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Introduction T Advanced Mode

When you are comfortable with Express Mode, you can proceed to Advanced Mode to explore the

additional features.

The Advanced Mode home page shows you a snapshot of your account status. There is a Statistics
Overviewthat you can expand to see your Subscribe/Unsubscribe and Open/Click rates. You can also
4SS (GKS hLISy NBaLRyaS NIGS F2N &22dzNJ Y2ad NBOSyi

delivery rate with other accounts.

~ Page settings

New user checklist =

[] Fill in vour address and telephone

[] Customize your email footer
Click here

[] set your account's timezone
Click here

Introduction and training W= ®

Q Tutorials

OE Download POF manual

v How to create Smart Lists

* How to Edit Mailing Lists and Contacts

How to Import and Create a New Mailing
Lists and Contacts

F

, How to manage. copy, move, delete and
export contacts and lists

Recent Send Stats

Last send overview

869

Messages Sent
07/05/2011 09:21

= x

News W=

ﬁ] Subscribe to news

Tmana mananar nndata inclidina Ranala imanae

B ocpens 222 25.7%
I ot opened 639 74.0%
. Bounced ] 0.2%
<y
Affiliate Program = n

Promote GraphicMail

Make money when yvour referrals

sign up!

Get Started

The Advanced Mode home page also has a news section, an RSS newsfeed that you can subscribe to,
user checklist, Introduction and training (PDF and videos available). Also more importantly the Recycle

Binis located on this screen which you can use to restore any deleted data or newsletters.

Recycle Bin ==

™ Did you know that you can
open the Recycle Bin?
Deleted items are stored here
and empties every Sunday.

Click here to open the Recvcle
Bin




|;| Newsletter

Editing

Designing your Emails and Newsletters

You can create your newsletter from either a blank page or a template. So that you can get started

quickly, your account comes with a couple of templates related to your industry. Your account contains

over 100 templates pre-loaded into your template folder.

Select a Template

To select a new template, select a category and then browse the available templates. Click on Belect
G S Y LJt, theh 8iék tn the thumbnail to preview a template. To add a template to your template

folder, tick the box above the template and click onthe W! R R
selected templates will then be added to your template folder. If you see a tick above the template, it

means that it has already been added to your template folder.

Select Templates o=

Editing

Select Templates

Create

Edit

Manage
Import / Export

Advanced
Links
FeedMail (RSS to Email)

Drag and Drop Editor beta

Create

Edit
[E vLists & contacts
E Contacts Database
E Images & files

é Send

% Social

Use this interface to choose the template(s) you like

1. Choose a category

z.

%]

Category

Announcements
Architects

Arts [ Entertainment
Associations / NGOs

Automotive

Business & Technology

Cards

Customer service

Easter

Event Invitations

Father's Dav

GSYLX |

A ﬂ |;'* search help

Click on a Template thumbnail if you would like to see a preview of it.

(blue tick), you can access it via the Create or Edit menu.

' Back to School |:|

Use scroll bar to see more add templates to my account

Click on a thumbnail to preview it

Back to School 2

0

Book Sales

M J

4

L

. Check the box above the template(s) you want to add to your account. Once a template is added to your account

3

G S Buttain.Zhe Y &

m

O

O



Create

To create a newsletter, you must first give it a name and select the folder where you want it saved. Your
account comes with three sub-folders where you can save your newsletters ¢ the Templates, Draft
Newsletters and Archived Newsletters folders. You can also create your own folders and move
newsletters between them. To learn how to do this, go to the Mangesection in this manual.

Give your newsletter a name

Salect where you want it saved - Templates -

Also create a text version

Select the template to base your newsletter on
\ templates b, Elank -

To add more templates to your account, click here

Preview pane

Once you have named your newsletter, select the template youwanttod F &S A 2 yieRtQ G &Sy Of
open the Editor.

When you create your email newsletter, you must decide whether you also want to create a text-only
version. We strongly recommend this, as it helps with delivery to some web-based email clients and
email clients such as Lotus Notes. The Editor uses logic similar to MS Word.

While working on your newsletter in the Editor, make sure you save it frequently. And when exiting the

Editor, make sure you save your newsletter. S T

Text newsletters and emails
If you have also created a text-only version of your newsletter, a second Editor will appear after the first

closes. This is the text Editor. There is a button that will copy any text from your HTML newsletter to this
Editor. You can then format it as you wish.

Please noteif there is no text version saved in the text Editor, we will send out a default text email that
adridSaz aLF¥ e2dz OFyy2id NBIR GKAAa SYIFAfX LXSIasS Of
to the HTML newsletter.

Tocreateatext-2 Yyt @8 GSNEA2Y | dzi2Yl GA Ol f fGeneral BeéttingQS FSNRIz v S g 4 f
dzy RSebtlzl W | Yy R & LAM@YY &al0KENBRESYBSEGSEHR WSNBRAZ2Y. 2F SOSN
This will automatically create a text-only version of every newsletter.

Please noteAn asterisk (*) appears next to newsletters with a text-only version. If there is no asterisk,
there is no text-only version.



Edit
When editing your newsletters select the folder and the newsletter you want to edit from the drop-

R2gy fAatad LT GKS ySgat SidSNI &2 dzedd® Si 24 y2 LIKS WS O
Editor. This may take a few seconds.

To edit a newsletter, select from the dropdown. Click edit to launch editor.

First select the folder |- Templates EI

Then the newslettar |_5|:rrir1g4 EI

Edit HTML Edit Text m

There are three Editors available for online manipulation of text, images and other newsletter-related
requirements.

System requirements for the Editors: any Windows PC with Microsoft Internet Explorer version 5 or
higher, or Firefox. It is also compatible with the Mozilla Firefox browsers on Mac OS X platforms.

“ou are editing: _spring4

Osve Qoo | FEDATF 9 o DIaded VY ¥ I T S 0 -
@S MOS0 ohutrot s v BIUSSEEEZA-Y-

- Insert Account Links ~ | Insert Mamed Links = Insert By lization i 9 #

#/ v - | LOGOHERE

29

w Y b BN

SRR Xokeia ks 2

= InsertT I Links =

| »

260pixels x B0pixels

SPRING IS HERE!

SPECIAL ANNOUNCEMENT

Praesent laoreet felis malesuada arcu rhoncus vulputate vel nec augue. Praesent

laoreet felis malesuada arcu rhoncus vulputate vel nec augue. Praesent laoreet felis
malesuada arcu rhoncus vulputate vel nec augue. Praesent laoreet felis malesuada
arcu rhoncus vulputate vel nec a

www website.com | infof@email.com

Within the editor you can use all of the icons at the top to create a template alternatively you can use
Il ¢ca] O2RS o0& HMAO)dzy A2 F Y2V KEKS o62iGdG2Y tSTG 27
GKS GSYLX FGS Peveka sKAK @il §RE d200i0iSR 0602002

idKS
Y 8



Manage

It has a document filing system similar to Windows. You can create and store your newsletters in
different folders. This section will allow you to select items and click a button to initiate the action.

To see the newsletters in a given folder, select the folder fromthe ¥ St SOG | dpdwdS F2f RSN
menu.

Select a source folder Select a destination folder

| - Templates EI |-TE"“'|:-EI:ES EI

Newsletter functions

Newsletters in source folder Newsletters in destination folder
rename newsletter
_auto tactical - _ _auto tactical -
_Business 2 delete newsletter _Business 2
Car 1 Car 1
Tar 2 Tcar 2
_Entertainment _Entertainment
_Hotel Newsletter _Hotel Newsletter
_Microsite Homepage 2 _Microsite Homepage 2
—Mu_Elc Folder functions —Mu_Elc
_spring4 _spring4
World Cup 2010 1 _World Cup 2010 1
D Ide News_Template
SURWVEY delete fo J SURWVEY
R - R -
Thanks_for_visiting_stand Thanks_for_visiting_stand
; ;

You can rename, delete, clonécopy) or move a newsletter by selecting it and clicking the button for
the appropriate action. If you want to move a newsletter from one folder to another, you need to select

iKS yS8s6atSGiSNI&2dz 6yl (2 Y2030 ¢KSy iKSBlecF2f RSNJ
I RSAGAYIdipRYSF2VYRBMD CAYLFT{f & &2dz ardetofofSR (2 Of

which is under the header of newsletter function.

You can also rename, deleteor move a folder by selecting it and clicking the button for the appropriate

actiondzy RS NJ { K S FddsriFintigha If y@uRwand to move a sub-folder from one folder to

FYy20KSNE &2dz ySSR (G2 aStSO0 (KRSt EDURSENRSAdAFE VA2
drop-down.

If you want to createa new sub-folder, select the folder under which you want to create it and click on
0 KENX¥I { Shbuffod. ¥oR@INaBprompted to name your folder.

Please NoteTo do the above you must highlight the newsletters or folders under the header of
MNewsSGGSNB Ay &a2dz2NOS F2f RSNE O



Import / Export

If you have designed your newsletter in an external HTML editor, or a designer has created your
newsletter for you, you can import it easily into your account.

Import email newsletter

Get email newsletter from

@ word | Erowse
Images will be placed in this folder u
7} HTML or text [ Browse
D URL | |
2 Zip file [ Browse
Import to
@ anew newsletter | - Temnplates EI
B replace this newsletter | - Templates EI
| GMS_Template [=]
Importing HTML into anexisting  newsletter

You can either import the HTML into an ¥xisting newsletteQin which case it will replace the existing
HTML, or you can import it into a new newsletter.

To import to an existing newsletter click the radio button for dreplace this newsletteg, then select the
folder in which your HTML is stored from the first drop-down. Then select the newsletter you would like
to import the code to, from the second drop-down menu.

Importing HTML into a new newsletter
To import the code to a new newsletter, select the folder you want to save it to from the drop-down.

Then enter the name of the new newsletter in the blank field.

Import to

@ a new newslstter Email / Newsletter folder -

New Newsletter |




Make sure you have used the browse button to find the HTML file that you would like to replace the old
template with (as shown below).

0 HTML or text CiiUsers\Jake\Desktop\newtemp.txt

@ Add my images path to all images.
I vill be uploading images to this folder pictures -
* Folder paths will be added to image source.

@ I vill be hosting images on my server,

Image paths are correct in my HTML.

* The default option will add the relative path to all images.

=] This is a drag and drop template

Once a template has been uploaded into the Drag and Drop Editor it is not

possible to export it, so please keep 2 copy of the base HTML and be aware
that you cannot export any template that is created in that editor.

If the images in the file you have imported are already on the Internet and referenced properly in the
HTMLfile,3 St SO0 ( K SI wNbefhasing imagésipg nfy seh@r

After clickA yigpoMQplease be patient ¢ large files can take a few minutes to load. Do not log out or
close your browser window during the uploading process.

At the end of the process, the newsletter console will confirm the import by stating, "The Newsletter
was successfully imported”, at the top of the screen.

Importing a newsletter from a file

If you have created the newsletter in an external HTML editor or a designer has created it and given you

the file, it is easy to import it into your account. Select the W ¥ fadiod@ton. ¢ K Soypwsed G2 (K S

F2ft RSNJ 2y @2dzNJ O2 YLJdzi SN émigaBt@B G KIFG FAES Aa adz2NBR

If youintend to upload all theimageda (2 G KS & SNIISNE Add Y iRdyeés pathkdSall NI RA 2
You also need to select the folder you want to upload them to, from the drop-down menu. You will then

need to upload the images in your newsletter to that folder. To learn how to upload images, go to the

Uploading Imagesection of this manual.

Importing a newsletter from a web page

If your designer has already uploaded your newsletter to a web page, you can instruct it to get that

LI 3S o { BRIS ONiI RiAkZSendyelinitt@ YRbwhere you want to the system to retrieve the
newsletter from. Include the http:// and a forward slash (/) at the end of the URL if it doesn't include a

page name (for example, LI} 3Sy I YSOKGY 2 NJ LI A Enport8SeKGYE 0d ¢ KSy Of

@ urL http: /(e mywebsite.co.uk/mytemplate. html|

-'1.dd my website URL path to all images.
-'1.dd my website URL path to all links.

Cheacking these options will add your website url to all images and/or
links.

(ie. src="images/image.qgif' will become src="http:/ weon. mywebsite.com
/images/image.gif')

DThiE is a drag and drop template

Once a template has been uploaded into the Drag and Drop Editor it is not
possible to export it, so please keep a copy of the base HTML and be
aware that you cannot export any template that is created in that editor.



Unless you intend to upload the image files, tick the box (i K I (i AddImg wiebsie URL path to all
image€) @ ¢ Krksudie that Avtier the Bewsletter is sent, all images are retrieved from the server on
which they are stored. If you have not ticked this box, you will need to upload all image files into your
account. To learn how to upload images, go to the Uploading Imagesection of this manual.

Depending on how the page that you uploaded g & ONB I G SRXZ @& 2 dzAKImy websitel 2 Yy S SR
URL path to all link&Some pages reference internal links without referencing the URL ¢ if your website

was created this way, you will need to tick this box. If you are uncertain, ask the designer who created

the newsletter.

After clickA yigpoMQplease be patient ¢ large files can take a few minutes to load. Do not log out or
close your browser window during the uploading process.

At the end of the process, the newsletter console will confirm the import by stating, "The Newsletter
was successfully imported dt the top of the screen.

Exporting a Newsletter

You can export any of your newsletters from your account at any time. Simply select the newsletter you
want to export from the folder in which it is filed in and click W S E LY®uNdill €hen be asked where you
would like to save the file.

f

select 3 newsletter to export - Templates

L

GMS_Template

Newsletters z Advanced

Links
You may want to name links that you frequently insert into newsletters. There are three benefits in
naming links:

1. LG oAttt YIF1S A0 SFAASNI F2NJ eé2dz 642 AyaSNl GKSY
Editor.

2. Itwill make it easier to interpret your click stats, as it will show the name of the link instead of
the full URL.

3. You can enable tracking of click-throughs in Google Analytics.

Add, Delete or Modify your link(s)

Link Name Link URL Google Enabled

-

Find us on Google Maps http://maps.google.co.uky > -m'i

add 5

To name a link, click on the + button and type in the full URL and the name you want to give it. If you
want to enable tracking on Google Analytics, tickthe Wy 6 f S D22 6xS ! yI f @G A 0aQ



In the 2008 Editor, you willseeadrop-R 2 ¢ y (i Klhsért Narhed Eink@RIl you need to do now is

select the link from the drop-down.
Insert Named Links =

¢2 SRA Fye 2F e2dzNJ yI-YSIV? ftAYylaz aayLd e (Df)\()‘[ 2y
the link table. To delete a link, click on the red trash can icon.

How Google Analytics integration works

The system can integrate web analytics using Google Analytics. Google Analytics is a free application

that allows you to study the behaviour2 ¥ @2 dzNJ 6So0aAiSQa GAaAG2NARD ¢2 f S|
account at http://www.google.com/analytics/. If you do not have analytics in place, or would like to use

Google Analytics alongside your existing system, you simply need to sign up for a free Google Analytics

account.

If you already use Google Analytics on your site, you can enable Google Analytics on your account. This
will allow you to track traffic that originates from your email campaigns.

Our Google Analytics integration allows you to view clickstream data which is passed on from the
system (i 2 D 2 malyticSpackageland to goals you have set within Google Analytics. Within Google
Analytic traffic sent from our system will be represented as follows: the medium will be shown as
‘Email’, the source as your account name, and the campaign as the newsletter name. The system will
also pass along the link name and the email address, so that you can track traffic generated from your
account emails all the way through to a conversion.

Enabling tracking from your account to Google Analytics

You can enable Google Analytics for any link in your email by naming the link as described above and
checking the Google enabled box. Then use the Insert Named Link dropdown to insert that link within
your editor to inset that link.

PLEASE NOTie URL needs to be set up in your Google Analytics account for this to work.

After you have enabled Google Analytics on a given link, the tracking code will be applied to that link
automatically. The newsletter subject will be passed through as the campaign name so that you can
track goals back to the email newsletter.

FeedMail (RSS to Email)

An RSS feed provides a list of new content and a brief description of it, along with a link to the full

I NI A Of SPeed NERAYE RByae2dzNJ aAGS 2 NJADRSSHFedAdsdrey R | f f 26 NB
automatically updated so the user will see the most up-to-date post.

FeedMail fetches content from a blog; website or any RSS feed and then formats it in a stylish email
template. All you need to do issupply @ 2 dzNJ F S S R Q& héowdrpquehtly you wartls © kpload
your feed and send it (FeedMail sends to your mailing list automatically).



Setting up a FeedMail newsletter

After you have chosen the feed you would like to send, supply a name for your newsletter. Type or paste
in the rss/xml URL in the appropriate text field and select a style for the newsletter.

Save the newsletter and schedule a sending time. If you would prefer to create your own XML template,
@2dz YIe R2 a2 o0e@& !awgdieaeringyodr URL inzhdisg@adé proviflel. Statistics
for FeedMail will be saved in the Reports & Statistics tab.

Drag and Drop Editor

The Drag-and-Drop editor is a user-friendly editor appropriate for novice HTML designers. No knowledge
of HTML is necessary to quickly build your own template and create professional newsletters. The editor
is designed in blocks for easy editing.

Create

The editor will walk you through the first 3 steps of creating your newsletter template. First, select the
layout that you would like to use, and then choose an overall style. Next, choose a header, name your
templatel YR &St SO0 6KSNB @2dzQR tA1S AlG (2 06S &l @SR

DAalne

Mame your newsletter

Header Header

Paragraph Paragraph New Template

Select where you want it to saved

Email / Newsletter folder hd
Header HeadEr [7 Also create a text version
Paragraph Paragraph
k Link Link
( iew more Iayouts> ( View more styles >

N | @ aEEE | O s




Edit

To edit a template or newsletter, simply open the newsletter and select the block that you want to
modify. If you would like to add another paragraph, duplicate the one that is there by selecting the
entire box, copying it and pasting it to the area you want the new box to be in.

