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Introduction ï 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 
Overview that you can expand to see your Subscribe/Unsubscribe and Open/Click rates. You can also 
ǎŜŜ ǘƘŜ hǇŜƴ ǊŜǎǇƻƴǎŜ ǊŀǘŜ ŦƻǊ ȅƻǳǊ Ƴƻǎǘ ǊŜŎŜƴǘ ǎŜƴŘΣ ŀǎ ǿŜƭƭ ŀǎ ŀ ŎƻƳǇŀǊƛǎƻƴ ƻŦ ȅƻǳǊ ǎƛǘŜΩǎ ƻǇŜƴ ŀƴŘ 
delivery rate with other accounts. 
 

 

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

 



 

 

   

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 ΨSelect 
ǘŜƳǇƭŀǘŜǎΩ, then click on the thumbnail to preview a template. To add a template to your template 
folder, tick the box above the template and click on the Ψ!ŘŘ ǘŜƳǇƭŀǘŜǎ ǘƻ Ƴȅ ŀŎŎƻǳƴǘΩ button. The 
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.  
 

  



 

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 ς 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 Mange section in this manual. 
 
 

 
 

Once you have named your newsletter, select the template you want to ōŀǎŜ ƛǘ ƻƴΦ  ¢ƘŜƴ ŎƭƛŎƪ ΨnextΩ ǘƻ 
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.   
 

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 note: If there is no text version saved in the text Editor, we will send out a default text email that 
ǎǘŀǘŜǎΣ άLŦ ȅƻǳ Ŏŀƴƴƻǘ ǊŜŀŘ ǘƘƛǎ ŜƳŀƛƭΣ ǇƭŜŀǎŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƭƛƴƪΦέ ¢ƘŜ ƭƛƴƪ ǿƛƭƭ ǘƘŜƴ ǘŀƪŜ ǘƘŜ ŎƭƛŜƴǘ 
to the HTML newsletter.  
 

To create a text-ƻƴƭȅ ǾŜǊǎƛƻƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǿƛǘƘ ŜǾŜǊȅ ƴŜǿǎƭŜǘǘŜǊΣ Ǝƻ ǘƻ ǘƘŜ ΨGeneral SettingsΩ ƳŜƴǳ 
ǳƴŘŜǊ ΨSet-ǳǇ ŀƴŘ hǇǘƛƻƴǎΩΦ ¢ƛŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ Ψ/ǊŜŀǘŜ ŀ ¢ŜȄǘ ±ŜǊǎƛƻƴ ƻŦ ŜǾŜǊȅ ƴŜǿǎƭŜǘǘŜǊ L ŎǊŜŀǘŜΩ. 
This will automatically create a text-only version of every newsletter.  
 

Please note: An 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-
Řƻǿƴ ƭƛǎǘǎΦ LŦ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳ ǎŜŜ ƛƴ ǘƘŜ ǇǊŜǾƛŜǿ ǇŀƴŜ ƛǎ ǘƘŜ ŎƻǊǊŜŎǘ ƻƴŜΣ ŎƭƛŎƪ ΨeditΩ ǘƻ ƻǇŜƴ ǘƘŜ 
Editor. This may take a few seconds.   
 

 

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.  
 

 
 
Within the editor you can use all of the icons at the top to create a template alternatively you can use 
I¢a[ ŎƻŘŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άHTMLέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ƻŦ ǘƘŜ ŜŘƛǘƻǊΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǾƛŜǿ ǿƘŀǘ 
ǘƘŜ ǘŜƳǇƭŀǘŜ ƭƻƻƪǎ ƭƛƪŜ Ǿƛŀ ǘƘŜ άPreviewέ ǿƘƛŎƘ ƛǎ ŀƭǎƻ ƭƻŎŀǘŜŘ ōƻǘǘƻƳ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜn. 
 



 

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 from the Ψ{ŜƭŜŎǘ ŀ ǎƻǳǊŎŜ ŦƻƭŘŜǊΩ drop-down 
menu. 

 
 
You can rename, delete, clone (copy) 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 
ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƳƻǾŜΦ ¢ƘŜƴ ǘƘŜ ŦƻƭŘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƳƻǾŜ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ǘƻ ŦǊƻƳ ǘƘŜ ΨSelect 
ŀ ŘŜǎǘƛƴŀǘƛƻƴ ŦƻƭŘŜǊΩ drop-Řƻǿƴ ƳŜƴǳΦ Cƛƴŀƭƭȅ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴΣ άmove to folderέ 
which is under the header of newsletter function.  
 
You can also rename, delete or move a folder by selecting it and clicking the button for the appropriate 
action ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ ƻŦ άFolder Functionsέ. If you want to move a sub-folder from one folder to 
ŀƴƻǘƘŜǊΣ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƻƭŘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƳƻǾŜ ƛǘ ǘƻ ŦǊƻƳ ǘƘŜ Ψ{ŜƭŜŎǘ ŀ ŘŜǎǘƛƴŀǘƛƻƴ ŦƻƭŘŜǊΩ 
drop-down. 
 
If you want to create a new sub-folder, select the folder under which you want to create it and click on 
ǘƘŜ ΨŎǊŜŀǘŜ ŦƻƭŘŜǊΩ button. You will be prompted to name your folder. 
 
Please Note: To do the above you must highlight the newsletters or folders under the header of 
άNewslŜǘǘŜǊǎ ƛƴ ǎƻǳǊŎŜ ŦƻƭŘŜǊέΦ 

 

  



 

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.   
 

 
 

Importing HTML into an existing  newsletter   

You can either import the HTML into an Ψexisting newsletterΩ, in 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 άreplace this newsletterέ, 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. 
 

 
 

  



 

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). 

 

 

If the images in the file you have imported are already on the Internet and referenced properly in the 
HTML file, ǎŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ΨI will be hosting images on my serverΩ.    
 

After clickƛƴƎ ΨimportΩ, please be patient ς 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 ΨŦƛƭŜΩ radio button. ¢ƘŜƴ ΨbrowseΩ ǘƻ ǘƘŜ 
ŦƻƭŘŜǊ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǿƘŜǊŜ ǘƘŀǘ ŦƛƭŜ ƛǎ ǎǘƻǊŜŘ ŀƴŘ ŎƭƛŎƪ ΨimportΩ. 
 

If you intend to upload all the imageǎ ǘƻ ǘƘŜ ǎŜǊǾŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ΨAdd my images path to allΩΦ 
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 Images section 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 
ǇŀƎŜΦ {ŜƭŜŎǘ ǘƘŜ ΨURLΩ ǊŀŘƛƻ ōǳǘǘƻƴΦ Then type in the URL where 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, ǇŀƎŜƴŀƳŜΦƘǘƳ ƻǊ ǇŀƎŜƴŀƳŜΦƘǘƳƭύΦ ¢ƘŜƴ ŎƭƛŎƪ ΨimportΩ. 
 

 
 



 

Unless you intend to upload the image files, tick the box ǘƘŀǘ ǎŀȅǎ ΨAdd my website URL path to all 
imagesΩΦ ¢Ƙƛǎ ǿƛƭƭ Ŝnsure that when the newsletter 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 Images section of this manual. 
 

Depending on how the page that you uploaded ǿŀǎ ŎǊŜŀǘŜŘΣ ȅƻǳ Ƴŀȅ ŀƭǎƻ ƴŜŜŘ ǘƻ ǘƛŎƪ ΨAdd my website 
URL path to all linksΩ. Some pages reference internal links without referencing the URL ς 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 clickƛƴƎ ΨimportΩ, please be patient ς 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. 
 

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 ΨŜȄǇƻǊǘΩ. You will then be asked where you 
would like to save the file. 

 

Newsletters ɀ Advanced 

Links  

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

1. Lǘ ǿƛƭƭ ƳŀƪŜ ƛǘ ŜŀǎƛŜǊ ŦƻǊ ȅƻǳ ǘƻ ƛƴǎŜǊǘ ǘƘŜƳ ōȅ ǳǎƛƴƎ ǘƘŜ ΨLƴǎŜǊǘ bŀƳŜŘ [ƛƴƪǎΩ ŦǳƴŎǘƛƻƴ ƛƴ ǘƘŜ 
Editor.  

2. It will 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.  
 

 

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, tick the Ψ9ƴŀōƭŜ DƻƻƎƭŜ !ƴŀƭȅǘƛŎǎΩ box.   
 



 

In the 2008 Editor, you will see a drop-Řƻǿƴ ǘƘŀǘ ǎŀȅǎ ΨInsert Named LinksΩ. All you need to do now is 
select the link from the drop-down.   

