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you how to use each screen in the GUI.
F Use thelntroductionto get a basic overview of the email software.

F Use theGetting Startedchapter to start sending emails right away.

F Use theTroubleshootingchapter to diagnose and solveecific problems.
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features. The chapters are roughly arranged in order of the frequency with which
you are likely to use them when configuring the email software.
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INTRODUCTION

This section contains the following chapters:
Introduction

Getting Started

Logging In to the Email Software

The Email Software Interface



Introduction

Welcome to the Email Software

Congratulations on your purchase of the email software! The email software gives you
an unprecedented ability to create, mage and automate largscale email marketing
campaigns, mailing lists, and automatic responses.

Note: If you want to start using the email software to send out emails right away, see
Getting Started

Email Software Overview
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describes the components in this figure.



Figure 1 Email Software Overview
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Contacts

Contacts are the people about whom you store information in the email software.
These are the people to whom you send emails.

Contact lists

The email software stores all of your contacts in contact lists.

You can have multiple contacts lists, and you can configure each contact list to work in

a different way. For example, you can configure one contact list to send out automatic

emails to its members every monthnéd configure another list to take no automatic

action. You can also configure information differently for each contact list (such as the
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Manual Input, CSV Files and Website Forms

There are three ways to add contacts to a contact list: by inputting them manually one
by-one, by uploading a CSV (@ma-Separated Value) file with information on
multiple contacts, or by having contacts fill out a form on your website.

Note: You can output a CSV file from many database and spreadsheet applications
(Microsoft Excel, for example). When you upload a CeMdithe email software,
you can specify how the email software should populate the contact list with the
information in the file.

The emalil software helps you create forms you can put on your website to let your
customerssign up for your newsletter or emails.

Note: You can design forms in the email software, and then paste the HTML directly
into your web pages. You can also put some kinds of forms into the emails you
send out.

There are three ways to add contacts to a tamt list: by inputting them manually one
by-one, by uploading a CSV (ComBaA DAOAOAA 6 A1 OAQ AEI A xEOE i
information, or by having contacts fill out a form on your website.

Note: You can output a CSV file from many database and spreadsippdications
(Microsoft Excel, for example). When you upload a CSV file to the email software,
you can specify how it should populate the contact list with the information in the
file.

Templates

Use HTML and plaitext templates to form the basis of your email campaigns.
Templates make your emails attractive and promote your brand identity.

Either usethe templates included with the email software, which are designed
specifically to display correctly in all popular emalil clients, or design your own using the
Al AET Ol E@atuked ATOVID dedeldpmient editor and platext editor.

Email Campaigns ad Split Tests

Email campaigns are the emails that you send out from the email software to the
people on a contact list.

Email campaigns are based on an HTML omptaxt template, and are sent to

members of a contact list. You control when you send email campaigns; you can send
them at the click of a button, or schedule them to be sent out at a specific point in the
future.



Split tests allow you to discover whisersion of an email is most effective. You can

create different variations on an email (three versions with different subject lines, for
example) and send them out to your contact list at random, in equal numbers. The
statistics that are returned let yowes which version has the highest open or click

through rate.
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version is then senttthe remaining contacts in the list.

Autoresponders and Triggers

Like email campaigns, autoresponders are emails based on HTML ortpldin
templates. However, autoresponders are sent out automatically atgeéned
intervals after a contact is added to a contact list.

For example, you may want to send out one autoresponder as soon as contacts are
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Triggers are similar to autoresponders, but allow you even greater flexibility to

automate email and administrative tasks to happen automatically when certain other

events occur. You caset up daterelated triggers (so that everyone in your contact list
OAAAEOAOG A O(APPU "EOOEAAUS Al Agdlated T OEAEO A
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or she opengour email).

C

Custom Fields

Custom fields are variables that are added to a contact list. You can add any kind of
variableyouwh O j O#EQU6h O$AOA 1 A whde@dypdneedO: ED AT A,
When you add a custom field to a contact list, you can then add it in to an email

campaign.

The emalil software already has a lot of buiitcustom fields that you can use to
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found in some word processing and database applications

(@}

Note: If you are going to use custom fields in emails, it is strongly recommended that
you make them mandatory (a contact must fill them in to sign up). This way, you
can be sure¢hat you will have no embarrassing gaps in your emails.



Email Tracking

The email software allows you to track and view a variety of information about the
emails you send; how many are openeaqd when), how many links are clicked in each
one (and which link was clicked), and so on.

Bounce Tracking

Bounced emails are those that never reach their destination.

This can happen for numerous reasons. However, if you keep sending emails to an

address that does not accept them, there is a danger that your email server could be

blacklisted (making it much more difficult to sesdbsequent emails to anybody). To

avoid this, the email software can track bounced emails, discover why they were
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The email software can tell the difference between emails that bounced for temporary
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reasons (the account does not exist, for example). The email software caridken

different action depending on the type of bounce that occurred.

Cron
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commandsand processes at prdetermined times and intervals. It is a way of

scheduling tasks to happen automatically. The email software server uses cron jobs to

take care of sending out scheduled emails, handling autoresponders and bounced
emails, and a varietgf other tasks.

Event Log
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that allows you to see all of your interactions with a contact at a glance. Information

about email softwarerelated events (for example, each time an email is sent to a

contact) is logged automatically, and you can also manually log all sorts of other
information (for example, each time you call or meet a contact in person).



Getting Started

Use this chapter if you want to start sending out emails right away. The steps in this
chapter show you how to set up a list of your contaetisd send emails to them.

Note: The email software should already be set up and configured on your server. If you
are in doubt, check with your system administrator or whoever is in charge of the
server,

Steps marked with a red asterisk)(are necessaryl.he other steps are not necessary,
but allow you to perform additional, useful tasks.
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each step.
1 Log in to the email software *
Use your username andapsword to access the email software.
SeelLogging In to the Email Software

2 Set up a contact list *

Create a list to hold information about your contacts (the people to whom you
send your emails). You can also configure the follagwin

E Your name, email address, and other personal details.

9T OO0 AT I PATUSO 1T AIi Ah AAAOAOO AT A PETTA 1C¢C

E Where bounced emails should be sent.
F Which custom fields you want to use (see s&p
E Which fields you want to see when you view the list.
SeeCreating and Editing Contact Lists
3 Create custom fields

If you want to collect apecific type of information about your contacts, you can
create a custom field to hold the information.

E You can specify the kind of field you want to make (text box, diopn list,
check box, ando on), and a variety of other settings.

F You can also specify whether or not the field should be mandatory (if a field is
mandatory, it must be filled in before you can successfully add a contact to the
list).

SeeCreating and Eding Custom Fields

Note: Skip this step if you do not want to collect information that is not covered by the
built-in fields.

4 Add contacts to your contact list *

O0AC



Manually add information about one or more people tham you want to send
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one.
SeeAdding or Editing a Contact
5 Create a signup form

Use the email software to create an HTML form you can add to your wethsite
allows people to add their information to your contact list.

SeeCreating and Editing Forms

Note: Skip this step if you do not want to allow people to sign up to join your contact
list.

6 Place the signup form on your website
Add the HTML form you created in stégdo a page on your website.
SeeAdding a Form to Your Website

Note: Skip this step if you did not create a form in step 5.