You can also change the layout of the newsletter by dragging the blocks to the location you prefer. To

OKFy3asS GKS o6FO13INRdzyRE F22( SN oPagd Belting; dzif R&E P Y NBA Y &

Blocks may also be modifiedd @ Of A Blockpeatingg K& @ | yR (GKSy OK22aAy3

paddings, margins or border. Below are screenshots of in the editor and then in the preview screen
which can be found by clicking on the preview icon (located at the top): ! preview

2
oo (egli)
Edit s
er =
Daily News Daily News
Date: 01/08/11 Date: 01/08/11
lEearFlrsl Name

I E @ - . - . - . . . S Main content would be placed here.

2
o

Edit a Block
Select the block you wish to modify by clicking on it. Once you have selected the in the screen block, you

can add content, modify content, upload images, insert any new element or duplicate the block.

To edit the content click on the pen to paper icon =" associated with the block and that will allow you
to insert text, images, links and personalisation into that block as shown below:

[ Edit content block 40
Images AT A B2 QN F=BriEs===g
Default Font vlsze v | AW = IS5 IE o X ahe ip A
@l Insert Image Main content would be placed here. . -
Links 3
Personalisation
q [ [T N G
EIHTML Words:6 Characters:45

Remember to save your work as you go, and when you exit the drag and drop editor. You can save your

template by the tick and close the program via the x button show: [ X |

0 |



|¥| Lists & contacts

Manage

Within this section you can manage your mailing lists, you can use create new lists via the plus sign (+)

within the green circle and you can also delete the mailing lists via the Bin icon. There a number of ways
that you can search through your mailing lists, you can use the search bar shown below, which will allow
you to enter in a name or email address and press enter. That will limit the results shown in the Contacts

section (which is currently showing 36).

.FQ Search contacts 3 All info

All info
. Ma Contact Email
Last Name

» Do you know? Company
Advanced Search

Impnr‘t | Settings | Clear

2 Lists © & O 26 contacts

©e

(@, Search contacts )

- Manage Contacts

1 List selected 0 Contact Selected Do you know? W

All Contacts

[ test (38)
My mailing list (4]

O select [ Filter

Alan
Amanda
And',r
Stave
Mike
Jasc\n
Bob
Clive
Charles
Colin
Pate
Smart Lists () [+ ] David

7] Glenn
You have no smart lists to display.

Martin

Di5|:||E|',.r

»

m

% Sync your Contacts

with Outlook!
o Add a new contact to list

Copy/paste email addresses/s to List...

—J Copy these contact/s to List...

—'I) Mowe these contact/s to List...

ﬁ Delete these contact/s from List...

—*J Export these contact/s

-
O palete =l dat= in dataset not in any lists

Synchronise Status Codes




You can also use the filter option which will group your contacts together, the options that are shown
within the filter (once ticked) are:

1 OK (validated) ¢ These emails are ok to send to select MIFitter [ pisplay
1 HB (Hard Bounced) ¢ These emails did not receive your  : LJ -(Un-subscribed) ™
newsletter due to the wrong spelling of the email Daon't filter list
address or the email address is now retired OK -(validated)
. HEBE -{Hard bounced)
9 S (Subscribed) ¢These are the people that have S -(Subscribed)
subscribed to your newsletters U -(Un-subs=scribed)

f U (Un-subscribed) ¢These are the people that have =P {unconfirmed opt-in)

unsubscribed to your newsletters
1 SP (Unconfirmed opt-in) ¢These are the people that have not yet confirmed that they want your
newsletters
91 S2 (Confirmed opt-in) ¢These are the people that have confirmed that they want to receive your
newsletters

52 -{confirmed opt-in)

Create New Mailing List

Each account can have up to 20 mailing lists. If you need more mailing lists, you can purchase them from
within your Account.

2 KSYy S ONBFGS @2dzNJ | O02dzyiis 6S ONBFGS || RST

To create a new mailing list, simply click the Add button © and then give your new list a name and click
oSave P

New Mailing list
Add Mailing List
Mew mailing list name?
Mew Mailing List

[ Display new mailing list on the subscribe form

| save | Cancel
yRAY3 G2
N

Ifyoug At t | fgle&a oS RA 0K S
AoSNAE | Y-8y BSW0nI0ES

as
& dzo & O N a3 iBwodldRyiMNaIEsud & O

dzt @



Copy or Move Mailing List

You can copy or move the mailing list simply by ticking the mailing list you want to edit, click on the copy
or move button (shown below) then type in the mailing list you want to copy or move the mailing list to.

L] Copy these contact/s to List... £ Move these contact/s to List...

Mew list Mew list

| | | .
Or select an existing list Or select an existing list
test (0] test (0]

Rename Mailing List

When renaming a mailing list you first need to tick the mailing list you want to rename. Then you can

click on the edit button - above the mailing list. That will allow you to rename your mailing list.

Export Mailing List

From within this section you can add a new list, copy, move or export your mailing lists simply by clicking
on the appropriate link at the right of the screen (shown below):

oAdd a new contact to list

If you want to export your list you can do so by clicking on the Comy acte ool addhomeoele o Lict.
I LILINE LINR F G S Y| Expokt fhébe dontatts oF f S f BK Comy thee oot o Lo
data you want to export such as Email Address only as shown (as shown

to the right). Once you are happy with the details you are going to BT betete thece contacte from List.

SELR NI &2dz Gkpfm0bADU2FP GKS W
port these contact/s

A green message box will be shown at the top of your screen to confirm Frpert s contacst
that your list has been exported to your designated email address.

=* Move these contact/s to List...

@ Email address only
® Extended data (IF number, status etc.)

© Extended data (name, company etc)

The export link will be emailed to your login username [Contacs [=]

email address. | ke « shveyBhotmal o ek




Import
There are 3 ways you can import into a mailing list, those are:

1 Add by copy and paste or typing
Select the mailing list you would like to import into via the drop down box available. Then use the
grey box shown in the screenshot below to copy and paste or type your email addresses into and
they Of A Odddé2 yo dalKiS2 yad

Add Addresses
@ add by copy and paste or typing
Import from file
@ Import from online email accounts
Add by copy and paste or typing
Select the Mailing List to copy to
|M"' mailing list [l Enable mailing List preview (0)

Copy and paste or type email addresses into the
block below, then click add.

1 Import from file

When importing from a file, the file [+] Import Settingsmust be set correctly to import the data into
the correct mailing list and dataset (if appropriate). hy OS G KS &S G G A y JBErowsedlE O 2 NNJ
button to find the file you are going to import, then tick the checked box to indicate you are abiding
bytheAnti-da LI Y t 2f A0& | yR t NA Gl Oecontirtik ’pO&8 ® hy OS GKIFG A

@ add by copy and paste or typing
@ Import from file

) Import from online email accounts

+]1 Import Settings

Step-by-step Import.

Click Browse... to select a file to import from yvour computer.

Filename sheetl.csv Browse

1 certify that the list being uploaded is opt-in and complies with the Anti-spam Policy.

Read the Privacy Policy here.



The next step to importing from a file is to make sure the data is going to be imported into the correct
fields:

Change column mappings

Please note that mot all of your spreadsheet data will be displayed on this page. We have extracted a
sample from your spreadsheet te make it easier for you to map your columns. Once you have pressed
continue the mapping above will be made throughout wour data.

Match the columns in the drop-downs to the columns in your file and tick the box nest to it to confirm you
wish to impeort that feld. IF you want to add a3 celumn to your dataset that dees not already exist, simply
name the column in the relevant text field. Leawe a column unticked to skip that filed from the import.

Mobile - forname -
TI344534422 Bob
7653334111 Ted

surname - Company Name b
Wood ¥ahoo
Cavison Bing

2dz OLy OKSO1 F3ILAYy (2 YI tobtinukédzNSdzA{i2 YA &1 & 2ANINBENGE 2 v
structure again (like below). If the structureiscorrS O (G K Sy ¢oftiAu| o2dyli Gi2KySE & f G S NJ/ |

AT AG Ad y2i chagedlonimadindgsOd dz8 2 i KBy R AdG Attt G118
screen.

Preview import data

Mobile forname [surname|Company Name

Forename|Surname|Company
7122456789|Fred Smith Google
7544554422 |Bob Wood Yahoo
7553234111 |Ted Davison |Bing

If all is correct and you click continue, you will receive a new screen with explaining what data has been
imported as shown below:

Step-by-step Import.
Import complete

Data records imported @ 3
Data records updated : O

Email addresses imported : 2
Mobile numbers imported : 0



1 Import from online email accounts

You can edit and delete all the email addresses before you import them into your account mailing list.
Please note if you delete email addresses within the preview list they will not be deleted from your
original Gmail or Yahoo Account, i.e. youremail@test.co.uk.

Add Addresses

© Add by copy and paste or typing
@ Import from file
@ Import from online email accounts

Select the Mailing List to import to [ Enable Mailing List preview(0)
|testt EI E
Email Address

youremail@testco.uk

Password
cessrsene I
| e | e
Block List
Block List (78)§)

Each account has a unigue blocklist or suppression list. When someone unsubscribes from your
newsletter, his/her email address will be added to the blocklist. No email address on the blocklist will
receive emails from your account, except if you are mailing to a list to which they are still marked as (S)
¢ i.e. subscribed.

You cannot remove addresses from the blocklist. Should you wish to remove an address, you will need
to ask the user to subscribe again, or make the request to our support.

L¥ @2dz KI@S | tAald 2F WR2 y20 aSyRQ S \Ysuppoftedr RRNE & &
file types are Excel (xIs, xIsx) and delimited text files (csv, txt).

Block list management
Add email address to be blocked<

Add Addresses

Impeort File

I Browse_

—‘J Export Blocked list
Create export file

You can export your blocklist to sync it with your external files.



Manage Data

Your Address Book is a dataset that contains contact details for subscribers on your mailing lists. There is
a wizard that helps you set up your Address Book, which is explained in the Express Mode manual. This
section will deal with the more powerful dataset features.

Datasets are used to store information other than the email addresses. This data can serve several
purposes: it can be used for personalizing emails; it can be a repository for data collected via the
subscription form or a survey; and a dataset can be queried to create a targeted mailing list.

Mailing lists only contain email addresses. The system uses the email addresses as a unique identifier to
link a dataset to a mailing list. As a result, an email address is a mandatory field in every dataset.

There is no limitation to the number of mailing lists that email addresses may appear in, but each email
address may only appear once in any given dataset.

Data stored in your datasets (for example, first name, last name, country, company) can be imported
from a file or collected from a subscription form or survey. This data can then be used to personalize
emails that are sent out ¢ for example, Dear [first name]. The data can also be used to or include a
billing or product reference, and the data can be queried to create a targeted email list.

If you are going to use datasets beyond your Address Book, you need to set up the dataset before you
can input data.

Edit Data

You can edit the data you already have stored in your data set simply by clicking on the Edit data
hyperlink. Then you will the records that have already been inputted. To edit or delete the data within
the dataset you have to click on the appropriate icon:

Editc =

—

Delete ¢

To edit the data you need to click on the edit icon near the data that you want to change. Once you have
clicked on the edit icon you will be able to modify all of the information in the dataset except the email
address as that is used to link with the mailing list therefore cannot be changed.

Email MaobileNumber forname surname

v 5
testEtest com 447510561111 ted =mith

The email textbox is read only but the other textboxes are accessible for you to modify.



Add Single Record

This section is used for you to add single data into a dataset and it will also be added into the mailing list
that you choose. To choose the appropriate dataset you will need to select it from the drop down menu
provided. You will also have to highlight the appropriate Mailing List(s) that you want the email address

to be copied into.

Once you have selected the correct dataset and mailing list(s) for the details to be stored into you can
then fill the details into the appropriate textboxes provided. Once complete selectthed | R R dzii (i 2 v
which will input all of the new information into the dataset and mailing list(s) selected.

Dataset |dataEEttE5t EI
Mailing List

newtests

test
Mobile List [Test List [ ]
Email |'r|in@te5temai|.|:n.u|-c:|
Mohbile Number [07123456783 |
forname |P‘au| |
SUrname |Emith |
mobile [07123456789 |
address |11 test avenue |




Import Data

L¥ @2dz FNB 3J2Ay3 (2
Daté aSO0GA2Yy |y SIaas

inyouchS O1 IihdorBSettingg (2 YI 1S adaNB GKFdG GKS
file you are importing.

[-] Import Settings

The fields (columns of data) within the file to be imported are

7 saved in exactly the same order as the fields within the
=~ Address Book (or Dataset)

i@ hawve column headings which are spelled exactly as the
= field definiticns in the Address Book (or Dataset)

Always preview my import data in Quick Import.

Select what will be updated by the import

Mailing List {email
(optional) |nEWtE5t5 EIEddrEEEEE:I
Phone List : : [(mabile
. Test Mobile List -
(optional) | ==t MehiE = EI numbers)
Dataset .
{optional) | Contacts EII__E” other data)
Import mode is @ add / ] Update =

— I - ) 1
always Update cnly ' Add only

Update only - does not create new records in your dataset
and mailing list.

(Records are never deleted])

When importing a Microsoft Excel Spreadsheet,

the sheet name to import is |

Default import = @ Step-by-st
. - P y-step
method 2 Quick Import Impart

AyLdzi + 20 2F R drpora y ( 2

aStury3a

The import settings shown above are the default settings that you should find, but please remember to

double check your settings as some files you are importing may need the settings altered.

0KS
NJ YR ljdzA O]l SNJ a2t dziAz2yd L
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Import File

The next step is to find the file that you are going to be importing, todotK A & Of ABbwse2 y (1 KS «a
button shown below:

Click Browse... to select a file to import frem your computer.

hyOS @&2dz KI @S F2dzyR (GKS FAES epeZ |INS BRMY g Nif2f AN
into the textbox and get it ready to be imported.

Now you need to check the dataset and mailing lists that you have selected for the data to be imported
into are correct. You can do that via the drop down lists shown below:

Import to this

Mailing List [test [~
Import to this - -

Mobile List |TEEt Mobile List EI
Import to this

Datozet |datE|EEH:EEt EI

Once the settings are corrected, you are ready to import. To do so please click on the Continue button

continue

The next step is to make sure the data within your file are going to be placed into the appropriate
columns in your dataset. To do this please use the drop down boxes available to select the correct field
and then tick the box to confirm that is the correct field. Once again, if it is correct then please click on
the Continue button.

|.En'|ai| . . EI | surname EI |Fnr.narne EI

Once you have clicked continue you will be able to preview the data within the mesh structure to make
sure that the fields are getting located correctly.

Email |surnamelforname
FE— ; | P

IfitisnotO2 NNB Ol chaade yoludh mappingsa 2 NJ A ¥ A G AfisishO 2 NasB DFE d Of A O

change column mappings finizh

hy OS @&2dz Kfinigh§ ©2 d&zOp bRt aoS ofS G2 asSS GKIG GKS AY
message box shown below:

:  «" File successfully imported



You will also see a detailed report of the data that has been imported (also shown below):

Import complete
Data records imported : 283

Data records updated : 0
Email addresses importad : 2832

Export Data
If you would like to export some data then you can do so via the 2 options:

The first is export subscriber info for subscribers in a mailing list and dataset

@ Export subscriber info for subscribers in a mailing list
Select mailing list
hotmail addresses A

Select dataset
July Suscribars 2011 hd

Or you may want to export subscriber information about the subscribers just from the dataset

i@ Export subscriber info for subscribers in this dataset
Select dataset
July Suscribers 2011 -

Please use the drop down boxes to select which dataset or mailing lists. You will also need to select the
option that you want to export either mailing list or dataset, you can do that by clicking on the

A ¥ 4 A x

KI S a8t SOGSR TN ofeatd éxportfild @1 A KA Ot # D1 f 2 SYRSH ¢ SELR
download email address where you can save the data exported as an excel spreadsheet (as shown
below):

You requested an export from GraphicMail

Export type: Dataset Export{July Suscribers 2011)
Download link: Click here



Subscriber Segmentation

Manage Smart Lists

A smart list can help you to separate your lists and contacts by using parameters to which your contacts
will be filtered through. This is an ideal way to make sure that your sending to your ideal target
audience, such as Males in the Newcastle area (as shown below).

You can select which dataset and mailing lists that you would like the data to be taken from via the drop
down menus available. You can then choose limitations you would like for your smart list so that the list
will only hold a specific selection of clients due to your restrictions.

You can use 2 options for the smart lists within the first drop down menu, those are & | Y’ R.KAyOLE
may expect if you use and it will limit your results more as the users will have to have both of the

restrictions.

Add a Smart list

Select your dataset to capture information from

Return addresses from mailing list matching your dataset

information

where Title

and [w] | Town
and [ ] | Title
and [i=] | Title
and [=] | Title

Add 5 more queries

OEOoOE
Wl [ [ [

is equal to
iz equal to
is equal to
is equal to

iz equal to

July Suscribers 2011

afal

Any mailinglist

o] [mar

[w] [Newcastle
]

[~

[~

Once you have made you restrictions and would like to see the amount of clients that you have that

YIGOK GGKIFG aLSOATAO

fAYAGE GA Drdvdew redultsdz oOdzly i A0S &

Below | have shown the preview the results pane, where you can view all of the clients within your lists
that have passed your limitations. These are now the clients which are most appropriate to send to. We
offer you 3 ways to save this list;

1 Save to a smart list ¢ If you save to a smart list then it will store that particular smart list within the

Lists & Contactarea.