 

¢ƻ ŜŘƛǘ ŀƴȅ ƻŦ ȅƻǳǊ ƴŀƳŜŘ ƭƛƴƪǎΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨŜŘƛǘΩ ƛŎƻƴ όǇŜƴ ŀƴŘ ǇŀǇŜǊύ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƭƛƴƪ ƛƴ 
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 behaviour ƻŦ ȅƻǳǊ ǿŜōǎƛǘŜΩǎ ǾƛǎƛǘƻǊǎΦ ¢ƻ ƭŜŀǊƴ ƳƻǊŜΣ ǎƛƎƴ ǳǇ ŦƻǊ ŀ ŦǊŜŜ 
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 ǘƻ DƻƻƎƭŜΩǎ ŀnalytics package and 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 NOTE: the 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 

ŀǊǘƛŎƭŜΦ /ǊŜŀǘŜ ŀ άFeedέ ƭƛƴƪ ƻƴ ȅƻǳǊ ǎƛǘŜ ƻǊ ōƭƻƎ ŀƴŘ ŀƭƭƻǿ ǊŜŀŘŜǊǎ ǘƻ ǎƛƎƴ ǳǇΦ All RSS feeds are 

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 is supply ȅƻǳǊ ŦŜŜŘΩǎ ¦w[ ŀƴŘ ǎǇŜŎƛŦȅ how frequently you want us to upload 

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, 

ȅƻǳ Ƴŀȅ Řƻ ǎƻ ōȅ ǎŜƭŜŎǘƛƴƎ ά/ǳǎǘƻƳ ·{[ ¦w[έ and entering your URL into the space provided. 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 
template ŀƴŘ ǎŜƭŜŎǘ ǿƘŜǊŜ ȅƻǳΩŘ ƭƛƪŜ ƛǘ ǘƻ ōŜ ǎŀǾŜŘΦ  
 

 
 

 

  



 

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 
ŎƘŀƴƎŜ ǘƘŜ ōŀŎƪƎǊƻǳƴŘΣ ŦƻƻǘŜǊ ōŀŎƪƎǊƻǳƴŘΣ ƳŀǊƎƛƴǎ ƻǊ ōƻǊŘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ άPage Settingsέ ǘŀōΦ  
 
Blocks may also be modified ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άBlock Settingsέ ǘŀō ŀƴŘ ǘƘŜƴ ŎƘƻƻǎƛƴƎ ōŀŎƪƎǊƻǳƴŘΣ 
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):  
 

    
 
 
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: 
 

 
 
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:  



 

 

  

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).  

 

 

 

  



 

You can also use the filter option which will group your contacts together, the options that are shown 

within the filter (once ticked) are: 

¶ OK  (Validated) ς These emails are ok to send to 

¶ HB (Hard Bounced) ς These emails did not receive your 

newsletter due to the wrong spelling of the email 

address or the email address is now retired 

¶ S (Subscribed) ςThese are the people that have 

subscribed to your newsletters 

¶ U (Un-subscribed) ςThese are the people that have 

unsubscribed to your newsletters 

¶ SP (Unconfirmed opt-in) ςThese are the people that have not yet confirmed that they want your 

newsletters 

¶ S2 (Confirmed opt-in) ςThese are the people that have confirmed that they want to receive your 

newsletters 

 

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.  
 
²ƘŜƴ ǿŜ ŎǊŜŀǘŜ ȅƻǳǊ ŀŎŎƻǳƴǘΣ ǿŜ ŎǊŜŀǘŜ ŀ ŘŜŦŀǳƭǘ ƳŀƛƭƛƴƎ ƭƛǎǘ ŎŀƭƭŜŘ άaȅ aŀƛƭƛƴƎ [ƛǎǘέΦ 
 

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

 
 

If you ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ǎŜƴŘƛƴƎ ǘƻ ǘƘŜ ǎŀƳŜ ƭƛǎǘ ǘƘŜƴ Řƻ ƴƻǘ ǘƛŎƪ ǘƘŜ Ψ5ƛǎǇƭŀȅ ǘƘƛǎ ƴŜǿ ƳŀƛƭƛƴƎ ƭƛǎǘ ƻƴ ǘƘŜ 
ǎǳōǎŎǊƛōŜ ŦƻǊƳΩΤ as it would give yours suōǎŎǊƛōŜǊǎ ŀ ƳŜŀƴƛƴƎƭŜǎǎ ΨŎƘƻƛŎŜ-of-ƻƴŜΩ ŎƘŜŎƪōƻȄΦ 
 

 
  



 

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.  
 

        
 

 
 

 

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): 

If you want to export your list you can do so by clicking on the 

ŀǇǇǊƻǇǊƛŀǘŜ ƳŀƛƭƛƴƎ ƭƛǎǘ ŀƴŘ ǘƘŜƴ άExport these contact/sέΦ {ŜƭŜŎǘ ǘƘŜ 

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 

ŜȄǇƻǊǘ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨExportΩ ōǳǘǘƻƴΦ   

A green message box will be shown at the top of your screen to confirm 

that your list has been exported to your designated email address.  

 

  



 

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

¶ 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 

theƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άaddέ ōǳǘǘƻƴΦ   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Import from file 

When importing from a file, the file [+] Import Settings must be set correctly to import the data into 

the correct mailing list and dataset (if appropriate).  hƴŎŜ ǘƘŜ ǎŜǘǘƛƴƎǎ ŀǊŜ ŎƻǊǊŜŎǘΣ ǳǎŜ ǘƘŜ άBrowseέ 

button to find the file you are going to import, then tick the checked box to indicate you are abiding 

by the Anti-ǎǇŀƳ tƻƭƛŎȅ ŀƴŘ tǊƛǾŀŎȅ tƻƭƛŎȅΦ hƴŎŜ ǘƘŀǘ ƛǎ ŘƻƴŜ ŎƭƛŎƪ άcontinueέΦ  

 

  



 

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

fields: 

 

¸ƻǳ Ŏŀƴ ŎƘŜŎƪ ŀƎŀƛƴ ǘƻ ƳŀƪŜ ǎǳǊŜ ƛǘ ƛǎ ŎƻǊǊŜŎǘ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ άcontinueέ ōǳǘǘƻƴ ŀǎ ƛǘ ǿƛƭƭ ǎƘƻǿ ȅƻǳ ǘƘŜ 

structure again (like below). If the structure is corrŜŎǘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άcontinueέ ōǳǘǘƻƴΣ ŀƭǘŜǊƴŀǘƛǾŜƭȅ 

ƛŦ ƛǘ ƛǎ ƴƻǘ ŎƻǊǊŜŎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ άchange column mappingsέ ōǳǘǘƻƴ ŀƴŘ ƛǘ ǿƛƭƭ ǘŀƪŜ ǘƻ ōŀŎƪ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ 

screen.  

 

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

imported as shown below:  

 

 

 

  



 

¶ 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. 

 

Block List  

 
 

Each account has a unique 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) 
ς 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.  
 
LŦ ȅƻǳ ƘŀǾŜ ŀ ƭƛǎǘ ƻŦ ΨŘƻ ƴƻǘ ǎŜƴŘΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΣ ȅƻǳ Ŏŀƴ ŀƭǎƻ ƛƳǇƻǊǘ ǘƘŀǘ ǘƻ ȅƻǳǊ ōƭƻŎƪƭƛǎǘΦ Supported 
file types are Excel (xls, xlsx) and delimited text files (csv, txt). 
 

 

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 ς 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: 

Edit ς  

Delete ς  

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.  

 

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 select the άŀŘŘέ ōǳǘǘƻƴ 

which will input all of the new information into the dataset and mailing list(s) selected. 

 

  



 

Import Data  

LŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƛƴǇǳǘ ŀ ƭƻǘ ƻŦ Řŀǘŀ ƛƴǘƻ ǘƘŜ ŘŀǘŀǎŜǘ ŀƴŘ ƳŀƛƭƛƴƎ ƭƛǎǘ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ άImport 

Dataέ ǎŜŎǘƛƻƴ ŀƴ ŜŀǎƛŜǊ ŀƴŘ ǉǳƛŎƪŜǊ ǎƻƭǳǘƛƻƴΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ōŜŦƻǊŜ ȅƻǳ ƛƳǇƻǊǘ ŀ ŦƛƭŜ ǿƛǘƘ ȅƻǳǊ Řŀǘŀ 

in you chŜŎƪ ǘƘŜ άImport Settingsέ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎŜǘǘƛƴƎǎ ŀǊŜ ǎŜǘ ŎƻǊǊŜŎǘƭȅ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǘƻ ǘƘŜ 

file you are importing.  

 

 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. 

  



 

Import File  

The next step is to find the file that you are going to be importing, to do tƘƛǎ ŎƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ 

button shown below: 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƻǳƴŘ ǘƘŜ ŦƛƭŜ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƛƳǇƻǊǘΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ άOpenέ ŀǎ ǘƘƛǎ ǿƛƭƭ ƛƴǎŜǊǘ ǘƘŜ ŦƛƭŜ 

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: 

 

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

 

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. 

  

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.  

 

If it is not ŎƻǊǊŜŎǘ ǘƘŜƴ ŎƭƛŎƪ άchange column mappingsέ ƻǊ ƛŦ ƛǘ ƛǎ ŎƻǊǊŜŎǘΣ ŎƭƛŎƪ ǘƘŜ άfinishέ ōǳǘǘƻƴΦ 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƭƛŎƪŜŘ άfinishέ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŀǘ ǘƘŜ ƛƳǇƻǊǘ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭ ŦƛǊǎǘƭȅ ōȅ ǘƘŜ ƎǊŜŜƴ 

message box shown below: 

 



 

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

 

 

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 

 

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

 

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 

appropriate radio button . Once you have chosen which to data you want to export the data that you 

ƘŀǾŜ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ ƭƛǎǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άcreate export fileέΦ ¢Ƙƛǎ ǿƛƭƭ ǎŜƴŘ ŀƴ ŜȄǇƻǊǘ ƭƛƴƪ ǘƻ ȅƻǳǊ 

download email address where you can save the data exported as an excel spreadsheet (as shown 

below):  

 

 

  



 

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 άŀƴŘκƻǊέ. As you 

may expect if you use and it will limit your results more as the users will have to have both of the 

restrictions.   

