Sending your first bulk mail

Sending your first email campaign is a simple task but requires some initial setup before we can proceed.
Follow the simple steps below and you'll be sending your first email campaign in no time.

Step 1. Create your contact list

A contact list is a collection of your contacts email details. It includes their email address and any optional
fields such as Name, Age and Sex which you can create.

When sending out an email newsletter, you send it to a contact list which means everyone on that list
marked as "confirmed" will receive the email.
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To create a contact list, click the "Create a Contact List" option under the "Contact Lists" tab.

Enter your Lists name, ie "Monthly Newsletter" or similar.

Enter the List owners name, this is the name the recipients will see when the email displays in their
window in the mail client, so give it a proper name "Xyz Monthly Newsletter" or similar.

The List Owners Email is the email address the mails will be sent from. ie newsletters@xyz.co.za

The List Replay email address, can be different to the owners email address, this is the email adders
that mails will be sent to if someone replies to your email.

Select the fields you want to display when you view the contacts in this list, you can add custom
fields to this as well, (See Step 2 Adding custom fields below)

Add in your company details to the list, this information can be merged in your mail using the place
holders %%CompanyName%%, %%CompanyAddress%% and %%CompanyPhone%%

Click Save to save the list to the database.


mailto:newsletters@xyz.co.za

Step 2. Create custom fields (optional)

1. Custom fields allow you to collect extra information about your contacts, such as Name, Age, Sex,
Country, etc. You can create as many custom fields as you like and you can use them in the content
of your newsletter.

2. Custom fields need to be created before you create your subscription form as they are included as
fields that can be filled in by your web site visitors along with their email address. More on this
later.

To create a custom field, click the "View Custom Fields" option under the "Contact Lists" menu tab.
Click "Create a Custom Field" button.

Select The type of custom field you want, ie checkbox, or drop down or text field, etc. ie " PickList"
Enter The custom field name. ie "Region"

Select if the field is required or not. If you set it to required the contact will not be added if this field
is not filled in.

8. Click "Next"
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Create Custom Field

Enter the details of the custom field in the form belaw,
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Custom Field Details

* Custom Field Name: First Mame
* Custom Field Type: Text Field
Required: [w]es, this fi

Cancel

9. Depending on the type of field you chose you will have to fill in more information like a list of
selections, etc, when done click "NEXT"
10. Select the lists you want this custom field to be added to, once done click "SAVE"

Step 3. Add/import contacts

Before you can send a newsletter you need someone to send it to. In step 1 we created a contact list. In
this step we will look at 3 different ways you can add contacts to your contact list:

Please note that due to POPI Act the requirement to first confirm your recipients is a legal requirement,
so all users are imported with a status of "Unconfirmed" See below how to confirm the addresses.

1. Import contacts from a file

If you already have a list of contacts in a file on your computer, you can upload that file into the system
and add the contacts to your new contact list. To start, you will need to export your contact list from your



other mailing program. You should export your contact list into a CSV (comma separated value) file. A CSV

file will

contain a list of your contacts details in a line-by-line format, such as:

userl@site.com,MALE,Y,20030101

user2@site.com,FEMALE,N,20031014

user3@site.com,MALE,N,20020706

Move your mouse over the "Contacts" tab and click the "Import Contacts" option, as shown below:
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To import contacts from a file, click the "Import Contacts from a file" option under the "Contacts"
Menu tab.

This will start the "Import Contacts" wizard.

Choose the contact list you want to import contacts to and click the "Next >>" button.

The example import file above includes three records, and each record is separated with a new line.
Each record contains four fields, and each field is separated with a comma. The CSV file will typically
have a .CSV or .TXT file extension

File Details

Contains Headers: [ Yes, this file contains headers %=

* Field Separator: , L2

Field Endosure: L2
*Record Separator:  |[MEWLIME =
* Impaort File; o subscrbers csv w/
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5. To import contacts from a file, click the "Browse..." button to choose the csv file.

6.

If your import file contains a line of headers like this in bold below:


mailto:user1@site.com,MALE,Y,20030101
mailto:user2@site.com,FEMALE,N,20031014

EMAIL,SEX,EMPLOYED,DATE
userl@site.com,MALE,Y,20030101
user2@site.com,FEMALE,N,20031014
user3@site.com,MALE,N,20020706

7. Make sure you tick the "Yes, this file contains headers" checkbox. Click the "Next >>" button to
proceed to the next step, the file will be uploaded to the server.

