SendStudio 2004
End User Guide



Contents

gL o 11 ot o o IR 3
LCL S ] T [ = =T [P P T 4
1= 1 T T T PR 5
What is @ Mailing liSt? ......iieiii e 5

Why do I need @ mailing liSE?.......ccovieiiiiiiii e e 5
Creating and Managing Mailing ListS........ciceruiriiimeinieirs i errn e e e 5
Process Bounced EMAIIS .......ccevuuruuiiiiiiiiiiii s s 7
SUDSCIIDELS ..t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e n e s 8
What iS @ SUDSCIDEI? ... e e e e ennes 8

Add SUDSCHDEN ... 8
IMPOrt SUDSCHDEIS .uuiiiiii i e e rr s e e eeees 9
[0 ol a o ISTN ] 1o g 1<) £ 17
REMOVING SUDSCIIDEIS ....ccvuiiiiieiis e e e e e s e e ena s 20
Adding Banned EMaIlS.........cooiiiiiimniiii i 22
Managing Banned SUDSCIDErS ..........iiiiiiiiiiiiiiiiie e 23
NEWSIELEEIS .evvviii et e 25
Creating @ NeWSIETEEr ....uu i e e ee 25
MaNAGE NEWSIETEEIS. . uvuuuiiiiieiieeeriiies e e s e e rerr e e e e e e e e e e e s e e e e e e e e e e e e e nnnnnanes 29

SeNd NEWSIEHEEIS. .. .t 31
Manage TemPIAtES......uuiiiiiii i 35
What is @ template?....ccuue i 35

Why should T use temMpPlates?......ccuciiiiiiiiiiieriie e e rrn e 35
Creating and Managing Templates ..........ooiiiiiiiiiiiii e 35
Manage CUStOM FIEldS........coviiiiiieriiiiie e e e e e e 38
What is @ custom field? ......ooeeeeieeeee 38

Why should I create and use custom fieldS?........ccceeviiiiriiiiiiiiin e 38
Create @ cuStOm field ....covveeei e e 38

[ F= gt o LR AN B =] oo T = 43
What is an AULO reSPONAEI?.......cceuiii i e e s enn e ees 43

Why should I use an auto reSPONAEr?.........ccuuiiiiiiiiiiieiiiie e e era e 43
Create and Manage AULO rESPONAEIS .....uuuiiieeiriirrriiss s e e e seerrrraa s s s s s ereerrrsnaaeeaeaeeees 43
1= g =T T ] o 0 PP 49
What iS @ FOIM? ...t e r e e e e e e e eeens 49
Creating and Managing FOMMS .....c..oviiiiiniiireen s irs e ees s ers s s ern s s rnn s e s ernnnseeeees 49
SEALISTICS 1vvuiiirr it 56
What are StatiStiCS?......cceeeeriiii e e enna 56
Creating StatistiCal REPOIS.....cviiiiiiieeiiiin e e eeeeees 56
][0 =Y TV A 1= Lo TN 64
Interspire Pty Ltd | http://www.interspire.com 2

Copyright 2004, All Rights Reserved



Introduction

SendStudio is a powerful, all-in-one email marketing tool that's incredibly easy to use. From
building a mailing list and creating personalized newsletters, to measuring campaign results
and sending automated follow up emails -- you can manage it all using only your web
browser!

Obtaining help
When you see this icon inside the application control panel & you may roll your mouse
over it for more information about the item being referred to.
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Getting Started

Before starting an email campaign, it is advised that you try to familiarize yourself with the
interface of the application. Below is a list of all current options in the interface of the
program with descriptions of their functionality.

The Top Navigation Menu

The navigation menu allows you to quickly navigate to a section that you need for specific
functions. Each menu ‘tab’ or *button’ has several elements that form a second level to allow
you to navigate within a certain section into a subcategory.

E I\B?l Mailing Lists li. SubscrHbers o MNewsletters f?' Templates 'j Autoresponders [zk] Forms E

[y Mailing Lists

& Subscribers o Newslette rs f?' Templates *j Autoresponders [i5] Forms

Manage Mailing Lists

Create Mailing Lisk ‘h

Fig. 2.4 — The Menu Bar with the ‘Mailing Lists’ tab being invoked

The Control Panel

The first page you will see when you login to the email application is the home page of your
control panel. It gives you statistics at a glance on the right hand side and gives you
navigation to all aspects of the program in a clear, easy to read layout in the greater part of
the page.

Control Panel e

]
I
] 1
1 oy 1
) @ Mailing Lists ¢4 Subscribers .
1 . .
i e [Manage Mailing Lisks ® [Manage Subscribers , * Total subscribers: 0
1 o . R
: ® Create Mailing List * add Subscriber \ = Total mailing lists: O
1
: 1& New subscribers baday: 0
H 1= Newsletters # Templates i & Mew subscribers this week:
1
f & Manage Newsletbers & Manage Termplates | 0
I f .
H & Create Newslether & Create Template 0 Mew subscribers this
i s Send Mewslstter i month: 0
] 1
) I ® Mew subscribers this year:
: "fl Autoresponders [ab] Forms , ]
1 1
1 ® Manage autoresponders » [Manage Forms A
1 1
: ® Create Autoresponder » Create Form :
] ]
Fig.1.3 T
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Mailing Lists

What is a mailing list?

A mailing list is a list of people that have shown interest in the topic of the mailing list by
subscribing to it. When a message is sent to a mailing list, all subscribers of the mailing list
receive the message, unless otherwise specified.

Why do I need a mailing list?

In order to start a campaign, you will need a mailing list. A mailing list holds all the
information about your subscribers. SendStudio can then send a newsletter to the
subscribers of the list and give you statistics for this mailing list once you send a newsletter.

Creating and Managing Mailing Lists
When you first login, there may or may not be a mailing list already made. Click on the
*Manage Mailing Lists’ from the Control panel (fig 2.1) or from the top navigation (fig 2.2).

[=4 Mailing Lists

® Create Mailing Lisk

| & Manage Mailing Lists |

'Manage MailingLists

E Mo mailing lisks have been created. Please click on the "Create Mailing List" button below to create one.

[ Create Mailing List ]

' Manage MailingLists

IUse the form below to review, edit and delete mailing lists,
' To create a new mailing list, click on the "Create Mailing List" button belov,

. [ Create Mailing List ]

[5  Business Mail List 15 5ep 2004 &2 Delete Al Subscribers Process Bounces Edit Delste

Creating a mailing list

To create a new mailing list you can click on the ‘Create Mailing List’ link (shown in fig 2.3)
You can also choose the ‘Create Mailing List’ link in the control panel (shown in fig 2.1) or
click on the ‘Create Mailing List’ subcategory from the top navigation under the *Mailing Lists
tab (shown in fig 2.2). Note: the number of mailing lists you can create is dependant on
your hosting account level. If you do not see the ‘Create Mailing List’ option, you can use
the ‘SendStudio’ link in the hosting Members area to add additional lists.

7
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. Create Mailing List

Zomplete the Form below to create a new mailing list.

[ Cancel ] [ Save ]

* Lisk Marne: (7]
i * Lisk Owners Mame: (7] i
i * Lisk Owners Email: (7] i
* allaw Subscriptions: Yes | (7]
* Allow Unsubscriptions: Ves v (7]
i * Newsletter Formats: Text and HTML v| @ i
i Motify Lisk Cwner: Mo v (7] i

Cancel ] [ Save

This screen will ask you for the following:

e List Name: This is just a name that you wish to use to allow you to reference this
list. It will appear in your control panel and subscription form.

e List Owners Name: The actual name of the person that owns this list.
e List Owners Email: The email address of the list owner.

e Allow Subscriptions: This option will decide whether to allow subscribers to
subscribe themselves to the list or only allow manual subscriptions using the control
panel.

e Allow Unsubscriptions: This option will determine whether users can unsubscribe
themselves or if unsubscriptions must be handled manually through the control
panel.

¢ Newsletter Formats: The format that the mailing list will accept. I.e. Text, html or
both.

¢ Notify List Owner: This option allows the list owner to receive an email to provide
notice of new subscribers.

When you have filled in your desired settings, click on the ‘save’ button to proceed. The
following message should then appear.

Mailing List Created Successfully

i o The mailing list that you created has been saved successfully. i
1 1
1 1

Interspire Pty Ltd | http://www.interspire.com 6
Copyright 2004, All Rights Reserved



Process Bounced Emails

A bounced email is an email that doesn't reach its recipient for some reason. Sometimes the
machine that is receiving & processing email will respond to a newsletter with an error
because the email could not be delivered. This error message will be sent to an email
address of your choice and must be entered in the return-path email field. It is important
to ensure that your return-path address is unique and is only used for this
purpose.

To start processing bounced emails for your mailing lists, click on the ‘Manage Mailing List’
link on the front page of the control panel or on the ‘Mailing Lists’ tab.

' Process Bounced Emails (Step 1 of 2)

Flease enter the details required For processing email bounces belaw,

i i
1 1
1 1
i i
| |
i * Bounce Email Address: @ i
1 1
i * Email 3erver: (7] i
i :
- * Email Username: @
i * Email Password: (7] :
' *Bounce Handler: Mark as Inackive v | @
i i
1 1
! i
TTRig 27 T

This screen will ask you for the details of the email account that is holding all the bounced
email error messages.

e Bounce Email Address: The email address that you entered as your return-path
for the newsletter.

o Email Server: Enter the mail server for this account (usually the same as your
incoming server in a normal email client).

¢ Email Username: Your username for this email account.

e Email Password: Your password for this email account.