9 Save to a mailing list ¢ If you save the new section of contacts to a mailing list then you will need to
select the mailing list you want to place them into. Please note if you want them separate then you
must create the mailing list first, otherwise they will be added with contacts that you may already

have within a mailing list.

iKS



9 Save to afile ¢ Finally you can save your new list of contacts as a file, a link will be sent to your email
address which will allow you to save the file as a spreadsheet. You can then of course import the file

at a later date if you wish.

Preview the results

Subscription

Email MobileNumber Title First Surname Address Town Postcode
Name Date
123
infoi@graphicmail.co.uk 447852345321 Mr  Bob Davison Mewsberry Newcastle Ne5 8yb  2011-07-27
Ayvenue
. R . 11 fake - S
testi@email.co.uk 447655555434 Mr  Adam  Smith house Newcastle neS 2xp 2011-07-27

1

Save your results as

i@ Save to smart list [Newrastla_Male

" Save to a mailing list | hotmail addresses [+]

= A file

Triggered Updates
If you have set Triggers then you can use this section otherwise please refer to TriggerMailsection

under the heading of Sendin this manual.

If you have already created Triggers then you can update those triggers by adding an email open or link
click triggers. This can be used as a RSVP set-up which will allow you to populate an attendance column
in your dataset with a Yes or No answer, depending on the link the subscriber clicks on. This type of
trigger can be very useful if you are having an event and would like to know how many of your

subscribers intend to attend.



Data Setup

Create Dataset

The first step for you to create a dataset is to name it. You then need to define the data column, data
field type and data attribute, and set default values. You can then amend the field type and attribute via
the drop down menus provided.

Mame Suscribers 2011
Column Name Field type Attribute Default value
Email amail setup data aptions
Mobile muobile
1 [Title Dropdown [w] |Title = Dr, Mr, Miss, Mrs, Ms
Z |Forename Text El 20 characters wide El
3 |Surname Text El 20 characters wide El
4 |Address Text El 40 characters wide El
5 [Town Text El 40 characters wide El
6 [Postcode Text El 10 characters wide El

9 The Column Name is the field name for data you will be inputting into your dataset. This could be
First Name, Balance Due, Product Purchased or Country ¢ whatever data you intend to collect. You
can have up to 25 editable fields in a dataset. Each dataset has fields reserved for an email address
and mobile telephone number, so you do not have to create those column names.

1 The Field Type is the type of data you will collect. This is relevant if you want to use the subscription
form or a survey to collect data. The system allows five different field types of data to be collected:
text, drop-down, tick box, radio button and hidden.

9 The Attribute is the characteristic assigned to the field type. For instance, if the field type is text,
then the attribute is the character width of the field. If the field typeisadrop-R2 6y = G KSy A G Qa
drop-down that will be displayed ¢ for example, Country or Job Description. If the field type is a tick
02EX G(KSYy AGQa (GKS (A0l o02E OK2A0S& I @FAtlofSs
Ge8LIS A& | NI RAZ2 0dzil2 yZuchaskes/o. Youil d@caunt@on& wibhK 2 A 0Sa |
predefined attributes, but you can define your own attributes by creating a drop-down unique to
your account.

9 The Default value for each field is the content that will automatically replace any empty field. If,
when sending a personalized email, there is no data in a field, the default value will be displayed. For
example, a default value of 'Subscriber’ for the 'First Name' field will personalize an outgoing email
as 'Dear Subscriber' if there is no first name listed in the 'First Name' field for that email address.

Once you have filled in all of the fields that you want to be displayed in your dataset then you need to
Ot AO| svg OGKAG@Y 4 (GKS 020G2Y 2F (KS AONBSYy®



Once you have done that you will receive a message box stating that the dataset has been created.

+ Dataset successfully created

Modify Datasets
The first step to modifying a dataset is to select the dataset you want to modify. You can do that by
dzaAy3d GKS a5 I iiehkodidnshoitiNaowd R2 gy

Suscribars 2011 {w

Contacts
datasettest
‘|mobiletestdata
SURVEY

ﬂte st E

Once you have selected the dataset that you would like to change you will need to click on it and the
fields beneath it will represent the fields that you previously created for that particular dataset.

1|Tit|e | Dropdown | (e - |Drr Mr, Miss, Mrs, M5|
2|Fif5t Name | Text w 20 characters wide - | |
3|Eurname | Taxt * 20 characters wide - | |

You can change the dataset name via the Name textbox if you wish to rename your dataset:

Dataset |Ju|'," Suscribers 2011 EI

Name |Augu5t Suscribers 2011 |

You can also now modify any aspect of those fields, using the Column Name, Column Type, Column Data
Option and Default Value. This is a very useful tool to have if you need to add a column or no long need
to store a section of data about your subscribers. Once you have completed the changes you would like
to your dataset, youneed to clickthe, 6 A @S dzli i 2y 6 KAOK A& t20FdiSR Fid GK
page.

Once again at the top right hand corner of your screen you will see a messagebox that will display that
the update has been successful.

+" Dataset successfully updated.

Please NoteThe message box will be in red if the update was not successful.



Copy Datasets
If you want to copy a dataset then you can do that very easily:

9 First you need to select the dataset that you want to copy, via the drop down box available.

9 Nextyou need to name the new dataset that you want.

9 Finally you need to decide if you would like the data from the dataset you are going to copy, into the
new dataset or if you just want to replicate the column names, field types, attributes and default
values. If you would also like the data included then you will need to tick the checked box as shown
below:

Copy this dataset July Suscribers 2011 El
To this new dataset August Subscribers 2011

Also copy data

hyOS @2dz NB KILILR gAGK GKS RI Glcaps il oedgida 2ryNB yaRe AAyii3
copy a new dataset for you.

Delete Datasets
If you want to delete a dataset that you have previously created, then you can do so via the steps shown
below:

9 First you need to choose the appropriate dataset that you would like to delete from the drop down
list.

9 Nextyou need to decide if you want to delete the dataset or just the data inside it. If you would like
to only delete the data and not the dataset itself then you will need to tick the checked box.

{ Finally to delete the data within the dataset or the dataset itself, Ot A O1 2y GKS aRSt S(S¢
provided.

To delete an existing Dataset select it from the drowdown menu below and click deleta.

July Suscribers 2011 El

EEGHI',- delete the data and not the dataset itself



Define Data Options

If you define a new data option, it will appear in the dropdown menu under the "attribute" column
when creating a new dataset. You can view the automatic defined options available to you when you
create a dataset, as shown below.

Predefined data options

Country |Llnited Kingdom EI

Cate | |

Gender |Ma|e EI

IM Type Facebook EI

Industry Computers/Software/Technology EI

Job Function | Computer professional EI

Job Title |Ea|es EI
Engliah I:lSpaniah DDut:h

Languages DGerman Djapaneae I:l Portugese
I:lFren:h I:ll:hineae DRuaaian

Title [ mar =

LIS States |- Select an option - EI

Yes/Mo @ ves @ no

Custom data options
add new data option

If you would like to customise your own data option, then you can do so by clicking on the button, éadd
new data optiore ® ¢ KI & A f fon talcke@leSa nédvalada opitidh her yalii cAn choose the
name, type, options and data values that will be displayed.

An example has been shown below:

Add a new data option

Name |Hn:w.r did you find u5?| T',rpe DF‘tiDHEEE Data Value (4 Friand
Google
Facebook
Twitter
Email

Once you are happy with the new data option that you have created, the next step is to save it via the
savé odzil2y aKz2éy | 020So



Now you will see the new data option that you have just created as shown below:

How did you find us?

Twitter

Once again you can use the 3 icons to add a new data option, edit the data option or delete the data
option.

+ & B

Editing Define Data

You can edit the values in your defined data by clicking on the paper and pencil icon <\ as this will
allowyoutochangethem.h y OS @&2dz KI @S SRA (S Ripdaté€S odrdiiRR/y &2 Gifl &S

Edit data values

Select Data Value

] Google

] Afriend

D Facebook

] Twitter

] Email
update | cancel |

Address Book

Preferences

Within this section you will have the ability to select the single address book which is the pre-defined
address book. Alternatively you can use datasets option which means you can create your own fields,

such as "interests" and "city", giving you scope for sending highly targeted sends as shown in the
instructions above.

Preference for using an Address book or Subscriber datasets

B use a single Address book

@ Uze Datasets (for multiple Address Books or other data formats)

Once you have decided which option you would like to use, simply use the radio button to distinguish
(KS 2LIiA2y &2dz F NB 32Ayaue daddasydyR GKSy OtAOl 2y



Your account comes with seven different folders where you can store your images and files. In addition,
you can create your own folders. Each account has 2MB worth of storage space for images and files. If
you exceed the 2MB limit, you can either delete some of the images in your folders or purchase
additional storage space.

Upload
It is important that when you upload any images you first select which folder your files will be
uploaded into. You can do this via the dropdown facility shown below:

Select the folder to upload images or files to: i Backgrounds ] |

.................................................................................................. AttElChl'l'lEl'ltE
get im: Backgrounds
documents
Mabile

Once you have chosen the folder, the next step is to select the images that you want to be uploaded

Ayid2 GKFG LI NIOAOdzZ F NI T2t RGalithagesZfiles Obyzi R2 yPKA & §860
will open and you can browse for your images/files, once you have located them you can click on the
FAESKAYIFAS | yROopenkdgfe @t A K0§ 2 FE i KSG dlodd fileg (@daddf 20y01 2
shown below.

Select the folder to upload images or files to; | pictures El

Total Files: 1 Total Size: 12.42KB

Uploaded 09% - 0.00 bytes of 18.42KB

| clear files [ | upload files |




Manage

Within this section you can manage your folders and images by deleting, moving or renaming them.

Folder ManagementTo rename or delete an image folder, select the folder and right click. To create a
new sub folder select where you want it adding and right click.

Image ManagementTo move or copy an image, drag the thumbnail to the appropriate folder. To delete

or rename an image select it and right click.

Folders
= (=5 Foiders

[C] Animations
D Aftschmenis
[_] Backgrounds
[_] bottom_logos
[C] Bullets
[Z] Clipart
] Mobile
D Phatos

M D Pictures

o Upload f Refresh Senings
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still display some images that are protected by certain copyrights. read more This means we can't grant you the right to
use images for any purpose other than viewing them on the web.

You can also create a new sub folder by right clicking where you would like the folder to be located and
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Regular Sends
The system provides immediate and scheduled sending capabilities.

Send a newly designed newsletter to yourself to preview what the design will look like. Then send it
again to make sure all is well. Once you mail it to your list, it's gone. Try it, as much as you like, test
sends are free

Your account sends an individual email to each recipient on the mailing list. Emails are sent one by one.
Each email is addressed individually and not sent as a blind carbon copy (BCC).

Emails are small and quick to download because the images in the newsletter are not sent, but are
served in the same way as images on a website. Your account offers the facility to embed images in the
email, so they are viewable immediately when an email is opened. Since this requires more bandwidth,
there is an additional charge for the service.

Your account automatically manages your lists. Invalid email addresses (hard bounces) are automatically
deleted from sends. Recipients who have unsubscribed or opted out are also automatically removed
from your list and placed in your block list, so they will not receive any future mailings.

Preview

LT &2dz FNB t221Ay3 F2NI I LI NIOAOdZ IPEviw | A EJG &k ¥R
allows you to browse through your emails. The preview will also show you what the footer will look like.

You can preview any of your newsletters by selecting the newsletter from the appropriate folder and it
will automatically refresh and show the selected newsletter in the preview pane.

Please noteA browser renders HTML slightly differently to an email client. To see exactly how your
email will appear in different email clients you have to make test sends to each of those email clients
and open the email. See the Send a Testsection of this manual below for more information.

Preview Q G, search help

KT



Send a Test
To see how a newsletter will appear to your recipients, mail it to yourself. You can send up to 50 test
emails per day free of charge; if you exceed 50, we'll charge you 1 credit per additional test send.

To (e-mail) testi@email.co.uk

From (e-mail) testi@email.co.uk

From (name] Test

Subjact This is a test

Mewsletter folder - Templates El
Select newsletter _spring El
Send Text version only =

L-EC iy S CONE raend tect

T 9y SNI (K Usty2r Aot S Y I RARE Bliisendl sedd MdurlerRaRtblE iflisin®re than one
email address, simply putasemi-O2f 2y 0SG6SSy SyiNARSad , 2dz Oy OKI
time you send a test, but it will default to your account username with each new test.

T 9y SNRYKS SweildfidetKk Aa ¢Aff 06S (GKS WFNRBYQ | RRNBaa
T 9yGSNI KS GKGNER YA 30 VIKYSSOWASY RSN yIYS GKIFG gAf € | L
T 9y i SNJI i Kthis isitHe sizgjeet $nd ihezlient will see.

This menu also allows you to check the likelihood of the email getting caught in a spam filter. To check
this, clickon WO K S O1 & .L\We Will ger@ratdBeQort by sending a copy of the email through to
Spam Assassin. Since we actually have to send the email to an inbox to get this score, it may take a few
minutes to return the score. The score is rules-based, with each rule being worth a penalty point
assessment. Sends below 3.0 are usually not classified as spam. If you get above that, try to refine your
email, including the subject line, to get as low a spam score as possible. The report should only be used
as a yardstick ¢ a low score will not guarantee that your email will get past all spam filters.

Remember, test emails are free and you can never test too much. Once your final newsletter has been
mailed, it is in the public domain and you cannot get it back. It makes sense to check, and check again.



Send to Mailing List

To (mailing list) test El Preview mailing list
From (e-mail) test@email.co.uk E
From (name) User Name E
Subject Test sending to a mailing list E
Newsletter folder - Templates El
Select newsletter |_spring4 |"|
Publish to social sites o [l
Total: 2966
[+1 Attach files or images
[+] Advanced Settings
[ send
T 9yGSNI GKS WwW¢2 O6SYFATfUQ SYFAf | RRNBaAaa 2NJ I RRNB A
T Enterd KS WCNRY O6SYIFIAf0Q SYIFIAf | RRNBaad ¢KAa oAt

T 9y GSNI GKS WCNRBY oyl YS0Qd ¢KAA A& GKS waSyRSND

T 9yYGSNJ 6KS W{dzo2S0iQd ¢KA& A& (GKS &adzoa2S0O00 tAyS

TheE)\O2y SylLofSa ée2dz G2 LISNER2YIfATS (GKS WFNRYQ FA
up window appears. Use the drop-down menu to select the dataset, and then choose the field and copy

to the clipboard. Place your cursor at the beginningoftK S W{ dzo 2S00 f Ay SQ I yR LINBaa
F LIS NB GKIG @2dz Oy LISNE2YylFfAT ST F2NJ SEFYLX ST AT
NEBf SOFyld FANBOG YyIYS 3a20A1F0SR gAGK GKS SYIFAf | RR

Finally, select the folder and newsletter you wish to send. Make sure you check the preview pane to
confirm you have selected the correct one. If you only want to send a text-only version of the email, tick
0KS 02 EaSHSE G SRRl Yensind Fhat y®yhave cyeéitadl @text-only version before
attempting to send one.

Sending the newsletter

I F3 SN LiddD{&3/d & windosv,SvBich ¢onfitnd® thd newsletter, subject and other

details of the send. Please review all of these detailstomakS & dzZNB (G KS& OPKIND GG & KAIAT
LRAYGS GKSNB Aa y2 (dz2NYdageehd o lydR & LTS &i2Kd3 ORNNBYO (1SN
returning to send.

2 AGKAY wmMn YA yarD§Sa (KB FANAUABY I W awithbldrge mailim ts RSt A SN
¢ it may take a few minutes to queue the email for the send.



Advanced Sending Options

TriggerMail
A triggered email is an automated follow-up email that is sent when someone performs an action that
has been ear-marked as a trigger. Your account provides a number of triggers, shown below:

Name Related to Emails Timing

Subscribe triggers add &
Schedule triggers add 4
Email open triggers add 4
Link click triggers add o
Anniversary triggers add 4k
Unsubscribe triggers 2dd 4k
§ Subscribe Triggeré: KSy I NBF RSNJ Of A O] anydinmail, Triggerbiedl 8 ONA 6 S v

can automatically send them a follow-up confirmation, thank you or welcome email.

9 Schedule TriggerdVith scheduled triggers you schedule when you want an email to be sent ¢
right down to the time and date.

1 Email Open Trigger§end an automated follow-up email when a subscriber opens your email.

LGiQa ARSFf F2NJ aSyRAy3a | aSNASa 2F SYFLAfasz ¥F2N
guide for one of your products.

1 Link-Click Triggerd:ink-Click triggers are prompted when someone clicks on a specified link in
your email. Use it to send additional information regarding a product the link links to.

1 Anniversary TriggersSet up weekly, monthly or annual date to serve as the trigger for seasonal
messages or even payment reminders. Personalise your campaign by setting an anniversary
GNRAIISNI F2NJ AYRAGARAzZ £ Of A Sy daad@eminditied thaR | & &
they can rely on your business to meet their needs

1 Unsubscribe Trigger&Vhen a subscriber unsubscribes from your email newsletter, TriggerMail
can follow-up automatically with a confirmation email ¢ just to be sure.

Q.
c
No
Q¢

Create a campaign

You have a complex product and want to send potential clients a series of emails so that they can learn
more about it. Make your welcome auto-responder a 'newsletter' trigger, so that everyone who opens it
will receive your second newsletter, explaining the advanced features of the product, a number of days
later. This in turn can be another 'newsletter’ trigger for the third email, which explains extra services
you provide. This way, you ensure that people who are interested in your product receive a steady
stream of information. Successful email marketers are leaning towards greater personalisation and
segmentation as they move away from 'massive blasting' ¢ sending one email to their entire list. They
are sending relevant content to segments of their lists, based on user profiles and responses to previous
mailings.