7 Create an email campaign™

Email campaigns control the emails you sent to the contacts on your contact list.

E Spegify whgther'yqu want to send an HTML email, a pteixt email, or both
j ETT xT AO Oi 01 OEPAOOS6 QS

E Design the HTML and/or text components of thanepaign. Use the buiin
templates, modify a template, or build your own from scratch.
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F Use custom fields, if required.

F Activate the email: allow it to be sent to your contacts.

E Validate your email, if required: cbk how it looks in popular email clients.

E Preview your email, if required: send a test copy to your own email address.

F Save the campaign.

SeeCreating and Editing Email Campaigns

8 Send your campaign to your contacts®

Select te contact list to which you want to send the email campaign, and send it
out to the contacts belonging to the list.

SeeSending Email Campaigns
9 Check statistics about your campaign

Find out how many of your emaireached their targets successfully, how many
were opened, and a variety of other statistics.

SeeViewing Email Campaign Statistics

Note: Skip this step if you do not want to view statistics about your campaign.



Logging In to the Email Software

Take the following steps to log in to the email software.
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Hit Enter or clickGo.

Figure 2 Login Screen

Login with your username and password below,

Username: |

Password: |

Take Me bo: | Harme Page 3|
[T Remember my details

Laogin | Forgot vour password?

2 Enter yourUsername and Password

3 Select the screen you want to see once you have logged in. See the following
pages for more information on each screen:

¥ Home page seeUsing The Home Screen

E My contacts: seeViewing and Managing Contacts

E My contact lists: seeViewing and Managing Contact Lists

E My segments seeCreating, Editing and Viewing Segments

E My email campaigns seeViewing and Managing Email Campaigns
E My autoresponders seeViewing Autoresponders

F My campaign statistics seeViewing Email Campgn Statistics

4 If you want the email software to remember yousernameand Password click
Remember my details If you do not want the email software to remember your
details, leave this box unchecked.

Note: SelectRemember my detailsonly when you are the only person with access to
the computer you are using. NEVER select this on a public computer. Failure to
adequately protect the details of your contacts may contravene your local data
protection laws.

5 ClickLogin. If yourUsernameand Passwordare correct, the screen you selected
in step3displays.

Note: If you forgot your password, click tHeorgot your password?ink. A screen
displays in which youan enter youtUsername ClickSend email An email is
sent to the email address you registered with the email software. You can click a
link in the email to regain access to the email software.

;i



The Emall Software Interface
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you control every aspect of the email software.

The Email Software Interface at a Glance
The GUI is divided up into three parts.

Figure 3 The Email Software Interface at a Glance

The Toolbar

Home | Templates w | Forms w | User Accounts | Settings | Tools v | Logout | Help

The Navigation Bar

A Contact Lists +  &* Contacts » (7] Email Campaigns ~  (i§) Autoresponders + | Custom Fields gl Statistics ~

F Fl A Mlcontats 8 demo gt bobiaretech.cor gl So Test Examgie v

2/ Getting Started Guide SOl ol Contact Activity for the Last 7 Days
What would you like to do?
s saty 0 gut started, st follow the sl steps below:

Lwant to create an emall campaign
B e e o

Lwant to add or import contacts to my list
Entarconkacts cra-by 00 G Gt them from yous Computer.

p Send on omal yaive cresed to cortacts on yous ().

Lwant to see reports on my sent emeal
“ o0 who opaned your e, which ks they cickad and when,

F SeeThe Toolbafor more information on the toolbar.
F SeeThe Navigation Bafor more information on the navigation bar.

E Thefields that display in the workspace depend on the screen you are currently
viewing.The Navigation Baand The ToolbaOAAQOET 1 O T £ OEEO O00A0G60
the workspace.

Recent Activity Log

When the recent activity log is enabled (seenfiguring User Settingsa list of the
screens you have recently visited displays at the top of your screen.



Figure 4 Recent Activity Log
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Click an item in the recent activity log to jump baokthe relevant screen.

Note: The recent activity log is a usspecific setting; you can turn it on or off for one
user without affecting how the interface displays to other users.

Tooltips and Knowledge Base Links

Many objects in the GUI have tooltip icons next to the &). Place your mouse
pointer over the tooltip to see more information about the object.

Figure 5 Tooltips

k Format Options

Would vou like to give yvour contacts the option to
choose which Format they will receive vour email
campaigns in?

Other objects have text links next to them. Click these links to see an article from the
knowledge base on the subject.

Figure 6 Knowledge Base Links

& Choose the listis) wou want ko add/remove contact From and which custom fields to include on wour For. Learn more here,

To see more articles in ¢hknowledge base, clidielpin the toolbar.
Sorting Lists
When you se«y and J§ arrow icons in a list heading, use them to sort the list.

Qlick 43 to sort the list in ascending order, or clig} to sort the list in descending
order.

Navigating Lists
In pages with numerous list entries, navigation tools display.

Figure 7 Navigating Lists



Table 1 Navigating Lists

Results per page | Select the number of list entries to display in each page.
<< Click this to go to the first page in the list.

Back Click this to move backward one page in the list.

1,23, .. Click this to go to the numbered page in the list.

Next Click this to move forward one page in the list.

>> Click this to go to the last page in the list.

The Toolbar

The toolbar displays in every screen.

Figure 8 The Toolbar
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management.

Table 2 The Toolbar
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Home

Click this to return to thédome page, where you can see your contact
activity for the last seven days and use fBetting Started tool.

Note: TheGetting Started tool walks you through the bas
configuration steps you need to take to set up the email softwarg
and start sending email campaigns.

Templates #1 EAE OEEO O1 OEA xin éaiftemplitesboito OT
create or configure your own custom email templates.
Note: Templatesontrol the appearance of the emails you send.
Forms Click this to see a menu that lets you create, view and edit website fo|

Note: You can create forms for your website that let contastibscribe,
unsubscribe, modify their details, or send information to a friend

User Accounts

Click this to go to théJser Accountsscreen, where you can create,
AAT AGA AT A 1T AT ACA OEA Al AEI OT A

Note: When you create new users, yancpecify the features,
templates, contact lists and so on to which each user has acces

O



Settings Click this to go to thé&ettings screen, where you can view and change
global system, email and scheduling, security and addon module

settings.

Tools Clid this to see a menu that allows you to check information about yo
OAOOAOGO Al 1T £ZECOOAOQEI T h AEAAE A
o(o0 AooiT O i1ic¢ch AT A AEAAE OEA Ai
permissions.

Logout Click this to log out of themail software. You will need your user namg
and password to log back in.

Help Click this to goto the the email software online knowledge base, whe
uir 6 AAT OAAA EAI P AOOEAITAO 11 A

The Navigation Bar
The navigation bar displays in every screen.

Figure 9 The Navigation Bar

" Contact Lists « &5 Contacts « [*7] Email Campaigns ~ [4] Autoresponders ~ —| Custom Fields ~ il Statistics +

Use the navigation bar to go to screens where you can create, configure and manage
your email campaigns.

Table 3 The Navigation Bar

Contact Lists Click this to see a menu that lets you manage contact lists, bounced
emails, contact list segments and contact list groups.

