&Y evo-auction

Segments

User guide

Published date: 1 July 2023




) BB Microsoft
s evo-auction B solutions Partner
Microsoft Cloud

TABLE OF CONTENTS

1.1 SE GIMEIN TS ettt et oot ettt e e oo e oo aaee et e ee e e e e e e aa e et e eeae e e e e e nnbaeeeeaeeeeaaannaeneeeaaeeaaanne 3
CREATE NEW SEGIMENT ..ttt ettt ettt sttt ettt sttt e e s e bt e e s et et e e e ambe e e e e snbeeeeeanneeee s 3
GENERAL FASTTAB. ...ttt et etk bttt e e et e e s s b et e e e ab bt e e s easb e e e e embeeeesannneee s 4
I N I = SO URRPT 5
ADD CONTACTS TO SEGMENT ....eiiiiiieii ittt ettt ettt e e e e e e e s aaee e e e e e e e s eaannseeeeeaaaeeaaannes 5
FN 1B G ] N I O PRSI 5
ADD CONTACTS (AUCTION) ..ttt ettt ettt ettt sttt e st e e e e sttt e e s st e e e e saneeee s enreeeeennnees 9
ADD CONTACTS MANUALLY ..ttt ettt ettt ettt ettt e e s e et e e s snbe e e e sanbeeeesaneeeaeaans 13
EXAMPLES — ADD CONTACT (AUCTIONS) ..eiiiiiieee ettt e e e e e e neeeeeeaee e 13
EXAMPLES — ADD CONTACT ..o eieieiie e ettt e ettt e e e e e et e e e e e e e e e e mnaeeeeeaeeeeeaannnneeeeaaeeean 15
REMOVING CONTAGCTS L.tiiie ettt ettt ettt ettt e e s s bt e e e e e e ab et e e e aabb e e e e enbe e e e s anneeeeeanbeeeesannreeens 16
REMOVING LAST CRITERIA ACTION ...ttt ettt ettt ettt e et e e s e e s anneeee s 16
REMOVING PARTICULAR LINE(S) «.eeettteeeiiiiieieee e ettt e e e e e e e ee e e e e e e s nnnnneeeeaeaeens 17
REDUGCING CONTACT S - eitieee ittt e ettt e e e e e e et et e e e e e e e e s e eeeeeeeeesaannsneeeeaaeeeeaaannnneeneaaaeean 18
REFINING CONTACTS .oeeeiiiiieet ettt et et e e e e e e et e e e e e e e e e e st e e e e e e e e eanneneeeeaaeeeeaaannnneeeeaaaeeas 20
SAVE CRITERIA ettt e a et e e e b bt e e e e bttt e e e nb et e e e e nbe e e e enbeeeeaambeeeesanneeeens 21
CREATE SEGMENT BY REUSING CRITERIA. ....ciiiiite ettt 22
CREATE SEGMENT BY REUSING LOGGED SEGMENT ... 24
APPLYING MAILING GROUP ...ttt ettt e e e e e et e e e e e e e e e e e e e e aeeeeeannes 25
OPTIONS FASTTAB ...ttt et e e h bt e e e e ab et e e s e bt e e e s e nbe e e e e annreeeeanbeeeeeannes 26
MAILING GROUP FASTTAB ...ttt ettt ettt e e e e e s e bbbt e e e e e e e e nnbreeeeaaeeeas 27
PRINTING LABELS ...ttt e e e e e et e e e e e e e e e bbb e et e e e e e e e nnnreneeaaaeeas 28
PRINT LABELS (99MM X 38IMM) .....eeiiiieiieiiiieee e e e ettt e e e e et et e e e e e s annaeeeeaa e e e e e annnnneeeeeeeeean 28

e N I N 2 = S 30
EXPORT ATG LABEL FILE ...ttt ettt e e et e e e e e e e e s nnnbeeeeeaaeeean 32
EXPORT FILE ...ttt ettt e oo ettt et e e e e e e ab b e et e e e e e e e e nnbbe e e e e e e e e e nnbreneeaaaeeas 33
LOGGING SEGMENT ....etiiiiiie ettt ettt e e et e e e e e e e e e s bbb e et e e e e e e e e aabbe e e e e e e e e eaannbreneeaaaeean 37



HME Microsoft

Solutions Partner

s evo-auction
Microsoft Cloud

1.1 SEGMENTS

Segments is a marketing tool, which divides contacts into mailing groups based on their location, relations
or behaviour towards auctions. As long as the information is held within Evo-auction it is possible to report
on it. There are many ways, in which contacts can be segmented. Mailing group can be used to e-mail or
post any important information or advert.

CREATE NEW SEGMENT

You can create segments to select a group of contacts, for example, if you want to create an
interaction involving several contacts, such as direct mail.

To create new Segment:

1. In the Search box enter Segments, and then choose the related link.
2. Select New from the Ribbon.

The Segment window opens.

I Edit - Segment - SEGO11 - Buyers with spend >6000 — O >
- HOME ACTIONS NAMIGATE 9
A |  Log [KZ, Print Cover Sheets £3 Refresh 4 |
J |E_|+Add Contacts... [Z] Print Labels (99mm x 38mm) MNotes T;.'\ Clear Filter P
x * Add Contacts {Auction) @Links = Goto

SEG011 - Buyers with spend >6000

General

Lines W

OK
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GENERAL FASTTAB

The General FastTab contains information about the segment and the interaction you have
created for the segment.

