Sending an Email to Customers for a Specific Event

Clients of Agile may need to make adjustments and changes to a specific event that is
already on-sale. When that happens, you may need to contact the customers that have
purchased tickets to notify them of these changes. Follow these steps to learn how to email
these specific customers.

1. In Administration, click the House icon to open the organization tree.
EI @ Agile Art House Sandbox
2. Click the green Customer Relations folder.
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3. Click Emails and Letters.
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5. In the Query Data Set drop-down menu, choose Event Email Extract.

A Select Data Set O X

Query Data Set Corp Customer Attendance Activity ~

s Comp Customer Attendance Activity P
Description Corp Level - Customers With Classffication

Corp Level - Opt-In Email Addresses excl. Members

Current M ip With Level Selection

Event Emails By Delivery Methods For Selected Date Range
Event Emails with Tier Name Selection
Event Print-At-Home - Unfulfilled

Event Reminders

Event Type Email Extract

Event Will Call - Unfuffilled

Gift Card Letters

Last Season Single Event Purchasers

Mail Extract

Members Attendance Activity

Members Who Havent Attended Recently
Members Without An Online Account
Membership Activity With Level Selection
Membership giration by Range

ers

Membership Renewal Notice With Level Selection

Opt-In Customers

Opt-In Email Addresses

Order Address Verification

Package Manifest

Package/Season Renewal

Product Activity With SKU Selection

Renewal Letter For 3 Months Ago

Renewal Letter For Next Month

Sales Activity of Events For Date Range v
1 11

6. Click OK to save the Query Data Set you have chosen.

7. Click the Set Parameters button.
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8. Click the Plus sign next to your organization's name.

9. Choose the name of the folder where the event is built.




10. Choose the Event for which you will be sending the email and click OK.

A Set Parameters

- O

. Date Thursday . March 22,2018 [+
ID Name Start Date Venue Event Type Active
83225  Young Frank... 3/22/20181.. Agile At Hou... Matinee True
83246  Nosferatu 3/22/2018 2... Agile At Hou... Matinee True
83223  Jaws 3/22/20186... Agile At Hou... Matinee True

83230

33247

Young

Nosferatu

Frank...

3/23/20181...
3/23/2018 3...
/2372013

Agile At Hou... Matinee True
Agile At Hou... Matinee True
Agile At Hou... Mati

83199  Jaws 3/24/2018 2... Agile At Hou... Matinee True
83213  Jaws 3/24/2018 8... Agile At Hou... Feature True
102334 Kedi 3/24/20181... Agile At Hou... Feature True
83200 Jaws 3/25/2018 2... Agile At Hou... Matinee True
83233  Mr Mom 3/25/20184... Agile At Hou... Matinee True
83240  Mr Mom 3/25/20186... Aaile At Hou... Feature True v

11. You will see the list of all people who purchased tickets for that event.
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Email LastiName FirstiName BuyerType Amtl Paymentilotal DeferredBalanceTotal
hbiber@agiletix.com Agile Joe Non-Member $16.00 16.00 0.00
BoxOffice Non-Member $46.00 83.00 0.00

JermaineARicks@teleworm.us Ricks Jermaine  Non-Member $30.00 52.00 0.00
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12. Click the Email/Letter Body tab.

13. Enter the From email address.

14. Enter the Subject Line.
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15. Write the body of the email. NOTE: You can insert an image at the top of the email. You
can also right-click and insert any of the query data such as first name, last name, etc. into
the email.

A Email / Letter - O X

E Agile Art House Sandbox

Data Set Email / Letter Body Description  Preview

From: Isandbox@agﬂeﬁx com | [[] Check to send completion notice to another email address

Subject:  [Venue Change to NOSFERATU |
Attachment: ) X O [ Nightly Auto Email

: TimesNewRoman ~ 3 > b i uﬁg %%%% §E Ezé?-_:i-g
JAEA S DX ™A N

Dear %$FirstNameS$% A

This 1s the bodv of the email that we are sending to give important information about this event.
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16. Once you have drafted the email, click the Preview tab.
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17. Click the Send Test button in the bottom-right corner to send yourself a sample of the
email to proof.

A Email / Letter

Agile Art House Sandbax

Data Set  Email / Letter Body Description  Preview
To: hbiber@agiletix.com

From:  sandbox@agiletix.com

Subject: Venue Change to NOSFERATU
Attachment:

Dear Joe

This is the body of the email that we are sending to give important information about this event.

Previous \7 N;t{i \ | éf;w;\lli\ \75{1& \ Hide Records Having Email Address |

® Preview Data (O Complete Data ‘ Add Activity Log | Send | ‘ OK l ‘ Cancel l
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18. If everything is correct, click the Send button to send the email. NOTE: Only press the
send button once. If you continue to click Send, it will send the same email multiple times
to those customers.

19. Click OK to close the window.
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