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Home ¢

Introduction — 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 our new dashboard which immediately provides you with
the key information you need regarding your account. It also provides you with some great features

that will save you lots of time and effort.

News and Activities

Mailing list created 26/07/2013 14:17
"Imported Data"

Social
Post goes here... 3 facebook

delete

My Account Stats

Send Credits Left 9931

Non-Expiring Send Credits 5000

Expiring Send Credits 4931

Mobile Send Credits 4
SMS

SMS goes here...

16 / 160 | 3 words

+44 m

e You can view “News and Activities” which will help you provide you with the recent activity in
your account and it will also provide you with navigation.
e “My Account Stats” will update you with the send credits you have left to use within your

account.

e You can use the “Social” section to post directly to your Facebook and Twitter accounts even at

the same time.

e You can also use the “SMS” section to send a quick text message directly from your Dashboard.

Back to Top



Emails ¢

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 and your account
contains 80 responsive templates for you to choose from.

Template Library

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates

9’6  ©

Template library My emails My templates
Use one of Edit one of Use one of your saved
our templates your emails templates
Image and file library Paste code Import 3 new RSS Feed
HTML file

Designing your own email template?
Download the toolkit

Our template selector offers multiple layout options and industry categories...

Select your layout and category, then choose a template that best fits your requirements and edit in
the editor.

Back to Top



Template Selector Filter > All

Layouts All
N N
—) —/
Single Column  One Column | covcanon | S
Page -

e (e—

)

Left Column Middle Two

Column -
N o
o =
==
Tl St i B S e
N—— — 2
Multiple Right Column Home Security Interior Design Education News
Section

Select the category ‘ Food 2 Mouth Foxndacion

|
Select the category 1
Sports z 3 ,
; We need

Educational <

N : A= o yoursupport
Non profit X

| Business

Retail
Travel
Events

Real Estate ) = 2 — ‘
Holidavs Close Editor B

If you hover over a template you will then see you can click on it to expand it giving you a bigger

view of it as shown below:

@

o Latest News Upcoming Races  Special Offers

THE
CYCLE SHOP

Cycle Shop
S e le c t Pariatur duis dolor, readymade flexitarian non Pariatur duis dolor, readymade flexitarian non
cray roof party farm-to-table occupy helia food cray roof party farm-to-table occupy hella food
truck viral churcn~key Nesciunt organic vegan, truck viral cnurchAkey Nesciunt organic vegan,
flexitarian sapiente ad leggings polaroid 8-bit flexitarian sapiente ad leggings polaroid 8-bit
Aunte manna heard aliniia assthetic scenester Aunte manna heard alinua assthetic srenester

Once you are happy with the template, you click on ‘Select’ and you will be able to start editing it.

Back to Top



My Emails

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates

o
3 S« €

Template library My emails My templates
Use one of Edit one of Use one of your saved
our templates your emails templates
Image and file library Paste code Import a new RSS Feed
HTML file

Designing your own email template?
Download the toolkit

By clicking on this option you will be taken to select your email, within that section you will also be
able to edit, rename, delete, move it to another folder and more.

My content

QO o | ¢ < > WM~ 1 Q -
W) Email / Newsle... (48) Emails
. Archived newsl... (1) ~ Example Newsletter Edit |
. Draft newslett... (6) Created 19/08/2014 15:41 Lactadit 10/naionis’|5:41
. dMail gy == Prev (1| Next == Preview
FeedMai .y Export
. Important Upda... (7 Rename
r109% Copy
. Newsletters (103)
Delete
. Templates (9 )
Inbox preview
BB webinar (2) Spam check
Edit email snippet
Edit text only

Back to Top



As shown in the above screenshot once you select the drop down menu you will have a lot of
features you can choose from. Those options are as follows:

e Preview newsletter — This will give you a visual of how the newsletter looks.

e  Export — This will allow you to export the newsletter as HTML or PDF.

o Rename newsletter — This will allow you to rename the newsletter if you feel the need to.

e Copy newsletter — This will allow you to copy the newsletter, which is mainly used if you would
like to continue using one newsletter but make alterations each month. You can use this to copy
the newsletter and use/edit the copy for the next newsletter you will be sending out.

o Delete newsletter — This will delete the current newsletter you have selected.

There are also more advanced options you can choose from such as:
e Inbox Preview — This will enable you to preview what your newsletter will look like in up to 14

different email clients. All paying accounts will have full access to this feature allowing them to
create as many inbox previews as they require at no cost.

X

Subject:

Send to Preview

o Spam Check — This feature will help you to ensure your newsletter doesn’t end up in the
recipient’s junk folder, as it will give you a spam score rating from your newsletter and subject
line. It will also give you tips on how to reduce your spam score if necessary.

e Edit Email Snippet — This new feature will allow you to add text which will be presented next to
your subject line, but unlike the subject line the text in the email snippet will not count towards
your spam score. This feature will allow you to place the text exactly how you would like without
damaging your spam score, so feel free to add CAPITAL LETTERS, any words and even symbols
such as pound signs (£).

X
Update Snippet Text

A =nippet text, or "preheader” is that small piece of real estate at the top of an email. It"s your value proposition - a
teaser for clients to read on. This iz especially great for pulling readers from mobile devices - more and more read their
email on a mobile phone.

o Edit Text Only — This option will allow you to create a text only version of your newsletter. The
text only version will only be used if the HTML version is not accepted.

Back to Top



My Templates

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates e
E @
Template library My emails My templates
Use one of Edit one of Use one of your saved
our templates your emails templates
Image and file library Paste code Import a new RSS Feed
HTML file

Choose this option if you'd like to base your newsletter on one that you have already designed and
saved as a template within the editor.

When you click on the drop down arrow you will see you can use this template, edit this template or

simply ‘Copy’ this template. To use this email as a base for your next newsletter choose either ‘Use
this template’ or ‘Copy’.

My content

=

o m .@'\ < w7 Q -
W) Email / Newsle... (15) Emails

- Archived newsl... (0) Example Newsletter #1 * Use =

n Draft newslett. .. (0) Created10/02/2014 10:42 Last edit10/02/2014 10:42

- Templates (4) Xmas_template Use =

Created22/11/2013 15:29 Last edit22/11/2013 15:29

newsletter Use | =

Created30/09/2013 14:06 Last edit30/09/2013 14:06

newsletter 1 Use | =

Created30/09/2013 14:12 Last edit30/09/2013 14:12

<< Prev |1| Next >>

Of course if you would just like to edit the template then select ‘Edit Template’.

Back to Top



Image and File Library

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates

=

Template library

Use one of
our templates

My emails
Edit one of

your emails

@I@

Image and file library

Paste code

Designing your own email template?

Download the toolkit

Folder Management: To rename or delete an image folder, select the folder and right click. To

©

Import 3 new

HTML file

=

My templates

Use one of your saved
templates

©

RSS Feed

create a new sub folder, select where you’d like to add it, right click and add folder.

@ Upload %2 Refresh /" Settings

Back to Top

Folders
= =3 Folders
(] animations
(C] Attachments
(Z] backgrounds \,,” ST,
(] bullets o -
=3 business-gm-templates
banner.jpg
New Subfolder 0/28/2013 6:49 AM
52 KB
Rename
Upload Multiple Files
Cnewm & pelete
1 newm i )
CanNPO |
(Z] photos
[Z] pictures
(1 responsive heart.jpg
D test 10/28/2013 6:49 AM
G Test Temlpate 1 -
[:] Test Template 01 8 files

border jpg
10/28/2013 6:49 AM
3KB

v

heart_1.jpg
10/28/2013 6:49 AM



Image Management: To move or copy an image, drag the thumbnail to the appropriate folder. To
delete or rename an image, select, right click on the image and delete. To add an image, left click on
the appropriate folder, and then click on the ‘Upload’ icon.

Folders \_j Upload %2 Refresh ” Settings

= 3 Folders
(C] animations
(] Attachments

D backgrounds f "g s &
(] bullets a ‘> X |

(] business-gm-templates L View
(] clipart
(] Email Monks education-banner.jpg |, Download
e 120 KB
Mobile i Delote
C] monks2013

(C] newmonkstemplates
(C] newmonktemplatestwo
CINPO

(] photos

(] pictures

(] responsive guy-two.jpg lady-one.jpg
3 test | 11412013 6:36 AM 111412013 6:36 AM
CI Test Temlpate 1

(] Test Template 01

guy-one.jpg (35 KB, 11/4/2013 6:36 AM)

Copyright: We've created a filtered Google search that does not display copyright images. However,
there may still be some images displayed in the Google search that are protected by copyright. This
means we can’t grant you the right to use images for any purpose other than viewing them on the
web.

|__] newmonktemplatestwo
CaNPO
(Z] photos

(C] pictures
(] responsive guy-two.jpg lady-one.jog
D test 11/4/2013 6:36 AM 11/4/2013 6:36 AM

(] Test Temlpate 1
(2] Test Template 01 guy-one.jpg (35 KB, 11/4/2013 6:36 AM)

GQ%L‘?SIQ » [ medium 4] m
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Paste Code

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates

=

Template library My emails My templates
Use one of Edit one of Use one of your saved
our templates your emails templates
Image and file library Paste code Import a new RSS Feed
HTML file

Designing your own email template?
Download the toolkit

If you choose this option then you will be taken into our 2008 Editor, once in that editor you can
select the “HTML” option at the bottom which will then allow you to copy and paste your code
directly into the editor. As soon as you have done that you can then select “Normal” as that will
allow you to view the design mode.

Skt aBaraE Nl
bt
<head>
</head>
<body=>
<br [»

</body=>
<t /

Grormal EIHTML G Preview Words: 7 Characters: 74

Back to Top



Import from File

Content hub

Create a new newsletter from our templates, your existing newsletters or your own templates

=

Template library My emails My templates
Use one of Edit one of Use one of your saved
our templates your emails templates

(6
o o V' A~

Image and file library Paste code Import a new RSS Feed
HTML file

Designing your own email template?
Download the toolkit

If you would like to import an email you have created then you can do so via our 4 options:
Import an existing newsletter from a URL, a file, zip or MS Word.

Important Note: With these options you'll have limited tools within the editor. Only templates
created with our template selector are guaranteed to render 100% correct.

Back to Top



Import via HTML or Text
To import your template from HTML or text >> browse for your file and then choose where you will
be storing the images via the dropdown menu.

Import from File

ML or word URL Zip File
Text

Browse

@ Add my images path to all images. be uploading images to this folder

ar

Folder rEdltorImages * Folder paths will be added to image source.

© 1 will be hosting images on my server. Image paths are correct in my HTML.
* The default option will add the relative path to all images.

Important Note: With this option you'll have limited tools within the editor. Only templates created
with our template selector are guarranteed to render 100% correct. Create a new template now!

Import to

® A new newsletter *

Folder [(Emall / Newsletter folder %

Name | monthly News

Replace this newsletter

Folder [ Emall / Newsletter folder v
Newsletter (D001 [+)

Back | import |

In this section you can select the option ‘A new newsletter’ and import it as a new newsletter or
alternatively use the ‘Replace this newsletter’ option to actually override the newsletter with
another.

Back to Top



Import from Word

To import your template from Microsoft Word, browse for your file, and choose where to store your
images. This option allows you to store your images on our server as the system will automatically
import them form your Word document.

Import from File

® QO

HTML or Word UﬁL leiFiIe
Text

Images will be placed in this folder

Folger I EditorImages 4% Folder paths will be added to image
source. '

WARNING:Templates imported from Microsoft Word may not render correctly.
Consider using one of our free templates instead. Alternatively, try our custom

made templates.

Important Note: With this option you'll have limited tools within the editor.
Only templates created with our template selector are guarranteed to render
100% correct. Create a new template now!

Import to

® A new newsletter *

Folder [ Emall / Newsletter folder K
Name  monthly News

Replace this newsletter

Folder [ Emall / Newsletter folder
Newsletter [ 00001

| |e»
L

Again, within this section you will be able to name the newsletter you are trying to import. Once the
newsletter has been named click on the ‘import’ button and the newsletter will be imported.

Back to Top



Import from URL

If you would like to host the email and images from your own site, choose the URL option and enter
the URL.

Import from Zip
You can also import from a Zip file to import your email and images within one process. Just select
this option and browse for your file.