Select the type of trigger you want

There are six types of triggers; specify your triggers by selecting the appropriate option. You also need to
set the delay for the triggered send. You can set the triggered email to send immediately or delayed by
setting the hours and days to 0, or delay it for a period of time, for example, 24 hours or 14 days.

If you choose a click trigger, you need to select the link that has to be clicked for the triggered email to
be sent. Select the link or clickon Wb/ NB I (i Socrgafedhelinkk v 1 & Q

How to set up triggers
{StSO00G GKS 3INBSY L) dza arady ySEG G2 GKS GNRIISNI &2

C2NJ SHSNE (GNAIISNE & 2 daxheffrony, SepljRto’ dn@ 'sulijebthidrinad®@ ot SY R RS
the triggered email. This is the email that will be sent automatically, basS R dzLJ2y (G KS NBOA LA SY
,2dzQf f Ffaz2z ySSR (2 alLlSOAFTe oKSGKSNI GKS aSyR Aa A
newsletter to be sent to recipients who open the newsletter or click a link) from the 'newsletter to send'

drop-down. This email must have been created already. If you still need to create this newsletter, you

must first do so under the 'create’ menu.

Please noteYou have the option to send a text-only version of the newsletter.

f  When creating a subscribe triggerselecti KS SYIF Af @2dzQR tA1S (2 &Sy
& 2 de@rRRit sent and the mailing list where a subscription will trigger a send.

1 Forascheduled triggr, select the newsletterorURLG K & €2 dzQR tA1S (G2 aSyRo®
of the mailing list and then enter in your sending options and schedule.

1 Tosend ascheduled followup emailwith email open triggers you need to choose the
newsletter to send as well as the newsletter that once opened will trigger the send.

1 Link click triggersre set up by choosing a newsletter and certain links within that message.
/I K22aS I ftAYy1l 2NJONBIGS FTRRAGAZ2YIf fAYyla dzaAy3

1 Tosetan anniversary triggerselect the address book or dataset and the date field that will
have to trigger the send. The trigger can be set to send on, before or after that date.

f  When creating aunsubscribe triggef &4 St SO0 G KS SYI At @&2dzQ
@2dzQR gl yid Al aSyd I ysuRscriptiorBwillYriggarasend.3 A &

o A
—

w—
&

Editing or deleting triggers

As soon as you have created a trigger, you will find it placed under the particular trigger it is assigned to.
You can edit or delete any active triggers easily. Simply click on the pencil and paper icon



Multiple List Send

When you would like to send to multiple lists please select the lists that you would like to send by

highlighting them (as shown below):
B0Bdseoi ssrtmntibetsere Preview mailing lists
To mailing lists (select multiple lists) Ty

Total:2971

From (name) |Myr‘a"§ | ﬁ
Reply to I:e-rnail:llt-:-st@e'*a .eo.uk | ﬁ
Subject |I am sending to = multiple kst | -ﬁ
MNewsletter folder | - Templates EI
Mewslaettar |_3|:--r~§i EI

[+] Advanced options

T 9y S Muliplk Sst Sen@To select the mailing lists you would like to send to just highlight

them.
1 Oy (S Mohifade)d KAa Ad (KS WASYRSNR yIYS GKFG sAft
1 9y i{SMmeplyofemalQKA A sAff 065 GKS WFNRBYQ | RRNBaa as
1 9y i S EubjedOMis the subject line the client will see.

QX

The)\(')zy SylofSa @&2dz G2 LISNER2YFIfATS (GKS WTFNRYQ TA.
up window appears. Use the drop-down menu to select the dataset, and then choose the field and copy

to the clipboard. Place your cursor at the beginningoftKk S W{ dzo6 2S04 f Ay SQ Iy R LINBaa
F LIS NB GKIFG @2dz Oy LISNEZ2Y | f kb nvSHEC ATNRBNG  SoEl YYS 8t kSZa FACF>
NEBf SOFyld FANBG YIYS 3d3a20A1F0SR gAGK GKS SYIFAf | RR

Finally, select the folder and newsletter you wish to send. Make sure you check the preview pane to
confirm you have selected the correct one.

Once again you can check for your spam score before you send to your multiple mailing lists.

Ifyouonlywanttosendatext-2 yt @ @SNEA2Y 2F GKS SYFAftX GA01 GKS
Ensure that you have created a text-only version before attempting to send one.

™

Please Notelf you send a multiple list send you canQsée reports and statistics on individual lists, you
can only view reports and statistics of the whole send.



Send to Smatrt List

In this section you can send to a smart list that you have previously created as they will be located in the
To (Mailing Listgrop down menu. You can then select the smart mailing list that you would like to send
to, fill in the other details for the send and then click on the Send button.

To (mailing list) ENE'.".IEEEHE Mala iv
Mewcastle Mals

Alternatively if you have not yet created a smart list then below is another example of how to do that:

This tool allows you to target a segmented group of clients who fit a specific profile. This means you can
send to, for example, only women who are living in the Newcastle.

It will help you to market your emails to a more appropriate target audience.

Select vour dataset to capture information from | Contacts EI

Return addresses from mailing list matching yvour dataset PrE—

information [ Any mailinglist [=]
where | Gender EI | is equal to EI |ferr|a|E

|
| City [=] [is equal to [=] [newcastle |
[ | First name EI | is equal to El [ |
|
|

] [First name  [«] [is equal to [+]]
] [First name  [+] [is equal to [+]]

[ add 5 more queries

m preview results

Use the drop down facilities above to limit your results in and click Preview Results.

Once you have seen the list of contacts that fit your profile, you can save the Smart List and use it to
send to that specific mailing list.

Save your results as

@ Saveto Smart List [Female_Newcastle] |

@ Save to a mailing list [ outlook_sync_test [+]

™ Save to segment | |




A/B Testing
Use A/B split testing to experiment with your email campaigns. Send a split test to a percentage of your
mailing list to find out which type of newsletter or subject line is most popular with your subscribers.

You need to have a minimum of 20 subscribers on your mailing list to conduct an A/B split test.
Creating a Test

Click the green plus sign -+ to create a new test. Provide a name for the test and choose whether you are
6SadAay3 GKS adzomaSOG tAyS 2NI SYFAt ySgatSiidSN®
test and saved them to your account.

Testing Newsletters

Choose differentnewsletter F 2 NJ ! Yy R . & LF @2dz2QR tA1S G2 4GS
GrAY20KSNI SYIFAfT ySgatSGUGSNED® t NPOARS | yFYS |
sent emails. Select the appropriate mailing list, schedule a date and time for the test, a percentage to

send to and the winning criteria.

a
y

Email newsletter A Email newsletter B
Select folder |Email / Newsletter folder Izl Select folder | Email / Newsletter folder Izl
Select email |_August2008_NewslatterZ El i Salect email | _August2008_Newslatter El i

4 Ancther email newsletter

Finally choose the date and time for the test you are going to send, the percentage of the mailing list
you are going to test and then select the winner which can be by most opens or most clicks.

ii

7

R

5

2 dz

Y2
SYI

| K22aS GKS GAYS IFGOGSNI 6KAOK @2dzQR fA1S G2 O2YLI NB

tests will be saved over time. You can then either automatically send the winner to the remainder of the
list or send manually.

Testing Newsletter Subject Line

To test the subject line, please place a subject line in the textbox A and a different subject line in text
box B. Then select the folder and email that you would like to send for the test. Input a (from) name and
email then select the mailing list that you want to test this.

Newsletter subject line A Mewsletter subject line B

SALE FOR 2 E:.-l.‘r’Sl 48 HOUR SALE

% Add another subject

Finally choose the date and time for the test you are going to send, the percentage of the mailing list
you are going to test and then select the winner which can be by most opens or most clicks.

You can then either automatically send the winner to the remainder of the list or send manually.



Inbox Preview
Inbox Preview enables you to test how your email campaign would be displayed in different email and

mobile clients. To preview an email simply select the email you wish to preview and give it a subject line.
It takes a few minutes per email preview to generate so please be patient. When the test is complete,
click on the magnifying glass to view screen grabs of how your newsletter will render in all the 14
different email clients: Outlook2003, Gmail, Hotmail, AOL, AOLStandard, AppleMail, Entourage, iphone3,
MobileMe, Lotus8, MailCom, gmx, iPhoneGmail and ipad.

s e s B o . e s e 1

|

AQLStandard LppleMail Entourage iphone3



[E| Social

Publish your email newsletters to your social accounts such as Twitter. So you can simply channel your
marketing efforts into new networks (the online word of mouth).

Sharing your content through social networks makes it easy for your followers to access and share with
their contacts, so your audience keeps growing. This is what we call smart publishing.

Note: Social share is available for Twitter, MySpace and Facebook only.

The system also has its own URL abbreviation service, GMtiny. As Twitter limits you to 140 characters
per tweet, GMtiny will automatically shorten the link to your newsletter, cutting down lengthy URLs to
only a few characters.

Social Share

ToaccessyouraccountQa &2 OAl £ &
shareCtab, click on éadd new connectiog | Y R

LI 3ag2NR® { St SO0 GKS ySg

KFENB FSIF{idzZNBX @2dz Wdgalli FANRI
SYGSNI e2dz2NJ yIFYST ¢ogAGGESNI 21
at SGGSN) e@2dzQR tA1S (2 &kt

Sign in using your account with

B3 racebook MYy_,

GOUSIIC

Linkedffj. “YazoO!

Please Notelf you already have Twitter and Facebook connections set up in your account, you will need
to re-establish these connections. Sorry for the inconvenience, it will only take a minute or two.

Once you have created a connection you can share newsletters via your Facebook account. To do this
Ot A OShar@ayiothér newslettas, you can then choose which newsletter you would like to share and
add comments too.

Select folderTo select the newsletter first select the folder it is located in via the drop down menu.
Select newsletterThen select the newsletter via the drop down menu

Publisher:Use this text box to type in the publishers name

Comments Use this text box to type in any additional comments you would like to present on your
social page near your newsletter.

=A =4 =4 =4



Select folder | - Templates EI

Select newsletter |_Entertainmer1t EI

Publisher |‘f’uur Mame |

Comments o Check out the new entertainment we have on
offer!

Characters remaining: 50

Beneath the section to publish your newsletter you can select the connection that you would like to
publish it to, such as Facebook or Twitter.

Select the social share sites to publish to

Screen name Firstname Lastname Profile URL
(& ’ http://twitter.com;
i n http i/ wean.facebook.com,

Just tick the appropriate checked box for either Facebook or Twitter and then click publish. You will then
receive a message box saying that it was successful:

The Newsletter was published successfully to your

social site(s)

This will then show the link to the newsletter on your social network site:

W —

Check out the new entertainment we have on offer! hitp://gmtiny.com/OKSNL
Vid # o ———

It will also show that you have shared your newsletter to a social network site.

Click - for more information.

Social share publish logs

Shared newsletter Shared on date/time
|3, _Entertainment 8/1/2011 11:41:16 AM i

Share another newsletter



Microsite

A microsite is a mini website that can be linked to your main website. Its simplest and most obvious use
is as a place to display your newsletters and stories, allowing visitors to browse through your past
published content.

A microsite, if used to its full potential, can also be a means of building your mailing list. By displaying
LI &4 O2ydSyid G2 @2dNJ YFIAY 6S0aAiAiSQa OAairilz2NAEI @& 2dz
move them closer towards a buying decision. You may even gain hew subscribers.

New visitors will also be influenced by this display of content and may become subscribers and clients,
since visitors to your microsite will be able to subscribe to your newsletters and RSS feeds.

A microsite can be multi-layered, with a complex menu structure. You need to think of it as more than
just an archive of your past newsletters ¢ it can be an addition for search engines, a marketing site for
newsletter campaigns, or even a targeted site for brands, products and services.

Your account allows you to create a landing page and a simple navigation menu for your archived
newsletters. The microsite will be able to function as an online library. The online archive will be hosted
on your own unique URL. You can create a link to this archive from your main site, so that your readers
can see your newsletters and stories.

Setting up a Microsite

The first thing you need to do is give your Microsite a name.

We automatically generate a location for your Microsite when you create your account. Expand the [+]

WD Sy S MirLiRny. Heré, youwillseetheMA ONR AAGSQa yIFYSd LG gAtft 221
http://www.yourdomain.co.uk/1234. / t A O{ditQ2 yf YR @2 dz g A f f Mi@dSiteitsowinS G2 I A
unique URL extension. You can also create a title for the Microsite. The title is the heading that will

appear in a browser when the Microsite is opened. Once you have given your Microsite a new extension

andtitleclick Wa I S Qo

[-] General Setup

Microsite Settings

Website address http:/ waroe co.uk/|MicrositeTest
Web page title My Microsite
Web page align Laft [

¥| Enzble subscribe link




Nextstageistosedl dzLJ G KS aAONRaA(GSQa K2YS LI 3AS> GKAA& GAff
as soon as they visit your Microsite. Use the drop down menus to find the newsletter you want to
display as your home page as shown below:

[-] Homepage Setup

Microsite Homepage Select the nawsletter for the homepage of your microsite

Folder |- Templates EI

Mewsletter |_Mi|:r|:|5ite Homepage 2 EI

e | e e

Once you have chosen the newsletter that will be displayed as your home page, click Wa . @S Q

The next step is to create the menu tab, which will allow the users to go back and forth through your

LINBGA2dza ySgat SGGSNER® |, 2dz Oy R2 GKI ficreatéa Of A O1 Ay 3
menu tab at the top of your screen. You can assign each menu that you create with a newsletter of your

OK2 A OS Faftlaid |iNEiSletttQ) RNR LI R2 6y YSydzaz | & akKz2gy o0Sft2s°

Menu Builder

Click here to show/hide l=gend.

Editing

Description |P‘revious News |
Folder |- Templates EI
MNewsletter |_auto tactical EI

update ] cancet |

The final step for your Microsite is to choose the skin for your menu, from a variety of different colours
and styles to suit your design (some are shown below). , 2 dz Ol y OK22 &S [#{Kéni o0& Of A
Setu) @

File Edit f

Hew. . ¥ File M A2
1 Cpan Fole
Open Foider P
Close
Cloze
Save
Save —
cOmmon skin Sahbaiaidan
& / ']_\_ for sl controls ) & _‘\u’

Terminal

WebZz0 WebBlus



RSS

RSSReally Simple Syndication) is a web feed format used to publish frequently updated content. RSS
makes it possible for people to keep up to date with their favourite websites in an automated manner
thatQ easier than checking them manually.

With RSS, you can syndicate your email content via a separate medium and give your audience another
way to receive your message. RSS is a great complement to your email marketing program. Since RSS
goes through the web, delivery is seamless and trackable.

If you publish to an RSS feed, in addition to reading your newsletters via email, subscribers can read
them through bookmarks in their web browser or through an RSS reader.

By creating a "Ce@&dQink and promoting it on your site, you're well on your way to creating a new

communication channel with your audience. Each RSS feed provides a list of content, a brief description,

and a link to the web page with the full article.

9PSNE | O02dzyii O2YSa 6AlGK Iy w{{ FSSR® 2dz 6Aff FA

5

Your RSS Link http s/ e co.uk/FeadTest/rss &

Once clicked this will allow your target audience to subscribe to this feed and it will be saved within a
dza SNDa Were@n2ydaNNeiv B & they want, as shown below:

Subscribe with Live Bookmark |.£.|
MName:  RSS Feed Test
Folder E Bookmarks Toolbar i | l:l

SUbSCFibE] | Cancel |

The RSS feed will continue to update automatically so the user will constantly have the most up-to-date
feed that you have posted as shown below:

jakemnccalvey meccalvey r Mews Test

=

Press the CTRL key while clicking links (or use tH| 5] Testing RS5 [}5
Click any tab with the middle mouse button to c
Press ALT+ENTER from the address bar or searq

Open "jakemccalvey mccalvey”

Open All in Tabs




ol Reports & statistics

Your account will show you how many of your emails were delivered, how many were opened and
what links were clicked on. Simply clickon6 Reports and Statistics®o

View by Send

You will see a list of your most recent sends click X and you will see a top-level overview statistics on
each of them: the number sent, delivered, opened; the number of links clicked; the number of times an
email was forwarded by a recipient, and the number of recipients opting out (unsubscribing).

1 Records found Page 1 of 1 show all
Queue date MNewsletter Mailing List Sent Delivered Open Click Fwd Unsub [}
3 21/07/2011 (55) newsletter My mailing list 329 203 51 3 0 4 [}

delete selected sends export selected sends view archived stais

To view the graphs and more details, click on the magnifying glass icon ‘=

Of the total delivered Of the total who opened Of the total delivered
Opened 51 25.1%
Mot opened 152 74.9%

Unsubscribed 1 7.8%
Clicked 3 0.9%
Forwarded 0 0.0%
Complaints 1 2.0%
Social Shares 0 0.0%

You will see graphical representations of how many people received your email, how many people
opened it, and how many people took an action ¢ that is, clicked on a link, forwarded it, unsubscribed or
complained. There will also be a graph showingyouthe NS I a2y a4 ¢Keé SYFAfa RARYQi

In the tables on the right-hand side of the page, some of the categories will be hyperlinks. If you click on

them, they will take you to a list of the email addresses relating to that category. For example, by

cf AO1TAY3 2y WhLISYSRQ> &2dz gAfft & SBichyokcanfiteAvla i 2 F NBC
the appropriate letter or number (shown below).

