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Introduction 
There are times when you want to send essentially the same email message to a group of 
people; for example, a newsletter, product announcement, or invitation. With a regular 
emailing, you can do this; however, there are a few problems. First, you cannot personalise 
the email message for each person, so the message will sound impersonal. Second, and what 
is more important, every recipient’s email address must be included in the email header, 
which presents a serious privacy problem for the recipients. CC and BCC can be used, but 
doing so throws spam filter flags, so that the message may never even be delivered. Even if a 
CC or BCC message is delivered, nobody likes to see that they have been CC’d, or worse,  
BCC’d on an email. What is needed is a way to send a personalised message to each recipient, 
without having to spend hours manually typing a different greeting for each person, and 
manually sending every message. 

What is Personal Group Emailer? 
Personal Group Emailer (PGE) provides a solution to the common problems described above. It 
is a special kind of emailer, tailored for sending individual emails to each person in a group of 
recipients of any size in a personalised way. Every recipient in the group receives a private 
message, sent personally to that recipient. No other email addresses are included in the 
email, and CC and BCC are not used, solving the serious problem of privacy. PGE further 
allows you to personalise your messages so that each recipient receives something which 
speaks directly to them by name, which cannot be done when sending a single message to a 
group with a conventional emailer.  

Most emails sent consist of text without any graphics and with minimal formatting. This is a 
plaintext message, which is the core of email messaging. Creating a plaintext message is your 
first step when using PGE. Chapter 1 covers the details of creating your plaintext email 
message. 

PGE also allows you to craft emails using HTML, so that the recipient receives something with 
attractive formatting, fonts, colours, graphics and embedded images, rather than a typical 
simple plaintext email. Chapter 2 covers the details of creating an HTML version of your email 
message. 

To send any email, you must supply SMTP details for a sending email account. Chapter 3 
covers how this is handled using PGE. You also supply a test recipient email, so that you can 
send a test message to yourself to verify that your email will appear correctly to a recipient. 
After testing, you can send your email individually to every recipient in your list. 

PGE integrates with Apple’s Contacts (formerly known as Address Book) to automatically list 
the email groups you have already created in Contacts. If you do not use Apple’s Contacts, 
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you may also import lists of recipients as text files from other software. Once you have your 
list of recipients, you add them to a message queue. Chapter 4 explains the details of this and 
explains how to safely and securely send your message to your recipients. 

Chapter 5 explains your access to PGE session logs, which give you complete records of the 
messages you send, including timestamped lists of recipients you can export as text files. 

Interface Basics 
 
PGE provides a single-window interface with common 
controls for creating and sending group emails. Click the 
icons grouped to the left in the toolbar to build your email. 

 
The Test, Send, and Stop icons are to be used once you have created 
your email message.  

 
The Logs icon takes you to lists of previous PGE sessions, where you can review 
recipient lists and details of previous messages you have sent. 

Clicking on a gear wheel or triangle control will bring up a popup menu to edit, 
delete, copy, open, save, or create a new element. 

Undo & Redo 
PGE has built-in Undo and Redo behaviours. Most actions will be undoable, but not all. Those 
actions which are undoable are listed in the History menu item. HTML editing also has Undo 
and Redo functionality, but the actions are not listed in the History menu. 

Bug Reporting and Feedback 
Please report any problems you experience with PGE directly by using the menu item Report a 
Bug. Do you have an idea which would improve the software? Please share it with us; send 
feedback and suggestions by email directly to matherpointsoftware@zentral.zone 

We ask kindly that you do not post complaints about this software in Mac App Store 
Reviews, as we have no way of corresponding with you to correct the problem in 
that case. When you report bugs directly as described above, we can work with you 
responsively to resolve the issue. Your consideration is much appreciated.
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Telecommunications Regulations Compliance 
Compliance with mandates issued by national communications authorities is enforced in PGE, 
so that senders of group email messages maintain best professional practices and abide by 
applicable laws.  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1. PlainText 
Most emails simply consist of text, without graphics, and with minimal formatting; these are 
plaintext messages. Some users might wonder why PGE does not use rich text instead of 
plaintext. The main reason is that not all email clients support the rich text format. HTML is 
also a much more powerful way to handle formatting, colours, fonts, and so on. In our 
estimation, rich text lacks usefulness and reliability, so we focus on plaintext as the core of 
your message, and HTML as the option for a more advanced, prettier version. This section 
covers PGE’s interface for creating your plaintext email. 

  

Constructing Your Email 
Email messages tend to have a consistent structure, namely: a subject, greeting, message 
body, closing, and signature. Group emails also must include an unsubscribe policy, so that 
people who do not want to be contacted will know how to tell you to remove them from your 
contacts list. A company motto may also be included in a group email. PGE provides a flexible 
interface allowing you to select, create, mix, and match greetings, closings, signatures, and 
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so forth, so that you can focus on the body of your message and spend the least amount of 
time worrying about formatting other aspects of your message. 