¢ Bounce Handler: Enter the action you wish to perform on any bounced emails that
are matched in this email account. You can choose to mark them as inactive or

delete them entirely from the system.

Note: If you have not yet setup an email account for bounced emails or you have not sent a
newsletter, then you will need to do this first before you can process any bounced emails.
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. Bounce Processing Completed

o 1600 email{s) were processed, 276 bounced email{s) were processed.

Subscribers
Before you can send any newsletters to a mailing list, you will need to have subscribers in
the mailing list.

What is a subscriber?

A subscriber is a person that has indicated that they would like to receive information from
you by subscribing to a mailing list. They can either subscribe using an online form or you
may input their details manually.

Note: It is very important to make sure that the subscriber wants to be on your mailing list.
We recommend using a double opt-in list where the subscriber has to confirm their email
address before they are added to your list.

When you first login to the control panel, there will not be any subscribers in your mailing
lists. Click on the ‘Add Subscriber’ from the Control panel (fig 3.1) or from the top navigation
(fig 3.2).

------------------------------------

& Subscribers 4 Subscribers
& [Manage Subscribers Manage Subscribers

*  Add Subscriber

Import Subscribers

add Subscriber

Add Subscriber
If you have an existing mailing list in another application or you receive mailing list
subscriptions manually, then you can add subscribers one by one if you prefer.

Once you click on *‘Add Subscriber’ from the control panel or top navigation the following
page should appear. This first page will present all mailing lists to allow you to choose which
mailing list you want to add the new subscriber to.

Add Subscriber (Step 1 of 2)

Befaore wou can add a subscriber, please choose a mailing lisk b work with,

. [ Cancel ] [ Mewt = ]

* Mailing List: Test List (0 subscribers)

Cancel ] [ et =
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Fig. 3.3

Choose the mailing list you require and click ‘next’. The following page will present you with
a few more options as follows:

Add Subscriber (Step 2 of 2)

1 Complete the Form below to add a single subscriber to wour mailing list,

E [ Cancel ] [ Finizh ]
* Email: (7]
* Format: Teaxt v | @
* Status: Active v | @
* Confirmed: Confirrned v | @
[ Cancel ] [ Finizh ]
Fig.3.4

Fill in all *fields” in this page. The asterisk next to a field name indicates that the field is
required. Here is a brief outline of each field in this step:

e Email — This is the email of the subscriber.

e Format — This indicates the format that the subscriber wishes to receive your
newsletter in. eg. Some email programs can not receive and view html formatted
emails, so you would use text for this user.

e Status - You can choose to have the subscriber added to a list, but not yet active,
meaning that their details are added to the mailing list but they will not receive any
newsletters.

e Confirmed - You can choose to have the subscriber unconfirmed until you confirm
that they wish to be added to a list.

Once you click *finish’ this subscriber will be added.

Subscriber Added Successfully

o ‘test@yourdomain.com’ has been added successfully.

Click here to add another subscriber to the same mailing list. Click '0OK' to continue.

Import Subscribers
This application allows you to quickly subscribe a group of emails from an existing list.

Choose ‘Import Subscribers’ from the top navigation under the ‘Subscribers’ tab.

Interspire Pty Ltd | http://www.interspire.com
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. Import Subscribers (Step 1 of 5)

i Befaore wou can impart subscribers, please choose a mailing lisk bo wark with,

i [ Cancel ] [ et = ]
* Mailing List: Test List (0 subscribers)
Cancel ] [ Mext »
Fig.3.6 T

Choose the mailing list you require and click ‘next’. The following page will present you with
a few more options as follows:

--------------------------------------------------------------------------------

. Import Subscribers (Step 2 of 5)

E Choose which type of impart wou will be perfarming,

; [ Cancel ] [ M ]

* Irnport Type: File v| @

In this step you must choose the importing source, whether it is a File, Database, or an
email account. The 3 options are outlined briefly below:

e File — The file option allows you to import a number of emails with details from a
comma delimited file or CSV file. This means that all information within the file is
separated by commas & new lines to allow the program that is reading it to separate
them into respective fields of information.

o Database — This option allows you to import subscribers from another existing
database. The database must be a MySQL database and accessible from the
installations location.

e Email account - This option allows you to check email that is sent to an account
with ‘subscribe’ or ‘unsubscribe’ in the subject line. This option will only import the
actual email addresses without any other details eg. Name, address and other user
details.

File Option
The file importing option will look in a file that you specify and will import the email
addresses (and other fields if you create custom fields) to your mailing list.

Interspire Pty Ltd | http://www.interspire.com 10
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To use the file option, you will need to export your subscriber list from your other program
that is holding these subscriber records. You should export your subscriber list into a CSV
(comma separated value) file. If you open your CSV file it should look something like this:

userl@site.com,MALE,Y,20030101
user2@site.com,FEMALE,N,20031014
user3@site.com,MALE,N,20020706

The example 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. Start by clicking on the "Browse..." button in the
form to select your CSV file from your hard drive.

When you have the CSV file ready, choose the File import option, and then the next step will
be as follows:

Import Subscribers (Step 3 of 5)

Complete the Form below and then click on the "Mext" buttan ko proceed,

| |
E [ Cancel ] [ et = ] E
, )
i * Status: Active v| @ ;
* Confirmed: all Confirmed v| @
; * Format: Tt | 6 ;
i Civerwrite Existing Subscriber: |:| Yes, overwrite exisking subscriber (7] i
i Contains Headers: Yes, contains headers (@ i
i * Field Separator: , (7] i
i i
i * Record Separatar: MWEWLIMNE (7] i
i * Import File: 7] E
E Cancel ] [ Mewt = ] ;
! !
TR 38 T

This page will allow you to choose the options for all imported records from the file.

e Status — This will allow you to set the status of all imported emails as active or
inactive in the mailing list.

e Confirmed — This option will allow you to set all emails to be confirmed or
unconfirmed in the mailing list.

¢ Format - This option allows you to set the format that the subscribers will receive
mail. They may receive mail in html or text format.

e Overwrite Existing Subscriber — This box will allow you to overwrite an existing
subscriber’s record if they already exist in your mailing list. This would be useful if

Interspire Pty Ltd | http://www.interspire.com 11
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their information may have changed.

Contains headers — If your CSV file has all field names on the first line ie.
Headers, then you would check this box. The above example would look like this if
you have headers:

email, gender,confirmed,date

userl@site.com,MALE,Y,20030101

user2@site.com,FEMALE,N,20031014

user3@site.com,MALE,N,20020706

Field separator — This is the character that separates all the fields. Usually this is a
comma. Your exporting tool/program may use a different separator that you can
enter here. In the above example the comma is used to separate fields.

Record separator — This is a character that separates all the records. Usually this
is a new line, but your exporting tool/program may use a different character that
you can enter here. In the above example a new line indicates a new record.

Import file — Here you can use the “browse” button to look for the CSV file on your
local drive to allow the program to upload it and read the contents for importing.

Click “next” to allow SendStudio to read the file and import the values.

Import Subscribers (Step 4 of 5)

i IJse the Form belov to define which import Fields should map to which subscriber Fields,

[ Cancel ] [ Mext = ]
Link. 'Email' To: Email Address bl
Link. "Gender’ To: -—-- Tone hd
Link '"Confirmed' To: Subscriber Confirmed b
Link. 'Date’ To: -—-- Tone hd
Cancel ] [ et &
Fig.3.9 T

In this step you must choose which fields correspond to ‘subscriber fields’ in your newsletter.
(covered later on in this document). If you have not set any values for these ‘subscriber
fields’ yet, then the program will show you the default values available.

Note: You can make more *fields’ available by creating custom fields before importing.

The most important part of this process is to make sure that you know which field is the
email address. In the above example it is the first field.

Click ‘next” and SendStudio will start importing your users from the file.

Interspire Pty Ltd | http://www.interspire.com 12
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Import Completed Successfully
0

# 3 subscribers were imported successfully.
» 0 duplicate subscribers were detected and were rejected.
# 3 subscriber details were updated.

» 0 subscribers were not added because they are banned.

You will then automatically be taken to the ‘Manage Subscribers’ screen for this list.

Note: The program also gives you a small tutorial on how to import users within the

‘Importing Subscribers’ screens (choose file then click ‘next’)

The Database Option

The database importing option will look in your database that you choose and will import the

email addresses (and other fields if you create custom fields) to your mailing list.

To use the database option, your database must be accessible from the current server that

SendStudio is installed in. If you have access to a database manager that can output to a

CSV file you can use the file option.

To get started you will need to choose the Database option from the Step 2 of the Import

Subscribers screens.

Import Subscribers (Step 3 of 5)

[ Cancel ] [ M ]

* Stakus: Ackive

* Canfirmed: Canfirmed

* Format: Texk
Orverwrite Existing Subscriber? ['tes, averwrite existing subscriber @)
Previously Saved 3ettings: e

* Myl Server:
* My30L Username:
MySOL Password:

* [My30L Database:

Zomplete the Form below and then click on the "kext" button to proceed importing data From a database

| @
| @
| @

L)
L)
L)
L)

Interspire Pty Ltd | http://www.interspire.com
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This page will allow you to choose the options for all imported records from the database.

Status — This will allow you to set the status of all imported emails as active or
inactive in the mailing list.

Confirmed — This option will allow you to set all emails to be confirmed or
unconfirmed in the mailing list.

Format — This option allows you to set the format that the subscribers will receive
mail. They may receive mail in html or text format.

Overwrite Existing Subscriber — This box will allow you to overwrite an existing
subscriber’s record if they already exist in your mailing list. This would be useful if
their information may have changed.

