USING QUERY BUILDER TO GENERATE A LIST OF EMAIL ADDRESSES

1. Start User Interface.
2. From the Main Menu, choose Options→Query Builder.
3. Complete the screen as you see below, changing only the saved list name in the Before: box.  

Remember to click on the radio buttons as you see them below in the Output to: and Suppress sections of the Query Builder screen.
Also note what has been entered in the Before: box.  After the command GET.LIST
key in the name of your savedlist.
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4.  Click on SAVE to save this query on your PC so you can run it again without having to key in all of the above setup.  Use an 8 character name.
5. Click on Okay to run this query.
The Report Viewer will open as appears similar to the sample below.
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5. Click on Edit→Select All
6. Click on Edit→Copy

NOTE:  If your savedlist’s total count is more than 1000, it is recommended that you break down the list into groups of 1000 and send out one email per group.  
Proceed with step 7 if your total count is less than 1000.  If your total count is greater than 1000 follow the following step:
6a. Open excel and click on Edit(Paste
            (Use the numbers on the excel worksheet to break the total count of your savedlist into smaller  

             groups that can be copied and pasted into outlook)
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7.  Click on File→Exit, then on Return to go back to the Colleague (Datatel) main menu.
8. Go to Outlook, start a new message.
9. Click on Options and choose Bcc for Blind carbon copy
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10.  Place your cursor in the Bcc… box,  click on Edit→Paste and the email addresses of those in your saved list (who have an email address) will be copied to the Bcc… box (this protects the identities of the other recipients of the email). 
11. Optionally, to have a copy sent to yourself to confirm the success of this process, enter your email address in the To… or cc… box.
12. Compose your email as usual, and send.
Key in your saved list name here, after the command GET.LIST





KEY IN A SAVEDLIST NAME AFTER THE GET.LIST COMMAND
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