. [f s personalized just for you, [Substitute: Name, Default: "our customer’].

The Sperry Software Team

When you click on the “Send Individually” button, three separate emails will go out, one to Aaron
Arnold, one to Brandon Carter, and one to Carol Kemp. By default, the first message is shown with
substitutions to allow you to inspect the email and make sure that everything is spelled correctly. When
the first message is show, the prompt comes up to ask if it's ok to begin sending them out (the one for
Aaron is shown below):

Send Individually

\_?/' Would you like to send the rest of the messages?

¥ This Month's Newsletter - Message (HTML)

i Ele Edit View Insert Format Tools Actions Help
oisend bl B 4 o150 WA T 8|S Homons. & @

§ (33 send Individually
i |

i arial -|w -|AB 7 U
To... Aaron Aarnold (saron @sperrysoftware. com ]
[ ]I ]

Subject: [ This Month's Newsietter

Hi Aaron,
This is our newsletter. [t s personalized just for you, Aaron.

The Sperry Software Team

If you like it, just click Yes, and it will send all the messages including the one you’ve inspected.

You can use the following substitutions when using Contacts:
e First Name
e last Name
o Title
e Nick Name
e Company Name

All of the substitutions have the following format: [Substitute: First Name, Default:”"my customer”]. This
example uses the First Name of the contact in question. If a contact lacks the correct field, it uses the
default value if you’ve specified one. This is to allow your newsletter to sound natural even if you're
missing a first name of one of your contacts. For instance, in the example above, if we were missing Mr.
Aarnold’s first name, it would read “It is personalized just for you, our valued customer.”
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To Send To People That Are In Your Address Book

To send to people that are in your address book, compose a new email by clicking on the “Create New
Campaign” button. Click the To button the way you normally would. For example, if you compose this
email:

E® This Month's Newsletter - Message (HTML) m=E3
i Fle Edit View Insert Format Tools Actions Help
bisend |l ) 4 B 0 |8 L Y B )Y | (S ) optons A |G| @
¢ 138 send tndividually [
; anal - -jABlruEEssi=sxEcl

To.. Aaron Aarnold m); Brandon Carter m);

Carol Kemp com)

Subject: This Month's Newsletter

Hello [Substitute: Name, Default: ™

This is our newsletter If is personalized just for you, [Substitute: Name, Default: “our customer’]

The Sperry Software Team

Note: the Substitute keywords are not case sensitive, and can be used in the body or the subject of the
email.

Three separate emails will go out, one to Aaron Arnold, one to Brandon Carter, and one to Carol Kemp
(the one for Aaron is shown below):

¥ This Month's Newsletter - Message (HTML) [ [i=1[E3)
i ple Edit View Insert Format Tools  Actions  Hep

H | S a0 |ug |3t B ¥ || optons.. A |@ 8

 [3% send Individually l

i Arial -0 ~|AlB 7 U]

]
]
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=
i
™
mr
i

To.. Aaron Aarmold

Subject: This Month's Newsletter

e

Hello Aaron Aamold,
This is our newsletter. [f s personalized just for you, Aaron Aamold.

The Sperry Software Team

This is what the first recipient will see.

You will then be prompted to review this first copy, and you can click Yes to send them out or No to
make other changes. Note that the substitution keywords can be used in the body or the subject of the
email. This may further help your email be read.

How to Send To People That Are In a File
Sometimes, it’s easier to have a list of email address in a plain text file. This is especially true if the

people you’re sending to aren’t in your address books or they aren’t already contacts in your Contacts
folder.
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For these cases you can import the file by creating your newsletter or business announcement just like
before except you leave the “To” field blank, then click on the Send Individually button.

When you do this, a window will pop up asking you for the file that contains the list of email addresses
to send to. The file contains a list of email addresses, one per line. Adding a few names to our list
above, for example:

Send Individually

'E:J Would you ke to send the rest of the messages?
-

Yes No

For the best results however, each line can contain the email address and the name of the person you
are sending the email to, with each field separated by tabs. For example:

aaron@sperrysoftware.com Aaron
brandon@sperrysoftware.com Brandon

carol@sperrysoftware.com Carol
Darren@sperrysoftware.com
ed@sperrysoftware.com Ed

8 This Month's Newsletter - Message (HTML)

! Fle Edit View Insert Format Tools Actions Help
bsend |l b o B & 0683 8 8 v 0S| () optons... A |3 | @ M

; |2 send Individually

; Arial 20 = AIB ZU === =l

To.. Aaron Asrnold m)

Subject: This Month's Newsletter

Hi Aaron,
This is our newsletter. [t is personalized just for you, Aaron.

The Sperry Software Team

Note how Darren@sperrysoftware.com has no name, this is accepted as well, the default value for that
substitution will simply be used instead.