Database details — Simply enter the details of the database you wish to import
from.

Click next and the ‘next’ button and the email manager will process all the records from the
database.

Import Subscribers (Step 4 of 5)

i Select which database Figlds wou wish b insert inko the subscriber Fields.,

E [ Cancel ] [ et = ]
Email: -- Choose a table - w | |- Choose afield - w
Format: -- Choose a table - w | |- Choose afield - w
Confirmed: -- Choose a table - w | |- Choose afield - ~
Status: -- Choose a kable -- w| |- Choose a field -- w
Sawe Sethings: ‘Yes, save setkings (7]

[ Cancel ] [ et &
Fig.3.12 e

In this screen you must find the relevant information that pertains to the fields on the left. If
you only have the email field that corresponds to your email, then you should find the
database table and the database field that stores the email information.

Note: You can make more ‘fields’ available by creating custom fields before importing.

The save settings box can be checked to save these database settings for your next import

to allow

you to quickly make the same import. This helps when you are importing fields from

a database that is constantly being updated. Click next and SendStudio will check that the
database has been mapped properly and it can access all the relevant fields.

Interspire Pty Ltd | http://www.interspire.com 14
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This screen will confirm that the database has been connected to successfully. Click ‘Ok’ to
import all the relevant fields from this database.

Import Completed Successfully

» 100 subscribers were imported successfully.

& 0 duplicate subscribers were detected and were rejected.
» 0 subscriber details were updated.

# 0 subscribers were not added because they are banned.

Fig. 3.14

Email Option

The email importing option will look in an email account (ie. It will check all emails inside an
email account) that you choose and will import the email addresses that have ‘subscribe’ in
the subject line, to your mailing list.

To use the email option, you will need to have received emails to an email account that have
the ‘subscribe’ in the subject line.

To get started you will need to choose the ‘Email’ option from the Step 2 of the Import
Subscribers screens then click *‘Next'.

Interspire Pty Ltd | http://www.interspire.com 15
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Import Subscribers (Step 3 of 5)

Complete the Form below and then dlick on the "Mext" butkon ko proceed,

[ Cancel ] [ Pt ]
Skakus: Ackive L
Confirmed: Confirmed A
Format: Texk L
Owerwrite Existing Subscriber: [+tes, averwrite existing subscriber
Previously Saved Settings e hd

* Email Hostname
* Email Username

* Email Password

* Email Port 110
Save Import Details: [#]ves, save import details €
[ Cancel ] [ et =
Fig.3.15 T

This page will allow you to choose the options for all imported records from the database.

Status — This will allow you to set the status of all imported emails as active or
inactive in the mailing list.

Confirmed - This option will allow you to set all emails to be confirmed or
unconfirmed in the mailing list.

Format — This option allows you to set the format that the subscribers will receive

mail. They may receive mail in html or text format.

Overwrite Existing Subscriber — This box will allow you to overwrite an existing

subscriber’s record if they already exist in your mailing list. This would be useful if
their information may have changed.

Previously Saved Settings — This dropdown will contain any previously saved

import settings. These settings are saved from any previous importing from an email

address if you check the save import details checkbox in this form. SendStudio will
create an entry in this dropdown box that will automatically fill in the email
hostname, username and password with the details you used previously.

Email server details

Email Hosthame — the email server. Usually the same as your ‘incoming server’ in

your local email programs.

Email Username — the username that you use to access email

Interspire Pty Ltd | http://www.interspire.com
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o Email Password — the password that you use to access email

e Email Port — the number of the port that the mail server uses to receive mail. If
you aren't sure then leave this as 110 as this is a default port that most servers use.

e Save Import details — Check this box to save these import settings. This is useful
if you regularly import from this email address.

Click *Next’ once you enter your mail server details. SendStudio will check if it can connect to
the mail server before proceeding.

Connected to Email Server Successfully

o Connected to email server successfully. Click OK to start importing email addresses

Import Completed Successfully
o

#10 subscribers were imported successfully.

+ 0 duplicate subscribers were detected and were rejected.
» 0 subscriber details were updated.

# 0 subscribers were not added because they are hanned.

Fig. 3.17

Exporting Subscribers

In some cases you may need to export the information that you have in the mailing lists for
use in another database. The export function allows you to create a CSV file to help you
export this information for use in another program.

% Subscribers Choose the ‘Export Subscribers’ option from the top tool bar
@ under the ‘Subscribers’ tab and the Export Subscribers Step One
will appear.
Export Subscribers Fig. 3.18
Interspire Pty Ltd | http://www.interspire.com 17
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. Export Subscribers (Step 1 of 4)

Befaore wou can expart subscribers, please choose a mailing list ko wark with,

. [ Cancel ][ Mt = ]

* Mailing Lisk: Test List (104 subscribers)

Choose the mailing list that you wish to export information from and click ‘Next’ to proceed
to the next step.

Export Subscribers (Step 2 of 4)

Zomplete the Form below to Filker subscribers that should be exported,

I [ Cancel ][ Mext & ]

* Skatus: Wiew All v| @
i * Confirmed: Either v @ i
i * Format: Either M| L2 i
E Clicked on Link: Mot Applicable v| @ :
Makch Email: (7]
Filter by Date: [es, fiter by date (7]

i [ Cancel ] [ Mext »

Fig. 3.20

On this screen you can choose to export based on the Status, Confirmed, Format and
Clicked on Link properties for each subscriber in the mailing list. The fields are outlined
below.

e Status: You can choose to export only Active records, Inactive records or choose
View All to export all records with no preference in this field.

e Confirmed: You can choose to export only Confirmed records, unconfirmed records

or choose either to export all with no preference on this field.

e Format: You can choose to export records based on the format they receive emai
in — text or html. If you have no preference, you may choose “either” in this field.

o Clicked on Link: You may export records based on whether they clicked a link or
choose "“Not applicable” if you have no preference.

Interspire Pty Ltd | http://www.interspire.com
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e Match Email: Enter an email, domain or part of an email address that you would

like to export records from. This allows you to export based on common text in the
email address field. Eg. Hotmail.com will export subscribers that have “hotmail.com”
in their email address.

o Filter by date: Check this box to export records between certain dates only.

Click *Next’ once you have chosen your required settings.

Export Subscribers (Step 3 of 4)

ou will be exporting 104 subscribers,
+ Compleke the Form below to choose which subscriber figlds will be included in the export.

[ Cancel ] [

Mext #

|

* Field #1 Content:

* Field #2 Content:

* Field #4 Content:

* Include Headers?:

* Field Separatar:

Figld Enclosed by

* Record Separator:

:
i
i
]
]
]
i
]
! *Field #3 Content:
]
]
]
]
]
]
]
]
]
]
]
]
]
]

Users Email

Users Skatus

Users Confirmation Status
Users Chosen Format

Yes

]

MEWLINE

Cancel ] [ et 5

Fig. 3.21

This page will show you all fields available for exporting in this mailing list in their current
order. You can choose which fields you would like to export into each numbered field by
selecting it from the dropdown box. This allows you to change the order of the fields if you

require it. The other fields are outlined below:

¢ Include Headers: Choose ‘Yes' in this field to include the name of the headers in

the first line of the exported file. Choose No to only export the records themselves.

¢ Field Separator: This is the character that you wish to use to separate the fields in
each record. Usually this is a comma.

¢ Field Enclosed by — In some cases you may wish to enclose fields in quotes or
brackets to make it easy to read or because the program that you are using the

records in may require it.

e Record Separator — This is the character that you wish to use to separate the

records from each other. Usually this is a new line. If you place NEWLINE in capitals,

the exporter will place an actual new line not the characters "{NEWLINE".

Click ‘Next’ to start the exporting of the records using your chosen settings.
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Export Subscribers (Step 4 of 4)

o The export has been completed successfully. 104 member(s) were exported. Click here to download the export file.

This screen indicates that the export was successful. Click on the link and a new window will
open with all your exported records presented. From here you can save or cut & paste into a
text file.

Removing Subscribers

There are times when some subscribers choose to be removed
from the mailing list.

SendStudio allows you to quickly remove one or many email
records and also choose whether to delete them totally or simply
mark them as inactive.

& Subscribers

Remove Subscribers

To get started, click on the ‘Remove Subscribers’ link under the
‘Subscribers’ tab in the top navigation.

Remove Subscribers (Step 1 of 3)

Befaore you can remove subscribers, please choose a mailing lisk ko wark, with,

[ Cancel ] [ Mest = ]

* Mailing List: Test List (104 subscribers)

Choose the mailing list that you wish to Remove Subscribers from and click *Next'.
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. Remove Subscribers (Step 2 of 3)

Choose the options ko use to remove subscribers From the mailing list,

| cancel | [ Mgt » ]

* Remove Options: Mark as Inactive w |

* Remove Emails:

* Remove Fila: Browse... | @

[
i
=]
o
@
=
o
=5
w

The options on this page are as follows:

¢ Remove options — You can choose to Mark the user as inactive or delete the
record from the mailing list completely.

¢ Remove Emails — Use this field if you have a small number of emails to remove.
You should use a new line to separate emails.

¢ Remove File - If you have a large amount of emails to remove you should first
export the records (use export subscribers) and then use the file option.

If you enter the email addresses in the ‘Remove Emails’ field then clicking *Next’ will start
removing them.

If you choose the file option you must browse for the file on your drive then click ‘Next’ to
allow the email manager to upload and read your file contents.