Subject & Greeting 
 
Every email has a subject; PGE does not 
allow you to send an email that has a 
blank subject. This and other practices 
encouraged by telecommunications 
authorities are enforced in PGE. 

Common greetings are included in PGE, which you may edit and add to as you please. Where 
an asterisk appears, the recipient’s name is replaced; for example, Dear *, results in Dear 
Recipient’s Name, and you have the choice to include the recipient’s last name (surname) or 
not. 

Message Body 
 
The most important part of your email is 
the message body, which you edit directly 
in a text area. Plaintext templates 
and .txt files may come in handy for 
managing your message content more 
efficiently. Inserting Data Strings into your 
message body can also help to personalise 
your messages. 

Using PlainText Templates 
 
PGE provides several templates for your message 

body, which are simple suggestions for ways to structure newsletters, business letters, cards, 
and so on. The templates are minimal; you are encouraged to edit existing templates and 

The plaintext Message Body is the core of your message, and you should focus on its 
content. You can easily embed your plaintext message body into your HTML email.
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create new ones which suit your needs. When you select a template, the message body is 
immediately replaced with the template contents. 

Including HTML Tags in a PlainText Message Body 
 
As shown in some of the plaintext 
templates, you may include HTML tags in the 
message body, which will not apply to the 
plaintext version of your message, but will 
apply to the HTML version of your message. 
In the HTML version, you simply embed the 

plaintext Data String [ Message_Body ] into your HTML email. See Chapter 2 for details. 

Plaintext Links & Angle Brackets 
 
When including hyperlinks in plaintext 
emails, PGE will translate the text into a 
correct link element when the text is 
embedded into your HTML message. Some 

people prefer to type the URL within angle brackets, as shown here. PGE allows you to do this 
without conflicting with HTML’s expectations for angle bracket usage. You will however notice 
that the angle brackets are removed from the plaintext version of your message in the 
preview and in the actual message which is sent to your recipients. The use of these brackets 
for links in emails has recently been discouraged because many mobile devices are confused 
by them, while without the brackets, your links will work as intended. 

Using Files 
PGE also provides a separate popup menu for loading and saving text (.txt) files for 

the body of your message. These are kept separate from templates to give you the 
flexibility of importing and exporting .txt documents without necessarily having to create a 
new template. Saving your message body as a text file is a good idea if you think you may 
write a similar message in the future. PGE’s File popup menu will give you a quick way of 

The plaintext Message Body may contain HTML tags, which will be stripped away in 
the plaintext version of your message, but are retained and applied when embedded 
as a Data String into your HTML email.
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loading a message you wrote previously, so that you can edit it for your present purpose, and 
save it as a new file if you like. 

Inserting Data Strings 
 
PGE allows you to work with text using Data Strings. These are parts 
of your text that will be replaced dynamically when your message is 

constructed. PGE accesses recipient data through vCard representations, so that you can 
insert the following information for your recipient anywhere within the body of the message:  

• Recipient Name (as formatted in the Greeting), First Name, and Last Name 
• Recipient Home Address, Home Phone, Home Email 
• Recipient Work Address, Work Phone, Work Email 
• Recipient Birthday (formatted in various ways according to your System Preferences) 

Be aware that the recipient information must be present in order to be inserted. For 
example, you would only want to use the Birthday data string if all of your recipients have 
the Birthday information in their contact profile. 

If you use the Structured Signature option (see below), you can also insert other information 
(Address, email, URL, and so on) within your massage, linked to the signature that you choose 
to use for that message. 

Previewing Your Email 

As you type your message, you may want to see what it will look 
like in its final form. Just click the Popout Preview button to 

open a floating window to preview your email. Your Data Strings get replaced in the preview, 
and you can also insert a name for the recipient in the preview window if you choose. 

WARNING – For each data string, for any recipient who does not have the corresponding 
information in their profile, the data string will be replaced with empty space.
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Attachments 
 
PGE allows you to include any number of 
attachments with your email, as long as the 
combined size of the attachments does not 
exceed 20MB. This limit is not imposed by 

all servers, but since email messages visit many servers before reaching their destination, if 
you try to send larger files, they may at some point get caught by an intermediate server 
having a lower file size threshold, and as a result your message will not reach its destination. 
For this reason, it is best to keep the number and size of your attachments to a minimum. 

While PGE gives you the option to include attachments, we recommend that you 
avoid sending attachments with your group email unless you know that your 
recipients can receive attachments from you. Many servers will automatically flag 
incoming messages that include attachments from an unknown source as spam, so 
that your message is likely never to be read by its intended recipient.
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Closings & Signatures 
 
Closings and Signatures are displayed in a 
common area, since the signature directly 
follows the closing. A closing is only one line 
long, such as “Sincerely,”. 

Common closing are included by default in 
PGE, and you may edit them or add your own. 
Both the closing and the signature may be 
omitted if you choose. If omitted, they may 
still be embedded as Data Strings into the 
plaintext or HTML message body. 