 

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

ƳŀǘŎƘ ǘƘŀǘ ǎǇŜŎƛŦƛŎ ƭƛƳƛǘŀǘƛƻƴǎΣ ȅƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜƳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άpreview resultsέ ōǳǘǘƻƴΦ  

Below I 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; 

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

Lists & Contacts area. 

¶ Save to a mailing list ς 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.  



 

¶ Save to a file ς 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.  

 

 

Triggered Updates  

If you have set Triggers then you can use this section otherwise please refer to TriggerMail section 

under the heading of Send in 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.  

 

¶ 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 ς 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.  

 

¶ 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. 

 

¶ 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 type is a drop-ŘƻǿƴΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ 
drop-down that will be displayed ς for example, Country or Job Description. If the field type is a tick 
ōƻȄΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ ǘƛŎƪ ōƻȄ ŎƘƻƛŎŜǎ ŀǾŀƛƭŀōƭŜΣ ŦƻǊ ƛƴǎǘŀƴŎŜΣ ƭŀƴƎǳŀƎŜǎ ƻǊ ƳǳǎƛŎ ǇǊŜŦŜǊŜƴŎŜǎΦ LŦ ǘƘŜ ŦƛŜƭŘ 
ǘȅǇŜ ƛǎ ŀ ǊŀŘƛƻ ōǳǘǘƻƴΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ ŎƘƻƛŎŜǎ ŀǾŀƛƭŀōƭŜ ς such as Yes/No. Your account comes with 
predefined attributes, but you can define your own attributes by creating a drop-down unique to 
your account.  

 

¶ 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 
ŎƭƛŎƪ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  

 



 

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

 

Modify Datasets 

The first step to modifying a dataset is to select the dataset you want to modify. You can do that by 

ǳǎƛƴƎ ǘƘŜ ά5ŀǘŀǎŜǘέ ŘǊƻǇ Řƻǿƴ menu option shown below: 

 

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.  

 

 

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

 

 

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, you need to click the, άǎŀǾŜέ ōǳǘǘƻƴ ǿƘƛŎƘ ƛǎ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ŀƴŘ ōƻǘǘƻƳ ƻŦ ȅƻǳǊ 

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.  

 

Please Note: The 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: 

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

¶ Next you need to name the new dataset that you want. 

¶ 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: 

 

hƴŎŜ ȅƻǳ ŀǊŜ ƘŀǇǇȅ ǿƛǘƘ ǘƘŜ ŘŀǘŀǎŜǘ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ŎƻǇȅ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άcopyέ ōǳǘǘƻƴ ŀƴŘ ƛǘ ǿƛƭƭ 

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: 

¶ First you need to choose the appropriate dataset that you would like to delete from the drop down 

list. 

¶ Next you 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, ŎƭƛŎƪ ƻƴ ǘƘŜ άŘŜƭŜǘŜέ ōǳǘǘƻƴ 

provided. 

 

 



 

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.  

 

If you would like to customise your own data option, then you can do so by clicking on the button, άadd 

new data optionέΦ ¢Ƙŀǘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ǘƘŜ ƻǇǘƛon to create a new data option where you can choose the 

name, type, options and data values that will be displayed.  

An example has been shown below: 

 

Once you are happy with the new data option that you have created, the next step is to save it via the 

άsaveέ ōǳǘǘƻƴ ǎƘƻǿƴ ŀōƻǾŜΦ  



 

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

  

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

option. 

 
 

Editing Define Data  

You can edit the values in your defined data by clicking on the paper and pencil icon as this will 
allow you to change them. hƴŎŜ ȅƻǳ ƘŀǾŜ ŜŘƛǘŜŘ ǘƘŜ ƻǇǘƛƻƴǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άupdateέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜΦ 
 

 

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.  

 

Once you have decided which option you would like to use, simply use the radio button to distinguish 

ǘƘŜ ƻǇǘƛƻƴ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǳǎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴΦ  



 

  
 

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:  

 

Once you have chosen the folder, the next step is to select the images that you want to be uploaded 
ƛƴǘƻ ǘƘŀǘ ǇŀǊǘƛŎǳƭŀǊ ŦƻƭŘŜǊΦ ¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άGet images / filesέ ōǳǘǘƻƴΦ  ! ƴŜǿ ǿƛƴŘƻǿ 
will open and you can browse for your images/files, once you have located them you can click on the 
ŦƛƭŜκƛƳŀƎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άOpen buttonέΦ ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άupload filesέ ōǳǘǘƻƴ as 
shown below.  
 

 

  



 

Manage 
Within this section you can manage your folders and images by deleting, moving or renaming them. 
 
Folder Management: To 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 Management: To move or copy an image, drag the thumbnail to the appropriate folder. To delete 
or rename an image select it and right click. 

 

 You can also create a new sub folder by right clicking where you would like the folder to be located and 

ǘƘŜƴ ŎƭƛŎƪ άNew SubfolderέΦ  . You can then nŀƳŜ ǘƘŜ ƴŜǿ ŦƻƭŘŜǊ ŀƴŘ ŎƭƛŎƪ άOKέΦ  

   

Please Note: You can also rename or delete a folder by right clicking on the appropriate folder 

  



 

  

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  
 

LŦ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ŜƳŀƛƭ ŀƴŘ ƘŀǾŜ ŦƻǊƎƻǘǘŜƴ ǿƘŀǘ ƛǘ ǿŀǎ ŎŀƭƭŜŘΣ ǘƘŜ ΨPreviewΩ ƻǇǘƛƻƴ 
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 note: A 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 Test section of this manual below for more information. 
 

  



 

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.  

 

¶ 9ƴǘŜǊ ǘƘŜ Ψ¢ƻ όŜƳŀƛƭύΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻǊ ŀŘŘǊŜǎǎŜs you will send your email to. If it is more than one 
email address, simply put a semi-Ŏƻƭƻƴ ōŜǘǿŜŜƴ ŜƴǘǊƛŜǎΦ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ΨǘƻΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŜŀŎƘ 
time you send a test, but it will default to your account username with each new test.   

 

¶ 9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όŜƳŀƛƭύΩ email address, tƘƛǎ ǿƛƭƭ ōŜ ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎ ǎŜŜƴ ōȅ ǘƘŜ ǊŜŎƛǇƛŜƴǘΦ 
 

¶ 9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όƴŀƳŜύΩ tƘƛǎ ƛǎ ǘƘŜ ΨǎŜƴŘŜǊΩ ƴŀƳŜ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƭƛŜƴǘΦ 
 

¶ 9ƴǘŜǊ ǘƘŜ Ψ{ǳōƧŜŎǘΩ this is the subject line the client will see. 
 
This menu also allows you to check the likelihood of the email getting caught in a spam filter. To check 

this, click on ΨŎƘŜŎƪ ǎǇŀƳ ǎŎƻǊŜΩ.  We will generate a report 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 ς 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  

 
¶ 9ƴǘŜǊ ǘƘŜ Ψ¢ƻ όŜƳŀƛƭύΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻǊ ŀŘŘǊŜǎǎŜǎ ȅƻǳ ǿƛƭƭ ǎŜƴŘ ȅƻǳǊ ŜƳŀƛƭ ǘƻΦ  

 

¶ Enter ǘƘŜ ΨCǊƻƳ όŜƳŀƛƭύΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ ¢Ƙƛǎ ǿƛƭƭ ōŜ ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎ ǎŜŜƴ ōȅ ǘƘŜ ǊŜŎƛǇƛŜƴǘΦ 
 

¶ 9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όƴŀƳŜύΩΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ΨǎŜƴŘŜǊΩ ƴŀƳŜ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƭƛŜƴǘΦ 
 

¶ 9ƴǘŜǊ ǘƘŜ Ψ{ǳōƧŜŎǘΩΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜ ǘƘŜ ŎƭƛŜƴǘ ǿƛƭƭ ǎŜŜΦ 
 

The  ƛŎƻƴ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ŀƴŘ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΦ !ƴ ΨLƴǎŜǊǘ 5ŀǘŀ CƛŜƭŘΩ ǇƻǇ-
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 beginning of tƘŜ Ψ{ǳōƧŜŎǘ ƭƛƴŜΩ ŀƴŘ ǇǊŜǎǎ /ǘǊƭҌ±ΩΦ ! ŦƛŜƭŘ 
ŀǇǇŜŀǊǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊǎƻƴŀƭƛȊŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ Ǉǳǘ ΨIŜƭƭƻ ғDaȄȄȄΦмҔCƛǊǎǘ bŀƳŜғκDaҔΩΣ ǘƘŜ 
ǊŜƭŜǾŀƴǘ ŦƛǊǎǘ ƴŀƳŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ƻǊ ǎǳōƧŜŎǘ ƭƛƴŜΦ 
 
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 
ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ΨǎŜƴŘ ǘŜȄǘ ǾŜǊǎƛƻƴ ƻƴƭȅΩ. Ensure that you have created a text-only version before 
attempting to send one.  
 

