How to use Microsoft Outlook to create an MTP batch email
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Updates to the Step-by-Step Guide

1. September 10, 2024: Step-by-step guide released.

2. October 29, 2024: Focus on using Microsoft Outlook to create an MTP batch email and separate the
converting existing text into a new section.

3. December 12, 2024: Added how to clear all text formatting in Microsoft Outlook using the Clear All
Formatting icon.

4. March 18, 2025: Changed the term “Outlook Message Format” to “Outlook Mail Format”. Added the
Outlook Mail Format file extensions (.msg and .eml) to the step-by-step guide where needed.
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Using Microsoft Outlook to Create an MTP Batch Email

Overview and Preparation
Email Address.  [infoqibunmssconsn ang
Here are the steps to prepare and create an MTP Batch SUBRCE  [Sign the Petion 2 Suppor he Line S Resohuion
Messaga Chck heds 10 preview the Messoge.

Email using Microsoft Outlook.

Start with a New Email in Outlook. Do Not Use an existing
Microsoft Outlook email as a starting point. Using an
. e . . . Record | First Nama Lncal Memibarship 5 preview emas
existing Outlook email as a starting point can cause unseen | Stots Ericnpaon S ——
. . o 1 I WMILLEROT 12§ sutpee [Bign the Petion 1o Suppon th
formatting issues once the email is sent. T

[¥ Enabic mail memga Surround fisld names with squars brackets 1o use n your message. E g [First

. _M:al!i:ﬁ Evnil Address  [infoilunawiscansin.oog
4 | Marcafro MARCELINOGE  Adinchenerts
L. 3 g 5 | Digraing METTIEMSRG
FYI: If you want to use an existing Outlook email (or are - lpuacaon e
cutting and pasting from other applications), please review B Cldloale el M [
How to Convert an Existing Outlook Email or Word 1 o IMATERISY
H 1 OGS We need your help. |
Document to an MTP Batch Email. =i [Pt ) botcbem bl 4
L) SHANEIUROR 700 union jobs, and |
) ) i | Agreement with the |
1. Open Microsoft Outlook and start a New Email. 7 [Frank ADVORACHER
- oo 15 [Dean LILLIEANDDEN SIGN THE
FYI: MTP uses Outlook as its email editor to create and T A
R 21 [Barry BROUFMEGM This nearly half billici
format emails. = bl | Toa _AUSTORD @i access toylhe energy
2.  Write your email copy and subject line in the Microsoft Tk e hundreds of family
. . F2] | Dhcerrara; BORCUARI TR
Outlook email. Get it approved. 26 |Karnain SARA FRARIE The Wisconsin Labal
. . . . 27 [ismac [ISAAG JAIMESE
3. Personalize the email copy using MTP Mail Merge - £LcanaLLoR PeER AR men

Fields such as [First Name] or [Dues Amount] Image: MTP Batch Email

4. Format, bold, underline, and add bullet points or
hyperlinks to your email via Outlook Microsoft

5. Insert images in your email copy that you want to use
for your message, like a Header, Footer, or Logo image

6. Attach files such as PDFs to your email

7. Save your email as an Outlook Mail Format (.msg or
.eml) file

8. Define your email list of recipients in MTP using a User
Define Report, such as all ACTIVE members or only
members that are SUSPENDED

9. Load your Outlook Mail Format (.msg or .eml) file into
MTP

10. Review your email and personalization, if added, in
MTP

11. Send or Schedule your email in MTP

12. Track your email in MTP
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1) Open Microsoft Outlook and start a New Email
Start a New Email (Image 1.0).

Do Not Use an existing Microsoft Outlook email as a starting
point. Doing so can result in unseen formatting issues once

|B File Home Send / Receive Folder View

LVH % s @ E ) Repl

i Ex~ , ) Repl
the email is sent. New [New Delete Archive | -
Email fems~ fe v > Forw
__ . . ,QQ New Delete R
If you want to use an existing Outlook email, please review
the section How to Convert an Existing Outlook Email or <
Word Document to an MTP Batch Email. v v Favorites Focuse
. . . Inbox 13 v Today
FYl: MTP uses Outlook as its email editor to create and
. Sent Items David !
format emails. :
Drafts [1] Can som
Deleted Items |
Image 1.0
2) Write Your Email copy 0™ P S < Sign the Petition to Support the Line 5 Resolution - N

Write (or re-type) your New Email in Microsoft Outlook. Get
your copy (i.e., text) and email subject reviewed and
approved for messaging, branding, spelling, and grammar
rules (Image 2.0).