Note: Bounced emails aremails you sent that could not be delivered.

Note: Segments are groups of contact list entries that share a particul
AFAAOOOAN &£ O AgAi bl Ah Al OOEA(

Contacts Click this to see a menu that lets you manage contacts manually, uplc
or download a file of autacts, and manage suppression lists.

Note: The email software uses CSV (Com8eparated Value) files to
upload contacts. Many common applications such as Microsoft
Outlook and Excel can export CSV files.

Note: Suppression lists contain email addressewkhich emails are not
sent, even though the address remains on the contact list.




Email Campaigns

Click this to see a menu that allows you to view, create and send eme
campaigns, perform spltests and view scheduled emails.

Note: Scheduled emails are emails you have configured the email
software to send out at a particular point in the future.

Autoresponders

Click this to see a menu thatlows you to create, view and edit
autoresponders and triggers.

Note: Autoresponders are emails that are sent out automatically after
certain event (for example, as soon as a contact joins your list).
Triggers are similar to autoresponders, but alloauyeven greater
flexibility to automate email and administrative tasks to happen
automatically when certain other events occur.

Custom Fields

Click this to see a menu that lets you create, view and edit siptioy
form custom fields.

Note: By default, subscription forms contain oridynail Addressand
Contact Format(plain text or HTML) fields. Custom fields help yc
gather more information about your contacts when they join youl
list.

Statistics

Click this to see a menu that lets you view statistics atyamur email
campaigns, split tests, triggers, autoresponders, contact lists and use|
accounts.
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THE NAVIGATION BAR

This section contains the following chapters:
Using Contact Lists

Using Contacts

Using Email Campaigns

Using Autoresponderand Triggers

Using Custom Fields

Using Statistics

Editing HTML and Text



Using Contact Lists

This chapter discusses how to use thentact listsmenu in the navigation bar.

Figure 10 The Contact Lists Menu

£ Contact Lists + é Contacts « Email Campaigns - [ Autoresponders « a Custom Fields - il Statistics

2 View Contact Lists

View, add and edit vour lists of contacts
or leads,

= Create a Contact List

Creat tact lisk which
a‘;edacoen?aﬁ?;fgaa;s tlg. e Switch bo Quick Links fll; Contact Activity for the Last 7 Days

[ Process Bounced Emails

Find and remove invalid email addresses  aple steps below:
From your lisks,

ermnail campaign
S
£, View Seqments 'd ba create an email in minukes,

Wiew and create segmented lists of your
contacts or leads.

1 wanin w auu o nnport contacts to my list
Enter contacts one-by-one of import them From vour computer.

Contact List Overview

Contact lists are the basic building block of your email campaigns. Each contact list
contains information about a set of contacts: the people to whom you send your
emails.

You can crete separate contact lists for different types of contacts (for example, one
list for leads from a trade show and another for people who sign up for your company
email newsletter).

When you create an email campaign, you send it to one or more contactYistscan
also send an email campaign to a segment (Seetact List Segmenis

Contact List Information

A contact list contains a variety of information about each contact. The type and extent
of information you collect bout each contact is configurable.

For example, a contact list for trade show leads might contain basic information, such
as:

E First and last name.
¥ Email address.

E Company nare.

E Job title.



However, another type of list mlght contain different types of information. For
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information such as:

F First and last name.

¥ Email address.

E Suit jacket size.

F Last product purchased.
The information a contact list contains depends solely upon the biind custom
fields that you define and populate with information. When you create contacts
yourself (by enteing information from business cards after a trade show, for instance)

you must enter the information yourself; when contacts add themselves to lists (by
signing up for a newsletter, for instance) they must enter the information themselves.

These fields allow you to personalize your email campaigns. For example, the owner of
OEA T A1T60 Al T OEET C OO01I OA x1 O1I A AA AAT A O1 0OC
send out highly personalized emails such as:
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Thank you so much for purchasing your overcoat from our store recently. As a

valued customer, | would like to let you know about our fall line of sport coats
AOGAET AAT A ET Ui 60 OEUAR Tw 11T c¢cs8o

Bounced Emails
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closed, or does not exist, arsd on. When an email bounces, an error message is

returned to the email software.

The emalil software allows you to process bounced emails by deactivating the relevant

contact inthe contact list. Subsequent emails are not send to the contact. This is

important, because an email server that repeatedly sends email that is subsequently

rejected by other servers can become blacklisted for spamming.

Note: Contacts are notdeletedffo OEA 1 EOO8 4EEO All 1 x0O0 Uil O Oi
information, and also ensures that the invalid email address is not later added to
the contact list by accident.
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bounce is logged. If a contact receives five soft bounces, it is treated as a handebo
When a hard bounce occurs, the contact is deactivated immediately.

Contact List Segments

Segments are sets of contact list members who all fulfil certain criteria. For example, all
members of a contact lisvhoseel AET AAAOAOOAO AT A ET O8AT 80E

You can use multiple criteria to define segments. For example, all members of a contact
list with two or more children and a household income of over $100,000.

The criteria that you can use to define segments depend on the-budhd custom

fields you use for the contact list. This allows you to target the audience for each of your
email campaigns with gi& precision, as long as you collect the right information about
your contacts.

For instance, a record company promoter ensures that all the people who sign up for his

1 AAAT 60 Al AET 1T AxOIl A OOWstnedpEnd dan later afg@anA CA AT A
email campaign inviting recipients to a label party in a Manhattan nightclub to the right

segment of his contact list: those who are over 21 years old and live in New York.

Segments can belong to a singletlisr span multiple lists.

Contact List Groups

You can arrange your contact lists into groups for ease of access. Each group of lists is
contained in a folder (selelanaging @ntact List Group Folde)s

You might want to arrange contact lists into groups if you have a variety of lists that
derive from different sources (for example, contacts from your website and contacts
from trade shows).

Contact list groups are a perser fature. This means that you can arrange the email
Ol £FOxAOAGO Ai 1 OAAO 1 EOOO ET O cOil 6O AO UT O
group arrangements.

Viewing and Managing Contact Lists

To manage the contact lists you already created (Seeatingand Editing Contact
Lists), clickContact listsin the navigation bar. Seledtiew contact lists.

You can:

E Delete selected list(s) remove the list (or lists) from the email software. The list
cannot be retrieved.

F Delete mntacts in selected list(s) remove all the contacts in the list (or lists). The
contacts cannot be retrieved. The list remains, but contains no contacts.



F Update contacts to receive text campaignschange the status of all the otacts
in the list (or lists) allowing them to receive emails in text format.

F Update contacts to receive HTML campaignschange the status of all the contacts
in the list (or lists) allowing them to receive emails in HTML format.

F Update contacts statusto confirmed: confirmed contacts are those who have
replied to a confirmation request email. Use this to change all the contacts in the
selected list (or lists) to confirmed contacts.

F Update contacts status to unconfirmed unconfirmed contacts are thosgho have
not yet replied to a confirmation request email. Use this to change all the contacts
in the selected list (or lists) to unconfirmed contacts.

F Merge the selected lists together select two or more lists and use tiiscombine
them. AnEdit contact list screen displays (s€ereating and Editing Contact Lists
for information on the fields in this screen), allowing you to define the new,
combined, list.