Signatures - Unstructured & Structured 
Your signature can be as simple or elaborate as you choose. PGE gives you two options for 
dealing with your signature: Unstructured and Structured. 

An Unstructured signature is simply a block of text written in any way you choose. This block 
of text can also be embedded as a Data String into your plaintext and HTML message body. 
When you select this type of signature, all the checkboxes and the email popup to the left of 
the signature preview become disabled. 

A Structured signature is more flexible, allowing you to name the parts of your signature 
(your name, address, email, etc.) and then control which elements of your signature will 
appear in a given email using the checkboxes and an email popup, and embed Data Strings 
into your plaintext and HTML messages, such as your address, email, website URL, or phone 
number, without having to embed the entire signature. Note that if you choose a structured 
signature, you increase the number of options for embedding Data Strings into your emails. 
Also keep in mind that some HTML templates are built around the structured signature model.  

Please also note the following, which is important for maintaining professionalism and abiding 
by applicable laws: 

A structured signature is required for some HTML templates to work as intended.
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Company Motto & Unsubscribe Policy 
 
The Company Motto is an option for 
businesses and organisations to include a 
brief phrase or mission statement after 
the closing and signature of the 
message. Individuals who may not need 
this option can simply uncheck Motto. 

The Unsubscribe Policy, on the other hand, is a mandatory item required for all group emails 
by many telecommunications regulatory agencies. The reason for this has to do with policies 
against email spamming. When you send a group message to a large number of recipients, you 
must provide a clear way of allowing those recipients to opt-out, or be removed from your 
mailing list. 

Such compliance not only ensures that you abide by laws, but what is more important, it 
shows that you respect the rights to privacy and liberty of your recipients. 

Communications authorities have mandated that contact information must be 
included with group emails. Valid contact information includes a phone number, 
physical address, email address, and website URL.

In compliance with communications authority regulations, PGE requires you to 
include an Unsubscribe Policy with all group emails, giving the recipient a clear way 
to opt-out of your mailing list.
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2. HTML 
In addition to PlainText, PGE allows you to craft emails using HTML, so that recipients receive 
a message having more attractive formatting, specific fonts, colours, graphics and embedded 
images, rather than a typical plaintext email. Note that some users elect not to view their 
emails as HTML, so creating a good plaintext message is your first task even if you use the 
HTML email option. For users unfamiliar with HTML, a brief tutorial is included in the 
Appendix of this document. The HTML interface is divided horizontally into two main areas, a 
code area above, and a preview area below. 

  

Constructing Your HTML Email 
PGE provides a basic HTML code editor and a preview pane which updates in real time as you 
edit your code. PGE uses WebKit to display your HTML message, which is the same HTML 
renderer employed by Apple’s Safari and Mail. To create HTML emails, you should have some 

If you do not want to send an HTML message, simply leave the HTML code area 
blank, and your message will be sent as plaintext only.
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basic HTML and CSS coding skills. It is quite possible to quickly learn what you need to make 
good use of PGE by working with the supplied HTML templates and working your way through 
the included HTML tutorial in the Appendix.  

Links & Images 
Links included in group emails must point to files existing on servers somewhere on the 
internet. If you try to link to local files, or use relative URLs, your links will not work in the 
recipient’s email. PGE encourages you send a test email to yourself to view your HTML 
message as a recipient will see it. You should make sure all of the links work as you intend. 

Using HTML Templates 
 
Several simple HTML templates 
are included to get you started 

creating HTML emails. Selecting a template immediately populates the HTML code editor with 
code that you can edit minimally and use for your emails. You are only required to add links 
to your own images and website URLs. 

For example, line 31 below shows an image element in which a template has an empty source 
attribute (src=””). The alt text indicates that you should supply an image 675 x 70 pixels in 
size. 

  

Every link included in an HTML email must be an absolute or full path URL to a file 
existing somewhere on the internet.



Mather Point Software  ·  matherpointsoftware.zentral.zone  ·  Personal Group Emailer  ·  documentation �15

For example, we can complete this code using a full path URL pointing to an image file 
existing on our server: http://matherpointsoftware.zentral.zone/images/PGE/
jqp_675x75.png resulting in the following display: 

  
The template also includes many Data Strings embedded so that your plaintext body and 
structured signature are used as the main content of your HTML message. 

Using Files 
As with the plaintext version of your email, PGE allows you to open and save .html 

files without the need to work with templates. This allows you to import .html 
documents into PGE which may be created using other tools, and then edit that code to work 
for your intended purpose, for example by inserting Data Strings. 

Inserting Data Strings 
Like the plaintext message body, you can embed Data Strings into the 

HTML code to dynamically link to text within the body of your email. 



Mather Point Software  ·  matherpointsoftware.zentral.zone  ·  Personal Group Emailer  ·  documentation �16

When you click the Insert Data String button, a popup menu appears, showing the various 
strings you can embed into the HTML code. 

 
The menu at left shows the available options, including all 
the elements of the structured signature, if you choose to 
use that signature option, shown below. 