8. You will now be asked to map the fields from the imported file to the fields in the system. Simply
click the dropdown box next to each field that was found in the file and match it up to the field in
the system. Here's an example for an import file that included "Sex" and "Age" custom fields:

Import Subscribers

Lise the form below to define which impart fields should map to which subscriber fields,
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Link Import Fields

Match option 'EMAIL' to field Email Addres=s o | e

Match option 'SEX' to field Sex w | e

Match option 'AGE' to field Age W |
[ Cancel ] [ Mext » ]

9. Click the dropdown next to each imported field to map it to the appropriate field in the system.

10. Click the "Next >>" button when you are done. Finally, click the "Start Import" button. Your
contacts will be imported one by one and the popup window that appears will show you how many
contacts have been imported and how many remain. You will see a final report when all contacts
have been imported:

Import Subscribers

-;} The subscriber import has been completed successfully

1 subscriber was imported successfully

0 subscribers were updated successfully

0 subscribers contained duplicate email addresses

0 subscribers are unsubscribed

0 subscribers are banned from joining this mailing list

0 subscribers contained bad data

* = & % &+ &+ &

0 subscribers were not imported successfully

The final screen will tell you how many contacts were imported. It will also tell you if your contact file
contained bad data.



2. You can also Type in contacts manually

If you only have a handful of contacts to add to your list, you can use the "Add Contact" form to add them
in manually. Move your mouse over the "Contacts" tab and click the "Add Contact" menu option:
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1. To add contacts by typing them in, click the "Add a Contact" option under the "Contacts" menu.

2. Choose a contact list to add contacts to and click the "Next >>" button. Fill out the form by
typing in their email address and values for any custom fields you've created for the contact list.

Mew Subscriber Details

* Email Address: Lser 1i@site. com
* Format: HTML
* Confirmation Status: Confirmed
Custom Fields
Full Mame: John Doe
* Age: 45
= Sex: ® male OFemale

3. Complete the form to add a contact to the selected contact list.

4. When you're done, click "Save" to save the contact to the contact list and add another contact.
Click "Save And Exit" to add the contact and return to the main page of the system.

3. Create a subscription form for your web site

If you want to offer visitors to your web site a way to signup to your contact list, you can create a
subscription form in the system to add to your site. You will need to have a little experience with HTML to
add the form to your web site.

1. To get started, click the "Website Forms" link shown in the top right-hand corner of the system.
This will take you to the "Manage Website Forms" page. Website forms are special forms that you



can create. You can create website forms to accept contacts, for someone to unsubscribe, modify
their subscription details or send an email campaign to their friends.

2. Click the "Create Form" button to create a form. Type in a form name and make sure you choose
the "Subscription" option from the "Form Type" drop-down. If you aren't sure what any of the
fields are, just move your mouse over the help icon next to that field:

Create Website Form

Here you can create forms to place on your website or inside emails. These forms ar
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Mew Form Details

* Form Mame: My Mewsletter Subscription Farm

* Form Design: Claz=ic White (Default)

* Form Type: Subs=cription

* Choose Format: Allow Subscriber to Choose
Reguire Confirmation: Yes, this form requires confirmatic

3. Creating a form to accept contacts from your web site is easy.

4. Click the "Next >>" button. Depending on which form options you chose, you may or may not be
required to enter more details. Again, if you are unsure of anything just move your mouse over the
help icon next to the field and read the help text.

5. Once you've created your form you'll be taken back to the "Manage Website Forms" page. Simply
click the "Get HTML" link next to your new form and paste that code into your website to add the
subscription form to your site.

Step 4. Create your confirmation email

The most important part of your campaign is the confirmation email you will send to your contact list to
get them to confirm their addition to your list.

Let's now look at how to create a simple confirmation email by choosing the confirmation email template
from those included in the system.

1. Move your mouse over the "Email Campaigns" tab and click the "Create Email Campaign" menu
option:
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Click “Create an email campaign”.
Add a name to the form of "Addition to email list confirmation".

Choose "HTML" for the format.

Finally, choose the "Addition to email list confirmation” Template from the "Email Template" box.

Click the "Next >>" button when you're done.

Create Email Campaign

Enter the details of the email campaign in the form below.,
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Email Campaign Details

* Email Campaign Name: Acme.com Mewsletter Issue #29

*Format: HTKL
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Email Template:
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When the next page loads, type in a subject line for your email campaign. This is the text contacts
will see when they look at the emails in their inbox, so make it short and to the point. Something
like, please confirm your subscription to our newsletter, or please confirm to continue receiving our
monthly newsletter"” or similar.

The template is a simple email indicating to your clients that you are cleaning up your lists and if
they confirm by clicking on the provided link they will continue receiving your mails, if they don't
they will stop receiving the emails, you can customize this, but the confirmation link MUST be left
asitis..

Unfortunately, the POPI Act requires that you receive explicit permission form a person to receive
emails, before you can send mails to them, the only other alternative is if your recipients are clients
and have given you permission in a different format, ie they check a receive monthly mails



checkbox when they order a product or sign up with you, this you will need to provide proof of, in
the event of a spamming report. You can edit the status of a recipient by editing the specific
recipient and changing their status to "confirmed".

10. Once this email is correct you can save it.

Step 5. Send your confirmation email campaign

Sending your confirmation email campaign in the system is easy. Let's look at how to send a campaign
straight away using the build in popup window sending system.