File Uploaded Successfully

o Click OK to start removing email addresses

H
-

If you see the following screen, then the file has successfully been uploaded and checked.
Click *Ok’ to continue removing addresses.
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. Removal of Subscribers Completed Successfully

0

» 0 subscribers were not found.

i i
i i
i i
i i
1 1
i i
i i
i i
1 1
i 1
i i
| |
i #10 subscribers were removed successfully. 1
i 1
i 1
' + O errors were found. !
| |
1 i
i i
i |
i i
1 1
i i
i i
i i

Adding Banned Emails

In some cases you may wish to ban email addresses or whole

! Subscrib
@ Stbscnhers domains from being able to subscribe to your mailing lists.

| Manage Subscribers l
| To get started with adding a banned email click on the ‘Add
Banned Emails’ link on the ‘Subscribers’ tab

Manage Banned Ernails :

Fig. 3.27

Add Banned Emails

IJse the Form below to add one or more email addresses to wvour banned email list,
Separate multiple email addresses with a comma, such as ‘'userl@host, com, user2@bost, com',
To ban an entire domain enter @DOMAINMAME, For example, '@hatmail, com’ would ban everyone using Hotrmail,

i Cancel Save i
! *EBanned Emails: ;I .
i e
i *Ban From: Select a mailing list = @ 5
i Cancel Save I i
Fig.328

o Banned Emails field: This is where you place all banned emails. You can separate
each email address by using a comma. Eg.
examplel@mail.com,example2@mail.com. You can also ban a whole domain name
by entering @DOMAINNAME.

e Ban From field: Select a mailing list to ban emails from.

Fill in the form and click ‘Save’
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' Banned Emails Added Successfully

i o The emails that you entered have been added to your banned list. i

Managing Banned Subscribers

. | EIL DR a mailing list. You have the option to unban and remove emails

from your banned list using this section.

Manage Banned Emails

Fig. 3.30

To manage banned subscribers you will first need to add them to

To start managing banned subscribers simply click on the ‘Manage Banned Emails’ from the

‘Subscribers’ tab. This first page is a search page that allows you to search for the banned
emails you are looking for based on certain conditions. When you hit ‘search’ these
conditions will be considered and the results will be returned in the next step based on the
conditions.

Manage Banned Emails

IJse the Form belov to view or search for emails and domains on vour banned email list,
On the next page you will hawe the option ko unban and remove emails From yoor banned list,

i Cancel | Search | i
A |l Banined e
D% Shatus: |ctive - @ i
i *iew Banned From: |Select a mailing list | @
E * Emails Per DisplayPage: |2|:| ;I (7] I
IMatch Email: | (7]
i Cancel Search i
Fg.3.31 e

Here is an outline of the fields.

Se

e View: In this field you can choose All Banned emails (which will choose emails and

domains), only banned emails or only banned domains.
e Status: Choose to view emails based on their active or inactive status or view all.

e View Banned From: All mailing lists will be listed here to allow you to choose
from.
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o Emails Per Display Page: Choose how many records to display per page on the
search page.

¢ Match Email: You may choose to search for a specific email address or a range of
email address that are on a specified domain. Eg. @mail.com

Click ‘Search’ to start your search based on the conditions you choose in this page.

Search Banned Emails

Your search returned 1 results, Currently displaying page 1 of 1 pages.

i i
| |
| |
| |
! !
| |
B Stark MNew Search I £dd Banned Emails B
| |
| |
i !
| |
i &4 bannedi@email.com 22 Sep 2004 Unban Delete i
| |
I = 1
| &4 bannedz@email.com 22 Sep 2004 Unban Delete 1
1 1
1 1
E & bannedi@email.com 22 Sep 2004 Unban Delete E
| |
Fig. 3.32

From here you can choose to unban/reban email addresses that are listed. You can also
delete the subscriber from the banned list, but this will not delete them from the actual
mailing list itself.
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Newsletters

A newsletter is the actual publication that you will send to your mailing list.
Before you can create a newsletter, make sure that you have a mailing list created.

Creating a Newsletter

To create a newsletter click on the ‘Create Newsletter’ link on the ‘Newsletters’ tab in the top

navigation or from your front page control panel link under the Newsletters section.

= Mewsletters

® Create Mewsletter

» [Manage Mewsletters

® Send Mewsletter

Fig. 4.1

If you click on the “Newsletters” tab itself or ‘Manage Newsletters’ link on this tab and you
do not have any newsletters created, the following page will be displayed.

Manage Newsletters

Mo newsletters have been created. Click the "Create Mewslatter” button to create one.

Create Newsletter I

Create Newsletter (Step 1 of 2)

Camplete the Form below ko create a new newsletter, Double click on a template ko previesw it before continuing.
Click on the "Mext" butbon bo continue,

Cancel | Mext = |

* Newsletter Name: | @

* Newsletter Format: |Text ;l (7]

Use Template:

This page asks you for the following:
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¢ Newsletter Name: This is the name of the newsletter for your own reference. This
will not be shown to any subscribers etc.

¢ Newsletter Format: You can choose which format to use when sending out your
newsletter. HTML emails allow you to use pictures, formatted & coloured text and
tables for layout. Text emails allow people that do not have access to html
compatible email programs to receive the newsletter as well.

o Use template: If you have created a template to use for your newsletter then you
can choose it here. If you do not yet have a template, you may create this later.

Click *‘Next’ to continue to step 2.

In this step you can enter the content for your newsletter.

reate Newsletter (Step 2 of 2)

d_

1

1
: i
! Complete the Form below to build a multi-part newsletker containing bokh et and HTML versions, H
| |
i Cancel | Finizh I i
i i
| |
| |
i i
! * Mewslatter Subject: | (7] !
Fig. 4.5

This first field is the Newsletter subject. This subject will appear in the subject line of the
email that is received by your subscribers.

* HTML Content: :*:| $ B @m|= = | @ Lk [ mage |\.ij

| Fort =z =] B 7 U |

[ Insert HTML Merge Field ][ Insert Unsubscribe Link ]

£ HTML Conkent From . @
URL: fheep:f 7]
R HTML Conkent From @
File: I Browse... | o

[ Exbract Text from HTML = ] ()

This section is for the HTML content of the newsletter. This section will only be able to be
seen by html compatible email programs and will be sent to the subscribers that have the
html format specified.

The HTML Content (Visual editor)

The HTML content section is a visual editor that allows you to layout your newsletter content
as it will appear in the recipients email program. You can insert and format the content using
the editor and the tools provided in the toolbar.
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The toolbar has the following tools available:

Toggle Full screen Editing: Clicking this icon will swap the layout from full screen
edit mode or back to the normal embedded editor in the page. It will give you more
room to edit your layout.

Cut: Allows you to select content & ‘cut’ it out to be placed elsewhere on the layout.

Copy: Similar to cut but it simply makes a copy rather than simply cutting the
content out.

Paste: Place any content that you have previously cut or copied.
Inserted numbered list: Click to add a nhumbered list to your layout.
Insert bullet list: Click to add a bullet list to your layout.

Insert Link: Allows you to select a portion of text or an image and apply a link to
it.

Insert Image: Allows you to open the image insert manager. From the popup
window you can upload multiple files to insert into your layout.

Toggle source mode: This button will swap between html source mode and visual
editing mode.

Font menu: This menu allows you to apply a font to selected text.

Font size menu: This menu allows you to apply a font size to selected text.
Bold: Apply a bold style to selected text.

Italic: Apply an italic style to selected text.

Underline: Apply an underline style to selected text.

Left Alignment: Apply left alignment to selected paragraph or image.
Center Alignment: Apply center alignment to selected paragraph or image.
Right Alignment: Apply right alignment to selected paragraph or image.
Text colour picker: This allows you to apply a colour to selected text.

Text highlight picker: This allows you to apply a background colour to selected
text.

Below the edit window are a few more fields for the editor.

Insert a HTML merge field: This link will allow you to insert automatic content
such as an unsubscribe link for this newsletter or the subscription date. It will also
allow you to insert custom fields that you have that correspond to the subscription
records in your mailing list. Eg. Name, address etc. This will allow you to personalize
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newsletters automatically by inserting a custom field.

e Insert Unsubscribe Link: This simply inserts an unsubscribe link into the edit
window.

Note: Be careful when pasting content from other editor and word processors as most will
try to add their own code that may not be compatible or valid within this editor. It is advised
that you test a portion of the pasted layout before attempting to create a full newsletter,
only to find that the code was not valid.

Apart from using the editor to create a HTML layout, you can also use an existing HTML
page online or by importing HTML content from a file.

¢ HTML Content from URL: Insert the full website address to the file that contains
the content for this newsletter.

e HTML Content from a file: Click browse to find a file on your hard drive to be
used in the newsletter.

Note: The html content will be imported AS IS and will not maintain any links to your images
etc. So you will need to ensure that the links to images are correct before importing content.

Extract text from html: Use this link to quickly copy your text from the html editor
window into the next text field which will be the email that is sent to all your subscribers
that receive the text format.

E * Texk Conkent: ;I E
[ !
[Insert Text Merge Field] [ Insert Unsubscribe Link ]

R Texk Content from . @

| URL: Ihttpsis =

| R Text Content fram | @

i File: | Browze... | @&
Fig.4.7 T

This next section of the newsletter page applies to the subscribers that receive text
formatted emails.

If you used the extract text from html link above, then you will have some text in this box
that may be ready to simply space out properly with line breaks and proper spacing.
You can also import text from a web page or from a text file on your hard drive.

¢ Text Content from URL: Enter the full website address to the webpage that you
wish to grab text content from.

¢ Text Content from File: Click ‘browse’ to look for the text file that contains the
content you wish to use in this newsletter.