 
The most important Data String in the above lists is Message Body. With this Data String, PGE 
allows you to embed your plaintext message body within your HTML email, appearing in the 
preview pane as [ Message_Body ] and replaced with the actual plaintext message body in the 
popout HTML preview. The message body may itself have embedded Data Strings in it, 
depending on what you have done with the plaintext version of your message. This saves you 
from having to type two versions of your email, and instead use common text in both 
plaintext and HTML versions of your message. 

Recall also that you may include HTML tags in your plaintext message body, and those tags 
will be removed in the plaintext version of your message, while they are retained in the HTML 
version. This allows you to send the same message with the formatting you want for either 
version of your message, regardless of the recipient’s HTML email preference settings. 

Recipients may choose to turn off HTML email support in their email client, so you 
should still supply a plaintext version of your email when sending an HTML email.
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Previewing Your HTML Email 
To see a full page display of your HTML email, simply click the 

Popout Preview button, and a floating window opens showing the 
message with Data Strings replaced. The recipient’s name is also optionally replaced with a 
fake name for viewing purposes. 
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3. Sender 

In order for PGE to send your email, you need to supply the correct details of your Outgoing 
Mail Server, also known as SMTP. Be advised that configuring the Sender properly in PGE can 
be a source of frustration for many users, because these details are often hidden from the 
user and configured automatically by email clients. PGE requires you to input all of this 
information manually. If you are not sure what this information is, look for the details in your 
email client, or check directly with your email provider. If you are using Apple Mail, an 
Appendix is provided to walk you through the process of getting the necessary information to 
properly configure your Sender. 

IMPORTANT – Email accounts which are configured to coordinate email access 
between multiple devices are called IMAP. IMAP email accounts are not 
compatible with group emailing. Use a POP account instead. POP email accounts 
are available for free from Gmail and virtually all other email providers.
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SMTP Server Address 
This is the address of the server you will be 
using to send your emails from PGE. Usually, 
this address is in the form mail.domain.com 

or smtp.domain.com, but it can take many different forms. Look for this address in your 
email software or check with your email provider. If you use Apple Mail, see Appendix for a  

SMTP Login, Password, & Authentication 
 
Your SMTP Login is the email address 
you use to log into the server to send  
email. For most users, this will be the 
same as the From Email, but 
sometimes the addresses are 

different; if you are unsure, please check your email client or your email provider. The 
checkbox option Authenticate with SMTP Login & Password selects whether the password is 
sent to the server or not. 

From Email, & From Alias 
Your From Email and From Alias are 
required to send email messages. The 
Alias is your real name, which will 
appear in the inbox of the recipient 
instead of the email address. PGE 

requires all fields to be filled to send your group email; if you do not want an alias to appear, 
you can also fill the alias field with the From Email address. 

Reply To Email 
After recipients receive your email, 
they may want to reply to it. If they 
click the “reply” button in their email 

software, this is the address that their reply email will be automatically given. In most cases, 
you will want your Reply To Email to be the same as the Sender’s User Email, but there are 

We take your privacy and security very seriously. Your passwords are always strongly 
encrypted in PGE, and none of your data is ever exposed to Mather Point Software 
or any third party.



Mather Point Software  ·  matherpointsoftware.zentral.zone  ·  Personal Group Emailer  ·  documentation �20

times when you want replies sent to a different email address, or you may not want replies at 
all. 

Secure Layer (SSL) & Port 
Some mail servers (such as Gmail and Yahoo!), 
use Secure Sockets Layer (SSL) encryption to 
send messages, providing strong protection 
for your data. Check with your email provider 

to see whether you need to use SSL. You can also send test emails to yourself through PGE 
with and without SSL checked to see which message is successful and which one gives an 
error. 

Email is normally sent over port 25 for non-SSL and port 465 (and sometimes 587) for SSL. 
Select the necessary port number for your account: 25, 465, 587, or another number you 
supply. If you are unsure about these settings, check with your email client or provider. 

Pause and Server Limit 
Depending on which mail server you use, you will need 
to comply with certain limitations imposed by the 
service provider. To combat spam, the majority of 
SMTP servers do not allow emails to be sent out in 

batches all at once. Instead, there is a limit placed on the number of messages which can be 
sent per minute, and per hour, and per day, through a given server. 

The Pause field in PGE allows you to select a duration in seconds to wait after sending each 
message. It is a good idea to pause at least one second between messages, in order not to 
throw a spam flag on the server. You may want to pause as much as 5 seconds or more 
between messages. 