General ~
No.: |sEGO10 |[... Date: |26/10/2016 v]
Description: |Bu)rer5with spend = 5000 | Me. of Lines: | D|
Salesperson Code: | ~ Ma. of Criteria Actions: 0
Mailing Group: ToP ROI ”
Field name Type Description
No. Unique ID Automatically generated from a number series.
Description Enter description for the segment.
Salesperson Code Lookup Select segment administrator.
Date Lookup Current date is assign by default.
No. of Lines Flowfield Displays number of lines in current segment.
No. of Criteria Actions Flowfield Displays number of criteria applied.

Click on the number to view all criteria applied
to the segment.

Mailing Group Lookup Select Mailing List to add to the segment.

This filter will be applied on the Contact
Mailing Group FastTab when Add Contacts
run.




LINES FASTTAB

The Lines FastTab contain specific information about the contacts within the segment.

If you have personalized the interaction for a specific contact, it appears on the segment line.
There is a line for each contact within the segment.

Lines 3 oA
Vendor & Custormer [ Line - Functions = Calculate ] New @ Find  Filter Clear Filter
Contact Company Mame Contact Name First Name Middle Mame Surname Initials Salutation *

Code

Arnold Stevens Arnold Stevens A MR
Chris Cuningham Chris Cuningham C
Damian Fisher Damian Fisher D
Edward Corn Edward Corn E DR v

ADD CONTACTS TO SEGMENT

After you have created a segment and entered general information about it, you may want to add
contacts to the segment.

You can do this by filling in the lines in the segment window manually, but it is easier and faster to use
the Add Contacts or Add Contacts (Auction) function.

ADD CONTACTS

Use this filter to find contacts using criteria not related to auctions such as Mailing Groups.

1. Select Add Contacts from the Ribbon.

m Edit - Segment - SEGD10 - Buyers with spend = 5000

HOME ACTIONS MAVIGATE

o= -
@View 7’ - +\\+ Add Contacts [Auction) | Y = Goto
- i [~ X 3
U New ' Print Cover Shests oD 4 Previous
Ls Add . OneMote Motes  Links Refresh Clear
< Delete EV Contacts... Print Labels (99mm x 38mm) Filter P Next
Manage \___—/ Process Show Attached Page

SEGO10 - Buyers with spend >5000

General

Mo | SEGO10 26/10/2016
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The Add Contacts batch job window opens.
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| Edit - Add Contacts
ACTIONS

Clear
Filter

Page

Options

Contact

Contact Profile Answer
Contact Mailing Group
Interaction Log Entry
Contact Job Responsibility
Contact Industry Group

Contact Business Relation

Value Entry

Contacts can be segmented in many ways. To add contacts to the segment, apply criteria within

filter groups.

OPTIONS FASTTAB

Options

Allow Existing Contacts: |
Expand Companies: |
Allow Related Companies:  []
Ignore Bxclusion: |

Field name Type Description
. . Select to include all contacts, even if they are
Ignore Exclusion Tickbox
marked to exclude from segments.
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CONTACT FASTTAB

Set filters to specify the information by which you want to select contacts.

Contact ~

Show results:
* Where Customer ¥ is Yes
== Add Filter

Limit totals to:
= Add Filter

2. When all criteria applied, select OK to add contacts to the segment.

Edit - Add Contacts O *
F ACTIONS Q

h 4
Clefrq
Filter
rage
Options v
Contact v
Contact Profile Answer v
Contact Mailing Group v
Interaction Log Entry v
Contact Job Responsibility v
Contact Industry Group v
Contact Business Relation v
Value Entry v

This will activate inserting process. Part of inserting process is checking for duplicated lines,
which are automatically eliminated.
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Microsoft Dynamics MAY

Inserting contacts:

Cancel

To enter additional filters, repeat this procedure on each of the remaining FastTabs.

NOTE

If you have added contacts by mistake and want to go back one step, select Segment, and then
choose Go Back from the Ribbon.

P Edit - Segment - SEG021 - Follow-up on segment SEG020 — a x
- HOME ACTIONS MNAVIGATE (7]
[ Export File |
v « 0 B e
Eg Export ATG Label File
Log Contacts Segment Attachment = n Print Cover Print Print Labels
M = v =3 Apply Mailing Group Sheets  Labels (99mm x 38mm)
Gene 5 Go Back Functions Print
() | Reuse Criteria...
SE n segment SEG020
() Reuse Segment..
Get |  Save Criteria... v
Lines v
Interaction v




ADD CONTACTS (AUCTION)

Use this filter to find auction contacts using criteria related to auctions.

1. Select Add Contacts (Auction) from the Ribbon.

m Edit - Segment - SEGD10 - Buyers with spend >3000

HOME ACTIONS NA‘«"IGATE——7—--'3.L

z, ~
[ view J E_-IF * Add Contacts (Auction) ) m; D ~ Y 3 Goto
»= - |

] New ml’wlﬁouﬂﬂ'lﬂt? - ' o x o Previous
Edit Log Add . OreMote Motes  Links Refresh  Clear

7< Delete Contacts.. |—] Print Labels (99mm x 38mm) Fitter W Mext

Manage Process Show Attached Page
SEGO010 - Buyers with spend >5000
General
No.: [secot0 |[..] Date: 26/10/2016 v

The Add Contacts batch job window opens.