HTML or Word URL
Text

Images will be placed in this folder

Folder { EditorImages ' Folder paths will be added to image source.

If your zip file has more than 1 HTML file, then the newsletters will be named according to the HTML
file names; which means more than 1 newsletter will be created. If the zip file contains a single HTML
file, then you'll need to name the file in the field below.

Important Note: With this option you'll have limited tools within the editor. Only templates created
with our template selector are guarranteed to render 100% correct. Create a new template now!

Import to

@® A new newsletter *

Folder (Emall / Newsletter folder 4

Name | wonthly News

Replace this newsletter

Folder [ Emall / Newsletter folder 14
Newsletter (00001 )

Import to a new newsletter, by choosing the location to save to from the dropdown and then give
your newsletter a name.

If you would like to replace an existing newsletter, choose the ‘replace this newsletter’
option. Choose the location of the existing newsletter, then choose the newsletter and select the
‘import’ button.

Back to Top



Create from RSS

This option will retrieve the content from a blog (or any RSS feed) and format it in a stylish email
template. All you need to do is supply us with your feed's URL and tell us how frequently you want
us to fetch your feed and send it, we will do the rest.

FeedMail (RSS to Email)

Create, edit or delete your FeedMail

FeedMail will retreive the content from a blog {or any RSS feed) and format it in a stylish email template. All
you need to do is supply us with your feed's URL and tell us how frequently you want us to fetch your feed
and send it. We do the rest.

Newsletter Name Data URL

no records found

cancel create new

Once you click on ‘Create new’ you can then setup your feedmail:

FeedMail (RSS to Email)

Edit FeedMail

MName * Blog

RSS/XML URL * t.com/feeds/posts/default?alt=rss

Style Fjords IEI
Preview

Email the author

1. Reach your audience: With
ients but you can also
nt and land in your sub
period of time.

2. Brand awareness and customers relations: Your ne
Establish. ad lationship with your « ts .E;rud u_rud

If you are unsure about what your RSS URL is, simply open your blog in the browser >> right click and
select ‘View Source’. You can then hold Ctrl + F (or Command + F on a Mac) and search for RSS. You
should see something similar to: <link rel="alternate" type="application/rss+xml" title="Blog - RSS"
href="http://website.blogspot.com/feeds/posts/default?alt=rss" />.

Your RSS URL will be the URL within the speech marks so in this case it would be
http://website.blogspot.com/feeds/posts/default?alt=rss.

Back to Top


http://website.blogspot.com/feeds/posts/default?alt=rss

Once you have named your RSS feed and added the RSS URL you can then view the different style
templates available via the drop down menu. Once you have chosen one you can click on “save” and

it will then display within the preview window. If you are happy with the template you can then
select “save and schedule”.

Send Details

From {name] * |‘r’|:|ur Company Name |n

From (email) * | Select email address Elﬂ n
Subject * | |n

Send options and schedule - Current time zone (GMT 0) change

i@ One-off send i) Recurring send i Follow-up send

Start date i at[o [=]{oo]=]

[ send text only version
Only send if newly updated feed items exist

Within this section you can input the send details and choose if you would like the email to send as a
one-off, recurring or as a follow-up.

Please note, you can also tick the box “Only send if newly updated feed items exist”. This means
you can make sure that your email is only going to send your recipient new blog entries.

Back to Top



Lists & Contacts ¢

Manage

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

(+) within the green circle and you can also delete the mailing lists via the Bin icon. There a number

of ways that you can search through your mailing lists, you can use the search bar shown below,

which will allow you to enter in a name or email address and press enter. That will limit the results

shown in the Contacts section (which is currently showing 36).

-rq Search contacts 3 All info
All info
Ma Contact Email

Last Name

¥ Do you know? Company
Advanced Search

Impar‘t | Settings | Clear

2 Lists © £ O 26 contacts

O

-”q Search contacts

- Manage Contacts

1 List selected 0 Contact Selected Do you know?

All Contacts

[ test (26)
My mailing list (4]

O select [ Filter

ﬁlan
Amanda
And',r
Eteve
Mil-ce
Jason
E!-c-b
Clive
Charles
Colin
Pete
Smart Lists () [+ ] [ David
Glenn
Martin

Y¥ou have no smart lists to display.

Back to Top
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m

Sync your Contacts
with Outlook!

o Add a new contact to list

-

x

DOWNLOAD

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

L0 Copy these contact/s to List...

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

O pelete these contact/s from List...

—*J Export these contact/s

O pelete =l data in dataset

Synchronise Status Codes

not in any lists




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

Select Filter [| Display

e OK (Validated) — These emails are ok to send to

e HB (Hard Bounced) — These emails did not receive your E U -(Un-subscribed) ; - |
newsletter due to the wrong spelling of the email Con't filter list
address or the email address is now retired OK -(validated)
. HEBE -{Hard bounced)
e S (Subscribed) —These are the people that have 5 -(Subscribed)
subscribed to your newsletters U -(Un-subscribed)

e U (Un-subscribed) —These are the people that have SP _{unconfirmed opt-in)

unsubscribed to your newsletters

52 -{confirmed opt-in)

e SP (Unconfirmed opt-in) —These are the people that have not yet confirmed that they want
your newsletters

e S2 (Confirmed opt-in) —These are the people that have confirmed that they want to receive
your newsletters

Enable Multiple Datasets

If you would like to enable multiple Datasets then you can do so by clicking on Settings and then tick
the box to enable multiple datasets as shown below:

Manage Contact

General

[F] Enable extra datasetso

m ImpCII't | S‘E‘tt”-lgf\ ] Clear m m
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.

When we create your account, we create a default mailing list called “My Mailing List”.

To create a new mailing list, simply click the Add button © and then give your new list a name and
click “Save”.

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

[E] Dpisplay new mailing list on the subscribe form

If you will always be sending to the same list then do not tick the ‘Display this new mailing list on the
subscribe form’; as it would give yours subscribers a meaningless ‘choice-of-one’ checkbox.

Back to Top



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.

g Copy these contact/s to List... = Mowve these contact/s to List...

Meaw list Mew list

| | | e
Or select an existing list Or select an existing list

test (O] test (0]

Rename Mailing List

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

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

To delete contacts that are in one mailing list from another simply, create and then highlight the
mailing list that have the emails in that you want removed. Then click on “More Options” (tab bar at
the right), click on Delete these contact(s) from list. Then you will be able to select the previous list
that you created which would have some email addresses that you don’t want stored in that list.
Finally click ‘OK’, this will delete all of the email addresses within that list that match the email
addresses in the other 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):

°Add a new contact to list

If you want to export your list you can do so by clicking on the Comy/ paste email addrese/e to List

appropriate mailing list and then “Export these contact/s”. Select the ] Copy these contacts to List

data you want to export such as Email Address only as shown (as shown . )
=* Move these contact/s to List...

to the right). Once you are happy with the details you are going to

[ pelete these contact/s from List...

export you can click on the ‘Export’ button.
Export these contact/s

. . E rt4 tacts?
A green message box will be shown at the top of your screen to confirm rpert S comasE

@ Email address only

that your list has been exported to your designated email address.
) Extended data (IP number, status etc.)

© Extended data (name, company etc)

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

email address. | jshe « sivey@hotmall o ol
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Import
There are 4 ways you can import into a mailing list, these are:

e 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 then click on the “add” button.

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

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

e 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). Once the settings are correct, use the
“Browse” button to find the file you are going to import, then tick the checked box to indicate
you are abiding by the Anti-spam Policy and Privacy Policy. Once that is done click “continue”.

© add by copy and paste or typing

@ Import from file

Import from online email accounts

[+] Import Settings

Step-by-Step Import Wiew Queue
Upload the file to import:

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

Important
Itz our objective to ensure best email
delivery for all our customers. For this
) reason, any address uploads will be
Drag files here verified by our system automatically.
ar Should it happen that one of your
uploads will cause the intermediate
blocking of wour account, please
contact our =support during normal
working hours. We will be happy to
assist you to resolve this issue guickly
and enable your account again.

[ =1 certify that the list being uploaded iz opt-in.
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The next step to importing from a file is to make sure the data is going to be imported into the

correct fields:

Step-by-step Import.
Change column mappings

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

Match the columns in the drop-dewns to the columns in your file and tick the box nest te it to confirm yeou
wish to import that field. If you want te add a celumn bo your dataset that does net already exist, simply
name the column in the relevant text field. Leawe a column unticked to skip that filed from the import.

Mobile - forname -
7o44554422 Bob
7633334111 Ted
surname - Company Name
Wood ¥ahoo
Davison Bing

You can check again to make sure it is correct once you click “continue” button as it will show you
the structure again (like below). If the structure is correct then click on the “continue” button,

alternatively if it is not correct click on the “change column mappings” button and it will take to

back to the previous screen.

Preview import data

Mobile

forname

surnamnme

Company Name

Forename

Surname

Company

7123456789

Fred

Smith

Google

7544554422

Bob

Wood

Yahoo

7633334111

Ted

Davison

Bing

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

been imported as shown below:

Step-by-step Import.

Import complete

Data records imported @ 3

Data records updated : 0

Email addresses importad @ 2
_Mobile numbers imported : 0
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Import from online email accounts

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

Add Addresses

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

Select the Mailing List to import to [ enable Mailing List preview(0)
|testt E‘ -
Email Address

youremail@test.co.uk

Password

Block List
Block List (78))

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) —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.

If you have a list of ‘do not send’ email addresses, you can also import that to your blocklist.
Supported file types are Excel (xls, xIsx) and delimited text files (csv, txt).

Block list management
Add email address to be blocked<

Add Addresses

Impert File
| =
—‘J Export Blocked list

Create export file

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

Manage Data

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

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

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

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

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

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

Edit Data

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

Edit—

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

Email MobileNumber forname SUrname

test oom 447510561111 ted =mith

[1=1]

The email textbox is read only but the other textboxes are accessible for you to modify.
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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 “add”
button which will input all of the new information into the dataset and mailing list(s) selected.

Dataset |dataEEttEEt EI
Mailing List

newtests

test
Mobile List [Test List [ ]
Email |'r|in@t25temai|.|:u.ul-c|
Mobile Number l07123456783 |
forname |F=‘au| |
surname |Ernith |
mobile lo7123456789 |
address |].]. test avenue |
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Import Data

If you are going to input a lot of data into the dataset and mailing list then you will find the “Import
Data” section an easier and quicker solution. It is important that before you import a file with your
data in you check the “Import Settings” to make sure that the settings are set correctly in
accordance to the file you are importing.

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

@ Import from online email accounts

[-1 Import Settings
The fields (columns of data) within the file to be imported are
@ saved in exactly the same order as the fields within the dataset)
@ have column headings which are spelled exactly as per field definitions in the dataset
Always preview my import data in Quick Import.

Select what will be updated by the import

Mailing List (optional) |A|way5 ask me El (email addresses)
Phone List {optional) |A|way5 ask me El {mobile numbers)
Dataset (optional) | Default Dataset EI (all other data)
Import mode is always @ add/Update © update only © add only

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

When importing a Microsoft Excel Spreadsheet,

the sheet name to import is

apply changes

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.
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Import File

The next step is to find the file that you are going to be importing, to do this click on the “Browse”
button shown below:

Upload the file to import:

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

Impeortant
Itz our objective to ensure best email
delivery for all our customers. For this
) reason, any address uploads will be
Drag files here verified by our system automatically.
or Should it happen that one of wyour
uploads will cause the intermediate
blocking of wyour account, please
contact our support during normal
working hours. We will be happy to
aseist you to resolve this izsue quickly
and enable your account again.

Once you have found the file you are going to import, you need to click “Open” as this will insert the
file into the textbox and get it ready to be imported.

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

Import to this

Mailing List [test [~
Import to this - -

Mobile List |TE5t Mobile List EI
Import to this

Datmset |datasette5t EI

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.

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

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

If it is not correct then click “change column mappings” or if it is correct, click the “finish” button.

change column mappings fimish

Once you have clicked “finish” you will be able to see that the import was successful firstly by the
green message box shown below:

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

Import complete
Ciata records imported @ 283

Data records updated : O
Email addresses imported : 282

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

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

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

Select dataset
July Suscribers 2011 b

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

@ Exportsubscriber info for subscribers in this dataset
Select datasset

July Suscribers 2011 -

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

appropriate radio button ©: Once you have chosen which to data you want to export the data that
you have selected from the lists, click on the “create export file”. This will send an export link to
your download email address where you can save the data exported as an excel spreadsheet (as
shown below):

You requested an export from GraphicMail

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

Back to Top



Subscriber Segmentation

Manage Your Segments

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 segments within the first drop down menu, those are “and/or”. 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.