Sending the newsletter  

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ΨsendΩΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǇƻǇ-up window, which confirms the newsletter, subject and other 
details of the send. Please review all of these details to makŜ ǎǳǊŜ ǘƘŜȅ ŎƻǊǊŜŎǘΦ  LŦ ȅƻǳ ŎƭƛŎƪ ΨOKΩ ŀǘ ǘƘƛǎ 
ǇƻƛƴǘΣ ǘƘŜǊŜ ƛǎ ƴƻ ǘǳǊƴƛƴƎ ōŀŎƪΦ LŦ ȅƻǳ ǎŜŜ ŀƴ ŜǊǊƻǊΣ ŎƭƛŎƪ ΨcancelΩ ŀƴŘ ƳŀƪŜ ǘƘŜ ŎƻǊǊŜŎǘƛƻƴǎ ōŜŦƻǊŜ 
returning to send.   
 
²ƛǘƘƛƴ мл ƳƛƴǳǘŜǎ ƻŦ ŎƭƛŎƪƛƴƎ ΨsendΩΣ ǘƘŜ ŦƛǊǎǘ ŜƳŀƛƭǎ ǿƛƭƭ ōŜ ŘŜƭƛǾŜǊŜŘΦ .Ŝ ǇŀǘƛŜƴǘ with large mailing lists 
ς 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: 

 

¶ Subscribe Triggers: ²ƘŜƴ ŀ ǊŜŀŘŜǊ ŎƭƛŎƪǎ ƻƴ ŀ ά{ǳōǎŎǊƛōŜ ƴƻǿέ ƭƛƴƪ in your email, TriggerMail 

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

¶ Schedule Triggers: With scheduled triggers you schedule when you want an email to be sent ς 

right down to the time and date. 

¶ Email Open Triggers: Send an automated follow-up email when a subscriber opens your email. 

LǘΩǎ ƛŘŜŀƭ ŦƻǊ ǎŜƴŘƛƴƎ ŀ ǎŜǊƛŜǎ ƻŦ ŜƳŀƛƭǎΣ ŦƻǊ ƛƴǎǘŀƴŎŜ ǘƻ ƛƴǘǊƻŘǳŎŜ ŀ ƴŜǿ ǎŜǊǾƛŎŜ ƻǊ ŀ άIƻǿ ǘƻέ 

guide for one of your products.  

¶ Link-Click Triggers: Link-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. 

¶ Anniversary Triggers: Set 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 

ǘǊƛƎƎŜǊ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭ ŎƭƛŜƴǘǎΩ ōƛǊǘƘŘŀȅǎ ǘƻ ǎŜƴŘ ǘƘŜƳ ŎƻƴƎǊŀǘǳƭŀǘƛƻƴǎ ς and remind them that 

they can rely on your business to meet their needs 

¶ Unsubscribe Triggers: When a subscriber unsubscribes from your email newsletter, TriggerMail 

can follow-up automatically with a confirmation email ς just to be sure. 

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' ς 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 click on ΨҌ /ǊŜŀǘŜ ƴŜǿ ƭƛƴƪǎΩ to create the link.  

 

How to set up triggers  

{ŜƭŜŎǘ ǘƘŜ ƎǊŜŜƴ Ǉƭǳǎ ǎƛƎƴ ƴŜȄǘ ǘƻ ǘƘŜ ǘǊƛƎƎŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎǊŜŀǘŜΦ  

CƻǊ ŜǾŜǊȅ ǘǊƛƎƎŜǊΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǇǊƻǾƛŘŜ ǎŜƴŘ ŘŜǘŀƛƭǎΥ in the 'from', 'reply to' and 'subject information' of 

the triggered email. This is the email that will be sent automatically, basŜŘ ǳǇƻƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ŀŎǘƛƻƴΦ  

¸ƻǳΩƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ǎǇŜŎƛŦȅ ǿƘŜǘƘŜǊ ǘƘŜ ǎŜƴŘ ƛǎ ƛƳƳŜŘƛŀǘŜ ƻǊ ŘŜƭŀȅŜŘΦ {ŜƭŜŎǘ ǘƘŜ ǘǊƛƎƎŜǊŜŘ ŜƳŀƛƭ όǘƘŜ 

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 note: You have the option to send a text-only version of the newsletter.   

¶ When creating a subscribe trigger, select ǘƘŜ ŜƳŀƛƭ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΣ ǘƘŜ ƛƴǘŜǊǾŀƭ ŀǘ ǿƘƛŎƘ 

ȅƻǳΩŘ want it sent and the mailing list where a subscription will trigger a send.  

¶ For a scheduled trigger, select the newsletter or URL ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΦ tǊƻǾƛŘŜ ǘƘŜ ƴŀƳŜ 

of the mailing list and then enter in your sending options and schedule.  

¶ To send a scheduled follow-up email with email open triggers you need to choose the 

newsletter to send as well as the newsletter that once opened will trigger the send.  

¶ Link click triggers are set up by choosing a newsletter and certain links within that message. 

/ƘƻƻǎŜ ŀ ƭƛƴƪ ƻǊ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ƭƛƴƪǎ ǳǎƛƴƎ ǘƘŜ άŎǊŜŀǘŜ ƴŜǿ ƭƛƴƪǎέ ōǳǘǘƻƴΦ  

¶ To set an anniversary trigger, select 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. 

¶ When creating a unsubscribe triggerΣ ǎŜƭŜŎǘ ǘƘŜ ŜƳŀƛƭ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΣ ǘƘŜ ƛƴǘŜǊǾŀƭ ŀǘ ǿƘƛŎƘ 

ȅƻǳΩŘ ǿŀƴǘ ƛǘ ǎŜƴǘ ŀƴŘ ǘƘŜ ƳŀƛƭƛƴƎ ƭƛǎǘ ǿƘŜǊŜ ŀ ǳƴ-subscription will trigger a send.  

 

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): 

 

¶ 9ƴǘŜǊ ǘƘŜ ΨMultiple List SendΩ: To select the mailing lists you would like to send to just highlight 

them. 

¶ 9ƴǘŜǊ ǘƘŜ ΨFrom (name)Ω: ¢Ƙƛǎ ƛǎ ǘƘŜ ΨǎŜƴŘŜǊΩ ƴŀƳŜ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƭƛŜƴǘΦ 

¶ 9ƴǘŜǊ ǘƘŜ ΨReply to (e-mail)ΩΥ ¢Ƙƛǎ ǿƛƭƭ ōŜ ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎ ǎŜŜƴ ōȅ ǘƘŜ ǊŜŎƛǇƛŜƴǘΦ 

¶ 9ƴǘŜǊ ǘƘŜ ΨSubjectΩΥ This is the subject line the client will see. 

The  ƛŎƻƴ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ŀƴŘ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΦ !ƴ ΨLƴǎŜǊǘ 5ŀǘŀ CƛŜƭŘΩ ǇƻǇ-

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 beginning of tƘŜ Ψ{ǳōƧŜŎǘ ƭƛƴŜΩ ŀƴŘ ǇǊŜǎǎ /ǘǊƭҌ±ΩΦ ! ŦƛŜƭŘ 

ŀǇǇŜŀǊǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊǎƻƴŀƭƛȊŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ Ǉǳǘ ΨIŜƭƭƻ ғDaȄȄȄxΦмҔCƛǊǎǘ bŀƳŜғκDaҔΩΣ ǘƘŜ 

ǊŜƭŜǾŀƴǘ ŦƛǊǎǘ ƴŀƳŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ƻǊ ǎǳōƧŜŎǘ ƭƛƴŜΦ 

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. 

If you only want to send a text-ƻƴƭȅ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ŜƳŀƛƭΣ ǘƛŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ΨǎŜƴŘ ǘŜȄǘ ǾŜǊǎƛƻƴ ƻƴƭȅΩΦ 

Ensure that you have created a text-only version before attempting to send one.  

Please Note: If you send a multiple list send you canΩǘ see reports and statistics on individual lists, you 

can only view reports and statistics of the whole send. 



 

Send to Smart 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 List) drop 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.  

 

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. 
 

 
 
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.   

 

  



 

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 

ǘŜǎǘƛƴƎ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜ ƻǊ ŜƳŀƛƭ ƴŜǿǎƭŜǘǘŜǊΦ ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ŀƭǊŜŀŘȅ ŎǊŜŀǘŜŘ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 

test and saved them to your account.  

Testing Newsletters  

Choose different newsletter ŦƻǊ ! ŀƴŘ .Φ LŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǘŜǎǘ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ƴŜǿǎƭŜǘǘŜǊ ŀǘ ŀ ǘƛƳŜΣ ǎŜƭŜŎǘ 

ά+ AƴƻǘƘŜǊ ŜƳŀƛƭ ƴŜǿǎƭŜǘǘŜǊέΦ tǊƻǾƛŘŜ ŀ ƴŀƳŜ ŀƴŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǘƘŀǘ ǿƛƭƭ Ǝƻ ƛƴ ǘƘŜ άŦǊƻƴǘέ ƭƛƴŜ ƛƴ ȅƻǳǊ 

sent emails. Select the appropriate mailing list, schedule a date and time for the test, a percentage to 

send to and the winning criteria.  

 

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. 

/ƘƻƻǎŜ ǘƘŜ ǘƛƳŜ ŀŦǘŜǊ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƻƳǇŀǊŜ ǘƘŜ ǊŜǎǳƭǘǎ ŦƻǊ ȅƻǳǊ ǘŜǎǘ ǎŜƴŘΦ ¢ƘŜ ǊŜǎǳƭǘǎ ƻŦ ȅƻǳǊ 

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.  

 

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.  