F Toggle betweerlist mode and Folder mode seeContact List Groups
You can alswiew, searchandadd contacts, andedit, copy or delete a contact list.

Figure 11 Viewing Contact Lists

View Contact Lists

Contact lists are used to store details about subscribers or leads, which include their email address and other details such as name, company, age, etc.

Create a Conkack List, I

|Choose o = = | D Results per page: |10 =] Pages: (Page 1of 1) < | Back | 1| Mext| s
- List Name & Created & Contacts & & List Owner & & Archive Action
[T B Leads for Sales Team 20 Moy 2007 3 Demo Lser LEE View Contacts Add Contact Edit Copy Delste
= Leads from Trade Show < %
O sy 20 Moy 2007 7 Demo User [FF]  Wiew Contacts Add Conkact Edit Copy Delete
4 (ot z007) ——
m  Mewsletter Subscribers
O A : 19 Moy 2007 3,930 Dema Lser LEH View Contacts Add Contact Edit Copy Delste
(From Product Demo's)
m  Mewsletter Subscribers i 2
0O A i 20 Mow 2007 ] Demao User (5 view Contacts Add Contact Edit Copy Delete
= (From Website)
Webcast Attendees (Mov
O " { 20 Moy 2007 i] Dema Liser LEH View Contacts Add Contact Edit Copy Delste

2007)

Note: The above figure shows your contact lists arranged in list mode; to see your
contact lists arranged in folder mode, see Figlée

Table 4 Viewing Contact Lists

Create contact list Use this to create a new contact list. Seezating and Editing Contact
Listsfor more information.

Choose an action Select one or more contact lists, select an option from the list and clic
Goto perform the selected action.




Click this to view your contact lists in folder mode. Sé&enaging
Contact List Group Foldefer more information.

Click this to view yar contact lists in list mode. When you select this, &
your contact lists display, regardless of the contact list group to whick
they belong (se€ontact List Groups

When you are viewing your contact lists in folder mode, click this to
create a newolder.

Note: When you are viewing your contact lists in list mode, this icon @

not display.
r Select a box belonging to a contact list before choosing an option froi
r the Choose an actiorist.
Select the box at the top of the column to select all tza lists.
List name This is the name you gave the contact list. Chcht to change the name
and other details.
Created This displays the date on which you created the contact list.
Contacts This displays the number of contacts currently associatét the
contact list.
List owner This is the default name used when sending email campaigns to this
contact list.
Archive Click this to go to the archived list of email campaigns sent to this list,
Action E ClickView contactsto see a list of the contas belonging to the

contact list. See/iewing Contact List Contacts

E ClickSearch contactsto search for contacts in the selected list. The
Contacts> Search contacts>Next screen displays.

E ClickAdd contactto add a new contact to the selected ligthe
screen that displays is the same as bentacts>Add a contact>
Next screen.

E ClickEdit to configure the contact list. The screen that displays is tl
same as the&Create a contact listscreen. Se€reating and Editing
Contact Lists

E ClickCopyto create a new copy of the contact list. The new list
AEODPI AUOh xEOE O#1 PU 1 £ ADPDAT

E ClickDelete to remove the contact list from the email software.

Managing Contact List Group Folders

To view your contact list groups, cli€ontact listsin the navigation bar, then click
View contact lists. If the folders do not display immediately, click tBevitch to folder

mode icon I[]).



Figure 12 Contact List Group Folders

View Contact Lists

Contact lisks are used to stare details about subscribers ar leads, which include their email address and other details such as name, company, age, etc.

Create a Contack List,,, |

|Choose an action =l 6o | D

ist Name « & reated & & ontacts o & ist Dwner & rchive Action
| Liskt M. Created Contact Liskt v Archi Acti
[ Trade Show Leads Rename Delete
r de Sh d !
Leads from Trade
O A 20 Mo 2007 7 Demo Lser LB View Contacts Add Contact Edit Copy Delste
Show {Ock 2007
Mewsletter
O _""‘- Subscribers {From 19 Mow 2007 3,930 Demo Lser GEE]  Wiew Contacts Add Contact Edit Copy Delete
Product Demo's)
[T B ‘Websie Leads Rename Delete
Mewsletter
| £ Subscribers {From 20 Moy 2007 1} Cemo Lser GEF] Wiew Contacts Add Contact Edit Copy Delete
Websita)
- Webcast Attendees 2 y
O =4 20 Mavw 2007 1} Dema Lser GEF View Contacts Add Contact Edit Copy Delete
= (Moy 2007)
[T B (Uncategorized)
~  Leads for Sales ) §
&= 20 Moy 2007 3 Demo User GEF] Wiew Contacts Add Contact Edit Copy Delete

Team

By default, only one folder existtl/icategorized). All your contact lists are in this
folder.

¥ To create a new contact list group folderclick theAdd a new foldericon 1 [5)).
Enter a name for the new folder and clitkld. The new folder appears at the top of
the list.

Figure 13 Create New Folder

Add Folder

Erter new Folder narne:
Add I Cancel |

F To delete a contact list group folder click itsDelete link. When you delete a group
folder, any contact lists contained in thelfler are assigned to thencategorized
folder.

Note: You cannot delete thelncategorizedfolder.

Z To rename a contact list group foldeyclick itsRenamel ET E8 %l OAO OEA A& 1

name and cliclRename



Figure 14 Rename Folder

Rename Folder

Erter new Folder narne:
Fenane I Cancel |

Note: You cannot reame theUncategorizedfolder.

F To move a contact list into a group folderdrag and drop the contact list into the
required folder.

E To remove a contact list from a group folderdrag and drop the contact list into
the Uncategorizedfolder.

EToviewaGC Ol OD /&l 1 A A Qdick itsExpandich#). | EOOO
Note: When you drag a contact list onto a group folder, it expands automatically.
41 EEAA A COI Ob ,ditkiits€dllapsetdoni=)l OAAO |1 EOOO

Viewing Contact List Contacts

To view a list of the contacts belonging to a contact list, dicktact listsin the
navigation bar, selectiew contact lists, and then click th&/iew contactslink next to
a contact list.

You can:

F Add a new contact add a contact to th contact list.
F Delete selected contact(s) remove the selected contacts from the email software.

F Update contacts to receive text campaignschange the status of selected
contacts, allowing them to receive emails in text format.

F Update contacts to receive HTML campaignschange the status of selected
contacts, allowing them to receive emails in HTML format.

F Update contacts status to confirmed confirmed contacts are those who have
replied to a confirmation request email. Use this to change the setecontact or
contacts to confirmed status.

F Update contacts status to unconfirmed unconfirmed contacts are those who have
not yet replied to a confirmation request email. Use this to change the selected
contact or contacts to unconfirmed status.

You can alsoview, edit anddelete contacts.