Edit - Add Contacts O b4
ACTIONS (7]

)4
li'llezrq
Filter
Page
Options v
Contact v
Contact Profile Answer v
Contact Mailing Group v
Interaction Log Entry v
Contact Job Responsibility v
Contact Industry Group v
Commission Bid v
Contact Business Relation v
Value Entry v
Customer v
Auction Customer v
Auction Vendor v
Attendance Register v

To add contacts to the segment, apply criteria within filter groups.
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OPTIONS FASTTAB

Options -

Allow Existing Contacts: 1
Expand Companies: |
Allow Related Companiess  []

Ignore Exclusion: 1

Field name Type Description

Ignore Exclusion Tickbox Select to include all contacts, even if they
are marked to exclude from segments.

AUCTION CUSTOMER FASTTAB

Set filters to specify information by which you want to select contacts.

Auction Customer ~

Show results:
¥ Where Auction Mo,  * is AS161116
== Add Filter

Limit totals to:
|4 Add Filter:

10



_ HE Microsoft
s evo-auction B solutions Partner
Microsoft Cloud

2. When all criteria applied, select OK to add contacts to the segment.

Edit - Add Contacts O =
ACTIONS Q

) 4
Clezrq
Filter
Page
Options v
Contact v
Contact Profile Answer v
Contact Mailing Group v
Interaction Log Entry v
Contact Job Responsibility v
Contact Industry Group v
Commission Bid v
Contact Business Relation v
Value Entry v
Customer v
Auction Customer v
Auction Vendor v
Attendance Register v

This will activate inserting process. Part of inserting process is checking for duplicated lines,
which are automatically eliminated.

Microsoft Dynamics MNAY

Inserting contacts:

Cancel

To enter additional filters, repeat this procedure on each of the remaining FastTabs.

11
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NOTE

If you have added contacts by mistake and want to go back one step, select Segment, and
then choose Go Back from the Ribbon.

m Edit - Segment - SEG021 . Follow-up on segment SEGO20 - O bt
- HOME ACTIONS MNAVIGATE 0
[ Export File O
v B« b g = E]
EQ Export ATG Label File "'_EF‘ =
Log Contacts Segment Attachment _ . Print Cover Print Print Labels
M S - Ezz Apply Mailing Group Sheets  Labels (99mm x 38mm)
Gene €5 Go Back Functions Print
() Reuse Criteria...
SEt n segment SEG020

(3 Reuse Segment..
Get |  Save Criteria...

Lines

Interaction

12
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ADD CONTACTS MANUALLY

To add contact to a segment manually:
1. Open the segment and navigate to the Lines FastTab.

2. Go to new line and select contact from the list. Fill in the other fields on the line.

[ Edit - Segment - SEGD10 . Buyers with spend >5000 — O X
HOME ACTICNS NAVIGATE e
Wiew + * Add Contacts (Auction) - | = Goto
@ v T & & Y
] New E.Ell,Print Cowver Sheets o 4 Previous
Add . Onelote MNotes  Links Refrezh Clear
> Delete Contacts... |— Print Labels (9%mm x 38mm) Fitter P Mext
SEGO10 - Buyers with spend >5000
General v
Lines #Hoa
Vendor Customer [ Line - Functions - Calculate | ] Mew @ Find Filter Clear Filter
Contact Mo, Contact Company Name Contact Name First Mame Middle Name Surnam
R R R S N N R R R S S R R R R S R R R R S R R

Repeat these steps to add as many contacts as you want.

EXAMPLES — ADD CONTACT (AUCTIONS)

BUYERS WITH TOTAL SPENT OVER £20.000

FastTab Filter Value
Contact Customer YES
Contact Total Spent 20000..

BUYERS WITH TOTAL COMMISSION BIDS VALUE OVER £30.000

FastTab Filter Value
Contact Customer YES
Contact Total Commission Bid Value 30000..
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BUYERS FROM A SPECIFIC LOCATION
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FastTab Filter Value

Contact Customer YES

Contact City Stansted
VENDORS WITH SOLD TOTAL OVER £5.000

FastTab Filter Value

Contact Vendor YES

Contact Total Sold 5000..

VENDOR WITH SOLD TOTAL BETWEEN £5000-10000 IN MARCH 2015

FastTab Filter Value
Contact Vendor YES
Auction Vendor Total Sold 5000..10000

Auction Vendor

Auction Date

010315..310315

BOOKS BUYERS FROM AUCTION NO. 7038

FastTab Filter Value
Contact Customer YES
Auction Customer Auction No. 7038
Auction Customer Category No BOOK
SUCCESSFUL BUYERS FROM AUCTION 3108

FastTab Filter Value
Contact Customer YES
Auction Customer Auction No. 3108
Auction Customer Hammer Price 1..
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ALL ‘LALIQUE’ BUYERS ABOVE £1000 IN YEAR 2015

||
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FastTab Filter Value
Contact Customer YES
Auction Customer Maker/Designer Lalique
Auction Customer Hammer Price 1001..

Auction Customer

Auction date

010115..311215

ALL FEMALE CUSTOMERS BUYING IN YEAR 2015

FastTab Filter Value
Contact Customer YES
Contact Salutation Code LADY|MISS|MRS|MS

Auction Customer

Auction date

010115..311215

EXAMPLES — ADD CONTACT

ALL CATALOGUE SUBSCRIBERS - WATCHES

FastTab

Filter

Value

Contact Mailing Group

Mailing Group Code

CAT-SUB-WA

CONTACTS ASSIGNED TO MAILING GROUP: EXHIBITION

FastTab

Filter

Value

Contact Mailing Group

Mailing Group Code

EXHIBITION
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REMOVING CONTACTS

REMOVING LAST CRITERIA ACTION

If you have added contacts to a segment or removed contacts from a segment by mistake, you
have the possibility to go one step back.