 

 

 

  



 

  
 

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 
To access your accountΩǎ ǎƻŎƛŀƭ ǎƘŀǊŜ ŦŜŀǘǳǊŜΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ƘŀǾŜ ŀ ǎƻŎƛŀƭ ǎƘŀǊŜ ŀŎŎƻǳƴǘΦ Lƴ ǘƘŜ Ψsocial 

shareΩ tab, click on άadd new connectionέ ŀƴŘ ŜƴǘŜǊ ȅƻǳǊ ƴŀƳŜΣ ¢ǿƛǘǘŜǊ ƻǊ CŀŎŜōƻƻƪ ǳǎŜǊƴŀƳŜ ŀƴŘ 

ǇŀǎǎǿƻǊŘΦ {ŜƭŜŎǘ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎƘŀǊŜΦ 

 

Please Note: If 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 

ŎƭƛŎƪ ƻƴ άShare another newsletterέ, you can then choose which newsletter you would like to share and 

add comments too.  

¶ Select folder: To select the newsletter first select the folder it is located in via the drop down menu. 

¶ Select newsletter: Then 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. 



 

 

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. 

 

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: 

 

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

 

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

Click  for more information. 

 

  



 

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 
Ǉŀǎǘ ŎƻƴǘŜƴǘ ǘƻ ȅƻǳǊ Ƴŀƛƴ ǿŜōǎƛǘŜΩǎ ǾƛǎƛǘƻǊǎΣ ȅƻǳ ǿƛƭƭ ƛƴŎǊŜŀǎŜ ǘƘŜ ƭƻȅŀƭǘȅ ƻŦ ȅƻǳǊ ŜȄƛǎǘƛƴƎ ǎǳōǎŎǊƛōŜǊǎ ŀƴŘ 
move them closer towards a buying decision. You may even gain new 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 ς 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 [+] 
ΨDŜƴŜǊŀƭ {Ŝǘ-ǳǇΩ menu. Here, you will see the MƛŎǊƻǎƛǘŜΩǎ ƴŀƳŜΦ Lǘ ǿƛƭƭ ƭƻƻƪ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ǘƘƛǎΥ  
http://www.yourdomain.co.uk/1234.  /ƭƛŎƪ ƻƴ ΨeditΩ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ƎƛǾŜ ȅƻǳǊ Microsite its own 
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 
and title click ΨǎŀǾŜΩΦ 
 

 
 

 



 

 

Next stage is to seǘ ǳǇ ǘƘŜ aƛŎǊƻǎƛǘŜΩǎ ƘƻƳŜ ǇŀƎŜΣ ǘƘƛǎ ǿƛƭƭ ōŜ ŀ ƴŜǿǎƭŜǘǘŜǊ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǇŜƻǇƭŜ ǘƻ ǾƛŜǿ 

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: 

 

Once you have chosen the newsletter that will be displayed as your home page, click ΨǎŀǾŜΩ. 

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

ǇǊŜǾƛƻǳǎ ƴŜǿǎƭŜǘǘŜǊǎΦ ¸ƻǳ Ŏŀƴ Řƻ ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŀŘŘ ǘƻǇ ƳŜƴǳέ ōǳǘǘƻƴ ǿƘƛŎƘ ǿƛll create a 

menu tab at the top of your screen. You can assign each menu that you create with a newsletter of your 

ŎƘƻƛŎŜ Ǿƛŀ ǘƘŜ ΨFolderΩ ŀƴŘ ΨNewsletterΩ ŘǊƻǇ Řƻǿƴ ƳŜƴǳǎΣ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΥ 

 

 

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).  ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴΣ Ψ[+] Menu 

SetupΩΦ   

 



 

RSS 
RSS (Really 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 
thatΩs 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 "ΩŦeedΩ link 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. 
 
9ǾŜǊȅ ŀŎŎƻǳƴǘ ŎƻƳŜǎ ǿƛǘƘ ŀƴ w{{ ŦŜŜŘΦ ¸ƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ƭƛƴƪ ǘƻ ȅƻǳǊ ŦŜŜŘ ƴŜȄǘ ǘƻ ά¸ƻǳǊ w{{ [ƛƴƪέΦ 
 

 
 
Once clicked this will allow your target audience to subscribe to this feed and it will be saved within a 
ǳǎŜǊΩǎ ŦŀǾƻǳǊƛǘŜǎ were they can view it as they want, as shown below: 
 

 

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: 

 

 

  



 

  
 

Your account will show you how many of your emails were delivered, how many were opened and 

what links were clicked on. Simply click on óReports and Statisticsô. 

View by Send 
 

You will see a list of your most recent sends click 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).    

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

 

You will see graphical representations of how many people received your email, how many people 
opened it, and how many people took an action ς that is, clicked on a link, forwarded it, unsubscribed or 
complained. There will also be a graph showing you the ǊŜŀǎƻƴǎ ǿƘȅ ŜƳŀƛƭǎ ŘƛŘƴΩǘ ƎŜǘ ŘŜƭƛǾŜǊŜŘΦ    
 
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 
cƭƛŎƪƛƴƎ ƻƴ ΨhǇŜƴŜŘΩΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ƭƛǎǘ ƻŦ ǊŜŎƛǇƛŜƴǘǎ ǿƘƻ ƻǇŜƴŜŘ ȅƻǳǊ ŜƳŀƛƭ which you can filter via 
the appropriate letter or number (shown below).  
 

 

 

  



 

Unsubscribed  

The system automatically tags the addresses of individuals who have unsubscribed, so that they will not 
be sent to again. It ŀƭǎƻ ŀŘŘǎ ǘƘŜǎŜ ŀŘŘǊŜǎǎŜǎ ǘƻ ȅƻǳǊ ŀŎŎƻǳƴǘΩǎ ōƭƻŎƪƭƛǎǘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǎƘƻǳƭŘ ȅƻǳ 
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 ï Hard bounces  

Hard bounces are emails that cannot be delivered because there is a problem with the email address 
ƛǘǎŜƭŦΦ Ψ¦ǎŜǊ ǳƴƪƴƻǿƴΩ ƻǊ Ψ5ƻƳŀƛƴ ǳƴƪƴƻǿƴΩ ŀǊŜ examples of hard bounces. A hard bounce is usually the 
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 ï Soft bounces  

Soft Bounces are emails that cannot be delivered because something temporarily does not allow the 
system ǘƻ ŘŜƭƛǾŜǊ ǘƘŜ ŜƳŀƛƭΦ ¢Ƙƛǎ Ƴŀȅ ōŜ ōŜŎŀǳǎŜ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƳŀƛƭōƻȄ ǿŀǎ ŦǳƭƭΤ ǘƘŜ ŜƳŀƛƭ ǿŀǎ ōƭƻŎƪŜŘ 
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  

If you waƴǘ ǘƻ ǎŜŜ ǿƘŀǘ ƭƛƴƪǎ ǿŜǊŜ ŎƭƛŎƪŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨclickedΩ ƭƛƴƪ ǳƴŘŜǊ ΨOf the total who openedΩ.   
 

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŜȄǇƻǊǘ ŀ t5C ƻŦ ǘƘŜ ƎǊŀǇƘǎΣ ŎƭƛŎƪ ǘƘŜ Ψexport (PDF)Ω ƭƛƴƪΦ   
 

Please Note: The 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.  

 

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

 

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.  

 

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

 

 

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 
ǊŜǇƻǊǘǎ ōȅ ŜƴǘŜǊƛƴƎ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴǘƻ ǘƘŜ ŦƛŜƭŘ ƻƴ ǘƘŜ Ψ±ƛŜǿ ōȅ wŜŎƛǇƛŜƴǘΩ ƳŜƴǳ ƻǊ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ŀƴ 
email address in any drill-Řƻǿƴ ǘŀōƭŜ ȅƻǳΩǾŜ ŀǊǊƛǾŜŘ ŀǘ Ǿƛŀ ǘƘŜ Ψ±ƛŜǿ ōȅ {ŜƴŘΩ ƻǊ Ψ±ƛŜǿ ōȅ aŀƛƭƛƴƎ [ƛǎǘΩ 
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 address ƛƴǘƻ ǘƘŜ ǘŜȄǘōƻȄ ŀǾŀƛƭŀōƭŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άsearchέ 
button, as shown below: 

 

LŦ ȅƻǳ ŀǊŜ ǊǳƴƴƛƴƎ ŀ ǉǳŜǊȅ ƻƴ ǘƘŜ Ψ±ƛŜǿ ōȅ wŜŎƛǇƛŜƴǘΩ menu, you can do exact or wildcard (i.e. partial) 
searches. If it is a partial search, it will return all matching email addresses. 
 



 

¸ƻǳ Ŏŀƴ ŘǊƛƭƭ Řƻǿƴ ǘƻ ǎŜŜ ǿƘŀǘ ƳŀƛƭƛƴƎ ƭƛǎǘǎ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ǎǳōǎŎǊƛōŜŘ ǘƻΣ ǿƘŀǘ ƭƛƴƪǎ ǘƘŜȅΩǾŜ ŎƭƛŎƪŜŘ 
on, and what eƳŀƛƭǎ ǘƘŜȅΩǾŜ ƻǇŜƴŜŘ ƻǊ ŦƻǊǿŀǊŘŜŘΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǎŜŜ ƛŦ ǘƘŜǊŜ ƛǎ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ 
that email address stored in your Address Book or your other datasets. 
 