TIP: Formatting topics not to worry about at this point in
the email writing process:

e Bolding

e [talicizing

e Underlining

e Bullet points

e Inserting images

e Inserting mail merge fields such as First Name, etc.

Why?

Don’t worry about formatting at this point. When ready,
you will format your email and insert images in Microsoft
Outlook to create a finalized Outlook Mail Format (.msg or
.eml) file for your HTML email to be loaded into MTP.

File Message Insert Draw Options FormatText Review Help

Paste Basic Names Include Loop Tags Dictate 4
- &  Ted~ v v Components ¥ : Al
Clipboard K Collaborate Voice Apl
& To
Send Cc
Bee
Sign the Petition to Support the Line 5 Resolution

SIGN THE PETITION TO SUPPORT THE LINE 5 RELOCATION
This nearly half billion-dollar project not only ensures our state will co
energy we need to live our lives and prosper...it also means hundreds |

Laborer brothers and sisters.

Image 2.0
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3) Personalized the email using MTP Mail Merge
Fields

One of the most common ways to personalize your email is
to use the [First Name] Mail Merge Field from MTP to insert
the member’s first name at the beginning of the email
(Image 3.0)

TIP 1: Mail Merge Fields can be found and documented
when you export a spreadsheet from MTP using a User
Defined Report. Each column header contains the Mail
Merge Field (i.e., Row 1, the top row) in the exported
spreadsheet (Image 3.1).

TIP 2: Mail Merge Fields used in email copy must be written
exactly as they are displayed, i.e., capitalize letters and

spaces with square brackets (left and right).

TIP 3: Left and Right Square Brackets are required to frame
the Mail Merge Field within the email copy.

Example: [First Name] and [Training Id Number]
View the chart below for some of the most common MTP

Mail Merge Fields used to personalize your Text-only or
HTML Outlook email.

MTP Merge Field Chart (below)

ol s O A

T STTAT
| 7 I[Tf‘fi\@t

B

Fila Message [nsert Draw Options Format Text  Review  Help
— A . - -
A : 0) k| & B2 [
[ Al U L2 L ) /
Paste Basic  MNames  Inchude Loop Tags | Dectate F- Editor  Immersiy
i o Tewr - - Components = - Apps Reader
Clipboard T Colanorats ) AEps: Ediar WPITSrERE
.'__\; To
end C
B
21g he Fetition 10 SUpEor ™ 50t

[Firat Nama],

‘& nead your help. The Wisconsin Line 5 pipeline relocation has been waiting on constructi
for over four years. This critical energy project brings with it 700 union jobs, and the mainline
contractor has already signed a Project Labor Agreement with the four pipeling trades - incl
LIUMA.

SIGN THE PETITION TO SUPPORT THE LINE 5 RELOCATION
This nearly half billion-dollar project not only ensures our state will continue to have access
energy we need to live our lives and prosper...it also means hundreds of family sustaining jo

Laborer brothers and sisters.

Merge Field with Square Brackets - Image 3.0

A B C D E F G H
1 |Training Id Number  First Name Middle Initial  Last Name suffix  City State  Postal Code
N 2 THCAGE T
3 26851 AARON SANCHEZ IR CHICAGO [ 60629
4 187003 AARON M ROHDE CEDAR LAKE IN 46303
5 31433 ABEL VILLARREAL MERRIVILLE IN 46410
6 26358 ADAM M RUCKER CHICAGO [ 60647
7 186830 ADDIE BROWN COUNTRY CLUBHILLS I 60478
8 189154 ADRIAN VILLASENOR PLAINFIELD [ 60586
9 186844 ALBERT VANCE MERRILLVILLE N 46410
10 88365 ALBERTO ACUAHUITL LAKE STATION IN 46405
1 50007 ALEJANDRO DE LA TORRE SCHAUMBURG L 60193

Spreadsheet Header Fields - Image 3.1

Personalization Options
e First Name
e last Name

e  Suffix

e Street Address
e City

e State

e Postal Code

e  Primary Phone

e  Mobile Phone

e Email Address

e  Membership Type (Local)

e Local Membership Type (TC only)
e  Membership Status (Local)

e Local Membership Status (TC only)
e Card Number

e Training ID Number

MTP Mail Merge Fields
e [First Name]
e [Last Name]

o [Suffix]

e [Address]
e [City]

e [State]

e [Postal Code]

e [Primary Phone]

e [Mobile Phone]

e [Email Address]

e [Membership Type Description]

e [Local Membership Type Classification]
e [Membership Status Description]

e [Local Membership Status Description]
e [Card Number]

e [Training Id Number]
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e Local Number

e Amount

e Dues Amount

e NetDue

e Paid Thru Date

e Local Initiation Date

e International Initiation Date

[Local Name]
[Amount]

[Dues Amount]
[Net Due]

[Paid Thru Date]
[Initiation Date]
[Insert Date]

4) Format, bold, underline, and add bullet points or
hyperlinks to your email via Outlook Microsoft

Now, you are ready to format your email.