Of the total delivered Opened - 51 addresses

(%]



Unsubscribed

The system automatically tags the addresses of individuals who have unsubscribed, so that they will not
besenttoagain. Itk £ 32 | RRa G(GKSaS | RRNBaaSa (G2 &2dzNJ | O02dzy/ i
accidentally import one of the email addresses to another list, they will not receive an email from your

company. The blocklist is a suppression list of email addresses that the system will not send to.

Not delivered addresses T Hard bounces

Hard bounces are emails that cannot be delivered because there is a problem with the email address
AGasStTo W aSNI dzy| Y 2 sefaipled dibardBoandes. Ahyrd bdmyice i Bually the | NS
result of a misspelling, but it can also be due to the recipient retiring that particular email address or

domain. If the system determines an email address to be a hard bounce, it is automatically tagged as

such within the list and that email address will not be sent to in the future.

Not delivered addresses T Soft bounces

Soft Bounces are emails that cannot be delivered because something temporarily does not allow the

systemiil 2 RSt AGSNI 6KS SYFIAfd ¢KAAa YIeé 0S 0SOlIdaAaS (KS
by a server-level spam filter, or any number of additional reasons. These email addresses will remain on

your list for future sends.

Links clicked

Ifyouway & (G2 &SS 6KI G Ay {dickets NEBA yOOIf keSS opene® O1 2y (|
LT &2dz 6lyid (G2 SELRNIlexport(PPER 2 Xy G S 3INI LK&=Z Of A0

Please NoteThe reports for any given send will continue to update for up to a week after the send, but,
depending on the day of the week, you can expect initial results within 24 hours and close to final
results within 48 hours.

You can always drill down to see the details of email addresses which opened, clicked, forwarded or
unsubscribed. If the mailing is less than two weeks old, you can see this level of detail for delivered and
non-delivered emails. After two weeks, we remove this level of detail.

Exporting Reports

Simply find the report that you would like to export and click on Export (pdf). This will send a link to your
download email address which will allow you to view the save the link once opened as an excel
spreadsheet.




View by Mailing List
This report will allow you to see statistics from individual mailing lists, which can be useful as you can
see the detailed reports about how that particular mailing list is viewing your newsletters.

Mailing list Size Last send

=% 101 6/20,/2011 9:35:2

Prev 1 2 Next

Once again to view more details for your mailing list click on the magnifying glass icon ‘=

Sent 4725 4742
Delivered 4534 4537
Opened 786 747
Clicked 270 220
Forwarded 0 0
Complaints 0 0
Mot opened 3798 3340
Unsubscribed 8 -
Bounced 145 156
Mailbox full 3 4
User unknown B b
Domain unknown 2 7
Spam trapped 7 a
Other 128 131

You will see a table with the results of the last three sends you made to the list, a pie chart illustrating
the current make-up of the list, and a graph comparing various statistics over the last 10 sends.

If you want to see details of the recipients that took an action (opened, clicked, forwarded) from one of
your sends, simply click on the relevant link in the table. Likewise, if you want to see who unsubscribed



from your list, click on that link in the table. And if you want to see the hard bounced addresses in the
list, click on that link.

Mailing list breakdown

U, 5%
OK, 3,067 ~_

S,
-5, 1,761

HE, 113J

The mailing list breakdown gives you an overview of what is going on in a mailing list.

Comparison (Absolute values) Chart type
7,000 L
i @ Line chart
5,600 o~
-/ 3D Bar chart
4,200 =
-/ 2D Bar chart
1,400 Comparison graphs

0 o
& ¥, -/ Delivery comparison

o @ Opened comparison

-/ Bounced comparison
Delivered Opened Clicked . . . i E E

You can customise the overview graph to display in the format (line, 3D bar or 2D bar) that you prefer.
You can also specify for it to show either one of our comparison graphs (Delivery, Open or Bounce), or
create your own graph by selecting the parameters that you would like displayed.

View by Recipient

Your account allows you to drill down to the statistics of a unique recipient. You can view recipient
NELR2NIa o6& SyYyiuSNay3a GdKS SYIFAf | RRNBaa Ayidz2 i
email addressinany drill-lR2 gy Gl 0f S &2dz2QQ@S | NNAGSR |4 @Al G
menus.

You can search for the particular email address that you would like to find the reports and statistics
about that individual by entering the email addressA y 12 G KS GSEGO02E |Is@drckf I 6f S |
button, as shown below:

Enter full or partial email address m

LT &2dz  NE NizyyA§FA 02 | ueBdbldm Foexadoswilddard (i.e. partial)
searches. If it is a partial search, it will return all matching email addresses.



2dz Oy RNAff R2gy (G2 &aSS 4KIFG YIFIAfAy3 fAa
on,andwhateY I Af & (KS@Q@S 2LISYSR 2NJ F2NBI NRSR®
that email address stored in your Address Book or your other datasets.

5

TriggerMail Statistics
You can view the statistics from the mails for the triggers that you have setup, from within this view you
can see how successful your triggers are. You can view your TriggerMail statistics in more detail by

clicking on the magnifying glass =

2 Records found Page 1 of 1 show all
Relatad

To Newsletter Timing Triggered Open Click Fwd Unsub D

Trigger name

Subscribe triggers

[4, Migrated_subscribe gﬁ?f;_‘lll’:t?:n Immediate 615 140 14 0 1 El
Unsubscribe triggers
_-.l, Migrated_Unsubscribe Unsubscribe Immediate 736 131 35 o] 13 D

Confirmation

Once you have clicked the magnifying glass you will be able to see the statistics in more detail as shown
below:

Trigger name Miarated Subscribe Newslattar Subscription Confirmation

From Email info@test.co.uk Relatad To

Subject Subscription confirmation Timing Immediate

Of the total deliverad Of the total who openad Of the total delivered
0% - Opened 140  22.8%
494 F P Not openead 475 T7.2%

4E5%
Of the total who opened

37%, ;
169 —
N Unsubscribad i 0.7%

0% -
Clicked 14 10.0%

Al {? &
ebn‘ O'::' 15"0 Forwarded 0 0.0%
&5 5 Complaints 0 0.0%
o S

Social Shares 0 0.0%

Of the total sent

Triggered 6135

O‘ [N

< »



Overview
This view can give you an instant evaluation of how your campaigns are doing. You can see information
on your latest subscribes, latest unsubscribers, response rate, and your O 2 Y LJS (rdted. 2 N a

Subscribe / Unsubscribe rate Open [ Click rate
. 100%
gﬁ 80%
aﬁ 60%
e :, 7 40%
’ 20% | —Cyml)
05 e
=z 3 2 7 = 3
- @ @ a
wn o W
Open response rate for last send You f Other accounts
24 Owverall Open Rate
72
S4 b |
a8 0%0 50%: 100%:
18
o - Owverall Delivery Rate
£ i £
5 5 5
2 2 2 -
= e ~ 0% S0% 100%
Last 5 Subscribers
Subscribers Mailing List Date
® Mot Allocated 23/07/2011
& Not Allocated 22/07/2011
Last 5 Unsubscribers
Unsubscribers Mailing List Date
g Nathan2 25/07/2011
i Nathan2 25/07/2011
- Amandaz 25/07/2011
& Amandal 25/07/2011
& Stevartl 2z2/07/2011



Account Details

User Profile

Please ensure that your contact details are up to date at all timesonthe W! & S NJ paghlBSF A £ S Q
European and Australian legislation requires that the footer on every outgoing email contain the

physical address of the sender. Whatever address you have inyour Wt NB F A f fagedvifhe thd y 34 Q
address that your account will show to your outgoing mail.

The system will prompt you to fill this out before you make your first send.

Login and Password
LT @2dz gyl G2 OKIFy3dS @2dzNJ LI aag2NRX @2dz Oy R2 A

If you want to change your username or export email address, you will need to email or contact a staff
member and ask us to make the change for you.

Invoices

Our system automatically generates an invoice for each purchase you make. These invoices are stored in
0KS WLy &SyQAS dfy -Bp@aptigh§ SN

You can view your invoices by clicking on them, and you can then download or print them.

Change Billing Details
_2dz OFy dzLJANI RS 2NJ R24yINI RS 282dzNJ 8dz20 8ONR LIGA 2y  LX
which is a sub-menu of W {-& & h LJG AaRd/falla the instructions.

Cancel Account
,2dz Oy OFyOSt @&2dzNJ ad

S 26 & ONJ LJG A 2 v whidh is disyasubindny S { A Y
Ay WEHBIIHAZYEQ FYR F2{t26 G(KS Ay

S A0NHOGAZ2y & D

Additional Services

Within this section you can manage the items that you have additionally bought for your account. You
Oy Ifaz2 LJz2NOKFasS ySg AGSYya o0& Of keddhergdd 2y (KS K@

General Settings
You can change the time zone and other miscellaneous settings within this section.

Please noteit is important to set the correct time zone for your account, to ensure that reports are
accurate.

If you want a text-only version to be created automatically for each newsletter, you can set this as a
default. Older email programs (pre-1998) will see the text-only version by default. If you select this
option, you need to create a text-only version of your email when you create the HTML version. If this
option is selected, the HTML and text-only newsletters are ‘twinned'. This is represented by the asterisk



aeYoz2t fF GKFG FLILISHNB ySEG (2 (KS ySsatsSiisNnna yl
version is opened first. The text Editor appears after you save the newsletter in the Editor.]

Enable G oogle analytics tracking to all URLs
LT & 2 dzGoNgk andkdids i Aonitor your site traffic, this will allow you to track visitors that
originated from emails sent from your account.

Enable password on subscribe form for users with additional data

If you collect profile information of your subscribers (e.g., nhame, contact details and demographic
information) you can enable this function. It will prompt each subscriber to create a password-protected
profile. Upon subscription, your subscribers will be asked for a password at the same time as they are
asked for demographic information.

Editor Settings
Our system has several Editors. Choose the one you would like to be used as the default here. The most
recent Editor is always set as the default. All previous Editors are available though.

Lists & Contacts settings

CKA& 2LIA2Yy ff2¢a @&2dz 3S0 | Bseriafify sBayididatasatS ¢ oA (1 KA
menug i K S yocudinibre énihe railing lists. The other option which is set to default will show

dLists & Contacts ybuy'account which is the same as the structure of this manual.

Header / Footer Settings
Our system automatically displays y dzy 8 dzo 8 ONA6S F220SNJ 2 SI OK 2dzidz
{(SGGAYIAQ YSoldtemiselthis Bater. & 2 dz (i 2

Header Settings

Youcanhaveaheaderfixed(i 2 €t 2F @2dzNJ 2dzi32Ay 3 ySgat SGTGSNARD ¢
I RRNBaa FyR GKS SYFAf FRRNBaa e2dz KIS asSyda a2z |
as a web page. You can also enable social links within your header such as Facebook. Another feature

that is provided for you, is to change the style of the text in your header to fit your email design, you can

do this by changing the font, size, font type and colour, as shown below. You can also preview your

header so you can see exactly what it will look like by clicking the & NB ¥ NB & KbuttaNJBydukai® ¢ ¢
aFrGAATASR gAUK GKS gl & Usav& (OJHIRISNIGE 2214 GKSy OfAO

[-1 Email Header

Enable Unsubscribe Header
¥| Enable Facebook like
Enable WCard

Font Settings

Header font settings Verdana El llEl Hu:rmaIEl #666666 .

Font settings of the Header links Verdana El 11 El Mormal El #6aalce |:|



Footer Settings

The footer can also be customised to your preferences such as displaying links and customising the font
and colour, simply tick the boxes that represent the function that you want to display in your footer.

Display these links in my footer

Display "Subscribe’ link on all emails D Dizplay "Update Profile’ link on all emails
Display "Forward to a friend link on all emails. D Enable one-click unsubscribe, o

|:| Display "Print POF” link on all emails

D Display "R5S News' link on all emails

D Display "News Archive’ link on all emails

Additional options
Add =ocial media links on all emails “
@ smal © Medium © Large

Type of Footar

@ Use Text version (default)
@ Use HTML version

@ Create a custom Footer
'Powered by' logo

@-:l
Uze Text

Font Settings

Footer text and colour settings Verdana +* 11 * MNormal * |¥566664 .
Report abuse text and colour

sattings Verdana * 11 ¥ Normal = |FEE66654 .

You can also view a preview of what the footer will look like in the preview section of the page shown
below:

unsubscribe subscribe forward

powered by

This mailing system may only be used for sending permission based email.
If you did not give permission to receive emails from this sender,

This email was sent to me@mydomain.com by Read our Privacy Policy

Ltd - Wansbeck Business Centre, Northumberland, NE63 8QZ, United Kingdom

™ reiesh review ] sove



Advanced Settings
In this section you are able to change some more of your account settings.

API Settings

If you are going to be using an API in your account then you need to tick Enable API acc to this account.
You can also enter in a password for your API. If you need to change your password then you will need
to contact a member of support.

¥| Enable API access to this account
Trusted AFI IP addresses (comma separated IF addresses or [P ranges). This is mandatory for using our APIL. If
this is not completed, the API will not worke for your account

The APl is an interface used to integrate our application into your system. You need to insert your IP
address in the space provided and if you have more than address, separate them with commas.

Export Email

This will display your export email that you chose, which is used to send any of the data that you export.

If you would like the export email changed then please contact a member of staff via the live chat.

Address book settings

Within this section you can specify whether you want to use a single dataset or a multi dataset. Either
one will allow you to use the personalisation.

Authentication Beta

SPF records / Sender BenderID (or SPF record) is a record that you can add to your DNS which will
tell the receiving ISP that domain.com can send emails on behalf of your domain. Use the appropriate
GSEG 02E (2 SyidSNI &2 dzNjerRraty $PK secoldy’ B dili K2y Ot A O1 2y |

DKIM / Domain KeysDKIM / DomainKeys sends a badge (public key) along with each email we send.

That public key is matched with a private key stored on your domain that verifies that our company can

send emails on your behalf. We can generate the keys for you which you will need to add to your DNS

record. Or you can generate them yourself and add them to your account. Use the appropriate text box

G2 SyGSNI &2dzNJ R2 Yl A genekae DKIM Bettiigs 8y Of A 01 2y GKS «a



Setup Form
Each account has a subscription form which can be accessed by appending a link to the footer of your
outgoing emails or embedding a link on a page on your website.

You can design the subscription form so that it conforms to your company identity by choosing the
colours, fonts and images to be displayed.

The form set-up is broken down into six sections: Page set-up, Form header, Form footer, Field displayed
on the form, Mailing Lists displayed on the form and Opt-in standards. To make a change to the form,
simply click on [+] next to the appropriate section.

Page Setup
[-] Page Setup
Default Language | English UK EI
Background Colour |—TCDCDCEI | |:|
To add a logo to your subscription form, add it in the 'subscription form header' section
Background Image Select an image
/Backgrounds/ | DSC00002.jpg EI Disable backgrou

or upload a file

[ (NN pload File

Background Alignment Centre u DTiIe background

Left Margin Top Margin

Form Width 500 Form Height 250

Font [Times = == H
Button Font |Tirnez EI H Mormal [iw] l:l |:|

DEnable password on subscribe form for users with additional data.

Default Language

The links on the subscription form are not editable, but you can change the language that they display.

To do this, select a language from the drop down menu® CKAE ¢XUDIONRAY IR WS y& dzc
YR WC2NBINRQ fAyla 2y GKS o02GG2Y 2F 22dzNJ F2N) G2

Background Colour
There is an eyedropper icon which you can use to select a background colour for your form. If you know
the exact colour you want, you can enter the HTML HEX colour code into the available field.

If you want a background image on the form, you can select one that you have uploaded to your image
library or you can upload one from your PC. If you are using a background image, you will need to set
the alignment for the imageand select whether or not you want it tiled (repeating as a grid). It will
display as a single image if you do not select to have it tiled.

Background Alignment
Within this section you can align the subscription form from right, left or centre.



Left ard Top Margin
The margin that will give space for the subscription form can be changed in this section.

Form Width/Height
The width and height of your subscription form can be adjusted to meet your needs.

Setting the font

You can change the font by selecting the type, size, style and colour. The fonts allowed are standard
HTML-readable fonts: Arial, Courier, Tahoma, Times New Roman and Verdana. Use the eyedropper icon
to select the colour of the font or insert the HTML HEX colour code if you know it.

Button Font

¢tKS odzid2ya INB GKS fAyla G GKS o620GdG2Y 2F GKS LI
You can change their font by selecting the type, size, style and colour. The fonts allowed are standard

HTML-readable fonts: Arial, Courier, Tahoma, Times New Roman and Verdana. Use the eyedropper icon

to select the colour of the font or insert the HTML HEX colour code if you know it.

Enabling password on subscribe form fosers with additional data

If there is an Address Book or dataset into which you are populating data via subscriber input on the

F2N)Y 64SS aSOlGAz2y 2y C2NX CAStRa 0St2603 +y W LRI
box, a password field will be added to the form. Subscribers will have to insert a password when

updating their details. This is a security measure.

Subscription Form Header

Within the form header box you will be allowed to type any information into it that you want to be
displayed.

Form Fields

This section will allow you to choose what information you would like the new subscriber to fill in when

they to subscribe to your newsletter. Within this section you also decide which dataset the information

is going to be placed into. You have two options for the fields that you create on your subscription form

(K245  NB (KS TADBplaga |yKY O Ke22ad$ aVieflelGordpelsdgwhithy G (2
means the user will NEED to fill in that box to subscribe.

[-] Form Fields (collect additicnal subscriber infermation)

Select Dataset to - -

- Contacts El

- Chile e e (Only applicable if Mobile field is
Select mabile list Test List El celacted.)