1. Open the segment, select Segment from the Ribbon, and then choose Go Back.

m Edit - Segment - SEGD10 - Buyers with spend » 5000

- HOME ACTIONS NAVIGATE

‘/ ; mj [ Export File E{%’ % E

Ey Export ATG Label File

Log Contacts Segment Attachment = - Print Cover Print Print Labels
T emem— 22 Apply Mailing Group Sheets  Labels (29mm x 38mm)
Genera (  Go Back ) Print
-
Femed Mena..
SEGO10 - Buye 00
() Reuse Segment..

General H save Criteria...
Mo.: |SEG'D‘I'D Date:
Description: |Euyers with spend »5000 Mo, of Lines:
Salesperson Code: | w Mo, of Criteria Actions:

Mailing Group:

2. Select Yes to confirm.

Microsoft Dynamics NAY >

Thiz will unde the last criteria action.
Do you wish to proceed?

Wait for process to finish.

NOTE

When you click Go Back, the program can only go back to the previous step and no further.

16
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REMOVING PARTICULAR LINE(S)

If you want to delete single contact line from a segment:

1. Highlight the line(s), and right click to open Line menu.

Select Delete Line from the list.

Lines P
Vendor & Custormer [ Line - Functions - Calculate | ] Mew @ Find  Fiker T Clear Filter
Contact No.  Contact Company Name Contact Name First Marne Middle Mam *
COD04367 Glen Snelling Glen

I__CQWEZL_J.irn.f.amhum____________________J.i.m.__________.l
1 C0004368 éJoan Parkinson loan |
L C0004336 Menika Fakhoury | Copy Cell Monika :
CO0D4859 Sue Margan Y_ Filterto This Value  Alt+F3 Sue
COD0487H Terry Else i Find Ctrl+F Terry
COD04861 Tom Shillito # | Open Tom
. By | CopyRows  Ctrl+Shift+C . v
‘B PasteRows  Ctrl+Shift+V
| b4
ey Choose Columns...
Campaign = NG L e s v

2. Select Yes to confirm.

Microsoft Dynamics NAV *

0 Do you want to delete the selected line or lines?

Yes | | Mo

3. Wait for process to finish.

Microsoft Dynamics NAY

Deleting

Please wait while the records are being deleted.
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NOTE

To highlight all contacts included in a segment, click anywhere in the Lines FastTab and use
Ctrl+A key.

REDUCING CONTACTS

After you have selected contacts within a segment, you may want to remove some of them. You
can do this by manually removing them from the lines in the segment window, but it is easier and
faster to use the Reduce Contacts function to specify which contacts to remove, or to use the
Refine Contacts function to specify which contacts to keep.

You can reduce a segment as many times as you want.
To specify which contacts to remove:

1. Open a segment, select Contacts from the Ribbon, and then choose Reduce Contacts.

m Edit - Segment - 5EG010 - Buyers with spend = 3000
HOME ACTICNS NAVIGATE
viktls [ S B = E
F Export ATG Label File =

Log Contacts Segment Attachment = . Print Cover  Print Print Labels
v - - saApply Mailing Group Sheets  Labels (99mm x 38mm)

EY Add Contacts..

+— S qaiags Lyction)
° EGOé ‘E Reduce Contacts... = Y 5000

General | EY Temmsumme ™

Mo.: | SEGO1D Date: 26/10/2016

18
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The Remove Contacts - Reduce window opens.

Edit - Remove Contacts - Reduce

Bl cons

S
Clear
Filter

Options

Entire Companies: [ ]

Contact

Contact Profile Answer
Contact Mailing Group
Interaction Log Entry
Contact Job Responsibility
Contact Industry Group
Contact Business Relation

Value Entry

oK

Cancel

HME Microsoft

Solutions Partner

Microsoft Cloud

2. Onthe Contact FastTab, enter filters to specify the information that you want to use to select
the contacts to be removed from the segment.

On each of the remaining FastTabs, enter one or more additional filters, and then choose the

OK button.

EXAMPLE:

Your segment is filled in with a list of successful buyers within last year, but you have decided
to remove all buyers assigned to Mailing Group ‘Ambassador’.

Open the segment, select Contacts from the Ribbon and then choose Reduce Contacts.

Navigate to the Contact Mailing Group FastTab, and apply filter ‘Mailing Group Code’ with

value ‘AMBASSADOR'.
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REFINING CONTACTS

After you have selected contacts within a segment, you may decide to remove some but keep
others. You can manually remove contacts from the lines in the segment window, but it is easier
and faster to use the Refine Contacts function. You can refine a segment as many times as you
want.

Use the Refine Contacts function to specify which contacts to keep.

1. Open the segment, select Contacts from the Ribbon and then choose Refine Contacts.

m Edit - Segment - SEG010 . Buyers with spend = 3000
HOME ACTICNS NAVIGATE

vEl® 0 e B8 O
E Export ATG Label File =
Log Contacts Segment Attachment Print Cover Prnt Print Labels

- Ez: Apply Mailing Group Shests  Labels (99mm x 38mm)
Genera |E_|+ Add Contacts... s Print
+ -
Add Contacts (Auction)
SEGO1 5000
E=] G-nhdg.-\
GENEFJIQ_'.F Refine Contacts... 2

26/10/2016

The Remove Contacts - Refine window opens.