In Outlook, modify and add the following to format and
attach files to your email as needed (Image 4.0).

e Bolding

e [talicizing

e Underlining

e Highlighting

e  Paragraphs

e  Hyperlinks

e Don’t forget to personalize your email with MTP Mail
Merge Fields such as [First Name]

[First Name],
We need your help. The Wisconsin Line 5 pipeline relocation has been waiting on construction permits
for over four years. This critical energy project brings with it 700 union jobs, and the mainline
contractor has already signed a Project Labor Agreement with the four pipeline trades — including
LIUNA.

SIGN THE PETITION TO SUPPORT THE LINE S RELOCATION
This nearly half billion-dollar project not only ensures our state will continue to have access to the
energy we need to live our lives and prosper...it also means hundreds of family sustaining jobs for

our Laborer brothers and sisters.

The Wisconsin Laborers' District Council supports this important project and has been an active
member of the Wisconsin Jobs and Energy Coalition in their efforts to support the relocation of Line 5.

Army Corps of Engineers to approve the Line 5 relocation.

The Wisconsin Laborers' District Council urges you to SIGN THE PETITION today and let the U.S. Army
Corps know how important Line 5 is to our state and to our trade.

Footer Image - Image 4.0

5) Insert images that you want to use in the email
messages, like a Header, Footer or Logo image

Re-leverage images, such as header or footer images
already used in your organization’s Outlook emails.

In Outlook, add/insert your images with the Insert > Picture
(This Device...) menu in Microsoft Outlook
(Image 5.0).

Your images should be saved on your local computer as an
image file in one of the three types below
(Image 5.1).

e JPG—JPG File Interchange Format

e .JPEG —JPEG File Interchange Format
e .PNG - Portable Network Graphics

3/18/2025
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File Message Options  Format Text

[ﬂJ ] v L& Shapes v
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‘ Bec ‘ [& online Pictures...
Image 5.0

President/Business Manager
Wisconsin Laborers’ District Council

reel the Power

Footer Image - Image 5.1




6) Attach files such as PDFs to your email

Re-leverage files, such as PDFs that are already used in your
organization.

Ideally, these files, such as PDFs, should be saved on your
local computer (i.e., your Desktop).

In Outlook, add/insert your files with the Insert > Attach File
menu in Microsoft Outlook or Cut & Paste from Windows
Explorer (Image 6.0).

# LIUNA!
Laborers’

G 1 @
,?'E-ﬁ
L
=of \gl

E—" To

Send Ce
Bee
Image 6.0

7) Save your finalized (and approved) email as an
Outlook Mail Format (.msg or .eml) file

Once you have personalized, formatted, inserted images, or
attached files to your email in Outlook and you are happy
with how it will be viewed/received by your members, save
it as an Outlook Mail Format.

What are the steps?

A. In Outlook, click File > Save As
(Image 7.0).

B. Inthe Save As window, find the folder location (or
create a new folder) where you will save all your
Outlook Mail Format (.msg or .eml) files for re-use (or
to re-leverage) at a later point in time
(Image 7.1).

TIP: If you don’t have a folder, create a Batch Email
Templates folder (or something similar) to share all the
Outlook Mail Format (.msg or .eml) files with other staffers.

C. Rename the file using the Year-Month-Date format
with the email subject at the end. This is a best-practice
file management technique for determining when this
email was sent.