If you don’t want to receive any replies to your group email, do not leave the Reply 
To Email blank; instead, set up an email address for this purpose, in this form: 

noreply@yourdomain.com 
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To see how the pause and server limit values will make PGE behave, consider an example 
where the Pause is 5 seconds. This would result in 60/5 = 12 emails per minute = 12·60 = 720 
emails per hour. However, the Server Limit may not allow this many messages to be sent 
within an hour. If the Server Limit is 500, then after 500 messages are sent, PGE will pause for  
the amount of time necessary to reach a new hour, so that sending can resume. In this case, 
after 500 messages have been sent with a 5 second pause between each message, about 42 
minutes have elapsed, and PGE will wait for 18 minutes to resume sending messages, so that 
your server does not reject your messages. When waiting, PGE displays elapsed time until 
sending resumes: 

  

On Server Error 
At some point when sending 
messages, your mail server may 
respond with an error. In PGE you 

must choose how to handle this situation, either to Log Error and Continue sending your 
emails, or to Stop sending. We recommend that you select Stop, because in some (rare) cases 
if you continue to try to send your emails after a server error, PGE may freeze. If PGE should 
freeze while sending messages, you should force-quit the application and restart. Be assured 
that PGE can resume your sending progress at the point just before the crash. PGE keeps 
track of its sending progress as it is working, so that you are sure to complete sending your 
group email without missing a recipient. If you choose to Log errors and continue sending, the 
recipients which were unsuccessful are marked in the Sending Log (see Chapter 5: Logs). 

Check with your email provider to find out their outgoing email limit per hour. 
Usually this is under 1000 messages, often capped at around 500 messages per hour 
or fewer, unless you request a higher limit. Currently Gmail accounts cap sending at 
500 emails per day, so if you need to send more than 500 messages, a good strategy 
is to open multiple Gmail accounts and handle your mailing with multiple Senders. 
See the Appendix for more information. 
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Test Recipient 
 
The Test Recipient is automatically 
populated with the sender email 

address, but you may change it to a different address if you choose. Test emails are then sent 
to this email address. Unless you are working with someone else to test your messages, supply 
one of your own email addresses here, such as the Sender User Email. Be sure not to supply 
an incorrect address here. It is vitally important to test your Sender information and Test 
Recipient email before sending your group email. 

Sending a Generic Email to the Test Recipient 
 
Once you have set up your Sender 
information and supplied a Test 

Recipient email address, you should click Send Generic Email To Test Recipient. This will send 
an auto-generated message from the sender to the test recipient to verify that your 
information has been entered into PGE correctly. 

Activity Log 

  
When you configure your Sender, sending a generic email to the test recipient, PGE keeps a 
concise log of the network activity. Click the disclosure triangle to see a popup list of details. 
This is simply a convenient way to keep track of your work during the configuration process, 
since in some cases a fair amount of troubleshooting can be required. 

SMTP Troubleshooting  
Problems with your SMTP information can cause PGE to be unable to send your email. If you 
have supplied all the correct SMTP information for your Sender, and PGE does not send your 
email, please first double check the accuracy of your information. See the Appendix for 
assistance configuring your SMTP Sender if you use Apple Mail (other email clients should also 
provide similar ways of getting the correct information). If you need technical support 
concerning the Sender, please first consult with your email provider before contacting Mather 
Point Software. The details you need must match those required by the email provider. If you 
are certain your details are correct, have consulted with your email provider, and PGE does 
not send your email, please take screenshots of your Sender window as well as screenshots of 
your SMTP information as it appears in Apple Mail, send them to 
matherpointsoftware@zentral.zone, and we will work with you to find a solution.  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4. Recipients 

After you have created your Plaintext message and optional HTML message, and you have 
configured your Sender, you are ready to set up your recipients and send your message. 

  

Follow These Steps 
To set up your recipients, you simply add recipients to a list, and queue messages to send to 
those recipients. Then you send a Test email to yourself, and finally Send your queued 
messages to all recipients. To make your life easier, PGE lists these steps, numbered in order, 
at the top of the Recipients page.  

Contact Groups 

PGE integrates with Apple’s Contacts (formerly known as 
Address Book) to automatically list the email groups you 
have already created there, sorted alphabetically by 

name. Note that you must create at least one Contact Group in the Contacts application in 
order for PGE to access your contacts. You may also import lists of recipients from vCard files 
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and also from .csv and .tsv text files. If you use Contacts but have not created any groups 
there, you must first open Contacts and create groups for your recipients. See Apple’s Help 
menu in Contacts for assistance. 

Importing Recipients from vCards 

PGE imports recipient data using the cross-platform 
vCard representation. Mac OSX integrates vCard 

support with Apple Contacts internally, so Mac users just need to prepare information in Apple 
Contacts. Windows users will need to export vCard files from their contact management 
application. If you are on Mac, but do not use Apple’s Contacts, or you just want to import 
recipients into PGE from another source, you can also import recipient information from 
vCard files.  

vCard files have the extension .vcf or .vcard. There are two ways to import these files. 

1. Import multiple vCard files from a folder. 

 Put all vCard files into one folder, and select this folder for importing. 

2. Import a single vCard file. NOTE: One vCard file can contain multiple contacts. 
  

Select one vCard file for importing. If the file contains multiple, vCards, all contacts in 
the file are imported. 

Importing Recipients from Text Files 

To import recipients from a text file, in .csv or .tsv 
format, simply prepare a text document as follows. 

