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CREATE NEW SHAREHOLDER

Select the Shareholders tab

Click New button to create a new Shareholder
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CREATE NEW SHAREHOLDER

Enter shareholder details

Click Save button
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CREATE NEW ENTITY

Select the Share Entities tab

Click New button to create a new Entity
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CREATE NEW ENTITY

Enter entity details

Click Save button
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ADD SHAREHOLDERS TO ENTITY

Click New Join Shareholder to Share Entity button to add shareholders to this Entity.
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ADD SHAREHOLDERS TO ENTITY

Click lookup icon next to Shareholder field to open the Lookup dialog box

Select the Shareholder in the Lookup dialog box (use the Search field if necessary to locate the Shareholder)

Click the Save button to commit the changes.
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ADD SHAREHOLDERS TO ENTITY

Once you are back in the Share Entity Detail page, notice that the Join Shareholders to Share Entities list 

now shows the Join record we just created.
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ADD EVENT

Still in the Share Entity Details page, click on the New Shareholder Event button to create a new event for 

this Entity.
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ADD EVENT

Enter the details for this Event

Click the Save button to persist the details for this new Event.
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ADD EVENT

The Shareholder Event Details page displays the details of the newly saved event
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GET CONTACT DETAILS

Still in the Shareholder Event Details page, click on the Get Notification Addresses button
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GET CONTACT DETAILS

The generated Notification Addresses record is added to the list at the end of the Shareholder Event Details 

page. Click on the Notification Addresses ID to view the record.
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GET CONTACT DETAILS

The Notification Addresses Details page lists the email addresses for all shareholders preferring to be 

contacted by email

You can also click on the Refresh Notification Addresses button to retrieve the latest details at any time.
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SEND NOTIFICATION DETAILS

Still in the Notification Addresses Detail page, select and copy the email addresses in the Notify by Email 

section.

Click on the Shareholder Event ID above the email addresses to return to the Shareholder Event Detail page.
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SEND NOTIFICATION DETAILS

Click on the Send an Email button to launch the email preparation page.

21

3

3

http://www.commerity.com/profile/hani


Copyright (c) 2011, Hani Massoud, All rights reserved.

www.commerity.com/profile/hani

SEND NOTIFICATION DETAILS

In the Send an Email page, click on the Select Template button

Select the template from the ArticuShare folder (note that you can use your own templates, too)
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SEND NOTIFICATION DETAILS

Email contents are populated from selected template

Notice that the Attachments are also added from the template
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SEND NOTIFICATION DETAILS

Paste the email addresses that we copied from the Notification Addresses Detail page earlier, into the BCC as shown 
in the image below (by using the BCC field we prevent shareholders to see each others email addresses)

You will also need to enter an Additional To email address (we recommend you use the email address of the Event 
Coordinator so they are copied on all replies).
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SEND NOTIFICATION DETAILS

A copy of the email message is available in the Activity History on the Shareholder Event Detail page and can 

be viewed at any time
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REPORTS

ArticuShare provides several inbuilt reports that are available in the ArticuShare Reports folder within the 

reports tab.

Click on the Report Name, for example, “Notify by Email” to view the desired report.
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REPORTS

Generated reports can be further tailored through Report Options and Customization features

In addition, the data can be Exported to external programs such as Microsoft Excel for further analysis and 

for traditional mail merge
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REPORTS

In addition to the inbuilt reports, you can create your own reports by clicking on the Create New Custom 

Report button.
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REPORTS

In the Report Wizard, select the Report Type

Click the Next button to continue
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REPORTS

Select the Report Format

Click Next when you are done
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REPORTS

Select the Report Columns

Click Next again when you are done
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REPORTS

Optionally, add Summary Fields

Click Next when you are ready to move on
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REPORTS

Optionally, order the report columns

Click Next to move on
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REPORTS

Optionally set criteria

Finally, click Run Report when you are done
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REPORTS

The report we developed is generated and shown

It can be further customized as desired.
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