Note: These two options will import content AS IS, so if the page is HTML then it will import
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HTML code, not just the text portions. If you wish to extract text from HTML then finish the
HTML portion of the newsletter first, click ‘Finish’ to save and then ‘edit’ the newsletter to
come back and import the text from the HTML editor into your text version.

Cancel | Finizh |

Once you've entered your html and text content for the newsletter, you may wish to preview
the newsletter through an email program. Simply insert your email address in the Email
Address field and click ‘Send Preview’ — SendStudio should send you a preview to allow you
to view it as your subscribers will see it.

When you are happy with your newsletter, click ‘Finish’ to save it.

Manage Newsletters
Once you've created a newsletter you will be familiar with the ‘edit’ section of managing a
newsletter as it is the same page that you saw when creating the newsletter.

To manage a newsletter click on the ‘Manage Newsletters’ link on the ‘Newsletters’ tab in the
top navigation or from your front page Control panel link under the Newsletters section.

=] Newsletters il Newsletters

» Manage Mewsletters
® Create Mewsletter

» Send Newsletter

Fig. 4.9 Fig. 4.10

All available newsletters will be listed in the Manage Newsletters page.
From here you can view, send, schedule, edit, copy or delete newsletters.

. Manage Newsletters

E IJse the Form below to review, edit and send your newsletters,
' To create a new newsletter, click on the "Create Mewsletker” button below,

Create Mewsletter I

il Test newslether

Mak

Sent Mok Sent Wiew Send Schedule Edit Copy Delete

22 Sep 2004 Mot Sent '{';Mt”

Here is a brief outline of the Actions that can be taken when managing a newsletter

View a Newsletter: The view link allows you to preview the newsletter content in

both HTML and text format (which ever applies to the newsletter).
When you click the ‘view’ link, a new window will pop up. You can use the drop

down menu at the top of the window to switch between the HTML preview and the
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text preview.

Home Page

Home Page Content here...

Irmage Caption here

Send a Newsletter: This will lead you to the ‘Send Newsletter’ section. Please view

the section titled "Send Newsletters” for a guide on how to use this section.

Schedule a Newsletter: A scheduled newsletter is a newsletter that has been
setup to be sent out on a certain date.

Edit a Newsletter: Click on the ‘edit’ link to navigate to the ‘Update Newsletter’

page. This page is the same as the create newsletter page and your current content

will load in the HTML editor and the text content sections to allow you to update.

Copy a Newsletter: If you wish to copy a newsletter, click the ‘copy’ link.

| Copy Newsletter :
i Complete the Form below to copy the selected newsletter, i
i Cancel | Save | i
it Mewsletter Mame: JCopy of Test newslsttar @
| i
[ Cancel Save {
Fig. 413 T

The first screen will simply ask you for the name you wish to call the new
newsletter.

Click ‘Save' to create the new copy.
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' Newsletter Copied Successfully

i o The selected newsletter has been copied successfully. i

o Delete a Newsletter: To delete a newsletter simply click on the delete link. A
confirmation popup will appear to make sure that you wish to delete the newsletter.

Send Newsletters

The ‘send’ link in the manage newsletters page allows you to start sending a newsletter.
Click the ‘send’ link to start the sending process or click on the Send Newsletter link on your
front page control panel or the ‘Send Newsletter’ link from the ‘Newsletters’ tab.

=] MNewsletters il Newsletters

Manaqge Mewsletters

» Create Mewsletter

Create Mewsletter

» Manage Mewsletters i

» Send Mewsletter

: Send Newsletter (Step 1 of 4)

Complete the Form below to send a newsletter, Click on the "Mext" butkon to conkinue.,

Cancel | Mext = |

* Mailing List: Test List (53 subscribers)

This page simply asks you which mailing list you wish to send.
Click ‘Next’ to continue.
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' Send Newsletter (Step 2 of 4)

Use the Form belaw to choose the recipients ko receive this neswsletter,
Click on the "Mext" button ko continue,

Cancel | Mext = |
* Status: | ctive -l @
* Confirmed: | Confirmed -] @
Match Email: | (7]
Harve Clicked Link: |Mone | @

Match mycustormField! |

i * Farmat: |Either -] @ :

You can choose to send a newsletter based on the following fields on this page.
e Status: Subscribers that have a status of Active, Inactive or both.
e Confirmed: Subscribers who have confirmed, unconfirmed or both.

e Format: Email subscribers who receive in certain formats according to their email
program.

e Match Email: Send to only one email or all emails from a single domain. Eg. You
can send newsletters to one specific email address such as userl@mail.com or all
email addresses at mail.com.

¢ Have Clicked Link: Send based on whether the subscriber has clicked a link in a
previous newsletter.

If you have custom fields such as name, address etc. that relate to records in your mailing
list, then you can also use these to filter the sending. Eg. Send newsletter only to
subscribers in a certain country, or city. These fields will automatically be picked up and
shown to you on this page.

Click *‘Next’ to go to the next step based on your chosen settings.
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. Send Newsletter (Step 3 of 4)

i The selected newsletter will be sent o 1 member(s),
i Click on the "Mext" butbon below to continue,

Cancel | Mext |
* Send Mewsletter: ITest newsletter @
& Preview
Send Mulkipart: (Il ‘es, send the email as mulkipart 7]
Track Ermail Opens: ¥ ‘s, track opening of HTML emails @
Track Links: I¥ ‘tes, track all links in this newsletter @
* Send Fram Mame: |‘f0ur Mame Here
* Send From Email: |Y0ur email here
* Rephy-To Email: [¥our email here
* Rekurn-Path Ernail: |‘f0ur email here
Cancel et »
Fig.419

This page will give you the following options:

Send Newsletter: You must choose which newsletter to send to your subscribers.
You may wish to preview the newsletter to make sure that all layout and spelling is
correct.

Send Multipart: Check this box if you would like to allow the users email program
to choose which format to receive email in. Emails that are sent in multipart allow
the email program to choose which format to display it in according to its own
settings. Eg. If you send an html email to a text based email program, you will not
be able to see the intended content, it will all display in text. If the same email is
sent in multipart, with a text version of the email, the text based email program will
display it correctly in text format.

Track Email Opens: This only applies to HTML emails and will track whether the
user has opened the email to be viewed. (This information will then be available to
you in the statistics)

Track Links: Check this box to allow links to be tracked. If a link is clicked from the
email, SendStudio will record it.(This information will then be available to you in the
statistics)

Send From Name: The name that will be displayed in the ‘From’ field.

Send From Email: The email address that will be displayed in the ‘From’ field.

Reply-To Email: The email address you wish to display in the Reply-To field. If a
user replies to the newsletter email, it will be sent to this address.

Return-Path Email: If an email does not get through, or if it is rejected by the
mail server, a notice will be sent to the email address you specify here. If you would
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like to use the bounce handler in SendStudio, please ensure that this email address

does not receive any other email.

Click *‘Next’ to continue, once you have filled in all fields.

Send Newsletter (Step 4 of 4)

The details of this sending are shown below, Click on the button below to start sending this nessletter,

» Mewsletter Mame: Test newsletter
» Subscriber List: Test List
+ Total Recipients: 1

» Send Time: Less Than a Minuke {Approximately)

Send Mewsletter I

Once you have reviewed the information on this page, click ‘Send Newsletter’ to send.
The newsletter will be sent the next time that the sending program runs(hourly).

Newsletter Sent Successfully!

o The selected newsletter has been sent successfully. It was sent to 1 subscriber and took 4 seconds

Interspire Pty Ltd | http://www.interspire.com
Copyright 2004, All Rights Reserved

34



Manage Templates

What is a template?

A template is a reusable layout with placeholders for different areas such as content and

custom fields within a set design.

Why should I use templates?

Templates save you a lot of time and allow you to use the same professional layout for your

newsletters for a consistent look and feel.

Creating and Managing Templates

To get started with creating and managing templates in the email manager, click on the

Manage Templates link on your front page control panel or the ‘Manage Templates’ link from
the ‘Templates’ tab. If you wish to create a new template click on the ‘Create Template’ link

on the front page or the ‘Create Template’ link on the ‘Tem

#5 Templates

* Manage Templates
» Create Template

If you do not have templates created yet, the following screen should appear after clicking

on the ‘Manage Templates' links.

Manage Templates

Mo templakes have been created. Click "Create Templake” to create one.

[ Create Template ]

' Manage Templates

1 Use the form below to review, edit and delete templates,
| To create & new kemplate, dick on the "Create Template” button below,

[ Create Template ]

ﬁ] Template One HTML + Texkt 5 Ock 2004 iew

plates’ tab.

#f Templates

Create Template

Fig. 5.2
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Complete the Form below to create a new kemplate,
Click on the "Mext" butbon to continue.,

Cancel ] [ Mext » ]

* Template Name: (7]

* Format: HTML v (7]

Step One of Creating a new template requires you to enter the following:

o Template Name: This field is for your reference when using the email manager.
The template name will be displayed in a list when you need to choose a template
layout for your newsletters or auto responders.

e Format: You can choose to create templates for your text emails, HTML emails or
both.

Click *‘Next’ to go to Step Two.