Two text file formats are allowed, each containing only a name and email address for each 
recipient as shown below. 

1. Tab-separated values, like this: 

John Public johnsemailaddress@domain.com 
Jane Public janesemailaddress@domain.net 

2. Comma-separated values, like this: 

John Public,johnsemailaddress@domain.com 
Jane Public,janesemailaddress@domain.net 
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If you use option 1, give the file a .tsv extension. For option 2, give the file a .csv extension. 
You can also import a file having a .txt extension, in which case you will be prompted to tell 
PGE which character is used to separate the data, a Comma or a Tab. 

Recipients With Multiple Email Addresses 
Some recipients may have more than one email address in their 
imported vCard data. PGE imports up to three email addresses per 

recipient. When more than one email address is available for a given contact, PGE assigns the 
first available address as the default, and displays the email in the Recipient List with a 
disclosure triangle. If you want to send to one of the other addresses, simply click the 
triangle, or right-click (Control-Click) on the email address in the Recipients List, and a popup 
menu allows you to select from all available email addresses for that recipient. 

Recipient List & Message Queue 
 
Once you have added recipients from 
Contacts or from external files, you 
will see each name and email appear 
in the Recipient List. This is your list 
of potential recipients; that is, these 
recipients will not get a message 

from you unless you add them to the Message Queue which is the next list below. 
 
You can queue as many or as few 
recipients as you like, and PGE 
makes sure that you do not queue 
duplicate recipients. If you 
happen to remove a recipient 
from the Recipient List, that 

recipient also gets removed from the Message Queue. You can also reorder recipients in either 
list by dragging them up or down. This way you can even make sure some recipients will 
receive your message before others (which can be important if your server has strict SMTP 
limitations and must pause between each message). 

Once recipients have been queued, 
you are ready to send your email. 
Before doing this, you should send a 

test message to your Test Recipient (yourself). 
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Sending a Test Message 
 
PGE is designed to help you make certain that your message appears as you intend 
it. Click the Test button to send yourself a copy of your message and inspect it 
thoroughly before you send your group email. 

Sending Email to All Queued Recipients 
 

After verifying that your message is exactly the way you want it, click Send. PGE 
will ask you if you are sure you want to send the message to the number of 
recipients in your message queue. After clicking Send, progress is shown, and you 
may switch to other applications to continue work at your computer while PGE 
carries out its duties.  

 
If something goes wrong during the sending process, or you realise that you need to 
stop sending, simply click the Stop icon. 

If clicking Stop does not stop PGE from sending, or it appears that PGE has frozen (this can 
happen if a server error is received while PGE is trying to send a message) then you may have 
to force-quit the application. Do not be alarmed in this case; PGE stores its progress as it 
sends your message, and when you reboot, PGE is able to pick up right where it left off in the 
sending process to complete your mailing. 

It is extremely important to send yourself a test email to verify that your message 
appears as intended before sending that email to a group. Sending a message 
containing any kind of error is regrettable, and is much more regrettable when 
received by a large number of people.
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5. Logs 
PGE Logs are saved automatically whenever you use PGE to send a message to a group of 
recipients. The Logs interface gives you a way to manage and make use of these logs. 

  

Session Files 

  
Each time you send a message to a group of recipients, that activity is saved in a Session Log 
File in .xml format. File data is compressed to save space. The actual location of the logs are 
in the PGE Application Support folder. 
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Purging Session Files 

  
Depending on how often you use PGE, your session log files may start to build up. Even though 
these files are compressed and will typically take up very little hard drive space, you may 
consider the logs unnecessary for your needs. In this case, you can simply click the triangle to 
the right of Session Files and select an option from the popup menu which will appear to 
purge (delete) files. In the example shown, all files older than two weeks will be removed 
from the hard drive. 

Session Details 
 
Each session log file contains the full PlainText 
and HTML versions of the message sent, the file 
URL paths to any included attachments, and a list 
of recipients, showing exactly when and to whom 
each message was sent. For your security, SMTP 
details are not included in the log file; Only the 
Sender email address and the Reply To addresses 
are included.  

Populating a Current File 

  
You can send information from a log to the current open file in PGE using the Session Details 
popup menu. The example above sends only the Message Body to the PlainText page. 
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Opening a Log as a New .pge File 
 
A log can also be converted into a 
new .pge file using the Session Details 
popup menu. Keep in mind that the Sender 
details may not be available, in which case 
a new Sender will be added to your list 

with only User Name, Reply To, and Test Recipient populated, and other necessary details 
must be provided. 

Session Recipients 

  
Each email sent from PGE is recorded in a log. If you need to check a log to see if a certain 
name or email was included, just use the search field. 

Exporting Session Recipients 
 
Recipient lists can be exported as .csv 
and .tsv files. Note that these are the 
types of files also recognised by PGE 

when importing recipients from an external source other than Apple’s Contacts. So, the 
export feature allows recipient lists to be transferred from one system to another without the 
need for shared Contacts lists.  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Appendix  
Apple Mail SMTP Tutorial 

 
1. To find your Sender details in Apple Mail, open the Preferences window 
in Mail and select the Accounts menubar item. You will then see a list of 
your email accounts. Select the account you want to use as a Sender in 
PGE.  