Field label Field as displayed on form Display Make compulsory
Mobile Number

Email Address W v

First Name

Last Name



If you want to collect additional information from your subscribers, you need to specify the data you

wish to collect in your Address Book or a dataset. You can then select which fields you want displayed in

& 2 dzNJ & dzo & ONJ LIGG 2Ny TEMNSENRIESXAYYLE 80 KSEL® YR (KS WC2N)XY CA
the Address Book or dataset in which the form fields are contained, and then tick the box next to the

field you want to include.

Mailing List

Within this section you are able to choose the mailing list that you would like the new subscribers to be
added to. If you want to give subscribers the ability to subscribe to more than one mailing list, then
SELI YR (KS WalAfAy3d [A&aGQ aSOGA2y FyR (G4A01 GKS o2

If you have multiple mailing lists on your subscription form, they will be displayed between the header

and footer. The subscription form will display the links 'subscribe’, ‘'update profile' and 'close window'.

There will be a tick box next to each mailing list and subscribers will be added to the lists that they have

selectedd ¢ KS& OlFy OKIFy3aS gKIG tAada GKSe | NB adzwmaONRoOG
W' yvadzoaONAROGSQ odzili2ayd ¢KSe faz2 KIFE@S I OK2AO0S (2
Ifnomailinglistisa St SOGSRXZ G KS & dzo KyOwiking SIPivhictiiscrieated by defalRR S R (i 2
for each account.

Subscribe Form Footer

In this section you are able to edit the text that is shown in the footer of the subscription form.

Double Opt  -1In

This section will allow you to overwrite the opt-in email text (that the user would get) by typing your
own message in the fields.

Double opt-in refers to the subscription process whereby a second action needs to be taken by the
subscriber after they have subscribed. If this process is enforced, a new subscriber to your mailing list
will be marked as pending until they confirm their subscription. We will send them an email asking them
to click a link to confirm their subscription.

Once you have enforced the doubleopt-A Y LINR OS&das OHNOBY2ViwWt NBOASS A IKiE
will send. The email consists of two columns. You can customise the look and content of the right-hand

column using the Editor available in this section. The left-K I Y R O 2 f dzY' yS Q4| A (AKY | @3S W/yKR
W/ 2y FANY &dzo a ONR LJII Acdstgmisedd y {1 Q 2LJiA2ya Olyy2d 068



Put it on your Website

Once your subscription form is customised to your liking, you can link it to your website or embed it in a
web page. You can add a subscription form onto your website in 3 simple ways.

1. Add a light box subscription form to your website

2. Add a quick and simple subscription form to your website

3. Embed the entire form onto your website

We provide code to present your subscription form in any of the ways discussed above via the
I LILINE Ltk Her&S K® LISNI Ayl @

Link Subscription Form to your Facebook Page

Follow the instructions below to link your subscription form to your Facebook fan page:

1.

2.

First, log into your Facebook fan page account.

Once logged in, type in "FBML" into the search box. The "Static FBML" is the page you need. On
the left hand side select the "Add to my page" option.
* FBML stands for "Facebook Markup Language".

Once this option is selected, you will see a new window that contains all of your Facebook
pages. Now all you need to do is click the "add to page" button adjacent to where you would
like to add your form.

Now go to your account settings located in the top right hand corner. Select the "application
settings" from the dropdown menu.

Select the "edit page" option adjacent to the "FBML" application. A box should appear, in that
box title give your sign-up tab a name such as "Email signup" or "Subscribe to newsletter".

Now log into your account and navigate your way into Subscription Fornm»> Put it on your
website section Select the "Embed the entire form onto your websiteoption. Now simply
copy and paste that HTML non-javascript code into the FBML section on Facebook.

Under the Add a New Tab dropdown in the FBML application you will see the custom name you
just gave to the subscription page you created in Step 4.

That's all there is to it! Now your Facebook fans can easily sign up for your email marketing
campaigns.



Subscription Form Wizard
You can also set up a subscription form using the Wizard tool.

Auto-responders

This section gives you the option to be notified when a person subscribes or unsubscribed to your
newsletter. Once you have entered your email address into the grey box you need to click WaveQ

[-] Hotify me of subscribes and unsubscribes

When someone subscribes or unsubscribes send me an email to

You can also create autoresponders for a new subscribe or unsubscribe by clicking on the appropriate
cclick here€  f @ngelyau Have clicked on them please refer back to the TriggerMailsection within this
manual.

Subscribe autoresponders

To view my subscribe autoresponders click here To Create a new subscribe autoresponder click here

Unsubscribe avtoresponders

To view my unsubscribe autoresponders click here To Create a new unsubscribe autoresponder click here

To setup follow-up autoresponders, go to Triggers.



Mobile Section

We also allow you to send SMS (text) messages to mobile telephones. The message can contain up to
160 characters. If it exceeds 160 characters (130 characters in the US and Canada), you can still send it,
but it will be sent as two text messages and will use two text message credits.

Since text messages go out through the mobile phone networks and not the Internet, they are priced
differently to emails. Sending one SMS of 160 characters (130 characters in the US and Canada) uses one
SMS credit. You cannot convert email credits into SMS credits.

Five SMS send credits are included in your account. All additional SMS send credits need to be
purchased.

|§| Manage Mobile Sites

Create Site

The mobile site is very versatile as it can be created specifically for your targeted audience. When you
use the mobile site in a text message it can be used to link people straight to the page that you are
referring to in your text message. This is a huge bonus as people will not need to go to your stationary
websiteandtryi 2 FAYR GKS 2FFSNI GKIFIG @2dzQNBE NBFSNNAyYy3I G2 d
will refer to the mobile site that you have created specifically for that offer. You can incorporate images
and designs onto the mobile site to reflect the design of your company. You can include questionnaires
or a subscription form onto your mobile website rather than using a standard text message that people
are most likely to dismiss. You can also create pages that work as a mini website to give more
information onto your website. Once again like a newsletter, there are reports and statistics that you
can view when people click onto your mobile website.

This feature is a unique way of marketing to your potential customers and making sure that they will see
all of the information needed via one simple click.

ALA M

¢t2 ONBFGS  yS¢g Y20AfS aAlSI TANAUGCRReditey SISKRS Vi 2 Y I
rename the automated name to what you would like your mobile site to be called as shown below. Once

you are happy with your mobile site name, click on the green square with the plus sign in which will

create the site.

(v | Create new

Mobile Site Name
Mew Maobile Site



The next stage is to set the properties of your site, todo thisyou Ol y dza S G KS bbide Y Sy dz dzy
Site Properties Each of the tabs will expand and you can customise them to fit your design.

o o

i

Site Name
Language
Background Color
Text Displays
Text Inputs

Alignment

Language;, This is a drop down box which has a number of different languages for you to choose from.

Background color, To select the colour please insert the HTML HEX colour code if you know it
otherwise, click the wheel and select a colour from the drop down panel as shown below:

£ Background Color

FFFFFF ¢

Text Dis

Text Inp

Alignme

Text Displays; In this section you can choose the font, size, and colour you want the text on the mobile
site to be displayed in. The font and size are chosen via a drop down box in which you will have to select
the option you want. Once again the colour is chosen by clicking on the colour wheel and the selecting
the colour you would like within the panel or inserting the HTML HEX code if you know it.

Text Inputs- Within this section you can choose what font, size, and colour you want the text on the
mobile site to be displayed in. The font and size are chosen via a drop down box in which you will have
to select the option you want. Once again the colour is chosen by clicking on the colour wheel and the
selecting the colour you would like within the panel or inserting the HTML HEX code if you know it.
Please NoteThis section is used for the text that people may type on your mobile site, for example in a

subscription form.

Alignment¢ To choose the alignment of your mobile site simply click on the drop down menu and
choose the alignment you want from the list.



[ =]
=

o> Page Manager

Create new
Create from Template
Open

Save As...

Create Newg You will be able to go back and create a new page
Create from Template; You will be able to create a new page from a previous template
Openc You will be able to open a previous page or template and edit it

Save Ag You will be able to save the page that you have created as something different than it is
already saved as, i.e. home page or about us page.

m
Page Name
Home Page
Background Color
Text Displays
Text Inputs
Alignment
Form Submit Email Addresses
Back Page
Mext Page

You can edit the details of each sub section by clicking on the expand icon

Page Name; You will be able to change the name of the page within this section

Home Page; You will be able to select the page you want to edit by ticking the checked box for the
appropriate page (shown below):

£ Home Page

¥ Home Page



Background Colog To select the background colour please insert the HTML HEX colour code if you
know it otherwise, click the wheel and select a colour from the drop down panel as shown below:

£ Background Color

¢

Text Displays In this section you can choose the font, size, and colour you want the text on the mobile
site to be displayed in. The font and size are chosen via a drop down box in which you will have to select
the option you want. Once again the colour is chosen by clicking on the colour wheel and the selecting
the colour you would like within the panel or inserting the HTML HEX code if you know it.

Text Inputs- Within this section you can choose what font, size, and colour you want the text on the
mobile site to be displayed in. The font and size are chosen via a drop down box in which you will have
to select the option you want. Once again the colour is chosen by clicking on the colour wheel and the
selecting the colour you would like within the panel or inserting the HTML HEX code if you know it.
Please Notethis section is for the text that people may type on your mobile site, for example in a
subscription form.

Alignment¢ To choose the alignment of your mobile site simply click on the drop down menu and
choose the alignment you want from the list.

Form Submit Email Addressesrou will need to type in the email addresses in this section to receive
any information that is entered onto your mobile site.

£ Form Submit Email Addresses

Semicolon () seperated email
addresses:

testfemail.co.ul

Back PageThis can be used as a havigation link to another page that you may want on your mobile site.
To choose which page the back button is going to navigate to will depend on which page you select from
the drop down menu (example shown below):

£ Back Page




Next Page This can be used as a navigation link to another page that you may want on your mobile
site. To choose which page the next button is going to navigate to will depend on which page you select
from the drop down menu.

The Back and Next hyperlinks will be shown on the mobile site like: << Back Next ==

;—?—-. Page Elements Manager
L 1=

Select an element to add to the page
To show info Al |l (|2

To collect data abil | |[12] || EH| | EE

The page elements manager is where you are able to add content onto your mobile web page. Below is
an explanation of each icon:

Icons used to show info:

9 Thisiconis used to add text to your mobile page A

The heading is used for the header of the page and the paragraph is used for the additional information
that you want presented on your mobile site. Under the Paragraph section is the settings for the text
such as alignment, colour and size. The example of this is shown below:

£ A TextDisplay 1 ¢ 0
Heading
50% Free this weekend =
- 50% Free this weekend
Paragraph
SALLE all weekend, sc come on - SALE all weekend, so come on down. Get
down. Get 50% off kids, mens and 50% off kids, mens and ladies wear.

ladiea wear.

Background
e FFFFFF ¢
Alignment Center -
Font Arial -
Color 000099 ¢

Size normal -



9 Thisicon is used to create a bullet pointed list =

List Type Bulleted List -

List Ttems

Advantages of a Mobile Site
Free mini website

Send to Target Audience
Add a number of pages
Add images and colours

O00=0

—

Background Color FFFFFF l_‘
Alignment Center

Font Arial

Color 1333rF | @

Size medium -

To edit a section within your lists click on the pencil icon o

Edit List Ttem
Term

t content to customers|
I II DK Cancel

-

To delete a section within your list just highlight that particular section and then click on the bin icon 1

9 Thisiconis used to add an image | your first step is to browse to find the image file that you
want to upload, you can do that via the first screenshot below:

Once the file is uploaded it looks like this:

0 || Image 1 |
Name

Image

©iupload © web Address ©
Library

| [-E
Alternative Text

GraphicMail

Height o

Width 0

Background Color FFFFFF ‘
Alignment Center ~

Font Arial -
Colar 3333FF [ 8

Size normal -

SALEM
£ |l |Image 1 ¢
Name
Image

@ Upload @ Web Address @ Library
hittp:fiwww.graphicmail.co.ukinew/MobileEditor/

Alternative Text

SALE!
Height 0
Width 0
Background
i FFFFFF ¢
Alignment Center -
Font Arial -
Color 3333FF ¢
Size normal ¥



9 Thisiconis used to add a hyperlink

To create the hyperlink, type in a Caption for the hyperlinkz | Yy R (i K $Wb AlldresiQURDK & y'W

the textbox available. This is the hyperlink shown below: &lick here for our website

8 | Hyperlink 1 ¢ o

Caption
Click here for our website

Link to ©) Page @ web Address (URL)
http://f wm.crurstu:rre.u:u:rm|

Background Color ‘
Alignment Center -

Font Arial -
Color 000099 [ -
Size normal -

9 Thisiconis used to add a table 3

To create a table you need to use the green square with the plus sign (+) in it to add a row for your
table. If you would like to delete a row click the appropriate bin icon.

8 3 Table1 $m

Caption
This is the Tabkle

Table Content
Rows

Row1 Columns:
This is cell 1

m
This is cell 2

m
Row?2 Columns:
This is cell 3

m

This is cell 4

gl



~ 7

You can then customiseyouri SEG A GKAY GKS GFofS FyR TakeS GF oSt A
BordeQ ®

Backaround Color FFFFFF ‘
Alignment Center ~
Font Arial -
Color 3333FF [
Size medium -

Table Border

Width medium -
Style ridge -
Color 999999 ¢

This is the Tahble

This is cell 1({This is cell 2
This is cell 3|This is cell 4

An example of the table above:

ahl =2 | |
Icons used to collect dats

These icons are used to allow the users to input information into them which will allow the creator to
collect information about the user, such as creating a questionnaire or a subscription form.

91 The firsticon is a textbox which will allow users to enter data into the textbox such as email address.

13aS cAidBQ Wiz SELX IAY 6KIG GKS GSEGOo2E A& 3J2Ay3I (2 ¢
enter in an example into the textbox on the mobile site (this is shown below)

Caption
Please submit email here:

Flease submit email here:
example@hotmail.co.uk
Default Value
example@hotmail.co.uk [ Submit H Reset ]

The next details within the page elements manager will allow you to change the details of the
background, alignment, text display and text input.

You can also make the user enter into the text box by making it a requirement by ticking the appropriate
box: v Required



1 The nexticon is a number box which will allow users to enter numbers into the text box such as their
mobile number. You can add a minimum and maximum number of characters that people can input
into the textbox which will help to prevent the wrong amount of numbers being placed in the
textbox. Such as for a mobile number you will need at least 11 digits unless you have the area code
(+44) which the user will need a maximum of 13.

£ 12| Numeric Input 1 S 1

Caption
PFlease enter your mobile number:

Default value Please enter your mobile number: *
Minimum Value 11

Maximum Value 13
¥l Required [ Submit ” Reset ]

[

9 Thisis a drop down list which will allow the users to choose pick from the drop down menu

provided. hy OS | dzaSNJ Kl & OKz2aSy G3usmigdd t dzS (KSe GKSy
£ &8 |selection Input 1 ¢ |
Caption
How did you find cut about us? =

= How did you find out about us?

Display As Dropdown -
[ Required —=a~:xe:-:-:t -
List Elements E—
Caption Value 0 Google
I:l Facebook Eﬁ _h SEt
[[] Google 7]
[] Yahoo ]
] 1]
Background
i FFFFFF ¢
Alignment Center -
Text Displays
Font Arial -
Color 000099 ¢
Size normal — *
Text Inputs
Font Arial -
Color 000000 ¢

Size woe-small -



9 The final icon is the calendar icon which will allow users to check the date. Once the user has
inputted the date, they will then need to O f SbinitQ 4»

£ [T Date Input 1 ¢ H

Caption
For a chance tc win a prize, tell
us when you first bought a
product from us: >

Default Value Today -
Specific Date ) )
(yyyy/mm/dd) For a chance to win a prize, tell us when
pate Range Future you first bought a product from us:
Required
Background (D-M-Y) Jan -
Rl FFFFFF ¢
Alignment Center =
Text Displays [ Submit ] | Reset |
Font Aial -
Color 000099 ¢
Size medium *
Text Inputs
Font Aial -
Color 000000 ¢
Size medium *

Through editing the mobile site you will see the content that you are adding or removing represented on
the screen within the phone.

You can refresh the screen of the mobile phone by clicking on the Yefresh(button . You can also
outline page selects that you are working on by clicking on the tab button which will show all of the

sections you can edit in the Page Elements Manager i (this is shown in the second screenshot below).

SALE all weekend, so come on down. Get
50% off kids, mens and ladies wear.

Free Delivery SALE all weekend, 5o come on down

Get50% off kids, mens and ladies wear.

We will even give yc

order onling!

m

Click here for our website
Free Delivery
How did you find out about us?
ou free delivery if you
er online!

For a chance to win a prize, tell us when
you first bought a product from us:

(DY) Jan ¥

=

Click here for our website

If you want to exit the mobile site editor, you can do so via the exit button located at the top of the
page: Exit



Edit Site

To edit a site that you have previously created, click on the drop down box and select the mobile site
you would like to edit.

Open

Select Mobile Site
— Select a Site — -

— Select a Site —
Mew Mobile Site

Once you have chosen a mobile site to edit you can then start editing the site via the options shown in
the Wreate site¥ection of the manual above.

Configure Site

There are two options for you when you create a permanent mobile site, our FREE offering and our
Premium offering.

Our free offering is where you will be able to publish the URL such as http://mysitename.cliku.com or
http://clicku.com/mysitename. If you would prefer to use your own URL, all you need to do is register
this domain and then have your Internet service provider change the CNAME record of the domain to
point o mysitename.cliku.com

To configure the site, first choose a nhame that you would like the site to be called such as
MobileSiteExample and then you will need to choose which mobile site will be used for this. Once you

have done that you will be able to clickoy’ (F&D Y6 dzi G2y YR (GKS Y206AfS

permanent.

http:_-"_-":Iil-cu.ccrn_-"|M'3bi|E5itE |

Current Sites New Mobile Site -

Mobile site preview

{am, | »

]
I
:

SALE all weekend, so come on
down. Get 50% off kids, mens and
ladies wear.