Edit - Remowe Contacts - Refine O d
Bl acrons (7]
*
Clezf
Filter
Options v
Contact v
Profile v
Contact Mailing Group v
Interaction Log Entry v
Contact Job Responsibility hd
Contact Industry Group v
Contact Business Relation v
Value Entry v
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2. Onthe Contact FastTab, enter filters to specify information you want to use to select contacts
to be removed from the segment.

3. On each of the remaining FastTabs, enter one or more additional filters, and choose the OK

button.

EXAMPLE

Your segment is filled in with vendors with sold total between £5000-10000 within last year, but
you have decided to keep only vendors from Surrey.

Open the segment, select Contacts from the Ribbon and then choose Refine Contacts.

Navigate to the Contact FastTab, enter filter ‘County’ with value ‘SURREY’.

SAVE CRITERIA

After you have selected all contacts you want to include in your segments, you may want to save the
segmentation criteria. You can then reuse these criteria to create new segments.

1. Open segment you want to save criteria from.

2. Select Segment from the Ribbon, and then choose Save Criteria.

m Edit - Segment - 5SEG010 - Buyers with spend = 5000
HOME ACTIONS MAVIGATE

v B« 0

Log Contacts  Segment Attachment

[ Export File
) Export ATG Label File
Eg= Apply Mailing Group

[

Print Cover
Sheets

=2 £
Print Print Labels
Labels {99mm x 38mm)

Date:

€ GoBack
Reuse Criteria...
SEGO10 - Buye )00
General (E Save Criteria... )
LT ¥ |
No.: |SEGO10
Description: |Buyer5 with spend » 3000

Mo. of Lines:

Salesperson Code: |

v]

Mo. of Criteria Actions:

Mailing Group:

26/10/2016

il
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3. Inthe Code field, enter a code for the criteria, and in the Description field, enter a description
for the criteria.

Edit - Sav... O *

— o

Code: |

OK Cancel

4. Select OK to save criteria.

Now criteria are saved and ready to reuse.

CREATE SEGMENT BY REUSING CRITERIA

You can reuse saved criteria to create a new segment.

The newly created segment does not necessarily contain the same contacts as the other segment. It
contains an updated list of contacts matching the same segmentation criteria.

If you want to create a segment containing the exact same contacts as another Logged Segment, use
the Reuse Segment function instead.

To reuse previously saved criteria:

1. Create new segment, select Segment from the Ribbon, then choose Reuse Criteria.

m Mew - Segment - SEG011 « Buyers with spend > 6000
- HOME ACTIONS MNAVIGATE
El ; mj [ Export File E% | E
E Export ATG Label File = =
Log Contacts  Segment Attachment = n Print Cover Print Print Labels
M = M s Apply Mailing Group Shests  Labels (99mm x 38mm)
Genera ”(J_ﬁﬂidf——__ o
' (2 Reuse Criteria...
SEGO11 - Buys = #0
w (‘r ﬁﬂﬁe?m?nﬂ
General [ Save Criteria...
No.: |SEGD11 Date:
Description: |Eu:,.rer5 with spend = 8000 Mo. of Lines:

22
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The Saved Segment Criteria List window opens.
Select segmentation criteria that you want to reuse to create your segment, and choose the

OK button.

Saved Segment Criteria List O *
HOME (7]
/RAX TE PR o
1
| oo T,\-Clear Filter
\ Edit View Delete Show  Show as Onellote Motes Links )
ac List  Chart 3% Find
vianage Wie Show Attached Page
1 Saved Segment Criteria List ~ | Wpetofiter (F3) | Code 1] v

Mo filters applied

Code . Description

: BUY >5000  :Buyers with send >5000

-

gETE
(| o B Cancel
~ P

Wait for process to finish.

The segment lines are now filled in with contacts currently fulfilling the segment criteria.
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CREATE SEGMENT BY REUSING LOGGED SEGMENT

After you have logged a segment, you can create new segment containing the exact same contacts as

the Logged segment. For example, after sending information to a group of contacts, you may want to
send these contacts additional information, as follow-up action for a Campaign

1. Create new segment, select Segment from the Ribbon, then choose Reuse Segment

m Edit - Segrment - SEGDTT - Buyers with spend > 6000
- HOME ACTIONS MAVIGATE

‘/ E ) mJ [ Export File E_%ﬂ 'éll‘ E

k) Export ATG Label File
Log Contacts Segment Attachment

§ . Print Cover Print Frint Labels
- 5% Apply Mailing Group

Sheets Labels (29mm x 38mm)
era  Go Back

SEGO11 - Buye,gf‘“‘r““*
7 () ReuseSegment..,

-
General H Sy et asion = =

00

No.: |SEG'D11

Dat

2. Select Yes to confirm.

Microsoft Dynamics MNAY

9 Segrment SEGDTT already contains 1 Mo, of Criteria Actions.
Are you sure you want to reuse a Logged Segment?
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3. The Logged Segment window opens.
Select a Logged Segment containing the contacts that you want to add to your segment, and
choose the OK button.

Logged Segments O X
HOME ACTIONS NAVIGATE 9

i [ & & N

Show as Onelaote Motes  Links Refresh Clear  Find
Chart Filter

Ll

Typetofilter (F3) | Canceled v|—)| v

Logged Segments -

Mo filters applied

Can... Entry . Creation User ID Segment Mo.  Description Mo. of Mo, of

|
| /09/2016  EVOSOFT\P... 666 dfgdfg

The segment lines are now filled in with the same contacts as selected Logged Segment.

APPLYING MAILING GROUP

You can assign a Mailing Group to list of contacts that share the same characteristics, by creating
segment and applying a Mailing Group to it.