Figure 15 Viewing Contact List Members

View: Newsletter Subscribers (From Product Demos) ~ e e Q, search

Advanced Search
A contact is & person that has been added or has subscribed to wour contact list, Your existing contacts are shown below,

Q ‘o have 5,002 conkacts in your mailing lisk, They are shown below,

Add a Conkact ko My List..,

| Choose an action ;l il Resulks per page: |10 - Pages: (Page 1 of 501} = |Back|1]2 (3|4 |5 |MNext|=

O Email Address « & Date Added & Email Format « & Activity Status « & Confirmed 4 & Action

[ a2 email+1000@darnain, cam 19 Moy 2007 HTML Active Confirmed Wigw Log Event Edit Delete
O b= email+1001@dornain. com 19 Moy 2007 HTML Biive Confirmed ‘Wigw Log Event Edit Delete
[ & email+1002@darnain. com 19 Moy 2007 HTML Active Confirmed Wigw Log Event Edit Delete
[ a2 email+1003@dornain, com 19 Moy 2007 HTML Bitive Confirmed ‘Wigw Log Event Edit Delete
O & email+1004@darnain. cam 19 Moy 2007 HTML Active Confirmed Yigw Log Event Edit Delete
[ a2 email+1005@dornain, com 19 Moy 2007 HTML Aikive Confirmed Wigw Log Event Edit Delete
- & email+1006@darnain. cam 19 Moy 2007 HTML Active Confirmed Wigw Log Event Edit Delete
- & email+1007@dornain, com 19 Moy 2007 HTML Aikive Confirmed Wigw Log Event Edit Delete
([ a5 email+100&@dornain. cam 19 Moy 2007 HTML Active Confirmed Wigw Log Event Edit Delete
O & email+1002@dornain, com 19 Moy 2007 HTML Aikive Confirmed Wigw Log Event Edit Delete

Table 5 Viewing Contact List Members

View This displays the contact list name. Click the triangular icon to view
Contact listsor Segments.

Figure 16 Contact List andsegment Menu
v

5'} Contact Lists {View all | Search)

L Leads for Sales Team
L Leads from Trade Show (Ock 2007
~ Mewsletter Subscribers (From Product Demo's)
L Mewsletter Subscribers (From ‘Website)
_ Webcast Attendees (Mov 2007)
- Segments (Yisw All)
- All subscribers that contain '.com' in their email ...
L Mewsletter Subscribers from Produck Demos that subs ...

L Registerd Web Cast Atkendees in Mew York and Chicago

_ Reqistered Attendees For Webcast

Search Use this to search for contacts in the list by their email address. Enter,
your search term in the text field and click tBearchbutton.
ClickAdvanced searcho go to theContacts> Search contactsscreen.

Add a contact to my | Click this to add a new contact to the contact list. The screen that
list displays is the same as ti@ontacts>Add a contact> Next screen.




Choose an action

Select one or more contacts, select an option from the list and Gigto
perform the selected a@bn.

=
-

Select a box belonging to a contact before choosing an option from tH
Choose an actioriist.
Select the box at the top of the column to select all contacts.

Email address

This is the address to which emails for this contact are sent.

Date added

This is the date this contact was added to the contact list.

Email format

E
2

This display$iTML if the contact is configured to receive HTML
emails.

This displaygext if the contact is configured to receive plain text
emails.

Activity status

This diplaysactive if emails are sent to the contact.

This displaysinsubscribedif the contact was unsubscribed from the
list.

This display$ouncedif emails to this contact have not been
delivered, and emails are no longer sent to the contact.

Confirmed

This displaysonfirmedif the contact has replied to a confirmation
request email.

This display$Jnconfirmed if the contact has not yet replied to a
confirmation request email.

Action

ClickView to see information about the contact. THeontacts > View
contact screen displays.

ClickLogeventOT 1 AT OAT 1T U AAA AT Al O(¢
SeeManual Event Logginfpr information on the screen that
displays.

ClickeditOT 11T AEZAZU OEA Al HeCoAtdcBBKdit E |
contact screen displays.

ClickDelete to remove the contact from the email software.

Creating and Editing Contact Lists

Take the following steps to create or edit a corttéist:

1 To create a new contact list, cli€kontact listsin the navigation bar. Sele@reate

a contact list.

To edit an existing contact list, clickontact listsin the navigation bar, select
View contact lists. Click theEdit link next to the contactist you want to modify.

2 Configure the fields in the screen that displays.



Figure 17 Create or Edit a Contact List

Create a Contact List

Contact lisks are used to store details about subscribers or leads, which include their email address and other details such as name, company, age, ete.

Save I Cancel |

MNew List Details

* List Mame: | | @
* Lisk Cwners Narne: Deme User | @
* Lisk Ciwners Email: | | @
*# List Reply-Tao Email [ | @
* List Bounce Email: [ | @
Matify the List Owner: [¥ tres, send subscribe and unsubscribe notification emais ko the list owner €

Custom Fields

#dd These Fields to the List: [ Birthday “le
™ example-field
™ First Marne
I

[ Location

| el R 2}

visible Fields

Show These Fields:

Company Details

Cornpanty Mame: | | !

pr
3

Company Address: |

=
[ia]
S

Company Phone Mumber: | | !

P
.

Bounce Account Details

Process Bounced Emnails: [+ ‘tes I want to process bounced emails For this list
Wwhat are bounced emails and how are they processed?
* Bounce Email Server Narne: | | (2]
* Bounce Email User Mame: | | (2]}
* Bounce Email Password: | | (=]
IMAP Email Sccounk: [¥] s, this is an IMAP Account L]
IJse Extra Mail Settings: [T Wes, use extra mail settings (2]
fgree ba Delete Emails: ¥ I understand that bounced emails will be remaoved From the inbox T am using to manage thern

[¥ Remove all emalls From the inboz, ot just bounce emails €

Tesk Eounce Sektings I

Save | Cancel I

Table 6 Create or Edit a Contact List




New list details

List name Enter the name for this contact list. This name appears incibwtrol
panel and subscription forms.

, EOO 1 x1 |Enterthe name of the list owner. This is the name that appears on en
to this contact list.

, EOO0 1 x1 |[Entertheel AET AAAOAOO 1T &£ OEA 1 EOQO 1

address thatdisplays on email sent to this contact list.

List replyto email

Enter the default reply email address for emails sent to this contact lig

List bounce email

Enter the address to which bounced emails from this contact list are s

Notify the list
owner

Select the check box to have an email senttothe OO 1 x1 AO¢
every time a contact subscribes to, or unsubscribes from, the list.

Custom fields

Add these fields tc
list

Select the custom fields you want to associate with this list.

Visible felds

Show these fields

3AT AAO OEA EEAI AO UIVeweoAdcBpagel A

Company details

Company name

Enter your company name. This is used when you add the
%%companyname%¥ariable in your emails to this list.

Note: Configure thidield and use the@s%companyname%variable in your
emails to adhere to the CAISPAM act.

Company address

Enter your company address. This is used when you add the
%%companyaddress%%variable in your emails to this list.

Note: Configure this field and uske %%companyaddress%%variable in
your emalils to adhere to the CANPAM act.

Company phone
number

Enter your company address. This is used when you add the
%%companyphone%gariable in your emails to this list.

Note: Configure this field and use tl&@osompanyphone%%variable in your
emails to adhere to the CAISPAM act.

Bounce account deta

ils

Process bounced
emails

Select the checkbox to process bounced emails {(seenced Emails

Note: If you do not process bounced emails your server is in danger ¢
becoming blacklisted due to repeated attempts to email
unavailable accounts.