Concerning substitutions, if the default field is blank (e.g. “[Substitute: Name, Default: “”]”)
substitutions will be blank.

Although not shown, the file with the list of email addresses can have up to six columns, each
separated by a tab. You can then make substitutions by using the following syntax:

[Substitute: Address, Default: “”]
[Substitute: Name, Default: “”]
[Substitute: Column 3, Default: “”]
[Substitute: Column 4, Default: “”]
[Substitute: Column 5, Default: “”]
[Substitute: Column 6, Default: “”]
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mailto:aaron@sperrysoftware.com
mailto:brandon@sperrysoftware.com
mailto:carol@sperrysoftware.com
mailto:Darren@sperrysoftware.com
mailto:ed@sperrysoftware.com
mailto:Darren@sperrysoftware.com

Columns 3, 4, 5, and 6 can be any data you would like. Just be sure to separate out each column with a
tab so that, for example, if you had a unique coupon code for each of your recipients, you could place it
into Column 4, and make the substitutions on the fly.

How To Create An Import File For Send Individually From Your Outlook Contacts

You can create a file from your contacts that can be used with Send Individually. You might want to do
this if there are fields in your contacts that you would like to have in your newsletters but that are not
currently exposed by the add-in. If you run into this problem, please notify us at
TechSupport@SperrySoftware.com and let us know the fields you need so that we can add these items
in future releases. In the meantime, here are instructions for creating a file from your contacts that can
be used with Send Individually.

To cause Send Individually to prompt you for a file, simply create the email, but leave the To field
blank. Note that you will need to recreate this file if you add contacts that you want to email with Send
Individually, i.e., the file is not synchronized with your Contacts folder.

In Outlook, go to View...Arrange By...Current View...Define Views to pull up a window that looks similar
to this:

E® This Month's Newsletter - Message (HTML) [9(=E3]
i fle Edit Wew Imsert Format Tooks Actions Help
; e =1 B0 |we )31 &) v S Aot Al ©F
: |28 send Individually ]
; arisl -0 -|ABlruEEEsEEEs]
[ To.. ] [Asron Aamoid m); Brandon Carter m);
Caral Kemp (carol @sperr .com)

Subject: This Month's Newsletter

Hello [Substituts: Name, Default: ™|
This is our newsletter. It is personalized just for you, [Substitute: Name, Defauit: “our customer’]

The Sperry Software Team

Click on “New...”, and name it (here you can see the new view is called “Send Individually” — but there’s
nothing stopping you from creating a view based on a marketing campaign, project name, or any other
relevant name). Choose a table view, then click “All Contact folders” so that you can use this view and
generate an import file for any of your Contact folders:

ER This Month's Newsletter - Message (HTML) SExX
! Fle Edit View Insert Format Tools Actions Help
dind S B2 0 |uwe -3¢ & v otons. A5G| 0 8
1 send Individually e

i arial .10 -

To.. Aaron Asrnold

Subject: This Month's Newsletter

el

Hello Aaron Aamold,
This is our newsletter. [t is personalized just for you, Aaren Aamold.

The Sperry Software Team
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Click Ok to bring up the table view customize window:

Customize View: Send Individually &‘

Description

B teon, ttdent,Fog S, Pl Compary, Fle .
Group By... None

[ st Fieas (escending)
[Qersettings .| Fonts and other Table View setiings
User defined fonts on ach message
ey e teyiay formntsiorenehifad

Here, we only want to import three fields. When you click on Fields you’ll see this:

Show Fields &3]

Maximum number of ines in muti<ine mode

Select avaiable fields from:

Frequently-used fields v

Ayailable felds: Show these fields in this order
3 add-> | [fon
= Attachment
Business Home Fage Flag Status
Full Name
Company
ne —= Fie As
Corpany ainProne B phone
Contacts Business Fax
Country/Region Heme Phone
Mobile Phone
Journal
Categaries
Home Address
Home Fax v

We want to highlight all the items in the right hand column by holding down the Ctrl key as we select
each one and finally clicking “Remove”. We then want to find the email addresses. We do this by
pulling down the Frequently-used fields combo box and selecting “E-mail fields”:

Show Fields X

Mesmum number of ines in muit-ine mode:

Select avaiable fields from:

E-mail fields v
Availzble fields:

Show these fields n this order:

Er add-> | |

-mail 2
-mail 3

B
£
Email Address Type

E-mail Display As

Email2 Address Type
E-mail2 Display As okl
Email3 Address Type

E-mail3 Display As

™ Address

Cancel

From here we pick the “E-mail” field. We then go back to the combo box and pull down the “Name”

fields. This is so that we can get the person’s first name, or their title followed by their last name, etc.
In this case, we will use the first name:
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Show Fields.