2. Next, click on the popup 
menu to the right of the 
text Outgoing Mail Server 
(SMTP) and select the 
menu option at the bottom 

of the list, Edit SMTP Server List. This will open a drop-
down window with a list of your available SMTP servers.  

 
3. Select the server 
you want to use to 
send your email (this 
is the server which is 
shown as selected in 
the Outgoing Mail 
Server (SMTP) popup 
menu sown above). 
Underneath this list, 
you will see a display 
of SMTP details. This 
is where you find 
your Port number, 
SSL requirement, 
SMTP username and 
password. This 
information must be 
used for the Sender 
in PGE in order for 
the software to be 
able to send your 
emails.  
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Strategies for Large Mailing Lists (dealing with SMTP limits) 
SMTP service providers normally place a limit on the number of emails which can be sent 
within a given period of time, limited to so many emails per minute, hour, and day. For 
example, Gmail places a nominal limit on SMTP usage to 500 emails per 24 hour period. Email 
services from independent web providers may have different limitations; for example, one of 
the largest providers has a nominal limit of 750 emails per hour, and no limit per day. Often, 
whatever limit causes a problem for sending your emails can be either lifted or pushed higher 
by simply contacting the email provider and asking them directly for a higher limit. 

PGE is tested with major SMTP servers under normal conditions, including Gmail. One simple 
strategy for sending emails to a large number of recipients, say 1500, is to open three Gmail 
accounts specifically for the purpose of sending the emails, and use each of the accounts to 
send 500 messages in the same day. This strategy allows you to work within existing 
limitations using a trusted SMTP provider, and helps you keep your group emailing organised. 
When creating the email accounts, simply use your the name you prefer, along with a prefix 
or suffix for your mailing list, and a number. For example,consider the following: 

mybusinessname.list.1@gmail.com 
mybusinessname.list.2@gmail.com 
mybusinessname.list.3@gmail.com 

Of course, you would use your actual business name, and you could construct the names 
however you like. Each of these emails can then be configured as separate Senders, to send 
500 messages each, reaching your 1500 recipients without exceeding the standard Gmail SMTP 
sending limitations. 

 
When using multiple Senders, work with your 
Recipients to queue portions of your recipient list. In 
the example above, following step 1 in the Recipients 
pane, you would add all 1500 recipients to your list, 
and then, for step 1, you would queue 500 recipients at 
a time, changing Senders after 500 messages have been 

sent. Each time, you would test the perform steps 3 and 4, testing your Sender, and then 
sending your email to the group of 500 recipients. 

IMAP email accounts 
IMAP email accounts are configured to coordinate email access between multiple devices, and 
are not compatible with group emailing. You cannot use an IMAP email account with Personal 
Group Emailer. Trying to do so will only result in error messages which will not even be 
accurate. Use a POP account instead. POP email accounts are available for free from Gmail 
and virtually all other email providers. 
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HTML Tutorial 
This is a brief introduction to HTML coding for those who are unfamiliar with it. 

An HTML page is enclosed in html tags. A tag is just some text within angle brackets, like this: 

<html>
</html>

Within the <html> tags, every HTML page has the same straightforward structure of a head 
followed by a body: 

<html>
<head>
</head>

<body>
</body>

</html>

Below, this tag structure is shown with explanatory text in red: 

<html>
<head>
   What is here gets executed before the page is shown
</head>
<body>
   What is in here gets displayed on the page.
</body>

</html>

Within the <head> portion of the page, you may include <style> tags to specify how you want 
your page to look, and within the <body> tags you put your actual message content: 

<html>
<head>

<style>
   What is here determines how elements appear; e.g. colours, fonts, sizes, etc.
</style>

</head>

<body>
   Your message goes here.
</body>

</html> 

Here is example <style> code from the Simple Card template: 



Mather Point Software  ·  matherpointsoftware.zentral.zone  ·  Personal Group Emailer  ·  documentation �33

<style>
body { margin: 0; background-colour: #fff; font-family: "Trebuchet MS", Arial, Helvetica, sans-
serif; colour: #222; text-align: justify; line-height: 13pt; background-attachment: fixed; }
img { border: 0px; colour: #cc3300; }
td { background-colour: #eee; font-size: 10pt; vertical-align:top; }
p { font-size: 10pt; margin: 10px; line-height: 1.3em; }
p.troubleviewing { colour: #000; }
p.unsubscribe { colour: #000; font-size:8pt; }
p.top { font-style: italic; colour: #000; margin-top: 4px; }
a { colour: #cc3300; text-decoration: none; }
a.red { colour: #cc3300; }
</style>

Let’s take the above instructions one by one. First the display of the HTML body element is 
defined.  

body { margin: 0; background-colour: #fff; font-family: "Trebuchet MS", Arial, 
Helvetica, sans-serif; colour: #222; text-align: justify; line-height: 13pt; 
background-attachment: fixed; } 

Most of the instructions should be self-evident, while some may be cryptic. The background 
colour #fff translates to the colour white. The colour style refers to the font colour, and #222 
translates to a very dark gray colour. #000 is black and numbers ascend in base-16 values to 
#fff = white. Normally you will see colour values in six digits rather than three. 