Create Template (Step 2 of 2)

[ Cancel ] [ Save ]

* Template Mame: Template Cne (7]

: . .- e m | = e o |
| HTML Content: ,| # B3 B = iz @ Uk (3 mage |qj 5
Fort v || size v BIg|§§E|_'&_
| © |
i [ Insert HTML Merge Field ] i
i R HTML Content From . (7] i
DAL hkpefy L2 |
H R HTML Content Fraom (7] [
. @ |
i [ Extrack Text from HTML = ] (@l i
Fig.5.7
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This is the visual editor that will be displayed on this page if you chose to create a HTML
based template. The fields are outlined below:

¢ HTML content: This field allows you to edit your layout visually as it will appear in
the subscribers email program.

e Insert HTML Merge Field: If you have any custom fields set in your mailing list,
these can be inserted using this link. A placeholder will be inserted to allow
SendStudio to substitute it for the user details that are in this field.

e HTML Content from URL: You can choose to insert the full website address to a
file that contains the content & layout for the template.

e HTML Content from a file: You may choose a file on your hard drive to be used
for the layout and content in the template.

Note: The html content will be imported AS IS and will not maintain any links to your images
etc. So you will need to ensure that the links to images are correct before importing content.

o Extract Text from HTML: If you have chosen to send the template as text, then
you can use this link to extract all text from your HTML layout and paste it
automatically into the text content field. This will save you a lot of time typing the
same content.

i * Text Conkent:

O/ Texk Conkent from URL: htp )
28 Text Conbent from File:

[Insert Text Merqe Field

e Text Content: This section is for the text content of your template.

¢ Text Content from URL: You can choose to insert content from a text file using a
website address to the file.

¢ Text Content from File: Choose a text file on your hard drive to be used for the
text content in the template.

Note: Only text files can be used to insert text. Text from the files will be inserted as it
appears in the file, so if a HTML file is chosen, all HTML tags and code will also be inserted.

o Insert Text Merge Field: If you have any custom fields, these can be inserted
using this link. A placeholder will be inserted in the content section.

When you are satisfied with your settings, click “Finish” to create your template.
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Manage Custom Fields

What is a Custom Field?

A custom field is a piece of information that describes some of your records that are in your
mailing list. They can be used to filter certain functions based on the information or to allow
personalization of email newsletters.

An example of a custom field could be a firstname, lastname, address, etc.

Why should I create and use Custom Fields?

Custom fields allow you to collect more information about your subscribers that will allow
you to personalize your emails to subscribers based on this information. It equips you with
more information about the user to help you send relevant information to the right people.

Create a Custom Field
To create a new custom field, click on the ‘create custom field’ button in this ‘Manage
Custom Fields’ section.

. Create Custom Field (Step 1 of 2)

i Complete the Form below ko create a new custom subscriber fisld,
E Click an the "Mext" button ko conkinue.

Cancel | Mext = |
* Figld Marme: [ @
* Field Type: [ one Line Textbox -le
Cancel Mext »
Fig.6.2 T

This page will ask you the name and type of custom field you wish to create. The types of
fields are outlined below:

e One Line Text Box — This is the general type of field to hold text records about
most things like name, address, etc.

e Multi Line Text Box — This is for larger amounts of information such as comments
or descriptions.

o Drop down list — This field is for holding up to 5 different values that can be
modified from a drop down menu.

e Check box — This is usually a yes/no value or a value that has one of two possible
answers. Eg. Male/female specification.

e Multiple Check box — This is for more than one value that will be chosen for this
field where a user may satisfy more than one option.
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Number Text box — For information that contains nhumbers only. Eg. Age, salary,

telephone.

Date box — This field is for storing date information.

For a one line text box, the following step will be shown.

Cancel | Finizh I

:
| 1
| 1
| 1
' * Figld Marne: |telephone (7]
| *Required: [ =@ |
| 1
D Default Value: [ @ !
i * Size: |3|:| (7] :
i # Minirnurm Length: ||;| (7] i
; # Maxirmum Length: |1|;||;| (7] ;
| 1
i Cancel | Firizh | i
. ]
Fig. 6.3

Field Name: This field name contains the field name as it will appear on your
subscription forms but it is also for your own reference when using this custom field.

Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

Default Value: You can choose a default value to appear in the subscription form.

Size You can choose how wide this field is. 30 is a default text input field size.

Minimum Length: You can choose the minimum amount of characters allowed in
the field.

Maximum Length: You can choose a maximum amount of characters allowed in
the field.

When a Multi Line Text box type of field is chosen, the following options will be available
in step 2.
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i * Field Mame: |Descri|:|ti|:|n (7]

i * Required: IND | @ i
Default value: ﬂ
zle

L width; m @
* Height: |5 (7]
i Cancel Finigh :
Fig. 6.4 T

¢ Field Name: This field name contains the field name as it will appear on your
subscription forms but it is also for your own reference when using this custom field.

e Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

o Default Value: You can choose a default value to appear in the subscription form.

e Width: You can choose how wide this field is. 40 is a default text area field size.
¢ Height: You can choose the height of the text area field.

If you chose Drop down list as the field type the following screen will be shown in step 2.
It allows you to create 5 options at one given time. To create more than 5 you should click
Finish then edit this custom field again. An additional 5 options will be shown to allow you to
add more. You can repeat this until you reach the number you require.
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* Required:

*Yalue 1
+ *Label1:
*Yalue 2

* Label 2:

Walue 3
Label 3:
Yalue 4
Label 4:
Walue 5

Label 5:

* Field Name: IPayment Lype @

Default Value:

|N0 ;I @

cancel Finizh

Field Name: This field name contains the field name as it will appear on your

subscription forms but it is also for your own reference when using this custom field.

Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

Default Value: You can choose a default value to appear in the subscription form.

FirstMare: [vour Name here

Value (number): This is the actual value this field will hold when the label on the

dropdown is selected.

Label (number): This is the text that is displayed to the user in the dropdown
menu list.

If you chose the Check box type field the following page will display in Step 2.

v * Field Mame: Jare vou & webmaster? @
: * Required: |N0 ;' @ :
1 * Default Status: [Unchecked e |
E Label: | (7] E
i Cancel Save i
Fig.6.6
¢ Field Name: This field name contains the field name as it will appear on your

subscription forms but it is also for your own reference when using this custom field.
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¢ Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

o Default Status: You can choose a default status — checked or unchecked.

e Label: This is the text that will appear next to the checkbox. Eg. [ Yes

For a Date box type of field the following options will be shown on step 2

i * Field Name: Idate (7]

i * Required: INo - @
Default Yalue: | 7]

i * Display Crder (First): ||:|a';.f (7]

i * Display Order (Second): |m0nth (7]

i * Display Order (Third): Ivear (7]

i * Skart Year: ||3 (7]
End ‘ear: |2|3|34 (7]

Cancel Finizh
Fig. 6.7 T

¢ Field Name: This field name contains the field name as it will appear on your
subscription forms but it is also for your own reference when using this custom field.

e Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

o Default Value: You can choose a default value to appear in the subscription form.

o Display Order (First, Second & Third) : Choose which order you wish to display
the date, use day, month and year for these three fields.

e Start Year: Choose which year to start the year dropdown with.

e End Year: Choose which year to end the year dropdown with.
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Manage Auto Responders

What is an Auto responder?

An auto responder is a newsletter that is sent to your subscribers automatically, a set period
of time after they have subscribed to your mailing list. You can have as many auto
responders as you like.

Auto responders can be sent based on the information that was collected during signup so
this feature is a great way to follow up their subscription with a personalized message or
offer.

Why should I use an auto responder?

Auto responders are a good way to follow up with your subscribers. You can follow up with
an offer that is targeted based on their information, or you can simply send them a
personalized message based on their information that was provided during the subscription
process. It is another marketing tool that allows you to target specific groups within your
mailing lists.

Create and Manage Auto responders

To get started, click the ‘Manage auto responders’ link on your front page control panel or
the *‘Manage auto responders’ link from the ‘Auto responders’ tab. If you would like to create
a new auto responder, click on the “Create Auto responder” link on the front page or in the
‘Auto responder’ tab.

--------------------------------------

'fl Autoresponders "j Autoresponders

® [Manage autoresponders

Manage Autoresponders

» Create Aukoresponder

Create Autoresponder

Fig. 7.1 Fig. 7.2

The first screen will ask you which mailing list the auto responder belongs to. Auto
responders are linked to a mailing list because the auto responder will be sent to this mailing
list only.

‘Manage Autoresponders

i
| Before you can create or view existing autoresponders, please choose a mailing list ko wark with,

I s
: 1
! ]
1 *Mailing List: Test Mailing List (5 subscribers) i
1 1
1 1
| =
Fig.7.3 T

If you haven't created any forms yet, the following screen will be shown when you click
“Manage Auto responders”. If you haven't created any you will need to create an auto
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responder before you can manage it.

Manage Autoresponders

|
i The are currently no saved autoresponders, Click "Create Autaresponder” bo create one,
|
1
1

[ Create Autoresponder ]

If you have an auto responder for the mailing list, then it should appear on this page, to

allow you to view, edit or delete it. You can also click on the “Create Auto responder” button

if you would like to create a new auto responder.

:Manage Autoresponders

Use the Form belov to review, edit and delete autoresponders,
| To create a new autaresponder, click on the "Create Autoresponder” bukbon Below,

1
[ Create Aukoresponder ] i
ﬁ Autoresponder 1 4 Ok 2004 0 View Edit Delete '

Create Autoresponder (Step 1 of 3)

Choose who your autoresponder will be sent ba,
whien wou are done, click on the Mext' button,

Cancel ] [ et & ]

* Autaresponder Mame: (7]
* Makch Status: Active v| @
* Match Canfirmed: Confirmed v| @
* Match Format: Either hdl @
Makch Email: (7]
Hawe Clicked Link: Mat Applicable v| @

Cancel ] [ Mext =

The first step will require you to enter some details about the auto responder you are
creating for your mailing list.

e Auto responder name: This is for your reference when using SendStudio to
manage your auto responders.

e Match Status: You can send a newsletter to subscribers that have a status of
Active, Inactive or both.
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¢ Match Confirmed: You can send an auto responder to subscribers who have
confirmed, unconfirmed or both.