Before you apply Mailing Group to segments, you must set up a Mailing Group.

1. Open the segment and select Apply Mailing Group from the Ribbon.

m Edit - Segment - SEG011 - Buyers with spend = 6000

Bl ove  acmons  navieate

v B & | Do k& E

Log Contacts Segment Atlacl':(ﬁﬂ Print Cover Print Print Labels

Egt Apply Mailing GFGUP’ } Sheets  Labels (99mm x 36mm)

Genera FUNCHOTTE. ™ ——

SEGO11 - Buyers with spend >6000

General

No.: |SEGID‘I‘I Date:

Description: | Buyers with spend = 6000

25
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Edit - Apply Mailing Group

Bl ~crons
YX

Clear
Filter

Page

Options

Delete Old Assignments:  []

Mailing Group

Show results:
¥ Where Code ~ is
= Add Filter

Limit totals to:
4= Add Filter

OPTIONS FASTTAB

| | Cancel

Select this check box to remove previous contacts that were assigned to the Mailing Group.

Options

Delete Old Assignments:  []

26
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MAILING GROUP FASTTAB

Use filter to select a Mailing Group that you want to assign to the segment, and then choose the
OK button.

Mailing Group A

Show results:
X Where Code = is Enter a value.
4 Add Filter

Limit totals to:
== Add Filter

Schedule... 0K Cancel

Confirmation message appears stating: “Mailing Group ... is now applied to Segment ...”

Select OK to close the window.

Microsoft Dynamics MAY *

o Mailing Group FINEART is now applied to Segment SEGDT1.

Repeat these steps to assign as many Mailing Groups as you like to the segment.
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PRINTING LABELS
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There are few options available to prints address labels for contacts from selected segment.

PRINT LABELS (99MM X 38MM)

1. Open a segment and select PRINT LABELS (99mm X 38mm) from the Ribbon.

m Edit - Segment - SEG011 « Buyers with spend 6000

- HOME ACTIONS MAVIGATE —

. , \
vV oE @ [ e @ E Y
Ed Expart ATG Label File = " “I

Lag Contacts Segment Attachment Print Cover Print Print Labels

- 2 Apply Mailing Group Sheets  Labels Y(99mm x 38mm) )

Genera Functions Printie, ,_/
-~

SEGO11 - Buyers with spend >6000

General

28/10/2016

Mo

2. The Segment Labels (90x38) window opens.
Select the Print button or the Preview button to process the labels.

Edit - Segment Labels (9%:38) O >

- ACTIONS - )
YX

Clear
Filter

Page

Segment Header A

Sorting: Mo, = zl'

Show results:
¥ Where Mo, = is AB01
4 Add Filter
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NOTE

To save the labels, click on arrow on the Print button, and then select a format.

Edit - Segment Labels (99x38) O *

Bl acons 0
YX

Clear
Filter

Page

Segment Header -
Sorting: Mo, = Z-L"

Show results:
¥ Where Mo, = is AB01
== Add Filter

E Print... ~ Preview | | Cancel
E':'p Print...
1| PDF Ctrl+Shift+P

Microsoft Word  Ctrl+Shift+W
Microsoft Excel Ctrl+5hift+E
Schedule... Ctrl+5hift+5
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PRINT LABELS

1. Open a segment and then select Print Labels from the Ribbon

m Edit - Segment - SEG011 « Buyers with spend = 6000
- HOME ACTIONS MNAVIGATE
kg Export ATG Label File

Log Contacts Segment Attachment = . Print Cofer
- - - =2 Apply Mailing Group Sheets\

Genera Functions

SEGO11 - Buyers with spend >6000

v s [U ™ Export File IE_%(’ = \\‘ =

Print Pdnt Labels
Labels {994hm x 38mm)

Ssdae

General

Mo

I[-]

Date:

2. Select a format from the list:
e 36 x 70mm (3 columns)
e 37 x70mm (3 columns)
e 36 x105mm (2 columns)

e 37 x105mm (2 columns)

Edit - Segment - ... O >

Bl crons L
) 4

Clear
Filter

Page

Options A

Format: |36 x 70 mm (3 columns) v|

36x 70 mm (3 columns)

3Tx 70 mm (3 columns)

36 % 103 mm (2 columns)

37x 1053 mm (2 columns)




_ HE Microsoft
s evo-auction B solutions Partner

Microsoft Cloud
3. Select the Print button or the Preview button to process the labels.

Edit - Segment - ... O o

Bl acrons (7]

Clear
Filter

Page

Options -

Format: ‘3?x1ﬂ5mm 2 colum... v|

"__———_-~

~

Print... - Preview > Cancel
( 1
\_ ¢

NOTE

To save the labels, click on arrow on the Print button and then select a format.

Edit - Segment - ... O x>

BBl acrons (7]

Options -

Format: |37 x 103 mm (2 colum... v|

EPlinl... - Preview H Cancel |

Print...

FDF Ctrl+Shift+P
Microsoft Word  Ctrl+Shift+W
Microsoft Excel Ctrl+5Shift+E
Schedule,., Ctri+5Shift+5

i

u
o
B

[

& By
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EXPORT ATG LABEL FILE

Use this option to create a file with contact labels following ATG requirements.