(Image 7.2)
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E Act now, tickets are still available for NASCAR LIUMA 173! -

@ Act now, tickets are :
Info = Move iter|
Move or copy
Save Move to ®  Current |
Folder ~
Save As
I )
— Properties
=] Set and view
: " Size N
Print Properties
Close
Image 7.0
(7 Save As X
T Comm Document: Kati p
[ - N i =~ @
MTP Active Loc: L D dif e
Ultimate Backro Auditor ] le folde
Contractor Data Batch Email Temp|pes @ 2/2024 318 PM e folde
MTP Active Local vs Inactive DC Member.. © 470:46 AM
v [ WA Laborers Dist Coind e 7 4 8:00 AM File folde
Common - De
Wi Laberers Di
File name: | Act now tickets are till available for NASCAR LIUNA 175!
Saveastype Outlook Message Format - Unicode
~ Hide Folders Tools ~ Save Cancel
Image 7.1



Example: 2024-07-31 Act now tickets are still available for
NASCAR LIUNA 175!

D. Click the Save as type: pop-down menu to select
Outlook Mail Format (.msg or .eml) (Image 7.2)

E. Click Save

£ LIUNA!

*LECET:=

7 Save As X
€ v ot « Katie » Batch Email Templates » 3 earch Batch Email Templat... 0
Org: - New fold =~ @

MTP Active Loc: Name Status Date modified Type
Uhimate Backro Copies Sent Internally @ 7/12/2024 2:51 PM le folde
Contractor Data 51 2024-07-12 Buy Your Discounte.. @

~ [ Wi Laborers Dist

> Common - Do

Wi Laborers Di

File name} 2024-07-31 Act now tickets are still available for NASCAR LIUNA 175!

save a5 type Outlook Message Format - Unicode
Text Only
Outlook Template

A Hide Folders
= _J Outlook Message FormL- Unicode
Milwaukee Mi§lHma

LTl

Image 7.2

8) Define your email list of recipients in MTP using a
User Define Report

This step assumes you know how to create and modify a
User Defined Report in MTP.

FYL: If you need help using User Define Report capabilities
in MTP, please contact MTP Support at (440) 439-7000.

A. Open MTP.

B. Question: Do you have a report tagged as a Favorite for
this email?
a. YES: Open the report by going to Reports >
Favorites > REPORT > Browse Data...
(Image 8.0). Then proceed to Step 8G.
b. NO: Continue to Step 8C below.

C. Perform a member Search and open a member’s record
— this will display the Tools pop-down menu.

D. AQuestion: Do you already have a previously Saved
report for this email?
a. YES: Select Tools > User Defined Report or CTRL+
U, and then Library > Open to open a previously
saved report (Image 8.1). Then proceed to Step 8F.
b. NO: Continue to Step 8E below.

E. Select Tools > User Defined Report or CTRL+ U to build

a new report from scratch.
(Image 8.2)
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=) DAVID - Membership Tracking Program

Referral Reports

Administrative Reports  »

Agent Reports
Apprentice Reports
Card Reports

e Update By Locals |

Image 8.0

[#] User Defined Report - Untitled

File_|_Lihr i elp e
|@ o Jf |+ x|t
ss save Archived: [~ N
Save As...
CardNumber:l
Image 8.1

Previous Tab F3
Next Tab F4

Previous Member Ctrl+PgUp

Next Member Ctrl+PgDn

User Defined Report... Ctrl+U

Image 8.2



Finalize your User Define Report with selected (green)
and criteria (red) fields needed for your email list.
(Image 8.3)

Question: Do you need to format any field for
personalization in your email, such as a First Name?

a. Yes: Change the data from All Caps to Proper Case.

Continue to Step 8H below.
b. No: Proceed to Step 80.

FYI: By default, all fields in MTP are displayed and
exported in All Caps
(Image 8.4)

With your User Define Report open, go to Option >
Report Options... (F8)
(Image 8.5)

Click on the Columns tab.
(Image 8.6)

Scroll to the right (using the horizontal scroll bar at the
bottom) to view the column Format.
(Image 8.6)

Change the default option for First Name from [None]
to Proper Case.

(Image 8.6)

Click OK

View your updated Proper Case display settings by

clicking File > Browse Data...
(Image 8.7)
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[E] UserDefned Report - Uit

File Library Options Help s
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Mot hone [ B T it s

Misc Prone] ] I~ Veternn Tehasze
Driver LicenseNumber[ Password” _|
Image 8.3
First Name m;ﬁ:lle Last Name
"1 ALISA T
21JIM D
3| DONATO
4| EDWARD
Image 8.4
User De

File Library | Opticns

H 4 Enter Criteria... F5
Check Field F&

SSN:I Choose Special Functions...

Additional fields...