¢ Match Format: You can choose whether to send to email subscribers who receive

in certain formats or all formats.

e Match Email: You may choose to send an auto responder to only one email or all
emails from a single domain.

o Have Clicked Link: You can send an auto responder based on whether the
subscriber has clicked a link or not.

Click “Next” to continue to the next step.

| Create Autoresponder (Step 2 of 3)

| Complete the Form below to create your autoresponder, Double click on a template to preview it before continuing,
| when you are done, click on the ‘Mesxt' bukton, H

- Cancel ] [ Mext & ] -

¢ *Send From Mame: John Dioe @ ;
* Send From Emnail: testtest, com (7]

v Reply-To Email: kesttest,com (7] ]
* Return-Path Email: Fasthest. comm (7]
* Email Format: Texk || 7]

Use Template:

) (7] i
. * Hours Delayed: il (7] .
' Send Multipart: [Jes, send the email as mulipart @) '
Track Email Opens: F ‘fes, track opening of HTML enails (7] .
Track Links: [Jves, track all links in this newslstter @) I

On this screen you will enter more information about the auto responder, as outlined below:

¢ Send From Name: This is the name that will appear in the ‘From’ field in the
recipients email.

¢ Send From Email: This is the email that will appear in the ‘From’ field in the
recipients email.

e Reply-To Email: This is the email that will be used if the recipient replies to the
email using their email program.

¢ Return-Path Email: This is the email that will be used to send all error notices for

this auto responder. The recipients mail server may send a notice if the email is
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delayed or did not get through.

Email Format: You can choose which format to send your auto responder in.
Choose from HTML, text or both.

Use Template: You can choose a template design layout for your auto responder if
you have created a template design for this mailing list.

Hours Delayed: Enter the number of hours you wish to send the auto responder
after subscription.

Send Multipart: Click here to send the auto responder in multipart format. Use this
feature if you want the recipients email program to choose between text or html
display.

Track Email Opens: Check this box if you wish to track email opens of the auto
responder. This feature will only work for HTML based emails.

Track Links: Check this box to track all links in the auto responder.

Click “Next” to continue

If you have already created a newsletter before, these screens will be familiar to you, as this
step looks very much like the steps taken to create a newsletter. (Note: If you would like
individual descriptions of the editing toolbar in this step, please refer to “Managing
Newsletters”).

| Create Autoresponder (Step 3 of 3)

E Complete the Form below ko Build a multi-part autoresponder containing baoth text and HTML versions,

E [ Cancel ] [ Finish ]

* Email Subject: (7]

This section will be the email subject that appears in the recipients email.

Interspire Pty Ltd | http://www.interspire.com 46
Copyright 2004, All Rights Reserved



| * HTML Content: AR

Fort v|[sz= v|| B 7 U |

i= iz | ’:_?_9 Link |8 Image | qj

.lt')]

[ Insert HTML Merge Field ]

' R HTML Content From \ (igh
¢ URL: hitp:// -
' DR HTML Content From @)
| e ©
[ Extract Text From HTML = ] ()
Fig. 7.9

This is the visual editor that will be displayed on this page if you chose to create a HTML
based auto responder. The fields are outlined below:

¢ HTML content: This field allows you to edit your layout visually as it will appear in
the subscribers email program.

o Insert HTML Merge Field: If you have any custom fields set in your mailing list,
these can be inserted using this link. A placeholder will be inserted to allow
SendStudio to substitute it for the user details that are in this field.

e HTML Content from URL: You can choose to insert the full website address to a
file that contains the content & layout for the autoresponder.

e HTML Content from a file: You may choose a file on your hard drive to be used
for the layout and content in the auto responder.

Note: The html content will be imported AS IS and will not maintain any links to your images
etc. So you will need to ensure that the links to images are correct before importing content.

o Extract Text from HTML: If you have chosen to send the auto responder as text,
then you can use this link to extract all text from your HTML layout and paste it
automatically into the text content field. This will save you a lot of time typing the
same content.
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i * Text Content:

R Texk Conkent Fronm LRL: hitkp:fy

2R Tk Conkent Fronm File:
[Insert Text Merge Field

o Text Content: This section is for the text content of your auto responder.

¢ Text Content from URL: You can choose to insert content from a text file using a
website address to the file.

¢ Text Content from File: You may choose a text file on your hard drive to be used
for the text content in the auto responder.

Note: Only text files can be used to insert text. Text from the files will be inserted as it
appears in the file, so if a HTML file is chosen, all HTML tags and code will also be inserted.

¢ Insert Text Merge Field: If you have any custom fields set in your mailing list,
these can be inserted using this link. A placeholder will be inserted to allow the
email manager to substitute it for the user details that are in this field.

If you wish to preview the auto responder in your email program, enter your email address
in the Email Address field and click “Send Preview”.

When you are satisfied with your settings, click “Finish” to create your Auto responder.

. Autoresponder Saved Successfully

i o The selected autoresponder has been saved successfully. :
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Manage Forms

What is a form?

A Form is a part of a web page that allows a user to input information by answering a set of

predefined questions. This form is then submitted to allow the information to be collected.
The forms that are created in SendStudio are closely linked with the custom field functions
and their properties outlined in the previous section.

An example of a standard form is shown below.

Test Subscribe form

* rour Email Address: I

* Preferred Format: IHTML ,I

Creating and Managing Forms

To get started, click the ‘Manage Forms’ link on your front page control panel or the ‘Manage
Forms’ link from the ‘Forms’ tab. If you would like to create a new form, click on the “Create

Form” link on the front page or in the ‘Forms’ tab.

[ab] Forms [ Forms

& Create Form

Creake Form

E * Manage Forms I Manage Forms

If you haven't created any forms yet, the following screen will be shown when you click
“Manage Forms”.

Manage Subscription Forms

Mo Forms hawe been created. Click on the 'Create Form' button below ko create one.

| Create Form I

:Manage Subscription Forms

EUse the Form below bo create, view, edit or delete subscription/unsubscription Forms.,

il Create Form |
i [abl Business Subscription 1 Subscripkion 7 Oct 2004 Views Gek HTML Edit Delete i
[abl Client Madify Madify Details 7 Ock 2004 Views Gek HTML Edit Delete
Fig.8.5 T
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‘Create Form (Step 1 of 3)

ECompIete the Farm below to create a new subscription/unsubscripkion Form. E
'Click on the "hext" button to continue, !

[ Cancel ][ Met 5 ]

* Farrn Mame: |Business Subscription 1 | @

i
* Farmn Type: | Subscripkion @ i

¢ Form Name: Enter the name of the form that you would like to use. This is for
your own reference when using the form within the email manager.

e Form Type: Choose the type of form. Subscription, unsubscription or a form simply
to modify details.

Click *‘Next’ to continue to the next step

Subscription Form
If you chose to create a subscription form, then the following screen will be shown.

\Create Form (Step 2 of 3)

i
iCnmpIete the Form below to create a nes Subscription Form, i
'Click an the "Continue ko Skep 3" bukbon o continue, i

i

[_ Cancel ] [ Moot = ]

MNew Form Details

i

: I
! * Farrm Marne: |Business Subscription 1 | @ ]
' * Form Design: | Default White @
E & Preview Form I
i * Require Confirmation: | Yes @ :
- * Send Thank you: | Yes @ i
E Lists ko Subscribe to

i Test Mailing List: Yes '
: i
| Custom Fields to Show

E FirstMarne: Yas EI @

E Surnanme: Yes EI

i

¢ Form Name: This is the name of the form for your personal reference.
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¢ Form Design: You may choose from a number of pre-made layouts and colour
schemes.

¢ Require Confirmation: You may choose to require confirmation from the user
before their details can be placed in the mailing list.

o Send Thank you: You may choose to send a thank you message once the user
confirms or subscribes to the mailing list.

e Lists to Subscribe to: You can choose the mailing list from the ‘Lists to Subscribe
to’ section.

e Custom Fields to Show: If you have any custom fields created, they will appear in
the *Custom Fields to Show’ section to allow you to select them to appear on this
new form.

Click ‘Next’ to continue.

1 Zomplete the Form below ko create a new subscription Form,
ECIick on the "Sawve Form" butbon to continue.,

i Cancel ] [ Finizh ] :
E * Send From Mame: @ E
E * Send Fram Ermail: @ E
Fig.8.8 T

¢ Send From Name: This is the name that should appear in the ‘From’ field when
this form is submitted.

e Send From Email: This is the email address that should appear in the ‘From’ field
when this form is submitted.

If you chose ‘No’ to both Require Confirmation and Send Thankyou in the previous step,
then the following page will be shown.
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iCreate Form (Step 3 of 3)

:Complete the Form below o create a new subscription Form,
1Click om the "Save Form® button bo continue.
|

Cancel ] [ Finizh ]

* Send From Mame:
* Send From Email:

* Thank, vou Page:

2R Thark vaou Page URL:

* Error Page:

R Error Page URL:

@

<html»<title>Thanks for 3Jubscribing</titler</head:><body>Thank
wou for subscribing to our mailing list!</bodys</html>

http:ff (7]

<htmlr<headr<titlex3ome Errors
Qoourred</titles</head><body>The following errors have
occurred: 3ERRORLIST:

<a href='javascript:history.goi(-1)'>Try

http:ff (7]

[ Cancel ] [ Finizh ]

¢ Send From Name: This is the Name of the form to show in the ‘From’ field for this

form.