1. Open a segment and then select Export ATG Label File from the Ribbon.

I Edit - Segment - SEGDT1 - Buyers with spend >6000 — O x

- HOME ACTIONS MNAVIGATE e
v B et B & 2

€ | Export ATG Label File

Log Contacts Segment Attachment o w o mm = = % Print Cover  Print Print Labels
- - - GLApAYMEMAGTroup  Sheets  Labels (99mm x 38mm)
Genera Functions Print
SEGO11 - Buyers with spend >6000
General -~

No.: ] Date: 28/10/2016 v
Description: Buyers with spend ... Mo, of Lines: 11535

2. This will generate new window were you can choose to Open or Save the file.
The file name is created of the segment code with extension TAB.

Export File *

Do you want to open or save this file?
Name:  SEGD11.tab
Jj Type: TAB File

Open | | Save | | Cancel

Always ask before opening this type of file.

3. Select OK to confirm on message stating number of exported contacts.

Microsoft Dynamics WAV ped

o Exported 11535 Contacts

Use Notepad or Excel to open the file.
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EXPORT FILE
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To export contacts to a file:

1. Open a segment, and then select Export File from the Ribbon.

You can export segments to a disk file, if you want to send a list of contacts to marketing agency.

m Edit - Segment - SEG011 + Buyers with spend = 6000

- HOME ACTIONS NAV'GATE‘—_----~

v < @ C_ Dibwortile 3
EIERSRTEG Label File
Lag Contacts Segment Attachment _ »
- - - 5= Apply Mailing Group

Genera Functions

SEGO11 - Buyers with spend >6000

=t

Print Cover
Sheets

= =
Print Print Labels
Labels (99mm x 38mm)

Print

General

Mou: I:l Date:

2. Select the Save button.

Export File x

Do you want to open or save this file?
Ly Mame:  Export Segment Contact.bet
Type: Text Decument

Open | E Sawve i | Cancel

Always ask before opening this type of file,

Saved file has extension TXT and is Coma Delimited.

Description: Buyers with spend ... Mo, of Lines:

L

28/10/2016 w
11535

3. Browse to the folder where you want to save the file, and fill in the File Name field.
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To open the file use Excel:

1. Open new Excel spreadsheet, navigate to Data, select Get External Data, and then choose
From Text.

look] - Excel

Home Insert Page Layout Formulas Review View Dynamics NAV Q Tell me...

EE [ Show Queries “=s (=] Connections %l Y W Clear E E Ew=
ef

From Table Properties Y- Reapply E*E ==
] h Bl Z| Sort Filter o Text to -
& Y- Advanced Talmns .:,@ A l'“

&Transform Connections Sort & Filter Data Tools

\@ =

From Fr&m me Frodh Other Existing
Access W urcs' Connect|ons|

’}H |ﬁl:emal Data

Quer}r' D@. Recent Sources All~ [} Edit Links

=3 el il il il ol el el e

2. Navigate to exported file and select the Import button.

Import Text File X
« « 4~ [ » ThisPC » Desktop v @| | Search Desktop P
Organize « MNew folder B ~ [N o
[ Desktop ~ Mame Date modified Type Size
¥p
* Downloads  # Export Segment Contact.bxt 02/11/2016 13:35 Text Document
Documents 7 instrukcje - Shortcut 28/00/2016 09:47 Shortcut
[&=] Pictures *» E MNAY M5SDN 15/08/2016 16:44 Internet Shortcut
DynamicsMAYS0 #  Motes - Shortcut 07/10/2016 21:55 Shortcut
Forum 260016 & | Paulina - Shortcut 27/05/2016 09:43 Shertcut
S dri 01/06/2016 15:13 Shorteut
NAV.9.045834.G R > dive e o
To be approved
Microsoft Excel
>
File name: |Export Segment Contact.bd ~ | TextLiles & prn;™ b, " csv) w |
Tools v{ Irnport |v \| Cancel |
\ /
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In new window do not apply any changes, click the Next button.

Text Import Wizard - Step 1 of 3 ?

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 =| File arigin: 65001 : Unicode [UTF-8)

|:| My data has headers.

Preview of file Ch\Users\Paulina. drumew'\Desktoph\Export Segment Contact. tut,

1["No.", "External ID", "Name", "Name 2" K6 "Rddress"™, "bddress 2", "County", "Post
E 'CO001778", "", "Aine Myler™, "", 6 "42 Shanuarna Road”, "Santry ","","","Dubli
"CO001783", ™", "Alison Doody™, ™™, "13 Ailesbury Wood", "Ailesbury Road™, ™", "
] n "CO0017758", ™", "Angela Frewen","", "The Road Cottage", "Enockrath", "Co. Wic

<

L

—--N

Cancel

~

f E "31Z66™,"", "Antigque Jewel &Gem Company Ltd", "™, "Znd Floor™, "&3/&& Hatton |w

Text Import Wizard - Step 2 of 3 ?

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.
P iyl

\
,’Delimiters N

[“] Tab 1
|:| Semicolon | |:| Treat consecutive delimiters as one
1 Text gualifier: | * w
\ [ other: ,_I
N e B
Data preview
o. xternal ID Mame ame 2 Pddress
aoo177e Bine Myler L Shanuarnz Rog
oool7as Blison Doody 3 Rilesbury Woo
Qoo177s Rngels Frewen he Rocad Cottage)
lZge PBntigque Jewel &Gem Company Ltd nd Floor
< >

e

™
il S

~

L
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5. On the next screen, confirm by selecting the Finnish button.

Text Import Wizard - Step 3 of 3 ? ot

This screen lets you select each column and set the Data Format.

Column data format

(® General

- ‘General’ converts numeric values to numbers, date values to dates, and
OIE’“: all remaining values to text.
() Date: | DMY ~ Advanced...