Reset All Fields
SererTTE It
| Repert Options...
=
Image 8.5
=2 — Report Options -
Layout | Crtenf| Columns |Im Onder | Totals | Misc | SQL | Repott |
Fields o displ I
| Caption | Width fn inches)f | Format -

ial Middle Intial A [None]
Last Name

Suffic
Address

T
T
T
Cay 1
State 1 MNonel =]
3 Postal Cade 1 MNonel =
one Mobis Phone 1 MNonel =]~
. Local Name a1 MNonel =
Note [Pt Tho: Dot 1 FEETRT
Image 8.6
Middle
First Name: Initial Last Name
2| Jim D
3| Donato
4| Edward
Image 8.7



N.

Save your Proper Case display setting by saving the
User Define Report by clicking Library > Save
(Image 8.8)

NEXT: Set your User Define Report Criteria to only list
members with an email address.

0.

Ensure that the Email Address field is highlighted in
green. If not, double-click on the field to turn it green.
(Image 8.3)

Click the email address field once so your mouse cursor
is visible within it (this means the field is ready to be

modified), and then click Options > Enter Criteria... (F5).

(Image 8.9)
Click the Compare column pop-down menu, scroll
down, and select the option, Is Not Blank.

(Image 8.10)

Click OK.

Notice that the Email Address field is highlighted in red.

(Image 8.11)

Save your email address Is Not Blank criteria by saving
the User Define Report by clicking Library > Save.
(Image 8.8)

Click File > Browse Data to check your email list based
on your saved criteria. If needed, go back and adjust
your criteria.

(Image 8.12)
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[#] User Defined Report - Untitled *

File | Library | Options Help 'n
I i r|+ X|#4 &
Sa .
e Archived: [ Ne
save As..
Card Number: -
Image 8.8
= User C
File  Library i =
J | H Enter Criteria... F5
TReck Fietg 137
SSH: Choose Special Functions...
Additional fields... r
Reset All Fields F9
Generate SQL
Report Options... F8

Image 8.9
[Z]  Enter Criteria for Email Address \L‘i-
ALL_~
Compare | Valie
v Is Net Blank ;”
. Contains ~
Like

Does Not Start With
Does Not End With
Does Not Contain
Mot Like

Is Blank

ot Bla 2

Ful

Cear | oK | Coneel | Help

Image 8.10
) User Defne Report - United ~
Fe Lbay Options Hep '
[HE[K > N7 [+ X HEOB[O O[] ]|8 | tnemployment |[Groseberaras. |
S _| AchvetTl Nonenber Net™  NoRehire
Cort omber I | L
P P —
Loca: NN _ | eaName[ |
it Datiige =0 Dt D]
Gender Position Title|
oo, . Lo I — I P———
T s Pr—
M _| PiaThuDe] |
oS TR [ ) =l
County founty| | | Jetorcens service Dete =

P e |
VoL st _|
WabteProne | I invaid Addess
Misc Phone] | [ Vewran sz
Driver LicenseNumbec| Password ™ _ |

Image 8.11

[E] User Defined Report - Untitled *

File | Librery Options Help

New
Open...

Non Member: [~
Save
Sovefe —
Browse Data... ] [l
Export.. LI
oo (==

Image 8.12
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As fields are selected or deselected, their colors will change
depending on the field's Selection, Criteria, and Special
Functions (Image 8.13).

TIP: Once you have completed building your User Defined
Report, flag it as a Favorite report for quick and easy access
from the MTP Dashboard.

Follow the steps below to tag your report as a Favorite:

V.

Click Reports > Favorites > Manage Favorites...
(Image 8.14).

Under the User Define Report Library section at the
bottom, scroll (using the horizontal scroll bar at the
bottom) and find your saved User Defined Report
(Image 8.15).

Check the box next to the User Defined Report you
want to favorite (Image 8.15)

Click OK (Image 8.15)

Color Selected Has Criteria | Has Special Function

o

o

e

]

o|¢|o|o

olo|e|e|e

]

Image 8.13

File  Tools

HE K < Membership Reports

SN Referrl Reports

Name(Fir Training Reports

Contractor Reports

Administrative Reports

DAVID - Membership Tracking Program - [Member — L(

=) @[ = |& | Unemployment [Fict
Hert O Laid Of. O

Contractor] |

= Incustry Code:|[Non
- Travel In Local: [Hor
=l DC Membership Type] |
= Local Membership Type:[JOUF
—— Local Membership Status:[ACTI]
Membershin Tune-[I0IF

