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LetterMark Tips & Tricks

The LetterMark Opt-Out List.

WHAT IT IS
Although most (95% by some surveys)
businesses allow HTML email, you may have
some recipients who are either unable to receive
HTML email or who prefer plain-text. To
accommodate these cases, LetterMark email
features an “opt-out” list.

WHAT IT DOES M | etterMark Software for Outlook §|
Emails sent to anyone on the opt-out list will be o
sent without the LetterMark template applied.
This is done automatically, you do not need to Click 'Yes' to send as HTML format

. . Click 'No' to send as PlainText format
remember who prefers plain-text email. Click 'Cancef to correct your recipients

Text recipient(s) detected:

If you send an email to a mix of recipients, . Yes No Cancel
some on the opt-out list and some not, you will
be prompted to send either a LetterMark version
or a plain-text version.

WHERE IT IS B inbox - Microsoft Outlook

From the Tools menu in Outlook: :
i i ! Fe Edit View Go | Tools | Actions Hel
- Click on Options e Actions  Help

- Select the LetterMark tab :SdNew > | S (A3 4 ] E-mal Accounts... lorwe

- Click on Configure LetterMark Software | Options... |
- Select the Text Recipients tab _ i
Favorite Folders e From

How TO USE
You can add an individual email address
(username@company.com), an entire domain
(@company.com) or a top-level domain (.edu)
to the opt-out list. B emene
H Lettermark™ Options
Click the Add New button, type the address or e[ G o] T
domain as desired and hit OK.

Preferences | Mail Setup | Mail Format | Spelling | Security | Other | LetterMark

To remove an entry, select the item in the list Cll ey
and hit the Remove button. eerGempanycom ‘ '

When completed, hit OK and close out of all the
menus.

[ Send only Plain/Text Mime to Text Recipients

Ok Cancel

For more information, visit www.LetterMark.com or call 919-657-0850
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