5]

Maximum number of lines in multi-ine mode:
Select avaiable fields from:

Name fields v

Available fields: Show these fields in this order:
Assistant's Name Add > E-mail

Children = Email Address Type

s T —
.l e

Initials.

Last Name New Field....
Manager's Name:
Middle Name
Nickname
Referred By
Spouse

Suffix

Title

Click ok twice and then you should be at this window:

Click Apply View, and you will be presented with a window that looks similar to this:

We're almost done. Now all you have to do is select Edit...Select All...Copy.

Custom View Organiz

Views for folder "Business Contacts™

View Name Can B Used On VienType A New.

Address Cards All Contact folders Card
Detailed Address Cards Al Contact foiders Card
Phone List Al Contact folders __[Table
By Category Al Contact folders___[Table
By Company Al Contact folders__[Table —_—
By Location Al Contact folders__[Table

By Folow-up Flag Al Contact folders | Table Delete

Description
Fields:  E-mail, Email Address Type, First Name

Group By: None
Sort File As (ascending)

Filter: off

[lonly show views created for this foider

Apply View

Business Contacts - Microsoft Outlook

i Fle Edt View Go Took NOD32 Actions BusinessTools Help

ew | h 3 X v 5

1 @eec @ A Q)95 Bi
i I B ard |

~ SearchIn » Business Con Find Now Options ™ X

E-mail Email A... [First N

[ Cixh ]

brad.herr... SMIP

michel@n... SMIP

ssron@s.. SMTP Asron
badams@... SMIP  Bert
pteruisers... SMIP Rich
jmb_adds... SMP JEFF
bkontrath... SMTP Tom
sperrysof... SMIP Thomas
Sperry@d... SMIP Thomas
brian.agiu... SMIP  Brian
robin.agn... SMTF  Robin
jodie@eh.., SMIP  lodie
cutiock@... SMIP  Michael
andy@ex... SMIP Andrew
info@hsdi... SMTP  Dave
ralbright... SMTP Ronald
sales@eu... SMIP jack

Business Contacts

3

rAlex@iri . SMTP Rk A4

1885 Ttems (@) offine

Then go to (back out into Windows) Start...Run...Notepad. Click Edit...Paste and you will be left with a

file that looks similar to this:

Send Individually
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P Untitled - Notepad

Fie Edit Format Vew Help
d.wyTlie@sperrysoftware. com TP David ~
Paul.Xavier@sperrysoftware.con SMTP  Paul
yxiaogsperrysoftyare. com TP Yan
taketoshi_yagishita@sperrysoftware.con SWTP  Taketoshi
kesh@sperrysoftware. com SMTP  Takeshi
myamasaki@sperrysoftware.com  SMTP  Mark
gyanagi@sperrysoftware. com TP Gene
tyancik@sperrysoftware. com TR Tony.
yassofsperrysoftware. com TP Douglas
1i5a20906@sperrysoftuare. com TR Lisa

f p tware. com TP Crytek
alan.ying@sperrysoftware.com  SMTP  Alan

edward. yoon@sperrysoftware.con SMTP  Edward

Note that your email addresses will look different than the ones above.

Finally, go to File...Save to save the file. This is the file that you will select when you run the Send
Individually Add-in with a blank “To” field, so be sure to take note of where you save it.

Note: You may want to put your contacts view back to normal after creating the file. To do so, just go
back into Outlook and click on View...Arrange By...Current View...Address Cards.

After you have created this view, you don’t need to create it again in order to generate the file again.
You can just view your Contacts through it and then follow the steps above starting from Edit...Select
All...Copy. Thisis useful because the contacts file you created for Send Individually does not
automatically stay synchronized with your contacts folder.
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Troubleshooting

In general, be sure to reference our Knowledge Base at http://www.SperrySoftware.com/KB - we keep

the most current information there.

Q. The “Sperry Software Add-ins” button is not visible.
A. The add-in may have become disabled.

For Outlook 2002, 2003 users:

On the Outlook Menu, click Help...About Microsoft Outlook
Click the “Disabled Items” button

If “Sperry Software” is listed, enable it and restart Outlook

For Outlook 2007 users:
On the Outlook Menu, click Help...Disabled Items
If “Sperry Software” is listed, enable it and restart Outlook

The Sperry Software toolbar may not be set to “Visible”

On the Outlook Menu, click View...Toolbars and make sure that Sperry Software is checked.

Q. The “Sperry Software Add-ins” button does not respond.
A. Run the add-in Reset tool.

The add-in reset tool can be downloaded from
http://www.sperrysoftware.com/outlook/tools.asp

Q. How can we contact you for more help?

A. For help on more in-depth issues, check out our Knowledge Base.
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