Bounce email
server name

If you selected th€rocess bounced emailsheckbox, enter the IP
address or hostname of the server you want to use to process bounc
emails.

Bounce enail user
name

Enter the username for your account on the email server you use for
processing bounced emails.

Bounce email Enter the password for your account on the email server you use for
password processing bounced emails.

IMAP email Select he checkbox if the account on the bounce server is an IMAP
account (Internet Message Access Protocol) account.

Deselect this if the account is a POP3 (Post Office Protocol version 3]
account.

Use extra mail
settings

Select this if you need to configure the bouremail server account
further. The following fields display:
Do not validate certificate: select this if you do not want to validate
OEA OAOOGAOGB8O 33, j3AAOOA 31 AE/
Use this if your server uses a sstfned certificate. If you are nagure
whether your server uses a ssifjned certificate, do not select this.
Do not use TLSselect this if you do not want to use TLS (Transpor
Layer Security) to connect to the server. If you are not sure whethe
you want to use TLS, do not selectghi
Do not use SSt select this if you do not want to use SSL (Secure
Sockets Layer) to connect to the server. If you are not sure whethe
you want to use SSL, do not select this.

Others: enter any other options required to connect to the server.

Agree todelete
emails

Select this if you want to delete emails from the server once you have
read them. If you did not save an email on your computer, you will not
able to reread the email.

Test bounce
settings

Click this to test the bounce email account lgnding a test email.

3 ClickSaveto save your changes. Alternatively, cliCancelto return to theView
contact lists screen without saving any changes.

Processing Bounced Emails

Bounced email processing clears your contact lists of invalid email€3(seeced

Emailg.

If you use automatic bounced email processipgy do not need to perform manual
bounced email processing.



E SeeManaging Email Settingfor information on configuring default global
automatic bounced email settings.

F SeeCreating and Editing Contact Lisfer configuring automatic bounced email
processing for individual contact lists.

Take the following steps to manually process bounced emails:

1 ClickContact listsin the navigation bar, then clidRrocess bounced emails

Figure 18 Processing Bounced Emails

Process Bounced Emails

Processing bounced emails will clear your lists of bounced emails so that you do not continue to send to invalid emails, Please select a contact list ko process bounced emails For,

Mext == | Cancel |

Select a Contact List

* T\Wank to Process Bounced Emails For: Leads for Sales Team (3 active confirmed contacts) -
Leads from Trade Show {Oct 2007) (7 active confirmed contacts)
Mewsletter Subscribers (From Product Demao's) {3,930 active confirm
Mewsletter Subscribers (From Websike) (0 active confirmed contacts,
Webcast Attendees (Mov 2007 (0 active confirmed contacts)

e

Next =2 | Cancel |

2 Select the contact list for whichoy want to process bounced emails and click
Next.

Alternatively, clickCancelto return the fields in this screen to their defaults
without saving any changes.

Figure 19 Processing Bounced Emails: Enter Server Details

Process Bounced Emails

By processing "bounced” emails, you can remove contacks From your list whose email addresses are invalid, as well as those who can't receive emails because their inbox is Full, etc,

Mext == I Cancel I

Bounce Account Details

* Bounce Email Server MName: l -4
* Bounce Email User Mame: I o
* Bounce Email Password: | =4
IMAP Email Account: [ es, this is an IMAP Account &
Use Extra Mail Settings: [~ ‘es, use extra mail settings &/
agree ko Delete Emails: I 1 understand that bounced emails will be removed From the inboc I am using to manage them
Save Bounce Server Details: [ ‘es, save these details '€
Mext == | Cancel I

3 Enter the details of the email server you want to use to process bounced emails.

Table 7 Processing Bounced Emails: Enter Server Details

Bounce email server | If you selected thé’rocess bainced emailscheckbox, enter the IP

name address or hostname of the server you want to use to process bounc
emails.




Bounce email user
name

Enter the username for your account on the email server you use for
processing bounced emails.

Bounce email
password

Enter the password for your account on the email server you use for
processing bounced emails.

IMAP email account

Select the checkbox if the account on the bounce server is an IMAP
(Internet Message Access Protocol) account.

Deselect this if the account 8POP3 (Post Office Protocol version 3)
account.

Use extra mail
settings

Select this if you need to configure the bounce email server account
further. The following fields display:
Do not validate certificate: select this if youlo not want to validate
OEA OAOOAOG0 33, j3AA0OOA 31 AE|
Use this if your server uses a ssitfned certificate. If you are not suri
whether your server uses a ssifjned certificate, do not select this.
Do not use TLSselect thisfiyou do not want to use TLS (Transport
Layer Security) to connect to the server. If you are not sure whethe
you want to use TLS, do not select this.
Do not use SSt select this if you do not want to use SSL (Secure
Sockets Layer) to connect to the servéfryou are not sure whether
you want to use SSL, do not select this.

Others: enter any other options required to connect to the server.

Agree to delete
emails

Select this if you want to delete emails from the server once you have
read them. If you did ot save an email on your computer, you will not |
able to reread the email.

4 ClickNext to begin processing bounced emails.

Alternatively, clickCancelto return the field in this screen to its default without
saving any changes.

Figure 20 Procesing Bounced Emails: Start Processing

Process Bounced Emails

Click the button below to check for and process bounced emails in the email account you entered

Start Processing

5 ClickStart Processing A screen displays indicating progress.



Figure 21 Processing Bounced Emails: Progress

Bounce Processing In Progress
Please wait while we attempt to process the 1 email(s) found in the account...

0 hard bounces have been found so far
0 soft bounces have been found so far
0 emails have been ignored so far.

0 emails have been deaned up so far.

100%

Processing 1 of 1 emails

6 A screen displays with a summary of the processing operation. Ciek bounce

Figure 22 Processing Bounced Emails: Summary

statistics to see detailed information.

Process Bounced Emails

@ The bounced emails in your account have been processed successfully,

1 email was found in the email account.

0 emails were processed as "hard bounces™

0 emails were processed as “soft bounces”

1 email was ignored in the email account. This could be a non-bounced message (for example, spam) or it didn't match any of the bounce processing rules.

You or your administrator can modify the bounce rules used by editing the admin/resources/user_bounce_rules.php file,
0 emails were cleaned up in the email account. These are most likely autoresponders (for example, out of office messages).

View Bounce Statistics

Creating, Editing and Viewing Segments

ClickContact listsin the navigation bar, then clickiew segments

Figure 23 Viewing Segments

View Segments

A segment is a filkered view Far one or mare of vour contact lisks, You can view contacks by segments and even send campaigns to a specific segment,

Create a Segment. .. |

-

o 4 o i |

I Choose an action ;I G |

Segment Name & &

&l subscribers that contain ' com' in their email address

Mewslatter Subscribers From Product Demos that subscribed after 14/5/2008
Registerd Web Cast Attendees in Mew York and Chicago

Registered Attendees For Webcast

Results per page:
Created & &
29 May 2005
29 May 2005
29 May 2005

29 May 2005

Pages: (Page 1 of 1) «|Back | 1 | Mext| =
Contacts Action

5013 Yiew Contacks Edit Copy Delete

5000 Wiew Contacks Edit Copy Delete

E
Edit Copy Delete

o Wigw Contacts

] Yiew Contacts Edit Copy Delete

(Page 1 of 1) «|Back |1 | MNext|=

Table 8 Viewing Segments




Create a segment

Click this to define a new segment of one or more contact list contacty
SeeCreating a Segment

=
-

Select a box belonging to a segment before choosing an option from |
Choosean actionlist.
Select the box at the top of the column to select all segments.

