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0.0 | Welome

In this guide we will go through the
shortcode module in MARKS5. This module
will help you distribute mails much faster.
Shortcodes are your mailing lists that you
predefine, so you can distribute mails to
mMmany recipients in just a second.
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2.0 | Shortcode wiodule

In this chapter, we will first go through
the shortcode work area. Then, we will

learn how to create shortcodes. \We
will learn how to send an email using a
shortcode as well as learn to create a
shortcode while sending an email.
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2.1 | Shortcode work area
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Lets take a look at the shortcode work
area. To access the module, choose
from the lower left corner: Shortcode.
Now, you will experience your work
area changing so it looks similar to the
screenshot above.

What changes is the object list in the
centre of the screen. Everything else
remains unchanged and will still view
folders, links, menu and so on, the only
change here is that the different areas
now refer to the shortcode module
(Links informs of the shortcodes details,
menu centres around shortcodes and so
on). But lets quickly take a peek at the
changed object list.
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1| Shortcode preview: Here you can se
every available shortcode.

2 | Shortcode details: This is where
you can see details of the shortcode
in question. You are able to see every
email address that is on the shortcode
mailing list.
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2.2 | Create shortcode

Now, let us get into how you can create
your own shortcode mailing lists.

1| To create a shortcode, go to the menu.
If you are in the shortcode module, you
will see create shortcode in the menu-bar.

2 | However, if you are in documents,
contacts or other modules you have to
click the drop-down in the menu, beside
the create bottom and choose create
shortcode.

Both approaches will open your Create
shortcode window.

1.
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2.
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2.2 | Create shortcode

This is your Create shortcode window.

Here, name the shortcode: In this example
we type in: Shortcode Test. To continue
you have to press edit. This will open a

new window, shown in the next page.

M Create shortcode - o IEH
Main | Links
ED Name |Shortcode test] ‘C'ﬂtﬂr =d
|Address | | |Descriph'on Attention Company |Counh’y
[ Edit @ Delete
NorDICIT
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2.2 | Create shortcode

M Addresses edit

Manual | Contacts | Shortrode | Internal

#3 Companies v || s
Relati...
& :

Mame ¥ | Navisi...
nordic it
&5 Mordic it aim

3 Mordic IT Europe ]

| [w| Contains([Name], ‘nordic it) Edit Filter

To

@ Delete

Description

Address
& | sd
% uam
(# Mordic IT Europe ...

Bec

B> B

Bec
Bec

Preferable for 'Stine Dichow'
Preferable for 'Una Christine ...
Preferable for 'Nordic IT Euro...  Nordic IT Europe

Fely Blaga <M @nordic+t.com>

4 &3 Marketing

Marketing <bb@nordict.com>

4 f Llinnea Kira Birk

Linnea fira Bk <kb@nordic-t.com>

4 23 Projects & Services

support <sugport@nordict.com>

4 & Casper Thalund

Casper Thalund <ct@nordic-t.com>

P NOSCY. PRI S I

Cc (@) Beo | Preferable type:
Attention
Stine Dichow

Una Christine Castella MacDo...

Preferable

Company Country

Mordic IT Europe Denmark

Count: 3

v 3 cancel

Ok

This is where you add addresses. Lets start by getting to know
this window. The window consists of two areas.

1] In the top of the window, you can navigate between manual,
contacts, shortcode and internal. In manual you type the
addresses you want to add manually. Here, you can also search
directly through contacts. In contacts, you can search through
the address-book for persons, departments and companies. In
shortcode you can choose existing mailing-lists and in internal
you can choose from internal users. Below the navigation
options you see everything, you can choose from, which
change accordingly, when you navigate between the tabs.

2 | The lower part views added addresses, and just above you
see your choices: add, edit, delete, to, cc and bcc.

NoRrDIC T

To enter addresses to the mailing-list use the top part of the
window. Choose if you want to enter emails manually, choose
from contacts, existing lists or internal. Mark the address you
want and press add. The added address will then be visual
just below. You can remove by clicking delete. Furthermore,
you can set an address to either to, cc or bcc. This can be
set individually for each address. You also have the option of
editing each contact individually. To do so, mark the address
and click edit. Here, a small window opens, that allows you to
customise the name to be used before the address as well as
adding a personal attention line.

When you finish, press ok.

NOTE | We recommend that users add addresses from
contacts as described above. If you make changes to a contact,
it auto changes in all lists. Using contacts ensures that changes
transfer to the lists.
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2.2 | Create shortcode

When you press ok, you return to the create
shortcode window, where the list now appears
on screen. To finish, press ok. You will now

be able to find the new shortcode from the
shortcode module window.