Select your Dataset to Capture Information from | Contacts

Return addresses from mailing List matching EI
Information

veur Dataset [y Mailing List

where | Gender EI | is equal to EI [Male

|
| City EI | iz equal to EI |Newcastle| |
[ |Fir5t name EI |i5 equal to E” |
|
|

[} |Fir5t name EI |i5 equal to E”
[} |Fir5t name EI |i5 equal to E”

[l add 5 more queries

ool | provew osuts

Once you have made you restrictions and would like to see the amount of clients that you have that
match that specific limitations, you can view them by clicking on the “preview results” button.

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

e Save to a segment — If you save to a smart list then it will store that particular segment within
the Lists & Contacts area.

e Save to a mailing list — If you save the new section of contacts to a mailing list then you will need
to select the mailing list you want to place them into. Please note if you want them separate
then you must create the mailing list first, otherwise they will be added with contacts that you
may already have within a mailing list.
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e Save to a file — Finally you can save your new list of contacts as a file, a link will be sent to your
email address which will allow you to save the file as a spreadsheet. You can then of course
import the file at a later date if you wish.

Preview the results

Email MobileMumber First name Last name Title Company Job title Tel (Work) Fa
examplel@yourdomain.co.uk Jake

examplel3@yourdomain.co.uk Dawid

examplelea@yourdomain.co.uk Steve

example2@yourdomain.co.uk Mark

example3@yourdomain.co.uk Terry

example?@yourdomain.co.uk Peter

exampleg@yourdomain.co.uk David

exampled@yourdomain.co.uk Dean

1 | 1] b

Save your results as

@ Sawve to a segment | |
Save to a mailing Iistl My Mailing List EI
New Mailing List | |

Triggered Updates
If you have setup an RSVP Auto-responder then you can use this section otherwise please refer to
the Auto-responder section under the heading of Send within this manual.

If you have already created an RSVP auto-responder then you can use the information collected by
that auto-responder within the segmentation tool. For example, you can setup the RSVP auto-
responder 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 auto-responder can be very
useful if you are having an event and would like to know how many of your subscribers intend to
attend.
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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.

Provide names for up to 25 data columns, e.g. First name, surname etc. m

Dataset Contacts El
MName Contacts
Column Name Column type Column Data Option Default Value
Email email Email
Mabile mobile Maobile
1|First name Text El 40 characters wide El Customer
2(Last name Text El 40 characters wide El
3(Title Ciropdown El Title El
4 |Company Text El 40 characters wide El
5|1ob title Cropdown El Job Title El

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

e 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.

e 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-down, then it’s the
drop-down that will be displayed — for example, Country or Job Description. If the field type is a
tick box, then it’s the tick box choices available, for instance, languages or music preferences. If
the field type is a radio button, then it’s the choices available — 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.

o 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 click on the “save” button at the bottom of the screen.
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Once you have done that you will receive a message box stating that the dataset has been created.

«" Dataset successfully created

Modify Datasets
The first step to modifying a dataset is to select the dataset you want to modify. You can do that by
using the “Dataset” drop down menu option shown below:

[ataset Contacts -
Contacts

»
Default Dataset
Event Database
Staff Database

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.

Column Name Column type Column Data Option Default Value

Email email Email

Maobile maobile Mobile
1|Fir5t name || Text EI |4I:I characters wide EI |Cu5t|:umer| |
2|Last names || Text EI |4EI characters wide EI | |
3|Tit|e || Dropdown EI |Title EI | |

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

Dataset | Contacts EI

Mame |Fu|| Contact Database| |

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, “save” button which is located at the top and
bottom of your page.

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

+" Dataset successfully updated.

Please Note: The message box will be in red if the update was not successful.
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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:

Copy this Dataset Contacts El
To this New Dataset 2014 Contact Li=t
Alzo copy data

Once you are happy with the dataset you are going to copy then click on the “copy” button and it

will 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, click on the “delete” button
provided.

To delete an existing dataset select it from the dropdown menu below and click delete.

Event Database El

Cnl'y- delete the data and not the dataset itself

N.B. Once a dataset has been deleted there is no way to restore it so please be sure you have
selected the correct dataset.
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Define Data Options

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

create a dataset, as shown below.

Predefined data options

Country |Llr|ited Kingdom EI
Date | |
Gender |Ma|e EI
IM Type Facebook EI
Industry Computers/Software/Technology EI
Job Function | Computer professional EI
Job Title |Ea|es EI
nglis panis utc
Mlenglish [l spanish [ putch
Languages I:llﬁerman DJEpanEEE I:l Portugese
I:lFrem:h DChiHEEE DRuEEian
Title [ par =
S States |- Select an option - EI
¥es/No ) vas @ yo

Custom data options
add new data ophion

If you would like to customise your own data option, then you can do so by clicking on the button,
“add new data option”. That will give you the option 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:

Add a new data option

Mame |Hn:w.r did you find u5?| T'r’F‘E DF‘tiDHEEE Data Valus

A Friend

Google

Facebook

Twitter

Email

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

the “save” button shown above.
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Now you will see the new data option that you have just created as shown below:

How did you find us?

e

& friend
Email
Facebook
Google
Twitker

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

l.l"‘
You can edit the values in your defined data by clicking on the paper and pencil icon —=I as this will
allow you to change them. Once you have edited the options, click on the “update” button to save.

Edit data values

Select Data Value
] Google
] Afriend
B Facebook
[ Twitter
] Email
update | cancet |
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.

Praference for using an Address book or Subscriber datasets

D use a single Address book

@ Use Dataszets (for multiple Address Books or other data formats)

Once you have decided which option you would like to use, simply use the radio button to
distinguish the option you are going to use and then click on the “save” button.
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Send ¢

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

If you are looking for a particular email and have forgotten what it was called, the ‘Preview’ option
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.

Preview Q S——
This email will go to
Aailing list My mailing list =]
nevsletter folder  [- Templates [=]
Nevalettar —opring4 i=]
Preview
7y ;
i e
5
»r
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Send a Test
To see how a newsletter will appear to your recipients, mail it to yourself. You can send up to 50 test
emails per day free of charge; if you exceed 50, we'll charge you 1 credit per additional test send.

To (a-mail) test@email.co.uk

From [e-mail) test@email.co.uk

From [(name) Test

Subject This is a test

Mewsletter folder - Templates El
Salect newslettar _spring El
Send Text version only [l

e Enter the ‘To (email)’ email address or addresses you will send your email to. If it is more than
one email address, simply put a semi-colon between entries. You can change the ‘to’ email
address each time you send a test, but it will default to your account username with each new
test.

o Enter the ‘From (email)’ email address, this will be the ‘from’ address seen by the recipient.

o Enter the ‘From (name)’ this is the ‘sender’ name that will appear in the email client.

Enter the ‘Subject’ 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 ‘check spam score’. 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 — 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.
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Send to Mailing List

If you send from a Free Mail address (such as Gmail, Yahoo, Hotmail...),

your delivery might be negatively affected due to new abuse policies at Preview Mailing List

..... Major ISPS. examplel@yourdomain.co.uk
Send to * | My mailinglist EI examplel0@yourdomain.co.uk
- examplel.l@'ycurdcmain.cc.uk
From (e-mail) * [test@test.com E|° examplel3@yourdomain.co.uk
examplel4@yourdomain.co.uk
From (name) * |Ccm|:an'y Name - Monthly I‘-Jewsletter|m examplels@yourdomain.co.uk
examplels@yourdomain.co.uk
Subject * Subject Line |m examplel7@yourdomain.co.uk
examplel8@yourdomain.co.uk
Newslstter Folder [ Email / Newsletter folder [=] ~ example2@yourdomain.co.uk
Select Newsletter |test2 EI Total: 18

.................................................................................................................................. Credits per email i

Total credits 18
=n

e Enter the ‘To (email)’ email address or addresses you will send your email to.
e Enter the ‘From (email)’ email address. This will be the ‘from’ address seen by the recipient.
e Enter the ‘From (name)’. This is the ‘sender’ name that will appear in the email client.

e Enter the ‘Subject’. This is the subject line the client will see.

The icon enables you to personalize the ‘from’ field and the subject line. An ‘Insert Data Field’
pop-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 the ‘Subject line’ and press Ctrl+V’. A
field appears that you can personalize, for example, if you put ‘Hello <GMxxx.1>First Name</GM>’,
the relevant first name associated with the email address will be placed in the ‘from’ field or subject
line.

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 the box next to ‘send text version only’. Ensure that you have created a text-only version before
attempting to send one.

Sending the newsletter

After clicking ‘send’, you will see a pop-up window, which confirms the newsletter, subject and other
details of the send. Please review all of these details to make sure they correct. If you click ‘OK’ at
this point, there is no turning back. If you see an error, click ‘cancel’ and make the corrections before
returning to send.

Within 10 minutes of clicking ‘send’, the first emails will be delivered. Be patient with large mailing
lists — it may take a few minutes to queue the email for the send.
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Advanced Sending Options

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

Name Related to Emails Timing

Send a welcome email to subscribers
Schedule your autoresponders add &3
Send a followup email when subscribers open your newsletter

Send an automated email when subscribers click on a link in your newsletter

Send an automated 'Happy Birthday' or other anniversary email

Send an automated unsubscribe message add &3

e Subscribe Auto-responders: When a reader clicks on a “Subscribe now” link in your email,
can automatically send them a follow-up confirmation, thank you or welcome email.

o Schedule Auto-responders: With scheduled triggers you schedule when you want an email
to be sent —right down to the time and date.

o Email Open Auto-responders: Send an automated follow-up email when a subscriber opens
your email. It’s ideal for sending a series of emails, for instance to introduce a new service or
a “How to” guide for one of your products.

e Link-Click Auto-responders: 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.

e Anniversary Auto-responders: 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 trigger for individual clients’ birthdays to send them congratulations —and
remind them that they can rely on your business to meet their needs

e Unsubscribe Auto-responders: When a subscriber unsubscribes from your email newsletter,
we can follow-up automatically with a confirmation email — just to be sure.

(NB - You can also have an email automatically notify YOU when someone subscribes or unsubscribes
to one of your mailing lists). To learn how to set this up — click here.

Create a campaign

You have a complex product and want to send potential clients a series of emails so that they can
learn more about it. Make your welcome auto-responder a 'newsletter' trigger, so that everyone
who opens it will receive your second newsletter, explaining the advanced features of the product, a
number of days later. This in turn can be another 'newsletter' trigger for the third email, which
explains extra services you provide. This way, you ensure that people who are interested in your
product receive a steady stream of information. Successful email marketers are leaning towards
greater personalisation and segmentation as they move away from 'massive blasting' — sending one
email to their entire list. They are sending relevant content to segments of their lists, based on user
profiles and responses to previous mailings.
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Please Note: It is important to check that your timezone settings reflect your location i.e. London
and that the daylight saving time is clicked so your Scheduled Trigger Mail sends at the time you
want it to. To learn how to amend your timezone please click here.

Select the type of auto-responder you want

There are six types of auto-responders; specify your auto-responder by selecting the appropriate
option. You also need to set the delay for the auto-responder send. You can set the auto-responder
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 autoreponder, you need to select the link that will be clicked for the triggered
email to be sent. Select the link or click on ‘+ Create new links’ to create the link.

How to set up auto-responder
Select the green plus sign next to the auto-responder you’d like to create.

For every auto-responder, you’ll need to provide send details: in the 'from’, 'reply to' and 'subject
information' of the triggered email. This is the email that will be sent automatically, based upon the
recipient’s action. You’ll also need to specify whether the send is immediate or delayed. Select the
triggered email (the 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.

e When creating a subscribe auto-responders, select the email you’d like to send, the interval
at which you’d want it sent and the mailing list where a subscription will trigger a send.

e For a scheduled auto-responders, select the newsletter or URL that you’d like to send.
Provide the name of the mailing list and then enter in your sending options and schedule.

e 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.

e Link click auto-responders are set up by choosing a newsletter and certain links within that
message. Choose a link or create additional links using the “create new links” button.

e To set an anniversary auto-responders, 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.

e When creating a unsubscribe auto-responders, select the email you’d like to send, the
interval at which you’d want it sent and the mailing list where a un-subscription will trigger a
send.