6S0a


http://mysitename.cliku.com/
http://clicku.com/mysitename

Your account comes with seven different folders where you can store your images and files. In addition,
you can create your own folders. Each account has 2MB worth of storage space for images and files. If
you exceed the 2MB limit, you can either delete some of the images in your folders or purchase
additional storage space.

Upload

It is important that when you upload any images you first select which folder your files will be uploaded
into. You can do this via the dropdown facility shown below:

Select the folder to upload images or files to: i Backgrounds |

.................................................................................................. AttEChITIEI'ItE
get imq Backgrounds
documents
Mabile

Once you have chosen the folder, the next step is to select the images that you want to be uploaded

Ayid2 GKFG LI NIOAOdzZ F NI T2t RGalithagesZfiles Obyzi R2 yPKA & §860
will open and you can browse for your images/files, once you have located them you can click on the get

imageorfilel YR G KSy OpekO10 diyitXy& Sy SEG a0 Suplbadfies § d dAfiRY] 2
as shown below as that will upload the selected files into your account for you to use.

Select the folder to upload images or files to: | pictures El

Total Files: 1 Total Size: 12.42KB

Uploaded 094 - 0.00 bytes of 18.42KB

| clear files [ | upload files |




Manage

Within this section you can manage your folders and images by deleting, moving or renaming them.

Folder ManagementTo rename or delete an image folder, select the folder and right click. To create a
new sub folder select where you want it added and right click.

Image ManagementTo move or copy an image, drag the thumbnail to the appropriate folder. To delete
or rename an image select it and right click.

Folders
= (=5 Foiders

[C] Animations
D Aftschmenis
[_] Backgrounds
[_] bottom_logos
[C] Bullets
[Z] Clipart
] Mobile

D Phatos

M D Pictures

o Upload f Refresh Senings
s
big_sfricapattern.jpg bg_blocks.gif bg_blueside.gif
Bi24/2002 2: i it} 82472002 2:42 PM
4KB . View 1KE
. Download
Renzame
>,
. Delete
s

header_subscrigtionma
10/14/2002 B:37 AM
1KB

ndebelepatterl2.gif
8/2472002 2:42 PM
KB

ndebelepatterndijpg
/2472002 2:42 P
g KB

bg_sfricapattern.jpg (4KB, 8/24:2002 2:42 PM)

-

Google

e o

Copyright: We've created a Gooagle search that filters out / does not display copyrighted images. However, Google may

still display some images that are protected by certain copyrights. read more This means we can't grant you the right to
use images for any purpose other than viewing them on the web.




Please NoteYou can create a Phone List exactly the same way as a Mailing List.

Create a new mobile list

¢2 ONBIFGS I yS¢ LK AgdSobilediat A “ 2ifigwiDdlloy yodzd Seatd ek S &
new list. Once that icon has been clicked, you are able to name your new list shown below:

New Mobile list

Add Maobile List
New Mobile list name?

MNew Mobile List

Once the listis completedyoucandza S Sav&S odadzi G2y G2 O2YLX SGS GK
list.

w

Import Data in Mobile List

To import data into your mobile list you can select the list you want the data to go into by ticking the

checked box. Then by clicking on the Import hyperlink (&} import this will now allow you to import
your data using 2 different methods:

1. Add by copy and paster typing ¢ This first step to import using copy and paste or typing is to click
on the radio button to represent that you want to use this way to import @ your data. This option
will give you a screen in which you can copy and paste or type the new mobile numbers into (left
screen). Once you have inserted your data O f A O addéli KoSdzial 2 y imipaet themOrilodhe £ £ &
newly create mobile list.

Import using copy/ paste

Select the mobile list to add the new | Phone list{Group name

mobile numbers to, then type or — —

paste the new mobile numbers in New Mobile Lis [=]
thae area balow. orevion

07876554434 447876554434 o

m 1 mobile numbers in list

O
903



2. Import from file ¢ The second option (whichg I & R A & O dzidd reviRmaiking listéis&cton) @
to import via a file. The first step to import from a file is to click on the radio button to represent

that you want to use this method of importing @ . The next step is to check the settings are correct;
@2dz Oy R2 (KI G {00 OEWMDIAAY I 2y aLYLRNI

[-1 Import Settings

The fields (columns of data) within the file to be imported are
i sawved in exactly the same order as the fields within the Address Book (or Dataset)

i@ have column headings which are spelled exactly as the field definitions in the Address Book
=~ {or Dataset)

Alvays preview my import data in Quick Import.

Select what will be updated by the import

Mailing List [optional) |tE5t EI (email addresses)
Phone List (optional) |TE5t Mobile List EI {maobile numbers)
Dataset (optional) | datasettest EI {all other data)
Import mode is always @ add / Update ()] Update only © add anly

Update only - does not create new records in your dataset and mailing list.
(Records are never deleted)

When importing a Microsoft Excel Spreadsheeat,

the sheet name to import is

Default import method ® Quick Import @ Step-by-step Import
apply changes

Once the settings are all corrected the next step is to locate the file that you wish to import. To do that
Of A O1 Bowseé i K Siaitie goyf Iave found the file you wish to import click the dOperg button
as that will then show the file name within the textbox (as shown below).

Step-by-step Import.

Upload the file to import
Click Browse... to select a file to import froem your computer.

Filename MobileTest3 xis
I certify that the list being uploaded is opt-in and complies with the Anti-spam Policy.

Read the Privacy Policy here.



Finally you need to tick the checked box to certify that the list being uploaded is an opt-in list and
complies with the Anti-Spam Policy. Once you are aware of that and know the list complies with that
policyd KSy @& 2dz YICentiniB daziiRryD a

Once again you will be asked to match the drop down menus to each data section so the appropriate
field name is displayed correctly within the dataset that you chose.

|Mn|:|i|e EI |Fc\rname EI
7544354422 Bob
JTe33334111 Ted

[ surname =
Wood

Cavison

You can now preview the mapping of the data to make sure that it is stored correctly.

Mobile forname |surname
Forename|Surname
71234356789 |Fred Smith
7544554422 |Bob Wood
7652334111 |Ted Davison
4

change column mappings finish

LT AG A& &id2 N Rinisté2 NAINRIOTZ yes Of (A AR yolung@SipgingO f YR 2 Y
you will be brought back to the previous page to change the drop down boxes.

Import complate

'Data records imported : 0
Data records updated : O

Email addresses imported : O
Mobile numbers imported : 3



Create

Creating text messages in your account is a lot like creating newsletters as you can add personalisation
to allow for a better connection between your text message and its reader. Once the text is created you
can save it and then if you need to you can go back and edit it at a later date (similar to editing a
newsletter).

The first step to creating a text message is to hame it and then you can select to have the text blank or
base it on an existing text message by selecting the correct option from the drop down menu.

Give your SM5 a name:

Dont Miss Out |

Click MEXT to build your SMS. To base your SMS on an existing one,
make a selection from the dropdown menu below. After naming the
SMS, click NEXT to edit.

Elank EI
=N

The next step is to create the text that people will actually receive from yourself; you can do this by
adding text in the SMS / Text Editor.

To edit an existing SMS select it from the dropdown menu below

SMS [ Text Editor

Dear |[DATA20973.1},

fur sale has started, 3c dont miss ocut.
Viait our atore or go on our webaite today 160 = 1 Message part
toc 3ee the amazing deals we have to cifer.

Click here - http://cliku.com/ZEEE0EE
306 = 2 Message parts




Add Personalisation

You can also add personalisation into your text message by using the drop down menu to choose which
dataset the information is coming from and what information you would like to display (this is shown
below). Once you have chosen the personalisation you would like to be added, click on tK Sinsértg
button and it will place the personalisation into the text message where your cursor is placed.

Personalisation July Suscribers 20 Title -

Title

Surname
Link to mobile site sale mobile site Address

Towmn

Postcode

You can also insert a link to your mobile website that you have previously created via the drop down box
shown below:

Link to mobile site New Mobile Site - m

You can preview the website that you have created to make sure the link is going to the correct one in
the Mobile site preview below the text you have created (as shown below):

-~

SALEMN B

SALE all weekend, so come on
down. Get 50% off kids, mens and
ladies wear.

Once your text message is complete and you are ready tosend, Of A O] s&¢ KA dG&y i GKS

of your screen m

You will receive a message box to show that your message was saved correctly.

+" Message saved successfully.



Edit
You can edit the text messages that you have previously created by using the drop down menu to
choose the correct text message from your list:

To edit an existing SMS selact it from the dropdown menu below

Dont Miss COut
SALE NOW ON h

Once you have chosen the correct text message that you would like to edit, highlight it and then click on
i K &ditédoutton. It will return you to the Text Editor as shown in the Create section above.

To adit an existing SMS selact it from the dropdown menu below

SMS5 [ Text Editor

Dear [DATA20973.1},

fur sale has atarted, 3o dont mias cut.
Visit our store or go on our webaite today 150 = 1 Message part
toc 3ee the amazing deals we have to cifer.

Click here - http://cliku.com/000E
306 = 2 Message parts

Once you have edited the text message you can once again save it via the save button at the top of the
editor.

Copy
You can copy a text message and rename it as something different to save time.

Copy SMS5
Copy this SMS SALE NOW ON -
The new copy's name SALE NOW EXTENDED |




Rename
You can also rename a text message by using the drop down option to choose the text message you

would liketorenameandi KSy dzad S (1 KS Yektiox tdrénhandk it. Prisegyou YiaveY S Q
NBY Il YSR (KS {a{ Y&amsd 38dz0E A0h 2y GKS a
Rename SMS5

Rename this SMS SALE NOW ON -

To this new name |

rename

Delete
If you want to delete a text message then you can do so simply by clicking on the text message you

would like to delete which will highlight it. Once you have highlighted the title of the text message you
g2dzZ R tA1S (2 RSt S(S HeleeBMB/$0 g/K 0D K ORA 2ty NBKYS2 @Riz( (G 2 v

Delete SM5/s

Delete SMS/s Dont Miss Out

SALE NOW ON

delete SMS/s



#, Send Text Message

Send a Test Message

This option will allow you to send a test message to yourself or whoever you choose to make sure that
the text message and any links used work correctly. This is always recommended before you send out
your campaign.

See how a message will appear to your recipients by sending it to yourself

To (mebile number) +44
Select text message SALE NOW ON -
Multipart z

send test
Message Preview 306 (1590)
Dear {DATAZ0572.1}, o
Our sale has started, so dont miss out. Visit our store or go on our

website today to see the amazing deals we have to offer.

Click hare - http://cliku.com) 300000

1 To (mobile number); this is used for you to type in your mobile number so the test gets sent to
yourself for you to look at.

1 Select text message this is a drop down menu which will allow you to view the text messages that
you have created. Click the text message that you would like to test.

CAY Il ft &seditestO 10 daikiS2 K #KE f aSyR (GKS (Sadrel 2 SEGD 2yEdDY 6

Send to Phone List

Once you have tested your text message and you are ready to send, you can send to a phone list which
will save time. This works the same way as a mailing list, therefore you would choose the phone list you
want to send the text to and it will send the text message to all of the mobile numbers within that list.

The first step is to choose the dTo (Phone Lisf)that you would like to send to. Once you have done that
you need to select the text message that you are going to be sending to that particular list. You can
select both via the appropriate drop down menus which will show all of your stored mobile lists and text
messages.



Send your message to your list
Preview phone list

To (Phone List) Test Mobile List - . .
Test Mobile List Total: 2
Select text message SALE NOW ON - T B
Message Preview 206 (190) Mobile site preview
Dear [DATAZ05973.1}, . n
Cur sale has started, so dont miss out. Visit our |E|
store or go on our website today to see the EHLE!!! 5

amazing deals we have to offer.
Click here - http://cliku.com/ 300000
SALE all weekend, so come an
down. Get 50% off kids, mens and
ladies wear.

As shown in the screenshot above, you can view the text message and the mobile site that the text
message has a link to. This is once again to make sure that the text message you are going to send is the
correct one.

LT it A& O2NNBOG&RoISKS§dzé @8z OF yYROAAOFATGKSOBMAY I dz
you are sure you want to send. If you are sure youwant tosendthe Of A O%endidi§& @ dzi G2y | 3 A
alternatively you can click on the Xat the top right corner to cancel.

X

Send Details

Current credit balance:

2 contacts on list Test Mobile List
! Credits to be used by this send:

Credits laft after this send:

Credits Break Down
Local:

International:

MultiParts:

Cliku Links:

Invalid Message Lengths:

EMDDDD o s [}



a1l Reports & Statistics

Delivery Stats
You can view the delivery stats much like emails, as it will show how many sent, delivered, opened, and
views.

Message name Phone list Sent Delivered Opened Views Credits Send date

_::‘\ Test Send Test: 4475357474644 1 1 1 13 2 2011/07/26 14:29

You can also see great detail about the send, by clicking on the magnifying glass icon =

As you can see below you can view the details about the send in more detail, and using a graph to
represent the delivered rate. You can also click on the hyperlinks to the right of the screen which show
the; sent, pending, delivered, opens and not delivered. These can be clicked on and once again gone into
greater detail.

You can also see the details of the send date, phone it was sent to and you can read the text message
that you sent.

Details - Test Send
Send date 7/26/2011 2:29:52 PM Phone list Test: 447557474644
Dear {DATAZ0973.1%, Don't miss out this summer, start a trial with GraphicMail today. For more

Message information lock at cur site http://cliku.com,/ 300000

Of the total sent
Sent 1

Pending

Deliverad

Opens
Not delivered

(=

Sent

Sent 1

B Delivered M Mot
deliverad




The example below shows the details of the opens which represents how many times the receiver has
viewed the text message.

Details - Test Send
Send date 7/26/2011 2:25:52 PM Phone list Test: 447557474644

Dear {DATAZ0972.1%, Don't miss out this summer, start a trial with GraphicMail today. For more

Message information look at our site http://cliku.com/ 2300000

Mobile number First opened Total views Of the total sent
44755747 4544 26/07/2011 13:44 13 Sent
Pending

Delivered

Opens

Hot delivered

= -

Extract Data z Sites

You can extract the data that has been produced from your mobile sites that you have created. You can
choose which site you would like the data from, by choosing the site in the drop down menu shown
below:

Current Sites Mo Site Selected -
From Date

No Site Selected
To Date 01-Aug-2011 |L'::E

Once you have chosen the mobile site you would like to view the data from, you will need to choose the
range dates that you want the data to be given from, such as one weekQ data.

Current Sites MNew Mobile Site -
From Date |2Mul-2ﬂ11 |iﬂ
To Date 01-Aug-2011 |

CAylLtfte &2dz oAExdorEy $3R 10 B KAIOKOPAGTKS aByR (GKS Ay
where you can download the excel spreadsheet with the information on. You will receive a green
message to let you know that the export link has been sent, as shown below:

«" Link of export file has been enh:ailed




3% Setup & Options

Buy Send Credits

Within this section you can buy SMS send credits which will allow you to send text messages. There are
3 bundles that you can pay to purchase SMS send credits, those are shown below:

You can select the amount of credits that you want to purchase by using the appropriate drop down
menu to indicate how many of each bundle you would like.

SMS credits left: : 0 - axcl VAT of 20%

Please indicate how many extra send credits you wish to buy.

0

o

100 X @ £5.00 :
1too0 x fI §=] @ £50.00 : 1000
10 000 X @ £500.00 :

Total =

Payment options

1 000

@ £0.00
@ £50.00

@ £0.00
@ £50.00

@ Change card details, on the secure payment page

make payment

Once you are happy with the amount of SMS send credits you are going to purchase then please click

0 K Baké paymeng
6 KAOK &2dz |
again.

Secure Payment » page1|2]|32

Credit Card Details - (all fields are required]

Card details are the same as my account details

First name

Last name

Title u
City

Postal code / Zip

Country

United Kingdom =

Purchase Details

Pricing package Easic reseller trial

Total

1000 mobile send credits

FoftS G2 YIS GKS
Credit card type u

Credit card number

Expiry date (mm/yyvy) [or [] [vear [<]
CVV (3 or 4 digits, on back of card) l:l

Applicable fields for MAESTRO cards

|

Start Date (mm/yyyy)

e [] [eer =]

Issue No. (labeled Iss/Issue)

£60.00

£60.00 incl VAT

m make payment

Please follow the instructions until the payment is complete.

0 dzthid gillthen process your payment and take you to a secure screen in
NS
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Mobile Setup & Options
Within this section you are able to apply your mobile settings to the system.

SMS / Text Settings

You need to apply any changes if needed that correspond to the people that you are going to be sending
to, such as making sure that the people you are sending to are mainly in the UK. If that is incorrect then
you will need to use the drop down menu and select the country you are mainly going to be sending to.

The system will automatically set the settings to UK as default.

SMS [ Text Settings apply changes

Most of my SMS [/ Text messages are sent to |United Kingdom EI
Length of Mobile numbers in my country is u

[Mobile number minus country code and leading zero
EgO044 779 123 4567 or 779 123 4567 would be 10 long)

Character set for SMS / Text messages |DEFauIt (iso-8859-1) EI

Current sender ID: MNetwork default m

It is important to note that if you want subscribers to respond directly to your mobile number then you
will need to change the current sender ID Network default option. If you are going to change this setting
0§KSy Of ilxhge Bugfon én&yBu wall need to insert your number into the text field provided in
the next screen as shown below:

Use our product to send messages to your subscribers from your mobile number. Your mobile newsletter subscribers
vill s2e your number as the sender and you will receive their replies straight to your mobile.

