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Creating a Mail List

This example is the same as in the Mail List SCREENCAST for a Mail List of current subscribers.

1. Click Setup > Mail List in the menu bar.

i ¥
OR, click the Mail Lists "«'“== putton in the Theatre Manager
Ribbon bar.
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The Mail List search window opens.
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2. Click the New e
window opens.
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& mail list usac as a collecticn of Patron recorcs that have similar charactaristics. You can add peopls to a list manually, they can add chard
via the web module. or sutomatically during ticket sales, impert or by running & query sgainat the datsbase, %
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Description

[CJAllow Patron to subscribe/unsubscribe via the internet

Description [Patrons who have purchased tickets to any 2 events ‘_I.
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3. Enter a detailed name for the list.
Current Subscribers

4. Enter a detailed description of the mail list.
This mail list is of all the current subscribers
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5. Click the Save s=: button .
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& mail list usec a3 2 collection of Patron records that heve similar charscteristics, ¥ou can ade peogple to 2 lisz manually, they can 2od themselves
win the web module. or sutomatically during ticket sales. import or by runming & query sgainst the detabase.
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6. Click the Criteria|ﬂrlterm tab.

7. Click the Create Group '#* Create Group...
button in the lower left corner of the window and
select To Add Patrons to a Mail List. The Mail
List dialog opens.
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‘-& To Search For Data, you must selact a fila as the primary sourca of information for tha mail list. Theatra Managar
<= il Incluga infrmaticn in sthar ralazad parang filas.

fobe that patren data is the gagent for mese other files. In other werds, if you select any file as the main file, you
can also set criveria for the patren recerd.

Howevar, the convarse is not true, For example, selecting the patron file as the marge file does not include the
child informatian such as dener Information,
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8. From the <Select File> drop down list, Choose the
"Ticket data per Performance" file.

9. Click the Next L__s# N&Xt | putton. The
Parameters window opens.
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10. Click the New " button. The Add/Edit Parameter

window opens.
Choose the Field:
Play #

Then select the Conditions
The plays in the season subscription package.
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13. To add more fields click the Add / Continue

[+ Add/Continue | button

In this example: Choose the Field

Promotion #

Select the Conditions for all of the subscription
types.

Subscription and

~ Subscription Early

When complete, Click the Save

button. You are returned to the Parameters window
and the Mail List criteria are displayed
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Play & is one of (08-D4) OUT OF SIGHT... OUT OF MIND or (08-D3) LONG WEEKENDS ARE FOR FUN or (09-D
and Promotion # is one of Subscription or Subscription-Early
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Note:

If the criteria is left in the order shown (searching for
promotion # first) the query takes a longer time. The way the
query is currently ordered, it will search every ticket in the
database for the Subscription and Subscription-Early
promotions, then search the matching tickets for the matching
performance codes.

To optimize the search--switch the criteria. The performance
code is searched first, then from those results, the matching
promotion # will be returned.

i
16. Click the Done |_'w# D212 | hytton. You are
returned to the Mail List Criteria window.
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17. Click the Execute Execute

the Mail List.

button to run
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