Favorites > avid ile for » H
ress: a rDC- FR edit >

City, SUProv, PostalZip: - David file for DC - FR edit Cards >

Gounty: T e
Email Address: | Manage Favorites. 1
Image 8.14
= Manage Report Favorites == -

System Reports

Membership Reports|
-] Adtive Members Report
= [ Demographics

- [] Member Age Demographics Repott
- [] Member Age and Senvice Demographics Report

- [] EEQ-3 Report
- ] EEOC Report
-~ [ EEOC Summary Report

m >

David file for DC

David file for DC - FR edit
David fil for DC - FR edi Cards
<

oK Concel | Help ‘ﬂ

Image 8.15

9) Load your Outlook Mail Format file into MTP

Once you have defined your email list of recipients in MTP
using a User Define Report (Step 8)...

A.

Click File > Email... (Image 9.0)

Log in with your Username and Password. The log-in
step provides permission to email the respondents.

Edit/check the sender's Email Address field. The email

address that the recipients will see when they receive
the email (Image 9.1)
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B User Defined Report -

Katie - Local Union Active & Retired Email

File | Library Options Help ‘&

New Yok B5
Open...

Non Member: ||
Save
Save As...

(>
Browse Data...

Export..

In
= Memi
F_ma:l,.‘\ dile Early [-]

e
Word Mail Merge... Demographics Changed
Invahd Address
Generate Cards..
Add Autharization Documents..
Image 9.0
Submit Emailer Batch

Email Address

[info@liunawisconsin org

Subject:

Message

[ Enable mail merge

Image 9.1



D. Edit/check the Sender Name field. The name that the
recipients will see when they receive the email
(Image 9.2)

E. Click the three-dot button under the Sender Name field
and select Load (Image 9.3)

F. Find your saved Outlook Mail Format (.msg or .eml) file
and click Open to load it into MTP

G. A Preview Email of your HTML email will be displayed
(Image 9.4). Please check the following fields at this
point:

I Subject
Il Email Address
M. Sender Name
V. Attachments (if they have been added)

H. If your Preview Email looks good, click the X in the
upper right-hand corner to close the preview window.

FYI: If anything in the Preview Email (your email copy,
formatting, or attachments) is incorrect, go back to Step 6,
modify your Outlook Mail Format (.msg or .eml) file in
Outlook, perform a Save As, and append the file name with
version number, e.g., V2.

Chicaga
Laborers'
District
Council

Sender Name: 'WI Laborers' Apprenticeship & Tr. [ Send Bu:-f I
f

=l

Image 9.2

rict Council Send Data/Time

[ Sendat l 11112024

e m =P
Preview...

Load...
Clear...

Cancel

Image 9.3

E Preview Email

Sl 5 e Peiton 1o Support the Line 5 Resolutior]
Emeil Address:  |info@liunawisconsin org Sender Nome:  |WI1

Attachments.

Message.

[First Name],

We need your help. The Wisconsin Line 5
contractor has already signed a Project Lz

This nearly half billion-dollar project not on
for our Laborer brothers and sisters.

Image 9.4

LiUNA!

10) Review your HTML email and personalization, if
added, in MTP

A. Check the Enable mail merge box (Image 10.0)

B. Check the Email Address box on the email address
column (Image 10.1)
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¥ Enable mail merge I Surrov

Record First Name Local Membersk

L] Status D scriptic
2 |Robert ACTIVE
3 |Ramon ACTIVE
L] | Marcelino ACTIVE
5 Donette ACTIVE
[+ Brvan ACTIVE

Image 10.0

ield names with square brackets to use in your message. E.

Email Address i
o

T

[J¢

Image 10.1
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C. Click any of the three-dot buttons on a recipient row to
view that recipient’s email (Image 10.2)

D. Preview and review the recipient's email. Check the
personalization Mail Merge Fields to ensure they are
correct, such as [First Name] (Image 10.3)

E. Click the X in the upper right-hand corner to close the
preview window.

FYL: If your email copy, formatting, or attachments are
incorrect in the preview email, go back to Step 6, modify
your Outlook Mail Format (.msg or .eml) file in Outlook,
perform a Save As, and append the file name with version
number, e.g., V2.

iage. E.g [First Name]

£ LIUNA!