Editing or deleting auto-responder

As soon as you have created an auto-responder, you will find it placed under the particular auto-
responder it is assigned to. You can edit or delete any active auto-responders via the pencil and

papericon -,
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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 by holding Ctrl and selecting the ones you would like (as shown below):

Multiple List Send Preview Mailing Lists

il ists (s 1 ists) .
To mailing lists (select multiple lists) examplel@yourdomain.co.uk,

My Mailing List example2@yourdomain.co.uk,
MNew Mailing List example3@yourdomain.co.uk,
exampled@yourdomain.co.uk,
example5@yourdomain.co.uk,
example6@yourdomain.co.uk,
example7@yourdomain.co.uk,
example8@yourdomain.co.uk,
exampled@yourdomain.co.uk,
examplel0@yourdomain.co.uk,
examplell@yourdomain.co.uk,
& examplel3@yourdomain.co.uk,

update totals Total:18

From (name) * |G|aphic:|'v1ai| Ltd | &

Reply to (e-mail) * | info@graphicmail.co.uk EI .& o | 1
Subject * [orthly Newsletter | AR Bdmeredis °
Newsletter Folder [ Email / Newsletter folder [=] g:‘::;'ﬁ_g::’t:'“a“ LEEL
Newsletter [ Example Newsletter [=]

e Enter the ‘Multiple List Send’: To select the mailing lists you would like to send to just
highlight them.

e Enter the ‘From (name)’: This is the ‘sender’ name that will appear in the email client.

e Enter the ‘Reply to (e-mail)’: This will be the ‘from’ address seen by the recipient, you can
choose one of the verified email addresses via the drop down menu. If you would like to use
a new from email address then you will need to select Setup & Options >> From address. For
full information, click here.

e Enter the ‘Subject’: This is the subject line the client will see.

The ﬁ icon enables you to personalize the ‘from’ field and the subject line. An ‘Insert Data Field’
pop-up window appears, using the drop-down menu select the dataset, and then choose the field
and copy to the clipboard. Place your cursor at the beginning of the ‘Subject line” and press Ctrl+V’. A
field appears that you can personalize, for example, if you put ‘Hello <GMxxxx.1>First Name</GM>’,
the relevant first name associated with the email address will be placed in the ‘from’ field or subject
line.

Finally, select the folder and newsletter you wish to send, making 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-only version of the email, tick
the box next to ‘send text version only’. Ensure that you have created a text-only version before
attempting to send one.

Please Note: If you send a multiple list send you can’t see reports and statistics on individual lists,
you can only view reports and statistics of the whole send.
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Send to Segment

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.

To (mailing list] ENEIm:aEtle Male ;"

MNewcastle Male

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

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

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

Select your dataset to capture information from | Contacts El
Return addresses from mailing list matching your dataset e
information [ Any mailinglist [=]

where | Gender EI | is equal to EI |fema|e

|
| City EI | iz equal to EI |newc:astle |
(] | First name EI | is equal to EI | |
|
|

[ | First name EI | iz equal to EI |
[ | First name EI | iz equal to EI |

[ add 5 mare queries

m preview results

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

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

Save your results as

n. Save to a segment | |

Save to a mailing Iistl My Mailing List EI
MNew Mailing List | |

e [f yousave it as a ‘'segment’ then when sending to the segment our system will
include all new subscribers into the list provided they match your criteria such as in
the above example they would need to be female in Newcastle.

e If you save the results ‘to a mailing list’ then you can use the drop down menu to select the
mailing list you would like to add them to.

o If you save the results as a ‘mailing list’ then the list will only include those from your
results.
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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 testing the subject line or email newsletter. You must have already created the newsletter you'd
like to test and saved them to your account.

Testing Newsletters

Choose different newsletter for A and B. If you’d like to test more than one newsletter at a time,
select “+ Another email newsletter”. Provide a name and email address that will go in the “front”
line in your sent emails. Select the appropriate mailing list, schedule a date and time for the test, a
percentage to send to and the winning criteria.

Email newsletter A Email newsletter B
Select folder |Email / Newsletter folder El Select folder | Email / Newsletter folder El
Select email |_AugustZ008_Newsletterz Izl O, Select email | _AugustZ008_Newsletter El =

4 Ancther email newsletter

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

Choose the time after which you’d like to compare the results for your test send. The results of your
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.

Mewsletter subject line A Newsletter subject line B

SALE FOR 2 DAYS 48 HOUR SALE

4F Add anocther subject

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

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

Back to Top



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.

e G e ————
. e ——— = e —
" - e e T e
- . e
= 3
ADLStandard Applemail Entourage iphone3
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Social ¢

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

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

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

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

Social Share

To access your account’s social share feature, you must first have a social share account. In the
‘social share’ tab, click on “add new connection” and enter your name, Twitter or Facebook
username and password. Select the newsletter you’d like to share.

Sign in using your account with

n Facebook MY___

GO';_JSIQ

Linked m YaHoO!

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 click on “Share another newsletter”, you can then choose which newsletter you would like to
share and add comments too.

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

o Select newsletter: Then select the newsletter via the drop down menu

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

e Comments: Use this text box to type in any additional comments you would like to present on
your social page near your newsletter.
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Select folder | - Templates EI

Select newslatter |_Entertainmer1t EI

Publisher |‘f’uur Mame |

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

Characters remaining: 30

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

Select the social share sites to publish to

Screen name Firstname Lastname Profile URL
= L http://twitter.com;
Ed n http i/ waean.facebook.comy

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

The Newsletter was published successfully to your

social site(s)

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

-

Check out the new entertainment we have on offer! hitp://gmtimy.com/TKSNL
Via e ———

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

Click A for more information.

Social share publish logs

Shared newsletter Shared on date/time
|4, _Entertainment 8/1/2011 11:41:16 AM i

Share another newsletter
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Display your newsletters on your Facebook page

You can now display your newsletter on your Facebook Page rather than just your wall, so here are
the steps for you to do it:

1 — Ensure you have the social widgets approved in your email footer or in your newsletter as this
will be needed so your recipients can share click the Facebook icon and share it on their Facebook
wall or page.

2 - Once you have clicked on the Facebook icon presented in either the newsletter or in the email
footer, you will be asked to sign into your Facebook account.

3 — Once you have clicked on the Facebook icon, you will then be taken to your Facebook page
where you will be asked to assign a thumbnail picture, email header text and the description of the
newsletter you are posting as shown below:

ﬂ Share On your own Wall Public +

Why not share your newsletter on your Facebook Page?

Flourishing Heart View
htip:/fogmtiny. comkPnRi/

1of 1 Chooss 2 thumbnz
[ Mo thumbnail

4 — Once you have added the details for the Facebook post it is now time to select where exactly you
would like to publish the newsletter, on your own wall or on your page.

‘ﬂ| RS On your own Wall

v On your own Wall

On a friend's Wall
Why| your Facebook Page?

In a group

On your Page

g In a private Message
1of 1 Choose 2 thumbna

[ Mo thumbnail

g Heart View
v, comkPnRi/
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5 — Once you have filled in the details as you would like them to display simply click the “Share Link”
button.

f Share this link

] share On your Page ~ a8~

W e e W Posting as this page.

Why not share your newsletter on your Facebook Page?

Flourishing Heart View
http:/famtiny. comkPnRi/

| 1of1 Choose 2 thumbnz

[ Mo thumbnail

You can also have a Facebook like button in the header of your email as shown below, click here to
find out more.

Add gms@graphicmail.co.uk to your address book to ensure inbox delivery.

This email was sent to recipient@hisdomain.com by me@mydomain.com.

View in browser | Click unsubscribe |
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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 past content to your main website’s visitors, you will increase the loyalty of your existing
subscribers and 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 — 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
[+] ‘General Set-up’ menu. Here, you will see the Microsite’s name. It will look something like this:
http://www.yourdomain.co.uk/1234. Click on ‘edit’ and you will be able to give your 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 ‘save’.

[-] General Setup

Microsite Settings

Website address http:/  wanoe. co.uk/|MicrositeTest
Web page title My Microsite
Web page align Left El

Enable subscribe link
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Next stage is to set up the Microsite’s home page, this will be a newsletter that you want people to
view as soon as they visit your Microsite. Use the drop down menus to find the newsletter you want
to display as your home page as shown below:

[-] Homepage Setup

Microsite Homepage Select the newsletter for the homepage of your microsite

Folder | - Templates EI

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

e | e e

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

The next step is to create the menu tab, which will allow the users to go back and forth through your
previous newsletters. You can do that by clicking on the “add top menu” button which will create a
menu tab at the top of your screen. You can assign each menu that you create with a newsletter of
your choice via the ‘Folder’ and ‘Newsletter’ drop down menus, as shown below:

Menu Builder

Click here to show/hide legend.

Editing

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

update ] cancet |

The final step for your Microsite is to choose the skin for your menu, from a variety of different
colours and styles to suit your design (some are shown below). You can choose that by clicking on,
‘[+] Menu Setup’.

File Edit || — ‘.‘1 ' ! -

Naw,.. ol Fils Mew ... File:
Opan Fal
Open Foider iy
Close
Closs
Save
Save e
EOMMON SN Shahdoicd e
9] f "_for s controls @ __\.\u’
Terminz| Web20 WebBlue
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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 that’s 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 traceable.

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 "'feed’ 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.

Every account comes with an RSS feed. You will find the link to your feed next to “Your RSS Link”.

Your RSS Link bt/ S wnene co.uk/FeedTest/rss 4

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

Subscribe with Live Bookmark |.i.|
Mame: | R55 Feed Test
Folder: || B Bookmarks Toolbar - |

5ub5r_ribel ’ Cancel ]

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

- - -

—r wm e » | & NewsTest

Press the CTRL key while clicking links (or use th &) Testing RSS h
Click any tab with the middle mouse button to ¢

Open ——— g, v e,
Press ALT+ENTER from the address bar or seard

Open All in Tabs
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Reports & Statistics

Your account will show you how many of your emails were delivered, how many were opened and
what links were clicked on. Simply click on *‘Reports and Statistics’.

View by Send

Within this new section you will instantly be able to view graphs of your most recent send with all
statistics on display. The graphs are now even more user-friendly and interactive as you can simply
click on a section you would like to view such as bounced, opens, not opened as it will allow you to
view the graph sections separately so they are easier to analyse.

Subject: on: 13/05/2014 11:17

Sent to: Text only: MNo
From:

Credits Used: 1701

Performance over time Chart List
15 —
Bounced -+ Opened
10
Not opened
26 May 9 Jun 23 Jun 7Jul 21 Jul 4 Aug
00:00 AM 0000 AM 0000 AM 0000 AM 00:00 AM 00:00 AM
— Opens Clicks Opened M Not opened M Bounced

You can use the tab below the graphs to hide/display certain sections of the chart; this will allow you
to alter the visual display within the graph as shown:

Delivery — Opens Clicks Opened [ Not opened [ Bounced

As the graphs are interactive you can place your mouse over sections of it to see more detailed
reports of the date and time which the particular action took place:

1,250 5
40

1,000

Opens
22 Mar
18:13 PM: 3

e 17:14 PM: 1
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Below the main graph you will see various statistics such as opens, clicked, bounced which can be

clicked on to view in full.

Sent
177

Delivered
Bounced

Logs pending

161 90.96%

16 9.04%

Delivered
161 20.96% of sent
Opened 74 45.96%

Not opened 87 54.04%

Opened
74 45.96% of delivered

Unsubscribed 0 0%
Clicked/Heatmaps 6 8.11%
Complaints 0 0%
Social shares 1 1.35%

Once they have been clicked you can view a graph for those statistics, a list view or view the geo-
location of the recipient when the action was taken.

@ Chart

Open Statistics

Location

We have also provided more visual results of your opened and clicked, as you can see from the
screenshot below you can easily view which email client your subscribers are using. You may find
this a useful tool to assist you to tweak the design of your newsletter so that it displays more
effectively within the most popular email clients.

Opened domains
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Export Contacts

You can also export contact by clicking on the specific link such as “opened” that will then present a
graph as shown in the page above, however you will also have the ability to export from that graph.