O Do not import column (skip)

Data preview

Gepersl Feperzl
HMame FHame 2 Rddress L)
Bine Myler M2 Shanuarna Hoa
Blison Doody L3 Rilesbury Woo
Pngela Frewen The BRozad Cottage
Pntique Jewel &fem Company Ltd End Floor W

a"z‘~

Cancel < Back [EXE =

Import Data ? *

Select how you want to view this data in your workbook,

22z Table

PivotTable Report
||j PivatChart

|:° Cnly Create Connection
Where do you want to put the data?
(®) Existing worksheet:
=3A81| 2.5
() Mew worksheet

|:| Add this data to the Data Model

s A

‘l 0K
/

.

Properties...
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Now all contacts from exported file are imported to the spreadsheet.
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H - v o Baok1 - Bxcel = - O
File Home  Inset  Pagelayout  Formulas [EESCHM Review  View  DynamicsNAY  Q Tell me what you Paulina Drumew £ Share
L] E\um :‘:‘:(s:: FEI [T show Queries “’—u [ Connections 5L Y Clear E’E : Flash Fill fro Consohdra(ar E’P @ E Group -
rom Web ) From Table [E] Properties Reapply B-ARemove Duplicates = Relationships 88 Ungroup -
From Other  Existing New z| Sot Fitter Textto What-If Forecast
FomTedt  Sources-  Connections | Query - L Recent Sources A” E Edit Links Vo Advanced  Columns 56 Data Validation - [ Manage Data Model | pnalysis - Sheet | E4 Subtotal
Get External Data Get & Transform Connections. Sort & Filter Data Tools Forecast Qutline I ~
A8 - fe || coooas7s <
A B & D E F G H 1] K E
1 No. External ID Name Name 2 Address Address 2 County Post Code: city Country/Region Code Phone No.
2 |c0004879 Alison Morgan 3Green Lane E13 London
3 |c0004880 Mark Proctor 7A Patriot Drive Lancashire M12 Manchester
4 |coo0ag77 Aaa Solicitors
5 |C0004866 Alan Cook Bridge Road Middlesex TW172WW shepperton 01234 567899
6 |C0004870 Andrea Marlon Unknown Road Middlesex TWI115FF Teddington
7 |C0004873 Andrew Gobbee
8 [coooas7s |Andy Galazka |63 Monks Ave [ TALL [
9 |c0004883 Anna Streeter 1Pound Road Aberdeenshire AB Aberdeen 0123111111
10 | C0004869 Arnold stevens Windsor Street Middlesex TWi21TT Hampton
11 |co004872 Chris Cuningham 33 surrey Hills surrey KT1S5 188 Addlestone
12 |C0004560 Damian Fisher 33Greenlane  Surrey KT120AA Walton-On-Thames UK. 0156111112
13 |C0004881 Edward Corn & Middlesex Street West Midlands 810 Birmingham
14 C0004567 Glen Snelling Guildford Street Surrey KT16 98B Chertsey
15 |C0004571 Jim Capehorn 28 Mead Lane East Sussex TNS SAA Wadhurst
16 C0004568 Joan Parkinson Waters Edge Surrey GU10 Farnham
17 |C0004586 Monika Fakhoury 12 Pine Court Surrey GUS 166 Guildford
18 C0004882 Pauline Duncan 4 Meadow View Surrey KT16 86U Chertsey 01932 000000
19 |c0004859 Sue Morgan 10 Eastworth Road Surrey KT15 SHH 01932111111 -
sheett | @ [ — 5l
Ready Average:0  Count 16 sumo | B o -——+ 1%

LOGGING SEGMENT

In a segment window, when you select Log, the program records interactions in the Interaction Log
Entry table, and logs the segment. Logged segments can be found in the Logged Segment window.

To run the batch job:

1. Open a segment window, and then choose Log from the Ribbon.

m Edit - Segment - SEGDNT - Buyers with spend = &000

- HOME ACTIONS NAVIGATE
Wiew * Add Contacts (Auction
Qs 777 Ve Gucton) 3

] New ( |_—'E. Print Cover Sheets
Edit \ Lleg [ Add . OneNote
7 Delete '\ _ fontacts.. [Z] Print Labels (99mm x 38mm)

Vanag

SEGO11 - Buyers with spend >6000

General

No.: |SEG{!I‘I1

roCess SO

X

Motes  Links

7
7

Refresh

Description: |Bu ers with spend =
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2. The Log Segment Window opens.

Edit - Log ... a *

Bl cnons (7]

Options A

Send Attachments:
Create Follow-up Segment:  []

OK Cancel

Field name Type Description

Send Attachments Tickbox Select the check box if you want to
deliver the attachments and send by
e-mail or print.
In use for interactions.

Create Follow-up Tickbox Select the check box if you want to

Segment create a new segment that contains the
same contacts.

NOTE

To create a follow-up segment, you must have specified number series for segments in
the Marketing Setup window.

3. Select OK to process.
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4. Wait for process to compete.

Microsoft Dynamics NAV

Merging Microsoft Werd Docurnents..,

Preparing
E-Mail
1005

Program status

Merging E-Mail in Microsoft Weord...

Cancel

5. Select OK to close the confirmation message.

Microsoft Dynamics NAV o

o Segrment 555 has been logged

aK

Now an interaction is recorded for each contact within the segment in the Interaction Log Entry table,
and the segment is logged.

If you have selected the Create Follow-Up Segment check box, a new segment is created that
contains the same contacts as the segment you have just logged.
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