Next the display of an image element <img> is defined.  

img { border: 0px; colour: #cc3300; }

Again, the colour refers to a text colour. For images, text is used only for showing a 
placeholder message to the viewer which will only appear if the image cannot be displayed. 

td { background-colour: #eee; font-size: 10pt; vertical-align:top; }

A td element is a square area of a table, which is a typical way that content is organised for 
display in HTML. The vertical-align style refers to pushing the contents of the square (or cell) 
up to its top.  

p { font-size: 10pt; margin: 10px; line-height: 1.3em; }

A p element stands for paragraph, the primary way text is delimited in HTML documents. The 
line-height style refers to the vertical space between successive lines of displayed text. 
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p.troubleviewing { colour: #000; }
p.unsubscribe { colour: #000; font-size:8pt; }
p.top { font-style: italic; colour: #000; margin-top: 4px; }

When an element is followed by a dot, such as p.troubleviewing, p.unsubscribe, and p.top, 
the text after the dot indicates a class name for that element. In this example, three types of 
paragraphs are defined with different display styles. In the HTML that follows within the 
<body> tags, these styles can be invoked by using class names within <p> tags; for example 
<p class=”troubleviewing”>paragraph goes here</p> 

Last are anchor tags <a>, which are links. By default, links are normally underlined. The style 
given here indicates that links should not be underlined. A new class of link is also defined 
simply as having red text. We can explain the code #cc3300 as RRGGBB where R is the amount 
Red light, G the amount of Green light, and B the amount of Blue light mixed together to 
create the desired colour, in this case a shade of red.  

a { colour: #cc3300; text-decoration: none; }
a.red { colour: #cc3300; }

Now let’s take a look inside the <body> tags of the Simple Card template. 

1    <body>
2    <center><br>
3    <table width="675" border="0" cellspacing="0" cellpadding="0">
4    <tr><td>
5    <a href="[ Signature_URL ]">
6    <img width="675" height="70" src=”" 
7     alt="Your Banner Image: 675x70">
8    </a>
9    <p>[ Greeting ]</p>
10   <p>[ Message_Body ]</p>
11   <p>[ Closing ]<br>[ Signature_First_name ]<br>
12   <a class="red" href="[ Signature_URL ]">[ Signature_Company_Name ]</a><br>
13    [ Signature_Address ]<br>
14   <a class="red" href="[ Signature_URL ]">[ Signature_URL ]</a>
15   </p>
16   </td></tr></table>
17   <p class="troubleviewing">
18    Having trouble viewing this email? Find it online 
19   <a href="">here</a>.
20   </p>
21   <p class="unsubscribe">[ Unsubscribe_Policy ]</p>
22   </center>
23   </body>

The lines of most concern are those which contain links and images. In this example, links and 
images are in the following lines: 
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5    <a href="[ Signature_URL ]">
6    <img width="675" height="70" src=”" 
7    alt="Your Banner Image: 675x70">

12   <a class="red" href="[ Signature_URL ]">[ Signature_Company_Name ]</a><br>

14   <a class="red" href="[ Signature_URL ]">[ Signature_URL ]</a>

19   <a href="">here</a>.

Lines 5, 12 and 14 insert Data String URLs from the structured signature. Note that the URL 
must be a full path URL. This is something that you must make sure to check is working in 
your email when you send a message to yourself as the test recipient. 

Line 6 begins an <img tag, with an empty src attribute. You must supply a valid full path URL 
in order for an image to be visible in the recipient email. The text in the alt attribute of the 
image gives you the dimensions of the image you must provide. The example given in Chapter 
2 is an example URL which links to an image existing on our server at 
matherpointsoftware.zentral.zone http://matherpointsoftware.zentral.zone/images/PGE/
jqp_675x75.png which results in the following display: 

  

The empty href in line 19 is an important URL which you must add. When you create an HTML 
email, you should save that HTML as a file, upload it to a directory on your website, and place 
a link to that file in the HTML itself. This way, if a recipient does have HTML viewing enabled 
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in their email client, but is for some reason unable to view your message, they can easily 
click this link and open the very same HTML email in their browser. If you leave this link 
empty, when the user clicks on it, nothing will happen. 

There are many resources online for learning to code HTML and CSS. We recommend visiting 
the following excellent web resource for furthering your coding knowledge and skills: 

http://www.w3schools.com 
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Credits 
Personal Group Emailer was designed and programmed by Aaron Andrew Hunt, using Xojo and 
MBS Plugins on a Mac. 

This documentation was written by Aaron Andrew Hunt, using Apple Pages. 

Thanks for your support. 
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