12/05/14 -Editor Webinar v4

Sent to:not opened 13/05/14
sent 1701

Delivered 1696 Clicked 13

On:13/05/2014 11:17

You can then change the Chart to a “List” view via the icons to the right of the screenshot below.
Once in that list view you will see 3 options; copy, export and delete. You can then use those options
to export the contacts.

Copy ¥ Export v Delete

2 2 4 5 6 7 8 Page 1 of 8, items 1 to 20 of 150
Address Country Region City Platform Email client Time/Date
Wed 23 May
United Kingdom England London WinXP IE 8.0 2012, 3:00
BM
Thu 24 May,
Denmark Kobenhavn Copenhagen i0s safari 5.1 2012, 3:23
AM
Tue 22 May,
Canada Ontario Chatham Other Other 0.0 2012, 7:54
PM
Tue 22 May,
W Canada Cntario Chatham Win7 IE7.0 2012, 7:06
BM

You can copy to a new mailing list, or just import your contacts into an existing one.

Copy ¥ Export ¥

New mailing list

Existing mailing list

Delete

Alternatively you can export your contacts which will send you a CSV file.

Copy ¥ Export ¥

Delete

2 2 ' The list below will be exported
Address and sent to your email address
as a downloadable link

] |

Export

Arastellhaimr

You can use the export options to export the graph and you can also choose to have a list view and
export that particular list. When you have exported via list view you will receive an email linking you
to excel spreadsheet which will show you a far greater amount of detail for particular subscribers
that opened your email.

1 email

2 jeme ey

2

4 e
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B - D E F G H I 1
count countrylong region city ip platform browser browserversion date
5 UNITED KINGDOM ENGLAND LIVERPOOL 92.27.16.229 WinVista Microsoft Outlook 2007 5/8/2012 15:15
2 UNITED KINGDOM ENGLAND LIVERPOOL 92.27.16.229 WinVista Firefox 7 5/8/2012 15:10

1 UNITED KINGDOM ENGLAND LIVERPOOL 92.27.16.229 Default Browser Default Browser

0 5/8/2012 15:11



Export Selected Sends

You can also export selected sends to allow you to have a CSV excel spreadsheet of the selected
send statistics. The excel spreadsheet that will be downloaded for you will have all of the basic
information of the sends you have selected such as date/time, newsletter, mailing list, and all main
send details.

To export selected sends simply click on the CSV excel spreadsheet icon which is shown below:
Q  search sends Filter v

Recent Sends

Once that has been clicked you will then be asked to select the sends you would like to export, to do
that simply click on the sends you would like or click on the “Select all” option at the top right.

)4

Select the sends you would like to export Selact all
Example N.. 04/02/2014 11:52 | =
Sent 3 Delivered 3 Opened 2 Clicked 2

Newslette.. 16/09/2013 10:16
Sent 3 Delivered 3 Opened 2 Clicked 2 =
Testing b.. 24/07/2013 16:32
Sent 1 Delivered 1 Opened 1 Clicked 1

Testing b.. 24/07/2013 13:28
Sent 1 Delivered 1 Opened 1 Clicked 1

Copy_News.. 24/07/2013 12:47
Sent 1 Delivered 1 Opened 1 Clicked 1

Newslette.. 19/07/2013 09:32
Sent 1 Delivered 1 Opened O Clicked D

Newslette.. 11/07/2013 16:07
Sent 1 Delivered 1 Opened 1 Clicked 1

Copy_Mont.. 19/03/2013 10:50 @ _

Once you have selected the sends you would like to export you can click on the “Export selected
sends” button at the bottom. That will then automatically download a CSV excel spread sheet of the
sends you selected.
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Links Clicked Statistics

You can now view Heat Maps within your Reports & Statistics which can be used to help increase
your next campaign. The Heat Maps which will show you where your subscribers are clicking on your
email, the heat maps will display as blue, green and red circles to indicate how many of your
subscribers have clicked within a specific area.

Clicked links OHeaunap (™) chart  (5) ust | (%) Location

Note: This feature is not fully compatible with responsive templates

Heatmap on TS Total || Unique

>

m

N
Heat Maps Feature Now Available

You can also now see the links clicked within your email in a graph form, which makes it even easier
for you to view which links have been clicked and how many times. This information allows you to
clearly view the links that were clicked the most and you can use this information to discover why
they were clicked the most.

Performance over time Chart List

ukimages...
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List View

You can also see a list of the individual email addresses which have clicked on particular links, just
select the magnifying glass for a link and then you will see that statistics as shown below:

Copy v Export v Delete

1 Page 1 of 1, items 1 to 18 of 18

Address Amount clicked

|

example@domain.co.uk

example@domain.co.uk
example@domain.co.uk
example@domain.co.uk

[ L S

Geo Location Statistics

This new feature displays the location of your subscribers as they are viewing and clicking links from
within your emails. By using Geo Location you are able to view your subscribers’ location on the
map, you can simply hover your mouse over the different countries to see how many of your
subscribers opened your email from that location. To activate the Geo Location simply click on the
globe icon shown within your account (as appears below).

Geo location of people wh... Heatmap Chart List @ Location

1 I 19
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We have now made it even easier for you to view the overall statistics showing not only your most
recent send but also a selection of previous sends, giving you an instant comparison to your previous
campaigns. You can select the previous sends that are displaying by clicking on the “Filter” options
which will allow you to choose how many sends you would like to view:

Q, search sends Filter v
Last 32 sends -
m
v Last 5 sends
Last 10 sends
Last 15 sends
Industry Stats: | Advertising and Marketing w
Sent Delivered Opened
1701 1696 95.71% of sent 145 3.55% of delivered
Delivered 1696 59.71% | Opened 145 8.55% | Unsubscribed 3 2.07%
Bounced 5 0.29% | Not opened 1551 91.45% | Clicked/Heatmaps 13 8.97%
Logs pending 0 0% Complaints 0 0%
Social shares 0 0%
Recent Sends Q, search sends Filter v
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Industry Statistics

Not only can you compare your own results but you can also compare against industry statistics. To
do that simply select the industry relevant to your company from the “Compare industry” dropdown
and this will take your latest send statistics and compare them with industry statistics within a bar
chart form as below:

Industry Stats: | Advertising and Marketing b

Industry Stats Chart List
125 p— 40 — 10 —
100
30 75
75
20 5
50
10 2.5
) .
0 0 0
0 a
M Delivered 0 Industry I Opens 7 Industry I Clicks Industry

Industry Stats: | Advertising and Marketing A4

As you can see from the screenshot above, the bar chart compares the latest industry statistics
against your own so that you can see how well your campaigns are doing compared to other
companies within your sector. Once again the tab under the chart is interactive so you can click the
different headings to show/hide specific statistics.
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Compare Results

You can also now easily compare your different sends to present the results side by side within a line
chart. This will help you to visualize the success of your present and past campaigns, this information
will help you to know which campaigns were more successful. Again, once you find a clear reason
that the subscribers interacted with your email, you can use that knowledge and take steps to
increase the success of your future campaigns.

To compare your results click on the compare results icon, this is placed on the right of every send in
the “Send View”. You can select up to 3 different campaigns that you have sent, all of the statistics
for those 3 sends will then be side by side as well as a graph to make it easier to compare the results.

Sent 11 Delivered 11 Opene compare this send to highlighted send above
N,
Reseller Important Update v4 On:16/06/2014 10:23
Sent to:All Resellers [i]
sent 177 Delivered 161 Clicked &
125% —
100%
75%
50%
25%
.
* ——
0% —_—
13/05/14 -Editar Webinar v4 08/05/14 - Email Creator 12/05/14 - Email Creator Webinar
Delivery rate -+ Open rate Click rate Forward rate =¥ Bounce rate
Industry Stats: | Adverising and Marketing hd
Active Send 08/05/14 - Email Creator 12/05/14 - Email Creator W...
1701 3357 3167
Delivered 1696 99.71% Delivered 2792 83.17% Delivered 2889 91.22%
Bounced 5 0.29% Bounced 565 16.83% Bounced 278 8.78%
Opens 145 8.55% Opened 252 9.03% Opened 331 11.46%
Clicked 13 8.97% Clicked 13 5.16% Clicked 20 6.04%
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Unsubscribed

The system automatically tags the addresses of individuals who have unsubscribed, so that they will
not be sent to again. It also adds these addresses to your account’s blocklist to ensure that should
you 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 — Hard bounces

Hard bounces are emails that cannot be delivered because there is a problem with the email address
itself. ‘User unknown’ or ‘Domain unknown’ are 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 block list and that email address will not be sent to in the
future.

Not delivered addresses - Soft bounces

Soft Bounces are emails that cannot be delivered because something temporarily does not allow the
system to deliver the email. This may be because the recipient’s mailbox was full; the email was
blocked 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 want to see what links were clicked, click on the ‘clicked’ link as that will show you a graph of
those that clicked on specific links. If you would like to view a list of subscribers who clicked on those
specific links then select the “List” icon. Within the list view you will also see an option to export the
email addresses to a mailing list or an excel spreadsheet.

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.
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View by Mailing List
This section allows you to compare different mailing lists within a pie chart format to show the

popularity of your different mailing lists. Having this additional information in an easy to read format
gives you a clear indication of which mailing lists your recipients prefer to join.

Mailing lists overview

Tt B 0.02 % 1

- 115% —— 2 |
B 3.56 %
Senaies S 0.03 %
St PR A8 0.02%
e N 0.02 %
e LA 25.97 %

e Beaeees 0.03%
Wy S L 0.27 %
T T 0.06 %
P S 0.02 %
B W 4.90 %
AR Bl 3.66%
A e 0.24 %

All Active Accounts: 60.05 %

You can use the print and download icons to the right of the graph as they will allow you print or just

save the graph shown as an image. =&

You will also see the individual mailing lists below the graph which will allow you to click on them to
view overall send statistics of that particular mailing list selected.

All Mailing Lists Q search lists Filter ¥
Basic Webinar Created on: 10/06/2014 14:46
Total contacts :321 Last sent on: 11/06/2014 10:08

Back to Top



To view more information regarding one of your mailing lists then simply just select one and it a new
graph will appear showing overall statistics regarding that particular mailing list. The graph is
interactive you can show/hide sections of it to make it easier to view.

Total contacts: 321 Created On: 10/06/2014 14:46
Last sent on: 11/06/2014 10:08 Total sends: 1

List Breakdown

Other: 0.00 % T Subscribed: 0.00%

[T Unsubscribed 2.18%

/,_._ Hard bounced: 16.20 %

Imported: 31.62% /

List Breakdown Send History

321 contacts 1 sends made

Subscribed 0 | Delivered 244 78.46%

Unsubscribed 7 | Bounced 67 21.54%

Hard bounced 52 | Opened 41 13.18%

Domains 186 | Clicked 3 0.96%
Social activity 0 0%

Please note you can drill further into the statistics for any particular mailing list by clicking on the
options presented under the graph such as subscribed, unsubscribed, hard bounced, domains can be
used to view more statistics. When selecting “List Breakdowns” you will see an option to select the
List icon which will show a list of your subscribers for that mailing list as shown below:

List breakdown Chart List
2 2 4 5 &8 7 B 9 10 .. Page 1 of 17, items 1 to 20 of 321
Address

List Breakdown Send History

321 contacts 1 sends made
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View by Recipient

This allows you to drill down to the statistics of a unique recipient. When using the textbox on the

right it allows you to search for specific subscribers by typing their details into the search textbox

and pressing enter. Alternatively you can search through your subscribers alphabetically. Once you

have located the subscriber click on their email address and you will see the relevant statistics.

On Contacts

Select Contact Contact's Details Overview
Q Contact Overview
C (367)
D (334) Datasets Contacts -
- (220) First Mame Jake
102 i
F ( ) Lists
G (233) -
Mailinglist name Status Date

H (142)  q  Editor Test oK 09/06/2014 04:12
I (590)

Contact Activity
3 (w |

; 20/05/2014 14:21

. Recipient Opened newsletter Email Creator Survey
K (184) V sent on 20/05/2014 14:14

to mailing list in WinXP, Firefox 3.0 from United States,

L (264) California, Mountain View
M (562) ; 14/04/2014 10:18

. Recipient Opened newsletter Copy of Final - New
N (270) \V Reseller Client Section

b

sent on 14/04/2014 10:13

f7a%

to mailing list My Email Address in WinXP, Firefox 3.0

from United States, California, Mountain View

You are also able to view detailed information regarding the different newsletters that you have sent

to that particular subscriber and what actions they have taken. As you can see the information
presented will also let you know what platform and email client they have been using and details for
each send such as if the recipient opened, forwarded, or left the newsletter unopened.