©

Local Membership Type
Desd™tion

|RETIRED
| JOURNEYWORKER
JOURNEYWORKER

RETIRED

RETIRED
|JOURNEYWORKER
| JOURNEYWORKER
RETIRED

Image 10.2

= preview Email

Subject: IS!gn the Petition to Support the Line 5 Resoly

Email Address: |inlc@ﬁun«v¢cansin org

Sende

Attachments:
Message:
Christian,
=emeedyour help. The Wiscor
construction permits for over fol
700 union jobs, and the mainline
Agreement with the four pipeling
Image 10.3
11) Send or Schedule your HTML email in MTP - ]
[ Send Date/Time OK
You have two options for sending your HTML email: I Sendat [F167202¢ [=] Tancel
[ om = ho |
A. Option 1: Send Immediately (Image 11.0)
I Click OK Image 11.0
B. Option 2: Select a Specific Date & Time (Image 11.1) - 8 x|
I Check Send at: Send Date/Time oK
Il.  Select the date  sendar  Privzozs H
. = o=l «|
Il. Select the time : O:I‘-LI =
V. Click OK DS ég 52
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 290 30 3N 1 <}
4 5 8 7 8 9 10
Image 11.1
3/18/2025
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12) Submit Your Email

A. Click Yes in the Submit Emailer Batch window. This
window informs you how many credits your email will
require (Image 12.0).

B. Click Yes in the Continue? window. This window
informs you that when using MTP to email your
members, you must follow all the rules and laws
associated with email marketing and telemarketing
services (Image 12.1).

C. Click OK in the Submit Emailer Batch window
(Image 12.2).

)

# LIUNA!

Submit Emailer Batch

- This request requires 291 credits. You currently have 529
credits. If you continue, your new credit balance will be 238,
Hote once a batch is submitted, it cannot be stopped.

Do you want to submit this now?

Image 12.0

Continue?

By utilizing this service, the Local affirms to INCOM Integrated
A Computer Systems Inc, that your Local is and will remain, at all
times, in full compliance with ail applicable laws and
regulations in regard with the Local's usage of this service,
induding, but not limited to the Telephone Consumer
Protection Adt, the Telemarketing Sales Rule, the Controlling
the Assault of Non-Solicited Pornography and Marketing Act
of 2003, and all other laws and regulations applicable to the
use of this service. In addition, the Local agrees that any and
all ntacted through this s previously
aware they would be contacted through this service.

The Local also agrees to indemnify and hold harmiess INCOM
Integrated Computer Systems Inc,, its affiliates, contractors,
officers, directors, employees and agents from and against
any oss, claim, damage, obligation, liability, cost or expense
lincluding, but not limited to, any attorneys’ fees) arising out
of or in connection with any actual or threatened claim, suit,
action or proceeding by any person based on or arising out of
the usage of this service.

Press Yes to continue. h
o || T
Image 12.1
ir Submit Emailer Batch X 1

progress of your batch at any time by going to Check Pending
Emailer Batches on the Utilities menu,

|

Image 12.2

'ﬁ Your batch has been submitted. You can check on the

13) Track your Email(s) in MTP

After you submit your email to be sent or scheduled, you
can check its status and track it in MTP.

A. Go to Utilities > Check Pending Emailer Batches...
(Image 13.0).

B. Inthe Emailer Batches window, check the status of all
your batch emails sent or scheduled.

C. Double-click on the desired batch row to display a

report of all the emails made in the selected batch. MTP
will notify you if the batch is still running (Imaged 13.1).

3/18/2025

Utilities | Window  Help
View Register...
Open Register

Close Register
Print Open Register
Reprint Register
Reprint Receipts...
Import »

v v v -

Export 3
Add Multiple Membership Type Rates Tool...

Blocked Phane Mumbers

Check Document Accessibility...

il -
Check Pending Emailer Batches...

PRI Y Sobeh

Contractor Dispatch Expiration Tool...
Create Restore Points For All Active Referral Lists...

Image 13.0

2l 4 Bags 1]
6/26/2024 133 PN WILLIAMS, JAMAL D 0196075 - RE|

6/15/2024 810 AN

- [oose | wew | Refresh
Image 13.1
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How to Convert an Existing Outlook Email or Word Document into an MTP Batch Email

Clean your email copy using Microsoft Outlook or
Notepad to clear all text formatting (i.e., remove
hidden formatting code).

To ensure 100% that the formatting of your MTP Batch
Email is sent and viewed precisely how you want it to look,
it is a best practice to clean the email copy (i.e., text) in
Outlook, especially if you pasted copy from a Word
document or any other application.

FYI: This step is standard best practice with any email
marketing program or system, not just MTP, to create a
clean and properly formatted email.