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  

 

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

below: 

 

 

  

info@test.co.uk 



 

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 ŎƻƳǇŜǘƛǘƻǊΩǎ rates.  

 

  



 

  

Account Details  

User Profile  

Please ensure that your contact details are up to date at all times on the Ψ¦ǎŜǊ tǊƻŦƛƭŜΩ page. US, 
European and Australian legislation requires that the footer on every outgoing email contain the 
physical address of the sender. Whatever address you have in your ΨtǊƻŦƛƭŜ ǎŜǘǘƛƴƎǎΩ page will be the 
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  

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ Ŏŀƴ Řƻ ƛǘ ŀǘ ŀƴȅ ǘƛƳŜ ƻƴ ǘƘŜ Ψ¦ǎŜǊ tǊƻŦƛƭŜΩ ǇŀƎŜΦ  

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 
ǘƘŜ ΨLƴǾƻƛŎŜǎΩ ǎǳō-ƳŜƴǳ ǳƴŘŜǊ Ψ{Ŝǘ-up & OptionsΩΦ 
 
You can view your invoices by clicking on them, and you can then download or print them. 

Change Billing Details  

¸ƻǳ Ŏŀƴ ǳǇƎǊŀŘŜ ƻǊ ŘƻǿƴƎǊŀŘŜ ȅƻǳǊ ǎǳōǎŎǊƛǇǘƛƻƴ Ǉƭŀƴ ŀǘ ŀƴȅ ǘƛƳŜΦ {ƛƳǇƭȅ Ǝƻ ǘƻ ǘƘŜ Ψ/ƘŀƴƎŜ !ŎŎƻǳƴǘΩ 
which is a sub-menu of Ψ{Ŝǘ-up & hǇǘƛƻƴǎΩ and follow the instructions. 

Cancel Account 

¸ƻǳ Ŏŀƴ ŎŀƴŎŜƭ ȅƻǳǊ ǎǳōǎŎǊƛǇǘƛƻƴ ŀǘ ŀƴȅ ǘƛƳŜΦ {ƛƳǇƭȅ Ǝƻ ǘƻ ǘƘŜ Ψ/ŀƴŎŜƭ !ŎŎƻǳƴǘΩ which is also a sub-menu 
ƛƴ Ψ{ŜǘǳǇ & hǇǘƛƻƴǎΩ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎΦ 

Additional Services  

Within this section you can manage the items that you have additionally bought for your account. You 
Ŏŀƴ ŀƭǎƻ ǇǳǊŎƘŀǎŜ ƴŜǿ ƛǘŜƳǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƘȅǇŜǊƭƛƴƪ ŀǘ ǘƘŜ ǘƻǇ ǿƘƛŎƘ ǎǘŀǘŜǎ άitems hereέΦ 

General Settings 

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

Please note: It 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 



 

ǎȅƳōƻƭ ϝ ǘƘŀǘ ŀǇǇŜŀǊǎ ƴŜȄǘ ǘƻ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊΩǎ ƴŀƳŜΦ ²ƘŜƴ ŀ ǘǿƛƴƴŜŘ ƴŜǿǎƭŜǘǘŜǊ ƛǎ ŜŘƛǘŜŘΣ ǘƘŜ I¢a[ 
version is opened first. The text Editor appears after you save the newsletter in the Editor.] 
 

Enable G oogle analytics tracking to all URLs  

LŦ ȅƻǳΩǊŜ ǳǎƛƴƎ Google analytics to monitor 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., name, 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  

¢Ƙƛǎ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ƎŜǘ ŀ ŘƛŦŦŜǊŜƴǘ ǾƛŜǿ ǿƛǘƘƛƴ ȅƻǳǊ ŀŎŎƻǳƴǘΦ LŦ ȅƻǳ άUse mailing list and dataset 
menusέ ǘƘŜƴ ƛǘ ǿƛƭƭ focus more on the mailing lists. The other option which is set to default will show 
άLists & Contactsέ ƛƴ your account which is the same as the structure of this manual.  

Header / Footer Settings  
Our system automatically displays ŀƴ ǳƴǎǳōǎŎǊƛōŜ ŦƻƻǘŜǊ ǘƻ ŜŀŎƘ ƻǳǘƎƻƛƴƎ ŜƳŀƛƭΦ ¢ƘŜ ΨIŜŀŘŜǊ κ CƻƻǘŜǊ 
{ŜǘǘƛƴƎǎΩ ƳŜƴǳ ŀƭƭƻǿǎ ȅƻǳ ǘƻ customise this footer. 
 

 

Header Settings  

You can have a header fixed ǘƻ ŀƭƭ ƻŦ ȅƻǳǊ ƻǳǘƎƻƛƴƎ ƴŜǿǎƭŜǘǘŜǊǎΦ ¢ƘŜ ƘŜŀŘŜǊ ƛƴŎƭǳŘŜǎ ǘƘŜ ΨŦǊƻƳΩ ŜƳŀƛƭ 
ŀŘŘǊŜǎǎ ŀƴŘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ȅƻǳ ƘŀǾŜ ǎŜƴǘ ǘƻΣ ŀƴ ΨǳƴǎǳōǎŎǊƛōŜΩ ƭƛƴƪ ŀƴŘ ŀ ƭƛƴƪ ǘƻ ǾƛŜǿ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ 
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 άǊŜŦǊŜǎƘ ǇǊŜǾƛŜǿέ button. If you are 
ǎŀǘƛǎŦƛŜŘ ǿƛǘƘ ǘƘŜ ǿŀȅ ǘƘŜ ƘŜŀŘŜǊ ƭƻƻƪǎ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴΦ 
 
 

 



 

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.  
 

 

 

 

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

 



 

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. 

 

The API 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 ID ς SenderID (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 

ǘŜȄǘ ōƻȄ ǘƻ ŜƴǘŜǊ ȅƻǳǊ ŘƻƳŀƛƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άgenerate SPF recordsέ ōǳǘǘƻƴΦ 

 

DKIM / Domain Keys - DKIM / 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 

ǘƻ ŜƴǘŜǊ ȅƻǳǊ ŘƻƳŀƛƴ ƛƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άgenerate DKIM SettingsέΦ  



 

  
 

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  

 

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 menuΦ  ¢Ƙƛǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ Ψ{ǳōǎŎǊƛōŜΩΣ Ψ¦ƴǎǳōǎŎǊƛōŜΩ 
ŀƴŘ ΨCƻǊǿŀǊŘΩ ƭƛƴƪǎ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ȅƻǳǊ ŦƻǊƳ ǘƻ ǘƘŜ ƭŀƴƎǳŀƎŜ ǎŜƭŜŎǘŜŘΦ  
 
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 image and 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 and 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  
¢ƘŜ ōǳǘǘƻƴǎ ŀǊŜ ǘƘŜ ƭƛƴƪǎ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ǘƘŀǘ ǎŀȅ Ψ¦ƴǎǳōǎŎǊƛōŜΩΣ Ψ{ǳōǎŎǊƛōŜΩΣ ΨCƻǊǿŀǊŘΩΣ ŜǘŎΦ 
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 for users with additional data   
If there is an Address Book or dataset into which you are populating data via subscriber input on the 
ŦƻǊƳ όǎŜŜ ǎŜŎǘƛƻƴ ƻƴ CƻǊƳ CƛŜƭŘǎ ōŜƭƻǿύΣ ŀƴ Ψ¦ǇŘŀǘŜ tǊƻŦƛƭŜΩ ƭƛƴƪ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŦƻǊƳΦ LŦ ȅƻǳ ǘƛŎƪ ǘƘƛǎ 
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 
ǘƘƻǎŜ ŀǊŜ ǘƘŜ ŦƛŜƭŘǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ άDisplayέ ŀƴŘ ǘƘƻǎŜ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ άMake Compulsoryέ which 
means the user will NEED to fill in that box to subscribe. 
 

 



 

 
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 
ȅƻǳǊ ǎǳōǎŎǊƛǇǘƛƻƴ ŦƻǊƳ ǳǎƛƴƎ ǘƘŜ ΨCƻǊƳ CƛŜƭŘǎΩ sub-menu. {ƛƳǇƭȅ ŜȄǇŀƴŘ ǘƘŜ ΨCƻǊƳ CƛŜƭŘǎΩ ǎŜŎǘƛƻƴΣ ǎŜƭŜŎǘ 
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 
ŜȄǇŀƴŘ ǘƘŜ ΨaŀƛƭƛƴƎ [ƛǎǘΩ ǎŜŎǘƛƻƴ ŀƴŘ ǘƛŎƪ ǘƘŜ ōƻȄ ŦƻǊ ŜŀŎƘ ƭƛǎǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘƛǎǇƭŀȅ ƻƴ ǘƘŜ ŦƻǊƳΦ 
 
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 
selectedΦ ¢ƘŜȅ Ŏŀƴ ŎƘŀƴƎŜ ǿƘŀǘ ƭƛǎǘǎ ǘƘŜȅ ŀǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ¦ǇŘŀǘŜ ǇǊƻŦƛƭŜΩ ƻǊ 
Ψ¦ƴǎǳōǎŎǊƛōŜΩ ōǳǘǘƻƴΦ ¢ƘŜȅ ŀƭǎƻ ƘŀǾŜ ŀ ŎƘƻƛŎŜ ǘƻ Ψ¦ƴǎǳōǎŎǊƛōŜ ŀƭƭΩΦ  
 
If no mailing list is ǎŜƭŜŎǘŜŘΣ ǘƘŜ ǎǳōǎŎǊƛōŜǊ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ΨMy Mailing ListΩ, which is created by default 
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 - In  

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 double opt-ƛƴ ǇǊƻŎŜǎǎΣ ŎƭƛŎƪ ƻƴ ΨtǊŜǾƛŜǿ ƻǇǘ-ƛƴ ŜƳŀƛƭΩ ǘƻ ǎŜŜ ǘƘŜ ŜƳŀƛƭ ǿŜ 
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-ƘŀƴŘ ŎƻƭǳƳƴ ǿƛǘƘ ǘƘŜ Ψ/ƘŜŎƪ ƛƳŀƎŜΩ ŀƴŘ ǘƘŜ 
Ψ/ƻƴŦƛǊƳ ǎǳōǎŎǊƛǇǘƛƻƴ ƭƛƴƪΩ ƻǇǘƛƻƴǎ Ŏŀƴƴƻǘ ōŜ customised.   
 