NOTE | If you want to remove an existing
shortcode from the system, you can delete from
the shortcode module. Just mark the shortcode

in question, right click and press delete.

ML Create shortcode - o IEE3
Main Links

) Neme |5hurtc0de test

| Creator sd

| Address | | | Description Attention Company | Country
i =d Beo Preferable for 'Stine Dichow'  Stine Dichow
& ucm Bce | 5§ Preferable for 'Una Christi...  Una Christine Castella Mac...
[;-ﬁ Mordic IT Europe... Bcc 3 Preferable for 'Mordic ITE...  Mordic IT Europe Mordic IT Europe | Denmark

Count: 3

@ Delete

|/ Ok ||xCanceI|
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2.3 | Send an emadl using a shortcode o L i e |

i E Suppoet v

Now, lets try to use the shortcode when we send
an email. Create document and compose the mail
as usual. Hit the send bottom as usual and the
transmit window appears.

To use shortcode, just tab to shortcode in the top oo
of the window and you will see all shortcodes just | LjEmertotbesiis Bl
below. You can search trough them in the marked

line. Search and choose the shortcode you want.

When you have found a shortcode, you will see
the address details as viewed above. Mark them
and use the add bottom in the lower left corner to
choose them. They will then appear in the current i ] s s LTS e e B
address list as well. You can edit details related to

the emails individually by using the edit bottom. _ - =
. [or o o ladaes || Jocactin st Comeny_JCouery | poterct e
When you finish, press send. = vn BE TR paakw s e .
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Hachonskd zum@nons oo oen s "o & | Uns Chricre Castels Machorakt
0§ Hrck |l Fanw
D] vem[Kosie] [me Sl o (3B S [

NoRrDIC [T
www.nordic-it.com - All rights reserved




1]

MARIAT

2.4 | (reate shortcode while sending a emadl
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Ml Create shortcode New shortcode - o [JES
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O 03 | [ pox | [0 okete | [Pemeat

Edit

shortcode

Create new

% Cancel

shortcode

You also have the option of creating and editing shortcodes
during the process of sending an email. To do so, create
document as usual and press send. This opens your transmit
window.

Above you see the transmit window you know from every time
you create a document. In the right top corner of the window
tab to contacts and choose addresses that you wish to send the
document to. The chosen addresses are shown under current
address list. In relation to shortcodes there are two icons to pay
attention to here: create new shortcode and edit shortcode.
The blue circle highlights the icons. Create new shortcode
allows you to create a shortcode on the spot from the current
address list and edit shortcode allows you to edit shortcodes
from the transmit window.

Now, lets try to create a shortcode from here. Start by adding
contacts to the current address list. When you finish, press
create new shortcode by clicking the icon. This opens the
create new shortcode window.

Here, enter name and description, press ok and your new
shortcode is done.

NoRrDIC [T
www.nordic-it.com - All rights reserved



12| MARIKL

2.5 | Use Qucck shortcode

In the contacts module you are provided
with a function called quick shortcode.
Quick shortcode has two functions: 1] It
provides you with quick access to add and
remove persons and companies to and from
shortcodes, and 2 | it allows you to quickly

see and manage every shortcode a person or
a company appears on.

We will now learn to use quick shortcode.
From the contacts module, mark the
company or person you want to view or edit,
go the menu, choose contacts and click quick
shortcode as showed in the screenshot.

This will open the windown shown on the next
page of this guide.
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2.5 | Use Qucck shortcode

M Quick shartcode for contact 'Nordic IT Europe’ - o IE3
Shortcode list Shortcode list for contact "Nordic IT Europe’
MName a¥ Description Creator Count Mame “ | Description 5
L3 D test Shortcode test Preferable support@nordic-... 5.
[E] test KR 0
[Z]| TEST ticket ... ahn 75
v i[5 test2 KR 3
[E] test33333 MD 1
2—— SR |
¥ | || Starts with{[Mame], 'test’) | » Edit Filter
Add to shortcode ll::) t= | Remove from shortcode
T
3

This is your quick access to editing which persons and
companies appear on which shortcodes. What you see in this
window is a left and a right column.

1| This column provides you a quick view into which lists the
person or the company appears on.

2 | On your left you find all shortcode lists that are saved in

the system. In the top column you can search through all
shortcodes.

NoRrDIC T

3 | This is where you add or remove from a shortcode, choose
a shortcode and add to shortcode or remove from shortcode
in the bottom window. When you click add to shortcode,
your chosen company or person is added to the shortcode,
you have highlighted on your left. By clicking remove from
shortcode you remove.

EXERCISE | Create a shortcode where you add your colleagues
to the mailing list.

Send an email using the shortcode.

Create a shortcode while sending an email.

www.nordic-it.com - All rights reserved