Choose an action

Use this to delete one or more segments. Select the segment (or
segments) you want to delete and seldatlete the selected
segment(s)

Segment Name

This dsplays the descriptive name of the segment.

Created This displays the date on which the segment was defined.

Contacts This displays the current number of contacts within the segment (thosg
the relevant contact list or lists, whose information matchbe
OAcCi AT 060 0OOI AbQs

Action E ClickView contactsto see a list of all the contacts in a segment. Se

E ClickeditOT 1T AEAZU A OACIi AT 680 OAOQ
the same as th€reate a segmenscreen; se€reding a Segment

E ClickCopyto create a new copy of the segment. The new segment
AEOPI AUOh xEOE O#1 DU 1 £ ADPDAI

E ClickDelete to remove the segment from the email software.

Note: When you delete a segment, the contacts in thersegt are not
deleted.

Creating a Segment

Take the following steps to create a segment:

1 ClickContact listsin the navigation bar, theNiew Segments

Figure 24 Creating a Segment

Yiew Segments

Create a Segment. .. |

A segment is & filkered view For one or more of your contact lisks, You can view contacts by segments and even send campaigns to a specific segment,

|Choose an action ;I il Results per page: Pages: (Page 1 of 13 «| Back | 1 | Mext | =
] Segment Name & & Created « & Contacts Action
| g% Al subscribers that contain '.com' in their email address 29 May 2008 5013 View Contacks Edit Copy Delete
O 4@ Mewsletter Subscribers from Product Demos that subscribed after 14/5(2005 29 May 2005 5000 Wiew Contacks Edit Copy Delete
O &% Registerd Web Cast Attendees in Mew York and Chicago 29 May 2008 o Wiew Contacts Edit Copy Delete
- &% Registered Attendees for Webcast 29 May 2008 o Wiew Contacts Edit Copy Delete

(Page 1 af 1) «|Back| 1 | Mext | =




2 ClickCreate aSegment.

Figure 25 Creating a Segment; Configure Segment

Create a Segment
A segment is a filtered view across one or more of vour conkact lists, For example vou could create a segment to view contacts in Mew York across all of your lisks,

Save | Cancel I

Segment Details

&€

* Segment Mame: [

€

* Segment Contacts From: | [ Leads for Sales Team (3 active contacks)
[~ Leads fram Trade Show {(Ock 2007 (7 active contacts)
[~ Memsletter Subscribers (From Product Dema's) (3,930 active contacks)
[ Mewsletter Subscribers (From Website) (0 active conkacks)

[~ “Webcast Attendees (Mov 2007) (0 active contacks)

* Match Type: % Match all rules (AMD condition) =
" Match any rule (O condition)

Segment Rules

* Filker Contacts Where: | Email Address = | contains =l ap @@
|Email Address = |contains =~ | ap © O
| Email Address x| |conkains = an @8
|Email Address | |contains -~ | ap @@
| Email Address | |conkain = e
Save I Cancel |

3 Enter a descriptiv&egment name
4 In theSegment contacts from list, select the contact lists you want to include in
the segment. You can use the search box below the lisihi ¢dontact lists.
5 Choose aMatch type. This controls how the email software applies the rules you
configure.
F SelectMatch all rules (AND condition)o find only contacts who match every
rule you define.
E SelectMatch anyrule (OR condition)to find contacts who match one or more
of the rules you define.
6 Define yourSegment rules These are the conditions a contact must match to be
included in the segment.
Do the following for each rule:
E The first dropdown list contans the fields available for the contact list (or lists)
you selected. Select the basic or custom field you want to base the rule on.
F In the second dromlown list, selectontainsto search for contacts that match
the information you add in the text fidl Selectdoes not containto search for
contacts that do not match the information you add in the text field.



E In the text field, enter the information you want to search for.

Note: Click the add icorg) to insert another rule to the list, orclick drd 6 O A AT AOA
(@) to delete the rule from the list.

7 When you have finished configuring your rules, chalve TheView segments
screen displays, with the new segment in the list.

Alternatively clickCancelto return to theView segmentsscreen withait saving
your changes.

6EAxET C A 3ACi ATO6O #11 OAAOO
To view a list of the contacts belonging to a segment, diickitact listsin the

navigation bar, selecView segments and then tick theView contactslink next to a
segment.

You can:

F Add a new contact add a contact to the email software.
F Delete selected contact(s) remove the selected contacts from the email software.

F Update contacts to receive text campaignschange the stus of selected
contacts, allowing them to receive emails in text format.

F Update contacts to receive HTML campaignschange the status of selected
contacts, allowing them to receive emails in HTML format.

F Update contacts status to confirmed confirmedcontacts are those who have
replied to a confirmation request email. Use this to change the selected contact or
contacts to confirmed status.

F Update contacts status to unconfirmed unconfirmed contacts are those who have
not yet replied to a confirmatio request email. Use this to change the selected
contact or contacts to unconfirmed status.

You can als@iew, edit anddelete contacts.

EA



Figure26 6 EAxET ¢ A 3ACi AT 660 #11 OAAGO

View: All subscribers that contain ".com’ in their email

Praduct Derma's)

(Page 1 of 502)

Search by email address '% Search
address - Advanced Search
A contact is a person that has been added or has subscribed to wour contact list, Your existing contacts are shown below,
O ‘fou hawve 5,018 contacts in your segment. They are shown below,
Add a Conkact ko My List, ..
I Choose an action ;I Go | Resulks per page: I 10 vl Pages: (Page 1 of 502) = |Back|1|2|3| 4|5 | MNext |
[ Email Address & 22:': added E}n:}all Lotmat gc;mty glatus gonﬁrmed ¥ Contact List « & Action
© &  emal+1000@domain.com 19 Moy 2007 HTML active Confirmed Plewslotterlihschiber=itRion view Log Event Edit Delete
Product Demao's) At ETe
O & email+1001@dornain, com 19 Mow 2007 HTML Ackive Confirmed Pieweloticy SuPscrlbers {feom ‘Wievs Log Event Edik Delete
Product Demao's) R =
-1 5 % : 1 Mewsletter Subscribers (From . 2
O a2 email+1002@dornain. com 19 Mow 2007 HTML Active Confirmed Product Dema's) Wievs Log Event Edik Delete
o % v . 5 Mewsletter Subscribers (From 2 3
| o email+1003@dornain. com 19 Mow 2007 HTML Active Confirmed Froduct Demo's) Wiew Log Event Edit Delste
O @  emal+1004@domain.com 19 Mo 2007 HTML Active Corfirmed Neyslesterahihsaiberzhom View Log Event Edit Delste
Product Demo's) ] —
o ; . . i Mewsletter Subscribers (From . =
O & email+1005@darnain. com 19 Mow 2007 HTML Active Confirmed Product Demo's) Wiew Log Event Edit Delete
[ o email+1006@dornain. com 19 Mow 2007 HTML Active Confirmed Newsletier SUPSCrIbErS (Fram ‘igw Log Event Edik Delete
Product Demo's) e e
[ & email+1007@dornain. com 19 Mow 2007 HTML Ackive Confirmed Lo lotic] SUPSCrIbErS (Geom ‘iews Log Event Edik Delete
Praduct Demao's) s e
T &  emal+i008@domaincom 19 Nav 2007 HTML fictive Corfirmed lleslotteroihschiber=i(Eram Views Log Event Edit Delste
Proaduct Demao's) A RS
T 4 emal+1009@domain.com 19 Moy 2007 HTML Active Corfirmed helslecter, shiheribersl(from Views Log Event Edit Delste

Table 9 Viewing Segment Contacts

lists or Segments.