Steps in Outlook
A. On the Message tab, in the Basic Text group, click Clear

All Formatting (Image A1l). Learn more from Microsoft
Support.

Steps in Notepad

A. Select and copy the email copy from Outlook, Word,
Google Docs, or any other application (Image A2).

B. Open Microsoft Notepad on your computer (Image A3).

C. Paste your email copy into Notepad (Image A3).
D. In Notepad, remove all paragraphs and returns so you
are left with only one single paragraph of copy (Image

Ad).

FYI: This critical step removes any hidden formatting rules
inherited from the previous application.

E. In Notepad, select and copy the entire paragraph
(Image A5).

F. Open Microsoft Outlook and start a New Email

G. Paste the copy into a new HTML Outlook email.

H. Go to Step 2, “Write Your Email Copy,” from the “Using
Microsoft Outlook to Create an MTP Batch Email”

section and follow the step-by-step guide to create a
clean MTP Batch Email.

3/18/2025

ert  Options  Format Text  Review  Help
Calibri (Bc~|11  ~| A A Ag L
BIU ¥-A-BEBl== &3%E N
I
Basic Text ]
Image Al
FW: Email to Members - NASCAR
LIUNA Wisconsin Members,

We are happy to announce that because of an outp
discounted tickets for sale for the August 25, 2024,

Please don't delay in ordering your discounted ticke

Take advantage of the excitement of joining 1,000 o
President Brent Booker and General Secretary/Trea
No. 18 Chevy Silverado driven by LIUNA member Ty

Image A2

ok B cmailsubject .« |+

>
TP fie  Edit  View
aipbot

Email Subject:
™ Act now, tickets are still available for NASCAR LIUNA 1751

LTUNA Wisconsin Members,

We are happy to announce that because of an outpouring of me
sale for the August 25, 2024, LIUNA 175 NASCAR Craftsman Trud

Please don't delay in ordering your discounted tickets, whicl
Take advantage of the excitement of joining 1,000 of your fe

and General Secretary/Treasurer Michael Sabitoni - for a fun
LIUNAWis mesber Tyler Ankrum.

Image A3

B tmail subject - +

File  Edit  View

Email Subject:
Act now, tickets are still available for NASCAR LIUNA 175!

LIUNA Wisconsin Members, We are happy to announce that bec
of discounted tickets for sale for the August 25, 2024, LI
delay in ordering your discounted tickets, which you can d
your fellow LIUNA brothers and sisters - including LIUNA G
for a fun day at the races cheering on the LIUNA No. 18 Ch
will have a dedicated space with entertainment, food, and
purchase your discounted tickets. *Tickets are Nonrefundab
be available for pickup at the LTUNA will call on the day
In Solidarity, Kent Miller President/Business Manager Wisc

Image A4

B Email subject . +
File Edit View

Email Subject:
Act now, tickets are still available for NASCAR LIUNA 1751

LIUNA Wisconsin Members, We are happy to announce that bec
OF discountad +irkare fnm cala fan vha Aumict 25, 2024, L1
delay 41 © yngo ich you can ¢

your fe. .uding LIUNA ¢
for a fi {UNA No. 18 Ct
will ha o6 Cut 1t, food, and
purchas ‘e Nonrefundat
be avail © Cnrtg .1 on the day
In Solit i Manager Wisc

Image A5
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https://support.microsoft.com/en-us/office/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80
https://support.microsoft.com/en-us/office/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80

Example Templates (Email or Text)

Meeting Notice

Good afternoon, [First Name]. This is a reminder that the December membership
meeting will be IN PERSON ONLY. It will be this Saturday, 12/17/2023, at 10 a.m. in
Local 4.

Good afternoon, [First Name]. This is a reminder that our meetings will be on the
first Thursday of every month. Food and beverages will be provided. Attendance is
important. See you there.

Suspension Notice

Hi, [First Name].
Good morning.
Your dues of [Net Due] are due by the end of the month to avoid SUSPENSION.

If your dues are unpaid by the 1st, you will be suspended per Article VIII, Section
4 of the Local Union Constitution.

Please log into the membership portal with your computer or mobile device and pay
your dues online: https://mtpweb.your-local-membership-portal-url.

Autopay failure notice

Good morning, [First Name].
Your dues of [Amount] were declined on autopay for your monthly dues.

Please log into the membership portal with your computer or mobile device by the
end of the month to update your payment method and pay your dues online:
https://mtpweb.your-local-membership-portal-url.
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