  



 

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 
ŀǇǇǊƻǇǊƛŀǘŜ άclick hereέ ƘȅǇŜǊƭƛƴƪΦ 
 
 
Link Subscription Form to your Facebook Page  

 

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

1. First, log into your Facebook fan page account.  
 

2.  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".  
 

3.  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.  
 

4. 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".  
 

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

6. 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 ΨsaveΩ.  

 

 

You can also create autoresponders for a new subscribe or unsubscribe by clicking on the appropriate 

άclick hereέ ƭƛƴƪǎΦ Once you have clicked on them please refer back to the TriggerMail section within this 

manual.   

 

  



 

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. 
 

 

   

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 

website and try ǘƻ ŦƛƴŘ ǘƘŜ ƻŦŦŜǊ ǘƘŀǘ ȅƻǳΩǊŜ ǊŜŦŜǊǊƛƴƎ ǘƻΦ ¢ƘŜȅ Ŏŀƴ ŀŎǘǳŀƭƭȅ ŎƭƛŎƪ ǘƘŜ άŎƭƛŎƪǳέ ƭƛƴƪ ǿƘƛŎƘ 

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. 

¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ƳƻōƛƭŜ ǎƛǘŜΣ ŦƛǊǎǘ ȅƻǳ ƴŜŜŘ ǘƻ ƴŀƳŜ ǘƘŜ ƳƻōƛƭŜ ǎƛǘŜ ǘƻ Řƻ ǘƘŀǘ ŎƭƛŎƪ άCreate Siteέ ǘƘŜƴ 

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. 

 

  



 

The next stage is to set the properties of your site, to do this you Ŏŀƴ ǳǎŜ ǘƘŜ ǘŀō ƳŜƴǳ ǳƴŘŜǊ άMobile 

Site PropertiesέΦ Each of the tabs will expand and you can customise them to fit your design. 

 

 

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

Background color ς 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: 

 

Text Displays ς 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 Note: This section is used for the text that people may type on your mobile site, for example in a 

subscription form. 

Alignment ς To choose the alignment of your mobile site simply click on the drop down menu and 

choose the alignment you want from the list.  



 

 

 

Create New ς You will be able to go back and create a new page 

Create from Template ς You will be able to create a new page from a previous template 

Open ς You will be able to open a previous page or template and edit it 

Save As ς 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. 

 

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

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

Home Page ς You will be able to select the page you want to edit by ticking the checked box for the 

appropriate page (shown below): 

 

  



 

Background Color ς 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: 

 

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 Note: this section is for the text that people may type on your mobile site, for example in a 
subscription form. 
 
Alignment ς 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 Addresses ς You will need to type in the email addresses in this section to receive 

any information that is entered onto your mobile site.   

 

Back 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 back button is going to navigate to will depend on which page you select from 

the drop down menu (example shown below): 

 



 

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:  

 

 

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: 

¶ This icon is used to add text to your mobile page  

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: 

 

 



 

¶ This icon is used to create a bullet pointed list  

 

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

 

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

¶ This icon is 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:  

 

  



 

¶ This icon is used to add a hyperlink   

To create the hyperlink, type in a Caption for the hyperlinkΣ ŀƴŘ ǘƘŜƴ ǘȅǇŜ ǘƘŜ ΨWeb Address (URL)Ω ƛƴ 

the textbox available. This is the hyperlink shown below:  

  

¶ This icon is used to add a table  

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. 

  



 

You can then customise your ǘŜȄǘ ǿƛǘƘƛƴ ǘƘŜ ǘŀōƭŜ ŀƴŘ ǘƘŜ ǘŀōŜƭ ƛǘǎŜƭŦ Ǿƛŀ ǘƘŜ ƻǇǘƛƻƴǎ ǳƴŘŜǊ ΨTable 

BorderΩΦ   

 

An example of the table above:  

 

Icons used to collect data:  

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.  

¶ The first icon is a textbox which will allow users to enter data into the textbox such as email address. 

¦ǎŜ ǘƘŜ ΨcaptionΩ ǘƻ ŜȄǇƭŀƛƴ ǿƘŀǘ ǘƘŜ ǘŜȄǘōƻȄ ƛǎ ƎƻƛƴƎ ǘƻ ōŜ ǳǎŜŘ ŦƻǊΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ŘŜŦŀǳƭǘ ōƻȄ ǘƻ 

enter in an example into the textbox on the mobile site (this is shown below) 

 

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: . 



 

¶ The next icon 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.  

 

 
 

 

¶ This is a drop down list which will allow the users to choose pick from the drop down menu 

provided. hƴŎŜ ŀ ǳǎŜǊ Ƙŀǎ ŎƘƻǎŜƴ ǘƘŜ ǾŀƭǳŜ ǘƘŜȅ ǘƘŜƴ ƴŜŜŘ ǘƻ ŎƭƛŎƪ άSubmitέΦ 

 

 

 



 

¶ 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 ŎƭƛŎƪ ΨSubmitΩΦ 

 

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 ΨrefreshΩ 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  (this is shown in the second screenshot below).  

  

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

page:  



 

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.  

 

Once you have chosen a mobile site to edit you can then start editing the site via the options shown in 

the Ψcreate siteΩ section 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 name 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 click oƴ ǘƘŜ ΨSaveΩ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ƳƻōƛƭŜ ǿŜōǎƛǘŜ ǿƛƭƭ ƴƻǿ ōŜ 
permanent.  

 
 

 

  

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:  

 

Once you have chosen the folder, the next step is to select the images that you want to be uploaded 
ƛƴǘƻ ǘƘŀǘ ǇŀǊǘƛŎǳƭŀǊ ŦƻƭŘŜǊΦ ¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άGet images / filesέ ōǳǘǘƻƴΦ  ! ƴŜǿ ǿƛƴŘƻǿ 
will open and you can browse for your images/files, once you have located them you can click on the get 
image or file ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άOpenέ ōǳǘǘƻƴΦ ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άupload filesέ ōǳǘǘƻƴ 
as shown below as that will upload the selected files into your account for you to use.  
 

 

  



 

Manage 
Within this section you can manage your folders and images by deleting, moving or renaming them. 
 
Folder Management: To 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 Management: To move or copy an image, drag the thumbnail to the appropriate folder. To delete 
or rename an image select it and right click. 

 

  



 

  
  

Please Note: You can create a Phone List exactly the same way as a Mailing List.  

Create a new mobile list  

¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇƘƻƴŜ ƭƛǎǘΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ άAdd Mobile Listέ ƛŎƻƴ    this will allow you to create a 

new list. Once that icon has been clicked, you are able to name your new list shown below: 

 

Once the list is completed you can ǳǎŜ ǘƘŜ άSaveέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎǊŜŀǘƛƻƴ ƻŦ ȅƻǳǊ ƴŜǿ ƳƻōƛƭŜ 

list.  

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  this will now allow you to import 
your data using 2 different methods: 
 
1. Add by copy and paste or typing ς 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 ŎƭƛŎƪ ǘƘŜ άaddέ ōǳǘǘƻƴ ǘƻ ŀŎǘǳŀƭƭȅ import them into the 
newly create mobile list.  
 

  



 

2. Import from file ς The second option (which ǿŀǎ ŘƛǎŎǳǎǎŜŘ ƛƴ ǘƘŜ άadd new mailing listέ section) is 
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; 
ȅƻǳ Ŏŀƴ Řƻ ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άLƳǇƻǊǘ {ŜǘǘƛƴƎǎέΦ  
 

 
 

Once the settings are all corrected the next step is to locate the file that you wish to import. To do that 

ŎƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ ōǳǘǘƻƴΣ once you have found the file you wish to import click the άOpenέ button 

as that will then show the file name within the textbox (as shown below). 

 



 

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 

policy ǘƘŜƴ ȅƻǳ Ƴŀȅ ǇǊŜǎǎ ǘƘŜΣ άContinueέ ōǳǘǘƻƴΦ  

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.  

 

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

 

LŦ ƛǘ ƛǎ ǎǘƻǊŜŘ ŎƻǊǊŜŎǘƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ άfinishέ ōǳǘǘƻƴΣ ŀƭǘŜǊƴŀǘƛǾŜƭȅ ŎƭƛŎƪ ƻƴ άchange column mappingsέ ŀƴŘ 

you will be brought back to the previous page to change the drop down boxes.  

 

  



 

  
 

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 name 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.  