Contact Activity

N

12/02/2014 10:33

Recipient Opened newsletter testing heatmaps

sent on 12/02/2014 10:32

to mailing list jake in Win7, Chrome from United Kingdom,
England, London

12/02/2014 10:33

Recipient Clicked link

in newsletter testing heatmaps

sent on 12/02/2014 10:32

to mailing list jake in Win7, Chrome from United Kingdom,
England, London
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On Auto-responders

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.

Within this section you can view the progress of the different triggers that you have created,
allowing you to discover how many subscribers have taken action within those triggered emails. You
will be able to clearly view the reports of the different triggers as they display all of the key
information.

On TriggerMail (Autoresponders)

Subject: = - — Type: Link trigger
Related to - - From: S - - -
Trigger Name: = Timing: 24

Trigger activity

800 —

600

400

200

D ]
Opened
I Opened [ Clicked [ Complaints [l Social shares

Sent Opened

1223 598 48.9% of sent
Unsubscribed 4 0.67%
Clicked 103 17.22%
Complaints 0 0%
Social shares 0 0%

All Autoresponders Q, search triggers Filter v

Link trigger
Sent 1223 Opened 598 Clicked 103
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Setup & Options w

Account Details

User Profile

Please ensure that your contact details are up to date at all times on the ‘User Profile’ 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 ‘Profile settings’ 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.

Invoices

Our system automatically generates an invoice for each purchase you make. These invoices are
stored in the ‘Invoices’ sub-menu under ‘Set-up & Options’.

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

Change Billing Details

You can upgrade or downgrade your subscription plan at any time. Simply go to the ‘Change
Account’ which is a sub-menu of ‘Set-up & Options’ and follow the instructions.

Cancel Account

You can cancel your subscription at any time. Simply go to the ‘Cancel Account’ which is also a sub-
menu in ‘Setup & Options’ and follow the instructions.

Recycle Bin
Within this section you can restore delete mailing lists, newsletters and more, however please note
the Recycle Bin is emptied every Sunday afternoon.

From Address

Within this section you can add a ‘from address’ that you would like to use your email campaign. The
‘from address’ will be the email address that the recipients see your email coming from and will be
the one they reply to.

- O
Add address Add an email you want to verify
Cancel Verify
Email Address Status
uktest@gmail.com Verified
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General Settings

You can change the time zone and other miscellaneous settings within this section.
The time that you have set is displayed under the date format so please check carefully:

our local time should be 12/12/2011 02:28:32 P!

Please note: It is important to check your timezone settings reflect your location i.e. London and
that the daylight saving time is clicked. This will ensure that reports are accurate and more
importantly that the Scheduled Auto-responders go out when you would like them to (click here for
more on Autorespondersl).

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 symbol * that appears next to the newsletter’'s name. When a
twinned newsletter is edited, the HTML version is opened first. The text Editor appears after you
save the newsletter in the Editor.]

Enable Google analytics tracking to all URLs
If you’re using 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. However, all previous Editors will also be available.

Lists & Contacts settings

This option allows you get a different view within your account. If you “Use mailing list and dataset
menus” then it will focus more on the mailing lists. The other option which is set to default will show
“Lists & Contacts” in your account which is the same as the structure of this manual.

Header / Footer Settings

Our system automatically displays an unsubscribe footer to each outgoing email. The ‘Header /
Footer Settings’ menu allows you to customise this footer.

Header Settings

You can have a header fixed to all of your outgoing newsletters. The header includes the ‘from’ email
address and the email address you have sent to, an ‘unsubscribe’ link and a link to view the
newsletter as a web page. You can also enable social links within your header such as a ‘like’ button
from 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 “refresh preview” button. If you are satisfied with the way the header looks then click
on the “save” button.
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Please Note: For the header to be shown the ‘Enable Email Header’ must be ticked.
¥ Email Header

Font settings

Header font settings | Verdana EI ‘ 11 |z| ‘ Normal |z| #666666 .
Header links font settings | Verdana El ‘ 11 IZI ‘ Normal IZ| #Ba3alch .

Enable Email Header
Enable Comment Link
Enable Unsubscribe URL

[¥ Enable View with Images

Enable Social Icons
Enable VCard

Header Preview

View in your browser D ﬂ
save

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.

¥ Email Footer

Font settings

Footer text and color settings Verdana - 11 - MNormal - #ZHBH666 .

'Report abuse' text and color settings | Verdana - 11 - MNormal *|  #Ld7eoh .

Display these links in my footer

] Display 'Subscribe’ link on all emails [ show Update Profile’ link in all emails
Display ‘Forward to a friend link on all emails [C] Enable one-click unsubscribe: o
[ sShow Print PDF link in all emails

Additional Options

el Add social media links to all emails o
© Small @ Medium © Large
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Setup Browser Widget
While on this page you can simply slide the specific sections you would like to display on your
widget:

My Profile - This will display your profile information

Enable Share — This section will allow you to active the sharing of your newsletter to Facebook,
Twitter, Email, Google +, Pinterest and LinkedIn

Enable Comments — This will allow your users to comment/posts via Facebook,
Enable Subscribe — This will allow users to subscribe to your mailing list
Subscribe via subscription form — This will allow users to signup via the subscription form

Subscribe via social network — This will allow users to sign up to your mailing list via social
network accounts such as Facebook, Twitter, LinkedIn, etc.

Enable Translation — This section will allow users to translate your newsletter and the content to a
preferred language.

The Social Browser Widget is displayed below:

A
Share
Using an email form
or
Using your social site
Comment
Translate
Subscribe
R linlo!
or

Powered by Yourlogo goes here
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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 APl in your account then you need to tick Enable APl acc to this
account. You can also enter in a password for your API. If you need to change your password then
you will need to contact a member of support.

¥| Enable API access to this account

Trusted API IP addresses (comma separated IP addresses or IP ranges). This is mandatory for using our APL. If
this is not completed, the API will not work for your account

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

Export Email

This will display your export email that you chose, which is used to send any of the data that you
export. If you would like the export email changed then please contact a member of staff.

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 personalisation.

Authentication Beta

SPF records / Sender ID — 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 text box to enter your domain and then click on the “generate SPF records” button.

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 to enter your domain in and then click on the “generate DKIM Settings”.
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Subscription Form €

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

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

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

Page Setup
[-] Page Setup
Default Language English UK El
Background Colour #C0OC0COo D
To add a logo to your subscription form, add it in the 'subscription form header' section
Background Image Select an image
/Backgrounds/ | DSCO0002.jpg El Dizable backgrou

or upload a file

[ (NN pload File

Background Alignment Centra El DTile background

Left Margin 10 Top Margin 10

Form Width 500 Form Height 250

Font Times =] [12]=] [Wormal[=] [:z020s0| W
Button Font Times El 14 El Normal El y |:|

DEnable password on subscribe form for users with additional data.

Default Language

The links on the subscription form are not editable, but you can change the language that they
display. To do this, select a language from the drop down menu. This will change the ‘Subscribe’,
‘Unsubscribe’ and ‘Forward’ links on the bottom of your form to the language selected.

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.
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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

The buttons are the links at the bottom of the page that say ‘Unsubscribe’, ‘Subscribe’, ‘Forward’,
etc. 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
form (see section on Form Fields below), an ‘Update Profile’ link will appear on the form. If you tick
this 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 those are the fields that you want to “Display” and those that you want to “Make
Compulsory” which means the user will NEED to fill in that box to subscribe.

[-]1 Form Fields (collect additional subscriber infarmation)

Select Dataset to = -

- Contacts Izl

R b e r— (Only applicable if Mobile field is
Select mobile list Test List EI selacted.)

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

Email Address W W

First Name

Last Name
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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 your subscription form using the ‘Form Fields’ sub-menu. Simply expand the ‘Form
Fields’ section, select 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 expand the ‘Mailing List’ section and tick the box for each list you want to display on the form.

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 selected. They can change what lists they are subscribed to by clicking on the ‘Update
profile’ or ‘Unsubscribe’ button. They also have a choice to ‘Unsubscribe all’.

If no mailing list is selected, the subscriber will be added to ‘My Mailing List’, which is created by
default for each account.

Social Subscribe Settings

In this section you would just need to tick the option to allow social subscribe on your subscription
form. By allowing it your potential subscribers will be able to sign up using their social network
accounts such as Facebook, Twitter, LinkedIn, ect. This will be easier for your subscribers and the
information provided is done so automatically which will help to ensure the data is correct.

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-in process, click on ‘Preview opt-in email’ to see the email
we 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-hand column with the ‘Check
image’ and the ‘Confirm subscription link’ options cannot be customised.
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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 4 simple ways.

Add a light box subscription form to your website - This will make the subscription form pop
out in the centre and make the background black to make the subscription form stand out.

Add a quick and simple subscription form to your website - This will allow users to sign up to
your mailing list just using their email address.

Embed the entire form onto your website - This will allow you to embed the whole subscription
form onto your website just as it looks in your account.

Create multiple embed forms — You can create as many subscription forms as you would like so
you may want to request different data for the different mailing list such as for a monthly
newsletter and a competition. However please note when using this option you will need to host
the subscription forms on your website as only 1 can be hosted in your account.

We provide code to present your subscription form in any of the ways discussed above via the
appropriate “click here” hyperlink.

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.

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

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

Now go to your account settings located in the top right hand corner. Select the "application
settings" from the dropdown menu.
Select the "edit page" option adjacent to the "FBML" application. A box should appear, in
that box title give your sign-up tab a name such as "Email signup" or "Subscribe to
newsletter".

Now log into your account and navigate your way into Subscription 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.

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.
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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 ‘save’.

(NB - You can also create a trigger which will automatically send an instant or delayed welcome email to
someone who subscribes or unsubscribes to one of your mailing lists).  To learn how to set this up — click here.

[-] Hotify me of subscribes and unsubscribes

When somecone subscribes or unsubscribes send me an email to

You can also create autoresponders for a new subscribe or unsubscribe by clicking on the
appropriate “click here” links. Once you have clicked on them please refer back to the TriggerMail
section within this manual.

Subscribe autoresponders

To view my subscribe autoresponders click here To Create a2 new subscribe autoresponder click here

Unsubscribe autoresponders

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

To setup follow-up autoresponders, go to Triggers.

Back to Top



Help Center ¢

Within your account you can use the Help Centre for additional support as it allows you to look
through all of our support documents to find answers. The Help Centre is available 24/7 within your
account, the Help Centre consist of the following:

Trouble shooter: This will allow you to go through step-by-step walk through guides, each stage has
2 answers which will help you solve your query or issue quickly.

Knowledgebase: This section allows you to view all of our step-by-step guides, videos and frequently
asked questions which you can use to help solve your query or issue.

News: This section will inform you of any changes within your account.

Help and Support Center

& Knowledgebase

a

&’ Welcome to the help center. Please consult our knowledgebase.

CI%EI Troubleshooter ﬁ Knowledgebase

=" News

Help Desk Software by Kayako Fusion
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Mobile Section

Home <

The Mobile Home Page is the same as the Advanced Mail home page as it shows our new dashboard
which immediately provides you with the key information you need regarding your account. It also
provides you with some great features that will save you lots of time and effort.

News and Activities My Account Stats

Mailing list created 26/07/2013 14:17 Send Credits Left 9931
"Imported Data"

Non-Expiring Send Credits 5000
Expiring Send Credits 4931
Mobile Send Credits 4
Social S5MS
Post goes here... [ facebook SMS goes here...

delete

16 / 160 | 3 words

e You can view “News and Activities” which will help you provide you with the recent activity in
your account and it will also provide you with navigation.

e “My Account Stats” will update you with the send credits you have left to use within your
account.

e You can use the “Social” section to post directly to your Facebook and Twitter accounts even at
the same time.

e You can also use the “SMS” section to send a quick text message directly from your Dashboard.
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Mobile Sites £

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.

Create Site

Choose Template

Step one is for us to choose a template that we would like to base our mobile site on, as you can see
from the screenshot below we have many to choose from.