1. To send your campaign click the "Send an Email Campaign" link under the "Email Campaigns"
menu:
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2. When the page loads choose the "Send an email to contacts who match my search criteria in the
selected list(s) below"

3. Select the contact list you want to send your campaign to and click "NEXT" to continue.

4. On the next step choose the "Double Opt In Confirmation Status" drop-down and set it to
"Unconfirmed" then click "NEXT".

5. Select the "Addition to email list confirmation” email you created in step 4, if you have added
images you can check the "embed images" checkbox and then click "NEXT"

6. You can see the summary, if you ar happy, click on the "schedule my email campaign" button to
start sending the email.

7. Once your clients start clicking on the confirmation link in the email, their statuses will changed to
"confirmed" which means they have given you permission to send them mails.



Step 6. Create your email campaign

The most important part of your campaign is the email you will send to your confirmed contact list.

Let's now look at how to create a simple email campaign by choose a professionally pre-designed email
template from those included in the system.

1. Move your mouse over the "Email Campaigns" tab and click the "Create Email Campaign" menu
option:
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2. Creating a simple email campaign in the system.
3. Complete the "Create Email Campaign form".

4. Choose the format you want to use, ie HTML only, or HTML/Text for the format. In this example we
will create a basic HTML-only newsletter with graphics and formatted text.

5. Finally, choose one of the pre-designed email templates from the "Email Template" box.
6. Use the preview link to view all of the templates.
7. Click the "Next >>" button when you're done.

Create Email Campaign

Enter the details of the email campaign in the form below.
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Email Campaign Details

* Email Campaign Name: Acme.com Mewsletter Issue #29

* Format: HTKML
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8. When the next page loads, type in a subject line for your email campaign. This is the text contacts
will see when they look at the emails in their inbox, so make it short and to the point.

9. Scroll down the page and you will see the email editors. There is a HTML one and a TEXT Version if
you selected HTML/Text. You can type in text content for your email here. In this example we'll just
copy and paste a few paragraphs of text from Microsoft Word using the editor's "Paste From Word"
function.
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10. Creating the content of your email using the built-in WYSIWYG editor. Just remember if you paste in
copied content from “a Microsoft product Like word or Outlook” use the Paste from word option”
this removes all the unnecessary bloat code from the copied content from word.

11. In the HTML email editor you will see an icon on the far right top row of icons, called “custom
links”. This allows you to Insert Custom Fields and Insert Unsubscribe Link. You should always
include an unsubscribe link in your email, and if you don’t the system will automatically add one if
you don't.

12. To insert the value of a custom field in your newsletter just click the “Insert Custom Fields” link:

% Close
Insert Custom Field

Mailing List 'Chris Test'

Full Mame In=zert

Age Inzert

Sex Inzert

13. Choose the custom field you want to add and click the link name. The custom field will be added to
your content and will be represented by a placeholder variable, such as %%Email%% or %%First
Name%%. When the email is sent, these values will be replaced with real values from your contact
contact list. For example, %%Email%% might be replaced with userl@somesite.com and %%First
Name%% might be replaced with John.

14. Complete the "Attachments" section of the form if you want to include file attachments with your
email campaign.

15. Click the "Save And Exit" button.



16. Congratulations, you've just created your first email campaign! Let's now move on to send it to your
contact list of contacts.

Email Marketing Tip #1: To avoid having your email marke

Manage Email Campaigns

Ise the form below to review, edit and delete email campaians.

&9 Email campaign updated successfully

Congratulations, you've just created your first email campaign!

Step 7. Send your email campaign

Sending your email campaign in the system is easy. Let's look at how to send a campaign straight away
using the build in popup window sending system. If your administrator has setup scheduled sending you
can also use that too.

1. To send your campaign click the "Send an Email Campaign" link under the "Email Campaigns"
menu:
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2. Sending an email campaign using the popup window method.

3. When the page loads choose the contact list you want to send your campaign to. For this example,
uncheck the "Yes, show filtering options on the next page" checkbox. That's an advanced option
and isn't needed when you're just getting started. Click "Next >>" to continue.

4. Inthe next step choose the email campaign you want to send from the dropdown list and leave all
pre-selected options as they are and click "Next >>". The default options of tracking links and
notifying the owner by email are fine. you can change any form options if you like.



Send Email Campaign

This email campaign will be sent immediately. Click on the 'Start Sendi

* Email Campaign Mame: Acme,com Mewsletter Issue £29
#* Subscriber List(s): Acme Subscribers

#* Total Redpient(s): 7

[ startsending |

5. Getting ready to send an email campaign using the popup window method

6. Finally, click the "Start Sending" button to send the email campaign to your contacts.

Sending Email Campaign...

4 emails have been sent.
There are 3 emails left to send. Please wait..

Time taken so far (approx): 3 seconds
Time until completion (approx): 2 seconds

Pause Sending, You can always resume later.,

When the sending window closes, the email has been spooled for all the contacts in the contact list to the
spooling servers.

Check your inbox, because as the owner of the list you will receive a notification that the campaign has
started or finished sending.

Congratulations, you've just created and sent your first email campaign!