 

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.  
 

 

  



 

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 tƘŜ άinsertέ 

button and it will place the personalisation into the text message where your cursor is placed.  

 

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

shown below: 

 

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): 

 

Once your text message is complete and you are ready to send, ŎƭƛŎƪ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ 

of your screen  

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

 

  



 

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: 

 

Once you have chosen the correct text message that you would like to edit, highlight it and then click on 

ǘƘŜ άeditέ button. It will return you to the Text Editor as shown in the Create section above.  

 

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. 

 

  



 

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

would like to rename and ǘƘŜƴ ǳǎŜ ǘƘŜ Ψ¢ƻ ǘƘƛǎ ƴŜǿ ƴŀƳŜΩ textbox to rename it. Once you have 

ǊŜƴŀƳŜŘ ǘƘŜ {a{ ƳŜǎǎŀƎŜ ŎƭƛŎƪ ƻƴ ǘƘŜ άrenameέ ōǳǘǘƻƴΦ 

 

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 

ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŘŜƭŜǘŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ άdelete SMS/sέ ǿƘƛŎƘ ǿƛƭƭ ǊŜƳƻǾŜ it.  

  



 

  

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.  

 

¶ To (mobile number) ς this is used for you to type in your mobile number so the test gets sent to 

yourself for you to look at. 

¶ Select text message ς 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.  

Cƛƴŀƭƭȅ ŎƭƛŎƪ ǘƘŜ άsend testέ ōǳǘǘƻƴ ǿƘƛŎƘ ǿƛƭƭ ǎŜƴŘ ǘƘŜ ǘŜǎǘ ǘƻ ǘƘŜ ƴǳƳōŜǊ ƛƴǇǳǘǘŜŘ ƛƴ ǘƘŜ άToέ ǘŜȄǘōƻȄΦ 

 

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 άTo (Phone List)έ 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.  



 

 

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.  

LŦ ŀƭƭ ƛǎ ŎƻǊǊŜŎǘŜŘ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άsend to listέ ōǳǘǘƻƴ ŀƴŘ ƛǘ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƳŜǎǎŀƎŜ ōƻȄ ŀǎƪƛƴƎ ƛŦ 

you are sure you want to send. If you are sure you want to send the ŎƭƛŎƪ ǘƘŜ άsend to listέ ōǳǘǘƻƴ ŀƎŀƛƴΣ 

alternatively you can click on the X at the top right corner to cancel. 

 

 

  



 

   

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

views.  

 

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.  

 

  



 

The example below shows the details of the opens which represents how many times the receiver has 

viewed the text message.  

 

Extract Data ɀ 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: 

 

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 weekΩs data.  

 

Cƛƴŀƭƭȅ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ǘƘŜ άExportέ ƭƛƴƪ ǿƘƛŎƘ ǿƛƭƭ ǎŜƴŘ ǘƘŜ ƭƛƴƪ ǘƻ ȅƻǳǊ ŜȄǇƻǊǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

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: 

  



 

  

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.  

  

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

ǘƘŜ άmake paymentέ ōǳǘǘƻƴ. This will then process your payment and take you to a secure screen in 

ǿƘƛŎƘ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ƳŀƪŜ ǘƘŜ ǇŀȅƳŜƴǘ ŦƻǊ ǘƘƻǎŜ ōȅ ŦƛƭƭƛƴƎ ƛƴ ȅƻǳǊ ŘŜǘŀƛƭǎ ŀƴŘ ŎƭƛŎƪƛƴƎ άƳŀƪŜ ǇŀȅƳŜƴǘέ 

again. 

 

Please follow the instructions until the payment is complete. 



 

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.  

 

 

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 

ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άchangeέ button and you will need to insert your number into the text field provided in 

the next screen as shown below: 

 

  



 

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).  

 

LŦ ǘƘƛǎ ƛǎ ǎƘƻǿƛƴƎ ƛƴŎƻǊǊŜŎǘƭȅ ŦƻǊ ȅƻǳ ǘƘŜƴ ǇƭŜŀǎŜ ŀƳŜƴŘ ƛǘ ǘƻ ǘƘŜ ŎƻǊǊŜŎǘ ŎƻǳƴǘǊȅ ŎƻŘŜ ŀƴŘ ŎƭƛŎƪ άapply 

changesέΦ  

 

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 Note: the 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.  

 

You can get your password emailed to your download email addreǎǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άemail my 

password to meέ ōǳǘǘƻƴ ƻǊ ȅƻǳ Ŏŀƴ Ƨǳǎǘ ǎŀǾŜ ǘƘŜ ƴŜǿ ǇŀǎǎǿƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴΦ  



 

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. 
 
Above-the-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.  
 
Absolute 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 list ς 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. 

 
Bounced email  
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.   
 
CAN-SPAM Act of 2003  
The United States of America introduced this Federal anti-spam legislation. It was passed in 2003 and 
ǊŜǉǳƛǊŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴ ŜŀŎƘ ŜƳŀƛƭΥ ŀ ƭŜƎƛǘƛƳŀǘŜ ƘŜŀŘŜǊΣ ŀ ǾŀƭƛŘ ΨCǊƻƳΩ ŀŘŘǊŜǎǎ ŀƴŘ ŀ ǎǘǊŀƛƎƘǘŦƻǊǿŀǊŘ 
Ψ{ǳōƧŜŎǘΩ ƭƛƴŜΦ !ƭǎƻ ǊŜǉǳƛǊŜŘ ōȅ ǘƘŜ ŀŎǘ ƛǎ ŀƴ ǳƴǎubscribe/opt-out option and/or instructions and a 
physical address. It also requires that all unsubscribes are processed within ten days of receipt. 
 
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 opt-in (required by The European anti-spam 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 click-through 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.   
 
ESP: Email Service Provider.  
 
Event triggered email  

Pre-programmed messages sent automatically, based on an event such as a date or anniversary. 
 
Ezine (also e - 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  
¢ƘŜ ŦǊƻƳ ƭƛƴŜ Ƙŀǎ ǘǿƻ ǇŀǊǘǎΥ ǇŀǊǘ ƻƴŜ ƛǎ ǘƘŜ ΨCǊƻƳΩ ƴŀƳŜ -- ŦƻǊ ŜȄŀƳǇƭŜ ΨWƻŜ .ƭƻǿΦ tŀǊǘ ǘǿƻ ƛǎ ǘƘŜ ΨCǊƻƳΩ 
address -- the electronic address including @, such as admin@domain.com.au. Your recipients may see 
ƻƴƭȅ ǘƘŜ ΨŦǊƻƳΩ ƴŀƳŜΣ ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎΣ ƻǊ ōƻǘƘΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŎƻƴŦƛƎǳǊŀǘƛƻƴ ƻŦ ǘƘŜƛǊ ŜƳŀƛƭ ŎƭƛŜƴǘ 
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-quality 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, 
ǘƘŜȅ ǘƘƛƴƪ ƻŦ Ǉƭŀƛƴ ǘŜȄǘΦ ²ƘŜƴ ȅƻǳ ǳǎŜ ǘƘŜ ǘŜǊƳ ΨƴŜǿǎƭŜǘǘŜǊΩ ƛƴ ƳŀǊƪŜǘƛƴƎΣ ƛǘ ŎƻƴƧǳǊŜǎ ǳǇ ŀ ǿƘƻƭŜ ǊŀƴƎŜ 
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.   
 
Permission-based 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®, 
¸ŀƘƻƻϯ ŀƴŘ /haa.!bYΣ ǘƻ ƴŀƳŜ Ƨǳǎǘ ŀ ŦŜǿΦ ¢ƘŜǎŜ ƳŜǎǎŀƎŜǎ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ ΨǇƘƛǎƘΩ ŦƻǊ ǇŜǊǎƻƴŀƭ ŀƴŘ 
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 URLs. 
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 opt-in  
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 mail 
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 
ōŜƴŜŦƛǘ ǘƻ ǘƘŜ ǎŜƴŘŜǊΦέ 
 
Spoofing   
The falsification of an email header so that the email appears to have originated from someone or 
somewhere other than the actual source.   
 
Subject 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.  
 
Text-only 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 ς 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 
answŜǊǎ ǘƘŜ ǇǊƻǎǇŜŎǘƛǾŜ ǊŜŎƛǇƛŜƴǘΩǎ ǉǳŜǎǘƛƻƴΥ Ϧ²Ƙȅ ǎƘƻǳƭŘ L Řƻ ōǳǎƛƴŜǎǎ ǿƛǘƘ ȅƻǳ ƛƴǎǘŜŀŘ ƻŦ ǎƻƳŜƻƴŜ 
else?"   
  
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 

ǇǊŜǾŀƭŜƴǘΦ ¢ƻƻƭǎ ǎǳŎƘ ŀǎ ΨǎŜƴŘ ǘƘƛǎ ǇŀƎŜ ƻǊ ΨŜƳŀƛƭ ǘƻ ŀ ŦǊƛŜƴŘΩ ŜƴŎƻǳǊŀƎŜ ǇŜƻǇƭŜ ǘƻ ǊŜŦŜǊ ƻǊ ǊŜŎƻƳƳŜƴŘ 

ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǇǊƻŘǳŎǘΣ ǎŜǊǾƛŎŜ ƻǊ ŀ ǎǇŜŎƛŦƛŎ ƻŦŦŜǊ ǘƻ ƻǘƘŜǊǎΦ 
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