12 Templates | Page 1/1 o W

Blank

: 2] %)
Start With Blank a B _wij Video Tutorial

Template

Select site template
W 10GO )

mattis REAL ESTATE
Surrond yourself with beauty

#LOGO

Guide to Buying a Home

—

B
e B
5 !
el
- > Woe ==
Busness Contemporary Fashion News Guide to Buying a
Home

Preview Select Preview Select Preview Select Preview Select

My Logo ) = ourlogo I - ) —

RESTAURANT - Welcome
- 59
: A

Heading

Lo o Ao et s Lo e dio ot amt, consactote y
g Pasta-Restaurant Mexican Food Business &
Holidays Technology
Preview Select Preview Select Preview Select Preview Select

You can easily click on “Preview” next to the template to see it in full, once you’re happy you can
then just click on “Select” to start editing it.
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Editing a Template

Once you have selected the template you would like to use the first section is to change the logo
presented at the top left of each page and choose the colour scheme. You can change the logo by
clicking on the “Browse” button to locate the image you would like to replace.

Please note: The suggested logo height is 30px and the width is 250px.

Once you have done that you can now change the colour scheme by selecting one of the themes
available, or you can change the option from “Pre-set” to “Custom”.

@ Si c S
ﬁ : B

2/ Upload Company logo
Select Style (Pasta-Restaurant-Logo_1147.jpeg)
ox My Logo
@‘ style custom (L ) Preset
3 -
: e RESTAURANT
Select Pages
peachy Beach B |
- Summer Green - sescs0scssssssnse
1§
§
- Cobblestone flash N i
Edit Pages
Chemy sossom OE
% Emerald Avenue JE
s LaRosa .
Save
Viridian Garden -
—— - , ,
W Lorem ipsum dolor sit amet. consectetur
Exit s adipiscing elit. Fusce tincidunt tincidunt
Crimson Bum D | magna. son porta nunc dictum eu. Nunc
Shimmering Chrome -
Su— B |
Cerulean Sky -
Sweet Plum Cascade -

If you would like to insert your own custom colour scheme then change the option to “Custom” and
then use the options available to set the different colours you would like to use, this has been shown
below:

Style Custom (;) Preset

[¥IMake this my Home Page

Background cceeee I—‘ ‘

Color

Text Displays  Font  Georgia ¢
Color 333333 ¢
Size medium ¥

Text Inputs Font Georgia v
Color 666666 ¢
Size medium *

Alignment Center v




Select Pages

In this section you will be able to choose the pages that you would like to be added, we suggest that
you view all pages available as each page have specific elements already added to make it easier for
you.

You can “Edit” or “Delete” pages by clicking on them once, you will then see the 2 options displayed
below the page logo. You can easily add new pages by clicking on the one you would like to add
under the heading “Add more pages” as shown below:

N

V.
o/

Select Style PN é’ ’2
Iliiiil ‘.’ hdy Logo —d
HOME PRODUCT

CONTACT
us

G/ SURVEY
SURVEY ® 0 000 000000000000

Edit Delete

T—_— ¥ Add more pages

ABOUT US

Edit Pages

g‘,

Save

NS

CALL ME
[ ] ‘

‘ I GALLERY IMAGE NEWS
ol k-2

SHARE VIDEO

3 [
B

Survey Heading
Place Copy Here

Exit

»
b
=
o
m
73
(o]
o
>
=
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Edit Pages

Once you have created the pages you would like it is now time to edit the elements within them,
within this section you can add and remove elements that you would like on the page.

We have 15 different elements that you can add onto the page; we have displayed all of the
elements below:

Page elements B

Click an icon to add an element

We have displayed the element name, description, input options within editor and output display on
page. This should provide you with all of the information you need to use those elements on your

pages.
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list, numbered list or definition
list.

List Type Bulleted List

New List ltem

List ltems

Alignment Center
Font Avrial

Size normal

C00= 0 -

Element Description Input Options within Editor Output Displayed on Page
Text Display This element allows you .to add | v [E] TextDisplay 6 | Heading
text to your page; you will
PA have a Heading and Heading Paragraph
- Paragraph.
Paragraph
Alignment Center v
Font Avrial v
Size normal v
List This element allows you to add | v [:=] List1 $ i Lict itams
- a list which can be a bulleted
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Element

Description

Input Options within Editor

Output Displayed on Page

This element allows you to add
an image to your page.

v Image 1 $m

=

[Cupload [¥web Address [[Library
's/85154/ftp/mobile/marketing-advertising.png

Marketing i ]
www.mywebsite.com i ]
Border 0 pixel v
Alignment Center v

------ R AN NN E RN EARERESAEEREEREEREREERERREERE

Hyperlink / Videolink

&

This element allows you to add

a hyperlink which can be a web
address , email address, phone

number or a page you can also

style the hyperlink using text or
an image.

v [ Hyperink 1 $m
Text link

Link Type  [CText [¥Button

Link to [[lpage M web Address

[ClEmail  [Clphone number

http:// www.mywebsite.co.uk

Alignment Center v
Font Arial v
Size normal v
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Element

Description

Input Options within Editor

Output Displayed on Page

Table

This element will allow you to
insert a table so you can
structure your text within
table rows

v (@) Table

Table

Table Content
Rows

Row1 Columns:

Row?2 Columns:

This is a column

This is a column

Alignment Center
Font Avrial
Size medium
Border Width thin
Border Style solid

=
v [

Q Column

m Column

0 Column

m Column

Table
[This is a column[This is a column|
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Element

Description

Input Options within Editor

Output Displayed on Page

Text Input

&

This element can be used to
allow the users to send
messages to you. Within the
settings you can easily set
styles to it such as min and
maximum length, required
and password.

v ﬂ TextInput 1 S m

Text Input

Text Only
Minimum Length 0

Maximum Length 0
[[] rRequired ©® Orassword @

Alignment Center -
Font Arial -
Size normal -
Font Arial -
Size normal -

Caption

[Text Only

Numeric Input

12]

This element is the same as
the text input however it is
only used for numbers.

| Numeric Input 1 $ m

Numeric Input

Minimum Value

Maximum Value

[Elrequired @

Alignment Center v
Text Font Avrial v
Text Size normal v
Input Font Avrial -
Input Size normal v

Numeric Input
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Element

Description

Input Options within Editor

Output Displayed on Page

Selection Input

(I‘:\_ﬁ_: )
=i+ )

This element allows you to
create options for the user to
select.

=¢| Selection Input1

Selection Input

<

=

Display As Vﬁ@down

Caption @ value @

Test Test

Text Font Arial

Text Size normal

Input Font Avial

Input Size xx-small

TR I T R 4|
ST+

Selection Input

Date Input

t——

This element allows the user
to submit a specific date

v Date Input 1

<

=]

Date Input

Default Value @ Specific Date

Specific Date 03/15/2013

[ Required @
Alignment Center
Text Font Arial
Text Size normal
| Input Font Avrial
Input Size normal

Date Input
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Element Description Input Options within Editor Output Displayed on Page
Contact Us This element will add a v %] ContactUs 1 $m Contact Us
selection of contact details ContaciUs : 9
{. each one will have a logo for‘ it 0191 0000000 ’AI‘ ¢
) such as phone number, email G =
inn@@mycompany.co.u
address, blog, and even Al
Google Maps. www.myblog.co.uk
Google Map v
Address
City
State
PostalCode
Select Country v
Alignment  Center -
Font Arial v
Size medium v
Social Icons This element will allow youto | v (& Social lcons 1 $m Follow me
3 add links for your Twitter, Title Follow me g YOII )
Facebook, YouTube and ) 5 ‘ -
‘ . Twitter twitter.com/myname I, Tube
- LinkedIn accounts, once you N —
Facebook facebook.com/myname
have added those a logo to
represent them will appear on Youtube  youtube.com/myname
the page. Linkedin linkedin.com/mycompany
Alignment Center v
Font Arial v
Size medium v
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page.

Alignment  Center «
Font Arial v

Size medium v

Element Description Input Options within Editor Output Displayed on Page
Lead Form This element will allow the v [ LeadForm 1 $ Contact Us
user to fill in a textboxes which "~ : :
""" ) . Title ContactUs First Name:
PTE include, First Name, Last
. Send Button Text [ J
Name, Email, Phone, Company, Sand
Comment. You can easily insert Last Name:
. ReturnMessage
a message you would like the :
. Thank you. Your message has beensent @
user to see once they submit :
. Auto Responder Email =
the details and of course you : Email:
. - myname@myemail.co.uk i )
can choose which email ( j
address the form is sent to. Alignment  Center b
Font Arial v Phone:
Size medium v ( J
Text Font  Arial v Company:
Text Size  medium - [ J
Comment:
Video This element allows you to add | v [ Video 1 $m
a title and a link to the video , .
. . Title Video
which will then play on your
% URL hitp:/fwww.youtube.com/embe

Back to Top




Element Description Input Options within Editor Output Displayed on Page
Map This element allows you to v [ map1 $ 1 : -
_ ¥ 5 =
insert your address so you can A 1@1 P ;
Title My House (9 \
have Google Maps added to N
+
your page. Address =
City newcastle { Biyth
fries 1 g
State northumberland o qe;"\u n | te d eCaste
o °
Country United Kingdom v K | ng d o m & r:]__upon Tyne
ls urham
Alignment  Center - oot EL’:! \
Font Arial - y \ Stockton-on-TeéesooMiddles
3 - Ntehaven \
Size medium v : : {
g,.‘(f)! ’.':f.. 1' Mgap data ®2012 Geogle - Terms of Use
Viral Buzz This element allows the users | v [2'] Viral buzz 1 $ O Viral Buzz
on your page to share it on o . A Bt s
® ¥ pag . . Title Viral Buzz EiLike <10 l ¥ tweet I
Facebook, Twitter or email , e
. kiw i
the page to a friend. You can | FaceBook | Email |
. : 7 _—
assign a URL the users to be Twitter V)
taken to once they have Email kil
submitted them. URL www.mywebsite.co.uk
Alignment Center v
Font Avrial v
Size medium v
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Save

Once you have created the pages that you would like it is now time to save your work, the system will

automatically save your changes however it is always a good idea to continually save the changes you
make.

%

Save

Exit

Once you are happy with your website, you can now click on the Exit icon on the left and leave the
editor.

Exit

Before you leave it will allow you to send a test of your mobile site so you can see it in action as shown
below:

[ ]
L |

You are finished

Preview your site

Your mobile number +447566351224

Please note if you use this option it will send you a text message so you can preview the site however
it will use one of your SMS credits.
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Once it has been sent to your mobile, you should see this text message which as you can see has a test
link for your mobile site:

P ) ~N N\
\ Call || FaceTime || Add Contact
\ AN J\ J

Message
15 Mar 2013 10:07

This is your preview link

for the mobile site you

have just created @
http://test.cliku.com/Test
Wizard31420133:14:11PM

Q0 PJ Send

Edit Site

Rather than creating a new mobile site you can choose the Edit Site option. Once you click on “Edit Site”
you will then be able to choose the site you would like to continue to edit as shown below:

4 Mobile Sites | Page 1/1

Edit Mobile Site

test site Test Wizard Test Wizard Test Wizard
3_14_2013 3:14:11 3_14_2013 3:15:16 3_14_2013 3:19:03
PM PM PM
Preview Edit Preview Edit Preview Edit Preview Edit

Within this section you can then view the mobile site before editing it by clicking on “Preview” (as
shown below) or you can simply continue to edit it using the “Edit” option.

Edit Mobile Site

c My Logo = B

RESTAURANT

Lorem ipsum doloc sit amet. coasectetur adipiscing cit

Nanc portitor malesuada sem ac fimgila. In semper calla ac
sem dhctun molestie. Aenean Jectus nis. molestie st smet
enensis . almcorper i ante. Phaseli: v dolor i sem
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Choose Site URL

Once you are happy with the website you can even customize the URL being used for it, this can be done
via the “Choose Site URL”. Once clicked you can then select the website you would like to edit via the
“Current Sites” drop down menu, once selected you can then change the URL as shown below:

We publish yvour mobile =site for vou on a free name of your choosing at http://cliku.com

Your URL will look like this:
http://cliku.com/my=itename

http://cliku.com/ |myexamplesite
Current Sites | Test Wizard 3_14 2013 3:19:03( |

Images v

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

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

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

.................................................................................................. -—'xttElthl'l'lEl'ltE
et im) Backarounds
| 9=t I documents
Mabile

Once you have chosen the folder, the next step is to select the images that you want to be uploaded
into that particular folder. You can do this by clicking on the “Get images / files” button. A new window
will open and you can browse for your images/files, once you have located them you can click on the get
image or file and then click on the “Open” button. The next step is to click on the “upload files” button
as shown below as that will upload the selected files into your account for you to use.
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Select the folder to upload images or files to: | pictures El

Total Files: 1 Total Size: 128.42KB

Uploaded 094 - 0.00 bytes of 18.42KB

| clear files || upload files |

Once the images have been uploaded you will then see a green message presented at the top of your
account stating the import was successful.