Figure 27 Contact List and Segment Menu
v

£&" Contact Lists (Wi All [ Search)

L Leads for Sales Teamn
L Leads from Trade Shaw (Oct 2007
- Mewsletter Subscribers (From Product Demo's)
L Mewsletter Subscribers (From Website)
_ Webcast Attendees (Mov 2007)
H Segments (Yisw All)
- All subscribers that conkain '.com’ in their email ...
L Mewsletter Subscribers from Produck Demos that subs ...

L Registerd Web Cast attkendees in Mew York and Chicago

_ Reqistered Attendees For Webcast

View This displays the segment namelidk the triangular icon to viewontact

Search Use this to search for contacts in the segment by their email address.
Enter your search term in the text field and click tearchbutton.
Click Advanced searcho go to theContacts>Search contactsscreen.




Add a contact to my
list

Click this to add a new contact to the email software. The screen that
displays is the same as ti@ontacts>Add a contact> Next screen.

Note: When you use thigption, the contact is not necessarily added to
the segment. The contact is added to the segment only if it fulfils
OEA OAcCi A1 060 AOEOAOEAS

Choose an action

Select one or more contacts, select an option from the list and Gigto
perform the selected etion.

=
-

Select a box belonging to a contact before choosing an option from th
Choose an actioriist.
Select the box at the top of the column to select all contacts.

Email address

This is the address to which emails for this contact are sent.

Date addel

This is the date this contact was added to the contact list.

Email format

E This display$iTMLif the contact is configured to receive HTML
emails.

E This displayJext if the contact is configured to receive plain text
emails.

Activity status

E This dsplaysactive if emails are sent to the contact.

F This displaysinsubscribedif the contact was unsubscribed from the
list.

F This display®ouncedif emails to this contact have not been
delivered, and emails are no longer sent to the contact.

Confirmed E This display€onfirmedif the contact has replied to a confirmation
request email.
E This display$Jnconfirmed if the contact has not yet replied to a
confirmation request email.
Contact list This displays the name of the contact list to which thastact belongs.
Action F ClickViewto see information about the contact. THeontacts>View

contact screen displays.

E ClickeditOT 11T AEAZU OEA AT 1 CoAtdAcBBEDit E |
contact screen displays.

E ClickDelete to remove the contact fronthe email software.




Using

Contacts

This chapter discusses how to use tbentactsmenu in the navigation bar.

Figure 28 The Contact Lists Menu

% Contact Lists

Home

& Getting Startec

What would y

It's easy ko get starke

I war
Use the

CRYR

&2 Contacts « Email Campaigns «

3} View all Contacts

Wiew or search for contacks across all of
walr lisks,

|, Search Contacts

Search for contacts across all of your lisks
and segments,

% Add a Contact

Tvpe the details of a new contact into a
form and add them to your list,

Import Contacts From a File

Upload a file From wour computer
conkaining a list of contacks or leads,

=) Export Contacts to a File
Export conkacts from one/more lists to a
file which vou can download.

=4 Remove Contacts

Unsubscribe or permanently remove
contacts Fram wour list,

i <% Email Suppression List

A
Suppressed emails remain in vour lists but
won't receive emails,

Suppress an Email or Domain

add an email address or domain to the
suppressian list,

list

1puter.

when.

[4l Autoresponders ~ |5 Custom Fields « [l Statistics «

Switch to Quick Links il Contact Activity for the Last 7 Days

Contacts Overview

A contact is a person to whom you send email campaigns. &dsican be added to the
email software in one of three ways.

E You manually create a contact record and input the information yourself.
E You import contacts from a CSV (Comraparated Value)lg. The email software

creates contact records for each entry.

F A contact signs up at your website. The email software creates the contact record.

Contacts are arranged into contact lists. Each contact mbihg to one contact list.
SeeContact List Overvievfor more information.

You can also arrange contacts using segments; lists of contacts in one or more contact

lists that share certain criteria. Sé&eating, Editing and Viewing Segmerfar more

information.




Each contact has a contact record that contains information about the person it
represents. When you create a contact list, you specify the types of information you
want to hold by selecting the fields for thetlig\ll contact records in a list have the
same fields.

There are two types of field: builh and custom. You can define custom fields yourself,
using theCustom fields> Create a custom fieldscreens.

The minimum required information for a contact is:

¥ Email address required to send emails.

F Email format (HTML or text): required so that users with testily email clients are
not sent HTML emails.

F Confirmation status (confirmed or unconfirmed): required so that you can use
double-opt-in confirmation. When you use doublept-in confirmation, users who
signup to your contact list receive an email to confirm that they want to join.

Note: Doubleopt-in confirmation is not mandatory. However, it is strongly
recommended that you use it in order to avoid sending potentially unwanted
emails.

Event Logging Overview

Every contact in the email software has a personal event log. This is a CRM (Customer
Relationship Management) feature that allows any user of the email software to
instantly see information about intexction with the contact.

Events can be logged either automatically or manually.

When the email software performs an action that relates to a contact (ssdeading
an email to the contact) an event is logged automatically.

When you want to log an event that the email software cannot log automatically, such
as a phone call or a meeting, you can add an event log entry manually/¢see
Event Logging.

ToOAA A AT 1 OAAG8O AOGAT O 11 ch AEOEAO(q
E#1 EAE OEA AT ICanfadisd Gidy canadtsiscreBn. OE A
Z) T A Avielv EoAtdc@€ci@en, scroll down to thEvent logsection.

Viewing and Managing Contacts

To view the contacts stored in the email software, cl@zdntactsin the navigation bar,
then clickView all contacts



You can:

F Add a new contact add a contact to the email software.
F Delete selected contact(s) remove the selected contacts fromdtemail software.

F Update contacts to receive text campaignschange the status of selected
contacts, allowing them to receive emails in text format.

F Update contacts to receive HTML campaignschange the status of selected
contacts, allowing them to resive emails in HTML format.

F Update contacts status to confirmed confirmed contacts are those who have
replied to a confirmation request email. Use this to change the selected contact or
contacts to confirmed status.

F Update contacts status to unconfirmed: unconfirmed contacts are those who have
not yet replied to a confirmation request email. Use this to change the selected
contact or contacts to unconfirmed status.

You can als@iew, edit anddelete contacts.

Figure 29 Viewing Contacts

Table 10 Viewing Contacts