Provide us with your mobile number and we vill send you a verification code. Once verified, you'll be taken to the
message set-up page.

PLEASE NOTE: Mot all networks support SenderID. If your network does not support SenderlD then this feature will
not work and your sends will originate from a generic number.

Send werification code to this mobile +44 | m




Import Filters

This section is used to make sure that the country code is shown correctly, because when you import
any numbers it will remove the first number and add the country code, which in the UK is +44 (as shown
below).

Import filters
During the file import process

Remove the first zero of all mobile numbers of length 10 (or longer)

For all mebile numbers of length 10 (or shorter)

then insert the country code
apply changes
LT GKAA Aad aK2gAy3ad AYyO2NNBOGfe F2NJ e2dz d@pphSy LI S| &
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User Profile
You can amend your profile settings from this section. Please update any personal information such as
name, address, mobile number, email, etc using the appropriate boxes if necessary.

Please Notethe address shown in this section may also be shown in the footer of your newsletters.

Change Account Password

You can also change your account password from within this section using the textboxes available.
Please make sure that the new password and confirm passwords are identical.

Login usermame jakemccalvay@hotmail.co.uk

Current Password ¥ |n----u |

Mew Password *

Confirm Password * |uuuouu |

email my password to me m

You can get your password emailed to your download emailaddrea & o6& Of Aempiimy3d 2y (G KS
passwordtomé& odzi(d2y 2NJ &2dz Oly 2dza(d al @& (1 B8z0 8y LI & 4«




Glossary

Application Program Interface (API)
When a program (application) accesses another to manage it by remote control, it uses an API. Using the API a
website can for instance add a new subscribe to a particular list, or initiate a send.

Abovethe-fold or sill (preview pane in your email client)

The part of a web page or email client that is visible without scrolling. If you have a 'Join our mailing list’
or 'Subscribe now' tag on your website, place it ‘above the fold/sill’ - it makes it easy for visitors and
clients to opt-in and opt-out.

Absdute link

All newsletter or graphic emails require an absolute link (as opposed to relative) for the images on the
email be visible. For example:

Relative link, img src="images/account_logo.gif "

Absolute link; img src="http://www.domain.com.au/images/account_logo.gif"

The image must be parked (uploaded to the website address) in the appropriate folder designated by
the URL address.

Affirmative consent

Indicates that permission has been given by the recipient for you to send them emails. The recipient has
been clearly and fully notified of the collection and use of his/her email address and has consented prior
to such collection and GM account use (subject to the privacy statement and terms and conditions, and
the laws and regulations applying in the country of receipt). Affirmative consent is considered the
world's best practice in this arena. It is therefore required by all reputable email marketing companies
and ISP services.

Attachment

A text, video, graphic, PDF or any other file that accompanies an email message but is not included in the message
itself. Attachments are not a good way to send email newsletters because many ISPs, email clients and individual
email recipients block attachments, as hackers often use them to deliver viruses and other malicious code.

Auto-responder

A program, script, plugin or any other software solution that automatically sends a response/alert to a
specified email contact when someone sends a message to its address. The most common uses of auto-
responders are for subscribe (opt-in) and unsubscribe (opt-out) confirmations, welcome emails and
customer support questions. Industry's best practice is to have a double opt-in; after you subscribe you
receive an email alert requesting you to respond by clicking on a link to confirm your voluntary
subscription.

Australian Spam Act, 2004

The Australian Spam Act 2003 was brought into existence to alleviate and halt the unsolicited sending of
email, or 'spam’. This was followed by the Spam (Consequential amendments) Act 2003 and Spam
Regulations 2004.

Block

A refusal by an ISP or email server to forward your email message to the recipient. Many ISPs block emails from IP
addresses or domains that have been reported to send spam or viruses, or have content that violates email policy
or spam filters.

Block listg see suppression list



Bulk folder (also junk folder)

Where many email clients send messages that appear to be from spammers, contain spam, or are from any sender
who is not in the recipient's address book or contact list. Some clients allow the recipient to override the system's
settings and direct that mail from a suspect sender be sent directly to the inbox. E.g., Yahoo!Mail gives recipients a

button marked Not Spam on every message in the bulk folder.

Bouncedemail

A bounced email is one in which the address was either wrongly typed, the delivery address is no longer
active (intended recipient has changed email address) or the domain address (this is the address after
the '@’ in the email address) is no longer active.

Campaign
An email marketing message or a series of like-minded messages designed to accomplish an overall goal.

CANSPAM Act of 2003

The United States of America introduced this Federal anti-spam legislation. It was passed in 2003 and

NEBIljdzA NS&a GKS F2ff2¢6Ay3 Ay SFEOK SYFAfY | € S3IAGA
W{dzo6 2S00 Q tfAYySod ! f & dbschiB/ptputiich and/er insirecBonsland@d A & |y
physical address. It also requires that all unsubscribes are processed within ten days of receipt.
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Challenge request

An automated message forwarded by the receipt of an email, specifically for the purpose of identifying
the sender as a trusted source. The forwarded response requests the sender of the email to act on
certain instructions in order to validate themselves. If the sender provides a valid response, his email
address is added to the recipient's whitelist of trusted senders, and his message is passed along to the
recipient.

Click -through and click -through tracking

When a link is included in an email, a click-through occurs when a recipient clicks on the link. Click-through
tracking refers to the data collected about each click-through link, such as how many people clicked it, who clicked
it, how many clicks resulted in desired actions such as sales, forwards or subscriptions.

Confirmed optin (required by The European arspam Directive)

A more controlled method of obtaining permission to send email campaigns. Confirmed opt-in adds an
additional step to the opt-in process. It requires the subscriber to respond to a confirmation email,
either by clicking on a confirmation link, or by hitting the reply button, thus confirming their
subscription. Only subscribers who take this additional step are added to the list.

CPM (or Cost Per Thousand)

In email marketing terminology, CPM commonly refers to the cost per 1000 names on a given rental list.
For example, on a rental list priced at $250AUS, CPM would mean that the list owner charges $0.25AU
per email address. Alternatively it can mean the cost of sending 1000 emails.

CTR (or clickhrough rate)
The number of unique clicks divided by the number of emails that were opened, expressed as a
percentage.

Conversion rate



The percentage of emailed recipients who responded to your specific email marketing campaign or
promotion. This is the measure of your email marketing campaign's success. Your conversions can be
measured in all things related to the campaign, that is, sales, phone calls, appointments and so on.

Double opt -in

A process that requires new list joiners to take an action (such as clicking on an emailed link to a personal
confirmation page) in order to confirm that they want to be on the list. Sometimes interpreted incorrectly by some
email broadcast vendors to mean a new subscriber who does not opt-out of, or bounce, a welcome message.

Email blocking

Email blocking typically refers to blocking by ISPs. Emails that are blocked are not processed through the
ISP and are essentially prevented from reaching their addressed destination. Most ISPs actively block
email coming from suspected spammers or tag the subject line 'SUSPECTED SPAM'.

Email newsletter ads or sponsorships

Buying ad space (just like you do in a newspaper) in an email newsletter or sponsoring a specific article
or series of articles that target the audience represented by the list that is used. Advertisers pay to have
their ad (plain text, HTML or both depending on the publication) inserted into the body of the email.

ESPEmail &rvice Provider.

Event triggered email
Pre-programmed messages sent automatically, based on an event such as a date or anniversary.

Ezine (alsoe -zine)

Another name for an email newsletter, adapted from electronic zine or electronic magazine.

An e-zine is an American term used to describe an electronic magazine or newsletter emailed to a list of
subscribers. As described above, advertisers pay to have their ad (plain text, HTML or both, depending
on the publication) inserted into the body of the email. Buying ad space in an e-zine or email newsletter,
or sponsoring a specific article or series of articles, allow advertisers to reach a targeted audience, thus
hoping to drive traffic to a specific website, store or office. This also instigates (hopefully) sign-ups to a
newsletter or improves sales of a product or service.

False positive

Legitimately subscribed permission-based email that is blocked due to the limitations of current email
blocking and filtering techniques utilised by the ISP. False positives are an industry-wide problem. It is
estimated by some sources that around 20% of permission-based email is erroneously blocked by either
anti-spam software or incorrectly installed server-based solutions.

Flash
A web language to animate design resulting in more dynamic content.

From line or sender line
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address -- the electronic address including @, such as admin@domain.com.au. YOUr recipients may see
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and the email client software used.



mailto:admin@itsinthemail.com.au

Hard bounce/Soft bounce

A hard bounce (described in the Bounced email entry above) is the failed delivery of an email due to a
permanent issue like a non-existent address. A soft bounce is the failed delivery of an email due to a
temporary issue, like a full mailbox, server down, congestion on the net or outage.

House List (enterprise list)

A permission-based (fully opted-in) list that you build yourself. Used to market, promote your product or
service and build a relationship with your clients. Your house list is truly your most valuable asset. In the
marketing world they say it is '7 times less expensive to market to an existing customer than it is to
acquire a new one'.

HTML email

An email that is formatted using HTML, or Hypertext Markup Language, instead of plain text. HTML
makes it possible to include unique fonts, graphics, background colours and other visuals. Flash visuals
(high-gquality animated visuals) and other high-end marketing techniques can be written into the email
of story pages, but should not be sent in the main email. To view the HTML email, simply right-click and
view the source code. HTML makes an email more engaging. When used properly and with style it can
generate much higher response rates than plain text.

Newsletter

An expression that simply refers to HTML email, as described above. When most people think of email,

GKSe GKAYyl 2F LIXLFAY GSEdld 2KSy @&2dz dza$S G(KS GSNY
of new opportunities.

ISP / Internet Service Provider.
Typically ISPs provide mail and web hosting, as well as providing access (such as ADSL).

Landing page
A web page that is directly linked from an email for the purpose of providing additional information on
products or services promoted in the email. Also called story pages.

Links

Text links, hyperlinks, graphics or images that, when clicked sends the client to another online location
(for example a landing page or other pages of a website). Links in emails are a source of action. Links
need to be visible, appealing, clear and inviting.

Microsite

A Microsite, is a mini website used to archive your past newsletters. A unique URL link is given to you so
the microsite can used as a portfolio of your past newsletter and templates, linked from your own
website.

Open rate
The percentage of emails opened in any given email marketing campaign, or the percentage opened of
the total number of emails sent.



Opt-in (or Subscribe)

To opt-in or subscribe to an email list is to choose to receive email communications by supplying your
email address to a particular company, website or individual, thereby giving them permission to email
you. The subscriber can often indicate areas of personal interest (for example, surfing, cars) or indicate
what types of emails he/she wishes to receive from the sender (for example, newsletters, sales
campaigns, offers too good to resist). If you are not sure, read the privacy statement; reputable email
marketing companies usually have a direct link to their privacy statement and an explanation of how
they will use your email address, for example, on opting in you may imply permission for the company
to sell your address to like-minded businesses. Always check to see if you can opt-out with the click of a
button.

Opt-out (or Unsubscribe)

To opt-out or unsubscribe from an email list is to choose not to receive communications from the
sender by requesting the removal of your email address from their list. Industry best practice is to offer
at least two ways to opt-out, one being an opt-out link in the email and the other being a link provided
to your website with the opportunity to opt-out there.

Outage (downtime)
The interruption of automated processing systems, support services or essential business operations
which may result in the organization’s inability to provide service for some period of time.

Permissionbased email

Email sent to recipients or subscribers who have opted-in or subscribed or have given inferred
permission to be sent email communications from a particular company, website or individual.
Whichever way you look at it, permission is an absolute prerequisite for legitimate email marketing.

Personalisation

A targeting method in which an email message appears to have been created only for a single recipient.
Personalisation techniques include adding the recipient's name in the subject line or message body, or the message
offer reflects a purchasing, link clicking, or transaction history.

Phishing

Phishing refers to email scams which have the purpose of identity theft. Identity thieves send fraudulent

email messages with return addresses, links, and branding that appear to come from credit card

companies, banks and some of the web's most well-known sites including eBay®, PayPal®, NINEMSN®,

L FPK22t YR /haa.!bYx (2 yIrYS 2daAad | F¥Sgd ¢KSasS YS
financial information (for example, passwords, usernames, social security numbers, credit card numbers,

mother's maiden name, and so on) from the recipient. For examples, visit www.anti-phishing.org

Pre-existing business relationship

The recipient of your email has made a purchase, requested information, responded to a questionnaire
or a survey, or had offline contact with you, in other words, has given inferred permission for you to
email them.

Privacy policy

A clear description of a website or company's policy on the use of information collected from and about
website visitors and subscribers. Your privacy policy is an opportunity for visitors and subscribers to
assess your integrity and to establish an open and honest relationship with all who subscribe. It is wise



to remember that most Western governments have established legislation to support and protect
individuals' privacy. Know your boundaries.

Queue
Where an email message goes after you send it, before the list server gets around to sending it.

Rental list (or Acquisition list)

A list of prospective clients, or a targeted group of recipients who have opted-in to receive information
about certain subjects. Using permission-based rental lists, marketing companies can send email
messages to audiences targeted by interest category, profession, demographics and more. Be sure your
rental list is a certified permission-based, opt-in list. Permission-based lists are rented or leased, seldom
sold.

Relative URL

All newsletter or graphic emails require absolute addressing (as opposed to relative) for the images on
the email to generate correctly and be visible, for example:

Relative link; img src="images/domain_logo.gif", this will work within a root system on a website
situated on a server and on your own computer, but not in a newsletter. Emails require absolute URLSs.
For example,

Absolute link; img src="http://www.domain.com.au/images/domain_logo.gif"

The image must be parked (uploaded to the users account or site address) in the appropriate folder
designated by the URL and can be called from anywhere on the net.

ROI

Return on Investment. From an email marketing perspective, understanding this number helps you
determine where to put your advertising dollars, which campaigns are performing best, what
percentage of your investments are turning directly into income, and how much it costs you to find and
retain clients.

RSS (Really Simple Syndication)
A format for delivering regularly changing web content. Many news-related sites, weblogs and other
online publishers syndicate their content as an RSS feed, to whoever wants it.

Segmentation

Dividing or separating your email list based on interest categories, purchasing behaviour, demographics
and more for the purpose of targeting email marketing campaigns to the audience most likely to
respond.

Signature/Footer

A tagline or short block of text at the end of an email message that identifies the sender and provides

additional information such as company name and contact information. US law requires that you have
your name and company address in the signature. A good footer also invites a marketing opportunity.

Single optin

Once the most widely accepted and routinely used method of obtaining email addresses and
permission. A single opt-in list is created by inviting visitors and customers to subscribe to your email
list. When you use a sign-up form on your website, a message immediately goes out to the subscriber



acknowledging the subscription (a good example of an auto-responder). This message should reiterate
what the subscriber has signed up for and provide an immediate way for the subscriber to edit her
interests or opt-out. Industry best practice now dictates a double opt-in.

Spam or UCE (Unsolicited Commercial Email)

Email sent to someone who has not opted-in or given inferred permission to the sender to send any malil
to them. Our definition of SPAM is: "It's spam if it is both unsolicited and has no inferred connection to
the receiver or receivers"”. Our technical interpretation is: "the recipient's personal identity and context
are irrelevant because the message is equally applicable to many other potential recipients; and

the recipient has not verifiably granted deliberate and explicit permission for it to be sent, that is, opted-
in or subscribed to receive the received email; and

the transmission and reception of the message appears to the recipient to give a disproportionate
0SYSTAlL (G2 GKS aSyRSNWE

Spoofing
The falsification of an email header so that the email appears to have originated from someone or
somewhere other than the actual source.

Subjed line

The short line of text in an email that indicates what the message is about. Your subject line should be
short and it should include a specific benefit that accurately reflects your offer in order to be effective.
The subject line's importance cannot be overstated. Most international Spam Acts and Directives
prohibit the use of misleading subject lines.

Subscribe

The process of joining a mailing list, by filling out a web form, or offline by filling out a form or
requesting to be added verbally (if you accept verbal subscriptions, you should safeguard yourself by
recording them and storing recordings along with time and date, in a retrievable format).

Subscriber

The person who has specifically requested to join a mailing list. A list has both subscribers who receive
the message from the sender (forward to a friend subscribes).

Suppression list (also block list)

A list of email addresses whose owners have asked to be removed from future mailings. If you use
multiple email products, or have multiple databases from which you send emails, you should use a
suppression list or blocklist filters to process unsubscribe requests across all lists.

Targeting

Selecting a target audience or group of individuals likely to be interested in a certain product or service.
To get the best out of a campaign, analyse your list and target accordingly. Targeted campaigns yield a
higher response rate and result in fewer unsubscribes.

Textonly newsletter
Plain newsletter with words only, no colours, graphics, fonts or pictures; can be received by anyone who
has email.



Triggers

Triggers send automated follow-up emails based on the recipient’s reaction to an email you've sent to
them. Triggers can be set up to send a time-delayed email when the recipient clicks on the link or opens
an email. They're great for sending thank-you emails or for sending coupons to people who've clicked on
a product.

Unsubscribe
To remove oneself from an email list, either filling in a web form ¢ clicking the unsubscribe link in the
footer.

URL (or Universal Resource Locator)
Put simply, a URL indicates a website, web page or any other document address or location on the
internet. URLs indicate the location of every file on every computer accessible through the internet.

USP (Unique Selling Proposition)

Your USP is the unique attribute of your business that makes your company, product or service the best

solution to a problem, the best way to fulfil a need or desire or the best way to achieve a goal. Your USP
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Viral Marketing
A type of marketing that is carried out voluntarily by the targeted company's customers. The electronic

equivalent of 'word-of-mouth advertising'. Email has made this type of marketing both relevant and
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