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This smart query allows you to view the registrants’ emails for a particular event. It

removes those that are marked do not email. The purpose of this smart query is to allow you

to communicate with event registrants via email outside the Ali CRM system.

Running the Smart Query:

1. Go to the Analysis functional area and select Add a smart query.
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2. In the Smart Query Search box, enter Event Registrant Emails in the Name field and click

Search. Once th¢ 1_'_¢_sults are populated, click Select.

- ,
1 Smart Query Search (=] %] I

Mame: | event registrant emails

Record type: |

Results (1 record found)
MName

- Event Registrant Emails

Description

Event registrants email addresses

Record type

Clear

Event
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3. Enter the event name or partial name and click search.

New Smart Query

Results | Set save options

Event\Event record: ||

@ Browse EExport to CSV E Export to Excel

@ v

4. Select the event that you need.

Event Search

Name: | 17 unkaa | Site: |

Location: | | Room/Unit: |

Lookup ID: | |

(] Only include main events

¥ Include inactive

Results (28 records found)

Lookup ID MName Start date « | End date Location Contact
T7TUNKAAB... 17 UNKAA Kearney 1967 KSC Baseball 50th Reunion  4/21/2016 4/21/2016 -
17UNKAAK.. 17 UNKAA Kearney CNSS Loper BB Pregame Jan 5 1/5/2017 1/5/2017

17UNKAAQ... 17 UNKAA Omaha Area Lopers After Hours Jan 25 2., 1/25/2017 1/25/2017

TTUNKAAC... 17 UNKAA Culver City So Cal Loper Social Feb 18 2/18/2017 2/18/2017

TTUNKAAS.. 17 UNKAA Santa Ana So Cal Luncheen Feb 18 2017 2/18/2017 21872017

17UNKAAT... 17 UNKAA Tucson Lopers After Hours Feb 23 2/23/2017 2/23/2017

17UNKAAC.. 17 UNKAA Chandler Lopers After Hours Feb 24 2/24/2017 2/24/2017

T7UNKAAG... 17 UNKAA Glendale Loper Luncheon Feb 25 2/25/2017 2/25/2017

17UNKAAD... 17 UNKAA Dallas/Frisco Alumni Social March 4 2017 3/4/2017 3/4/2017

1TUNKAAK.. 17 UNKAA Kearney Theater April 8 4/8/2017 4/8/2017

T7UNKAAK.. 17 UNKAA Kearney Operation Graduation April 19 4/19/2017 4/19/2017

T7UNKAAE.. 17 UNKAA Emeriti Brunch May 31 2017 5/31/2017 5/3172017 Holiday Inn...

4
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5. Click the Results tab.

I New Smart Query =268
Parameters m Set save options
Results (3 records found) }’ H
Name Status Constituent\Email Addresses\Email address type | Constituent\Em... Event\Event lookup ID | Event\Event name
M. Frank D. Ku... Registered  Personal amykuchera@g... 17UNKAAHHOFB 17 UNKAA UNK Hom.,
Mr. Lee H. Gud... Registered Personal d_handy@yaho... 17UNKAAHHOFB 17 UNKAA UNK Hom...
Mrs. Amy L. Kuc.. Registered  Personal amykuchera@g... 17TUNKAAHHOFB 17 UNKAA UNK Hom...

@ Browse Export to CSV Export to Excel

9 Halp

Save | | Cancel

a. From the Results tab you can view up to 500 records.
b. By clicking Browse, you can navigate to the event record from the Results tab.

e Choose the page definition of Event Page and click OK.

Choose page definition 3¢

Open the selected record with:

Page Definition

Advocacy Action ltem Page

Event Comparison Report Page
Event Page

Event Profile Report Page

Event Revenue Report Page

Event Seating Summary Report Page
Invitee Page

Multi-Component Event Summary

Cancel
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e The query results will create a new window at the bottom of the page and the

event record will appear behind it.

7l 17 UNKAA UNK Hemecoming Athletics Hall of Fame Dinner Sept 15
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e If you need to return to the query, click Show Query.
c. To view the entire list, click Export to CSV or Export to Excel.

6. Once you've finished reviewing your results, cancel out of the New Smart Query without saving.
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