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.

Folders Upload “2, Refresh Settings A\s\y
= {Zy Folders
() documents Y /
() Editorimages
() Mobile -
(] pictures ~ =
[ Y View Storage
326252 _82458| | Download Detail
12/&23;1 K: Py— Allocated Space:
~ Delete 20 Mb o
Used Space:
3.17mMb ©
Space Available:
326252_6234587476142080000.jpeg (53KB, 12/6/2011 5:55 AM) 16.83 Mb ©

GO\)SIC 7’ imedlum E
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Lists & Contacts ¢

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

Create a new mobile list

To create a new phone list, you can use the “Add Mobile List” icon 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:

New Mobile list

Add Mobile List
New Mobile list name?
MNew Mobile List

Once the list is completed you can use the “Save” button to complete the creation of your new mobile
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 [} import this will now allow you to import
your data using 2 different methods:

1. Add by copy and paste or typing — This first step to import using copy and paste or typing is to click
on the radio button to represent that you want to use this way to import @ your data. This option
will give you a screen in which you can copy and paste or type the new mobile numbers into (left
screen). Once you have inserted your data click the “add” button to actually import them into the
newly create mobile list.

Import using copy/paste

Select the mobile list to add the new | Pheone list/Group name

mobile numbers to, then type or — - =

paste the new mobile numbers in Lzoliadie L= [-]
the ares below. o

07876554434 447876554434 -

m 1 mobile numbers in list
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2. Import from file — The second option (which was discussed in the “add new mailing list” 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;
you can do that by clicking on “Import Settings”.

[-1 Import Settings

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

@ bhave column headings which are spelled exactly as the field definitions in the Address Book
= [or Dataset)

Always preview my import data in Quick Import.

Select what will be updated by the import

Mailing List {(ocptional) |tE5t EI (email addresses)
Phone List (optional) |Te5t Mabile List EI (mobile numbers)
Dataset (optional) | datasettest EI (all other data)
Import mode is always @ add / Update ] Update only © add only

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

When importing a Microsoft Excel Spreadsheet,

the sheet name to import is |

Default import method @ Quick Import @ step-by-step Import

Once the settings are all corrected the next step is to locate the file that you wish to import. To do that
click on the “Browse” button, once you have found the file you wish to import click the “Open” button
as that will then show the file name within the textbox (as shown below).

Upload the file to import:

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

Important
Its our objective to ensure best email
delivery for all our customers. For this
] reason, any address uploads will be
Drag files here verified by our system automatically.
or Should it happen that one of your
uploads will cause the intermediate
blocking of wour account, please
contact our support during normal
warking hours. We will be happy to
assist you to resolve this issue quickly
and enable your account again.

Import to this mailing list | My Mailing List EI ° Create new list
Import to this mobile list | Phonebook El
Import to this dataset | Contacts El

=1 certify that the list being uploaded is opt-in.
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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 then you may press the, “Continue” button.

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.

|MD|:|i|E EI |Fc\rname EI
7544554422 Bob
7633334111 Ted

[ surname =
Wood

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

Mobile forname [surname

Forename|Surname
7122456789|Fred Smith
7544554422 |Bob Wood

7652334111 |Ted Davison
4 3

change column mappings finish

If it is stored correctly click on the “finish” button, alternatively click on “change column mappings” and
you will be brought back to the previous page to change the drop down boxes.

Import complete

'Data racords imported : 0
Data records updated : O

Email addresses imported : 0
Mobile numbers imported : 3
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SMS/ Text Messages «

Create
Please Note: The maximum number of characters allowed in a standard SMS Message is 160 per mobile
credit. If you exceed 160 characters then you will be charged additional mobile credits.

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.

Give your SM5 a name:

Ciont Miss Cut

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

Blank EI
[ Next |

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

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

SMS [ Text Editor

Dear [DRTRZ0873.1}],
fur sale has started, 3c dont miss out.
Visit our atore or go on our website today 160 = 1 Message part

to see the amazing deals we have to cffer.

Click here - http://cliku.com/ 30000

306 = 2 Message parts
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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 the “insert”
button and it will place the personalisation into the text message where your cursor is placed.

Personalisation July Suscribers 20 Title -

Title

Surname

Link to mobile site sale mobile site Address insert
Town
Postcode

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

Link to mobile site New Mobile Site - m

You can preview the website that you have created to make sure the link is going to the correct one in

the Mobile site preview below the text you have created (as shown below):

-~

SALEMN E|

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

Once your text message is complete and you are ready to send, click on the “save” button at the bottom

of your screen m

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

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

To edit an existing SM5 select it from the dropdown menu below

Dont Miss COut
SALE NOW ON h‘

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

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

SMS [ Text Editor

Dear [DATA20973.1},

fur sale has atarted, 3c dont mias cut.
Visit our atore or go on our webaite today 160 = 1 Message part
toc 3ee the amazing deals we have to cffer.

Click here - http://cliku.com/EE0EK
306 = 2 Message parts

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

Copy

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

Copy SMS

Copy this SMS SALE NOW ON -

The new copy's name SALE NOW EXTENDED |
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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 then use the ‘To this new name’ textbox to rename it. Once you have
renamed the SMS message click on the “rename” button.

Rename SMS5

Rename this SMS SALE NOW ON -

To this new name |

rename

Delete

If you want to delete a text message then you can do so simply by clicking on the text message you
would like to delete which will highlight it. Once you have highlighted the title of the text message you
would like to delete, you can click on the button “delete SMS/s” which will remove it.

Delete SM5/ s

Delete SMS/s Dont Miss Out

SALE NOW ON

delete SMS/s
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Send SMS/ Text V

Please Note: Before sending a text message please ensure the mobile settings are correct such as the
country you will be sending to, length of the mobile numbers (i.e. 10 if you're sending to the UK), etc.
For more information please click here.

Send a Test Message

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

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

To [mobile number) +44

Select text message SALE NOW ON hil
Multipart 2

Message Preview 206 (190)

Dear {DATAZ0973.1), A
Cur sale has started, so dont miss out. Visit our store or go on our

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

Click hera - http://cliku.com/ 330000

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

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

Finally click the “send test” button which will send the test to the number inputted in the “To” textbox.

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 “To (Phone List)” 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.
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Send your message to your list
Preview phone list

To (Phone List) Test Mobile List hal . .
Test Mobile List Total: 2
Select text message SALE NOW ON -
Message Preview 206 (190) Mobile site preview
Dear {DATAZO09732.1}, P

Cur sale has started, so dont miss out. Visit our
store or go on our website today to see the EHLE!!!

amazing deals we have to offer.

] »

Click here - http://cliku.com/X0000K
SALE all weekend, so come on
down. Get 50% off kids, mens and
ladies wear.

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

If all is corrected then you can click the “send to list” button and it will bring up a message box asking if
you are sure you want to send. If you are sure you want to send the click the “send to list” button again,
alternatively you can click on the X at the top right corner to cancel.

X

Send Details

Current credit balance:

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

Credits |left after this send:

Credits Break Down
Local:

International:

MultiParts:

Cliku Links:

Invalid Massage Langths:

EMDDDD o s [}
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Reports & Statistics

Delivery Stats
You can view the delivery stats much like emails, as it will show how many sent, delivered, opened, and
views.
Message Name List Sent Delivered Clicks f‘iae%a:s E'::Ijits Send Date
[€, Test send Test: 1 1 1 1 1 2014/08/18 16:27

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

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

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

Details - Test Send

Send date 8/18/2014 4:27:36 FM List Test:
M Dear {DATAZ0973.1}, Our =ale has started, =0 dont miss out. Visit our store or go on our website today Click
ESSA0€ Lare - hitp://cliku.com/XO0000x
Of the total sent

1

h— Se“t 1
1
0.8 Pending 0
Received 1
0.6 Clicks 1
Mot delivered 0
Sent
0.4
0.2
u}
P /
Sent 1
B Recaived M Mot
delivered
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The example below shows the details of the ‘received’ which represents how many times the receiver
has viewed the text message.

Details - Test Send
Send date 3/18/2014 4:27:36 PM List Test: 447557474644

Dear {DATA20973.1}, Our sale has started, so dont miss out. Visit our store or go on our website today Click

Message  oio http://clilu. com/XKx00K

Mobile number Reason From number Credits used Of the total sent

Delivered to gateway 1 Sent

Pending
Received
Clicks

Not delivered

(= L= T

Download Data from Forms
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.

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 week’s data.

Choose your Site Example Site EI
From Date 11-Aug-2014 sz
To Date 18-Aug-2014 ez

Finally you will need to click the “Export” link which will send the link to your export email address
where you can download the excel spreadsheet with the information on. You will receive a green
message to let you know that the export link has been sent, as shown below:

" Link of export file has been enh:ailed
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Setup & Options w

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.
You can also change the length of the mobile numbers in your country, but please note that the first 0

and country code do not count in the length of the mobile number.

SMS [ Text Settings apply changes

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

[Mebile number minus country code and leading zero
Eg 00 44 779 123 4567 or 779 1232 4567 would be 10 long)

Character set for SM5 [/ Text messages |DEFE|L||t [iso-8859-1) EI

Current sender ID: Network default m

It is important to note that if you want subscribers to respond directly to your mobile number then you
will need to change the current sender ID Network default option. If you are going to change this setting
then click on the “change” button and you will need to insert your number into the text field provided in
the next screen as shown below:

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

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

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

Send verification code to this mobile +44 | m
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Import Filters

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

Import filters
During the file import process

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

For all mebile numbers of length 10 {or shorter)

then insert the country code
apply changes
If this is showing incorrectly for you then please amend it to the correct country code and click “apply
changes”.

If you would like to return to sending a text message please click here.

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.

Login username

Currant Password ¥ |uuu |

MNew Password ¥ |ssessssssss |

Confirm Password *

email my password to me m

You can get your password emailed to your download email address by clicking on the “email my

password to me” button or you can just save the new password by clicking on the “save” button.
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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 — 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.
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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 requires the
following in each email: a legitimate header, a valid ‘From’ address and a straightforward ‘Subject’ line. Also
required by the act is an unsubscribe/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'.
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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

The from line has two parts: part one is the ‘From’ name -- for example ‘Joe Blow. Part two is the ‘From’ address --
the electronic address including @, such as admin@domain.com.au. Your recipients may see only the ‘from’ name,
the ‘from’ address, or both, depending on the configuration of their email client and the email client software
used.

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.
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Newsletter
An expression that simply refers to HTML email, as described above. When most people think of email, they think
of plain text. When you use the term ‘newsletter’ in marketing, it conjures up a whole range 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.
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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®, Yahoo® and COMMBANK, to name
just a few. These messages are designed to ‘phish’ for personal and 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.co.uk/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.
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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 benefit to the
sender.”

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.
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Triggers

Triggers send automated follow-up emails based on the recipient's reaction to an email you've sent to them.
Triggers can be set up to send a time-delayed email when the recipient clicks on the link or opens an email. They're
great for sending thank-you emails or for sending coupons to people who've clicked on a product.

Unsubscribe
To remove oneself from an email list, either filling in a web form — clicking the unsubscribe link in the footer.

URL (or Universal Resource Locator)
Put simply, a URL indicates a website, web page or any other document address or location on the internet. URLs
indicate the location of every file on every computer accessible through the internet.

USP (Unique Selling Proposition)

Your USP is the unique attribute of your business that makes your company, product or service the best solution to
a problem, the best way to fulfil a need or desire or the best way to achieve a goal. Your USP answers the
prospective recipient’s question: "Why should | do business with you instead of someone 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 prevalent. Tools such as
‘send this page or ‘email to a friend’ encourage people to refer or recommend your company’s product, service or
a specific offer to others.
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