¢ Send From Email: This is the Email of the form to show in the Email field for this

form.

« Thank you Page: You may enter content to show the person once they have

subscribed.

¢ Thank you Page URL: Enter a page that you would like to forward the person
after they subscribe.

e Error Page: If there is an error, you may choose to show the person some content
that you place in this field.

o Error Page URL: Alternatively, you can send the person to a page you have

already built.

If you chose ‘Yes' for ‘Require Confirmation’ in the previous step the following will also show

on this page.
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* Canfirmation Subject:

* Confirmation Email:

* Confirmation Page:

R Confirmation Page LIRL:

Confirm Subscribe Request L]
Hi, ~
Pleaze click on the link below to confirm your subscription of
ZEMATL: to the following mailing lists:

sLISTS: v |@

<html><title>3ubscription
Confirmation</titler</head><bodys>Please check your email to
complete your subscription...</bodys</html>

hkkpe @

e Confirmation Subject: This is the subject that will show in the persons email.

e Confirmation Email: This will form the content of the email that will be sent to the
person to confirm the subscription.

e Confirmation Page: This Page will be shown to the person when they submit the
form to allow them to confirm straight away. They will still be sent the confirmation

email.

o Confirmation Page URL: Alternatively, you may wish to redirect the person to a
different page when they submit the form.

If you chose ‘Yes' to ‘Send Thank you’ in the previous step, the following will also show on

this page.

* Thank vou Subject:

* Thank wou Email:

* Thank you Page:

R Thank wou Page URL:

Subscription Complete (7]

Tour subscription to our mailing list iz now complete. Thank
vou!

<html><title>Thanks for Subscribing</titler</head><body:>Thank
you for subscribing to our mailing list!</hody></htmls>

hitkp: (7]

Form Saved Successfully

o Your form has been saved successfully.
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Unsubscription Form

If you chose to create an unsubscription form the process is the same as creating a
subscription form. Custom fields will not be shown in the second step as they are not
required.

Modify Details Form
If you are creating a ‘Modify Details’ type form then this second page will display.

\Create Form (Step 2 of 3)

ECnmplete the Form below bo create a new Modify Subscriber Details form,
'Click. on the "Conkinue ko Skep 3" bukbon to continue,

! Cancel ] [ Mt = ] i
i " Farm Mame: Client Update Farm @
! * Form Design: Default White v @
| & Preview Form |
i 1
i Test Mailing List: Ctes i
! i
i Firsthame: Oves o0 | @ !
i SUFnanE; ves |0 i
i | Concel | [ mests i
Fig. 8.13

e Form Name: This is the name of this form, from step one.

¢ Form Design: You can choose from a list of pre-designed forms to use.

¢ Lists to modify details for: You must choose the mailing list you wish to use with

this form.

e Custom Fields to Show: Choose the custom fields you wish to allow to be
updated using this form.

Click ‘Next’ to continue.
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‘Create Form (Step 3 of 3)

i Complete the form below to create a new subscription Form,
1+ Click on the "Save Form” button ko continue.

|

|

|

i
| |
' Cancel ] [ Finizh ] '
| |
| |
E * Send From Mame: 7] E
E * Send From Ermail: @ :
| |
i * Thank wou Page: <html><title>Thanks for Updating wyour i
! details</titler</headr<kbody>Thank you for updating your ]
| details on our mailing list!</body></htmls> ]
1 (71
. R Thank you Page URL: hitp: i @ ]
i i
| |
| )
| )
| )
| 1
i i
| |
' * Error Page: <html><head><title>Some Errors ~ |
1 Joocurred</titlex</head><body>The following errors have d
h occurred: $ERRORLIST: )
H <5 href='javascript:history.go(-1)':>Try |
! R Error Page URL: hitkp (7] !
i i
i i
| |
| |
H [ Cancel ] [ Finizsh {
Fig. 8.14

¢ Send From Name: This is the name of the form to show in the ‘From’ field.
¢ Send From Email: This is the email address of the form to show in the ‘Email’ field.

o Thank you Page: You may enter content to show the person once they have
updated their details.

¢ Thank you Page URL: Enter a page that you would like to forward the person
after they have updated their details.

e Error Page: If there is an error, you may choose to show the person some content
that you place in this field.

o Error Page URL: Alternatively, you can send the person to a page you have
already built.

Click ‘Finish’ to create the form.
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Statistics

What are statistics?

Statistics are reports about the newsletter campaigns, subscribers and other aspects of
SendStudio to allow you to measure your performance. If you know more about your
newsletter campaigns you are then able to plan better email campaigns based on this
information.

Creating Statistical Reports
To navigate to the Statistics page, click on the ‘Statistics’ link on the top right menu.

There are several types of statistical reports available:
« Newsletter Send Statistics: View statistics about newsletter sending, including
the number of newsletters successfully sent, the date sent and how many
newsletters were viewed (html only).

« Subscriber Statistics: View information about individual subscribers such as
subscription date, clicked links and opened newsletters.

« Subscriber Dates: View the nhumber of subscriptions by day, month & year.

« Auto-responder Statistics: View information about auto-responders including
number of opens and clicked links.

« User Statistics: View control panel user statistics such as the number of
newsletters sent, the date of sending and more.

« Mailing List Statistics: View information about each mailing list including number

of subscribers, active/inactive, confirmed/unconfirmed subscribers etc.

o Link Click-through Statistics: View information about links & click-throughs from

newsletters and auto responders.

Statistics :
ESeIect a skatistics report bvpe below and click "Mesxt” to conkinue, E
i i
:[ Cancel ] [ Mgt » ] i
| * Statistics Report: (%) Mewsletter Send Statistics (@) |
: (") Subscriber Statistics (7] i
! (") Subscriber Dates (7]
) () Autoresponder Statistics (@) |
: () User Staistics @
: (O Mailing List Statistics @ |
g () Link Click-through Statistics @) |
] :
| |
i [ Cancel ] [ Mext !
Fig.9.2
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Newsletter Send Statistics.
Choose Newsletter Send Statistics and Click ‘Next'.

| Before you view skatistics, please choose a mailing lisk to wark, with,

[ Cancel ] [ Mt = ]

* Choose a mailing list: Business Mail Lisk (82 subscribers)

This screen requires you to choose a mailing list to build this report from. Select the mailing
list you wish to build this report from and click ‘Next'.

The statistics engine will build a report that contains all newsletters that have been sent. You
can then view the report for more information. Click ‘View'.

Date Sent: 25 Sep 2004
i Date Finished Sending: 22 Sep 2004 :
Recipients: 1 text recipients, 0 HTML recipients
i Opened By Lnknoan :
E Emnail address: Mot used E
i Ackive | Inactive Subscribers: Ackive :
Confirmed [ Unconfirmed Confirmead
1 Subscribers: ]
Fig. 9.5 '
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Subscriber Statistics

' Statistics (Subscriber Statistics)

| Before you view skatistics, please choose a mailing list ko wark with,

[ Cancel ] [ Mext = ]

* Choose a mailing list: Business Mail List (82 subscribers)

| Complete the Form below to Filker subscribers For this report {optional),

[ Cancel ][ Search ]

* Skatus: Active v | @

* Confirmed: Confirmed v | @

* Format: Either v | @
Makch Email: (7]
Filter by Date: [ves, Filter by date 7]
Clicked on Link: Mot Applicable v| @
date: [[Ives, filker by date

Search Description:
Do vou like my site?: all Ev

Pavment, type: all values hadl

Cancel ] [ Search

1
1
1
1
]
1
1
1
1
1
1
1
1
1
Mermbers Per DisplayPage: 20 | :
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

This screen requires you to enter more information about the subscriber(s) for this statistical
report. The details you provide on this form will be used to look for all relevant records.
Filter results of the report based on the following:

e Status: The subscriber status. Choose from Active, Inactive or View All.

e Confirmed: The subscriber confirmed or unconfirmed status.
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e Format: The format of the subscriber. Choose from HTML, text or both.
¢ Match Email: Match the email of the subscriber or all emails at one domain.
¢ Filter by Date: Check this box to filter by date.

¢ Members per DisplayPage: Choose the number of members displayed on each
page of this statistical report.

e Custom Fields: If you have any custom fields they will be shown at the base of
this page to allow you to use them as filters for this report also. The above example
has date, search description, answers to a question, or payment type.

Click ‘Search’ to continue building this report based on the information you have filled in this
screen.

@ 21 Sep 2004 Attive  Yes Wigw
@ 21 Sep 2004 active  Yes Vi
a 21 Sep 2004 Atkive  Yes Wigw
@ 21 Sep 2004 Ackive  Yes Yigw
Fig. 901 T

This screen will allow you to ‘View’ more information about the resulting list of subscribers.

Subscriber Dates

Statistics (Subscriber Dates)

Befaore wou view statistics, please choose a mailing list ko wark with,

[ Cancel ] [ Pt » ]
i *Choose a mailing list: Business Mail List {82 subscribers)
|9.|
Cancel ] [ Mext »
Fig.9.12 T

Select the mailing list you wish to build this report from and click ‘Next'.
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:Statistics (Subscriber Dates for 'Business Mail List")

| The Fallowing lists the number of subscribers per wear For the specified mailing lisk, Select a vear ko view subscribers per monkh |

You will be presented with the available year statistics. Choose view to view all statistics that
you need from a specific year.

‘Statistics (Subscriber Dates for 'Business Mail List") |

iThe fFollowing lisks the number of subscribers per month Far the specified mailing lisk, Select a maonth ko view subscribers per day .

i

& Jan 2004 0 Yiews ,
5 Febzoo4 i Yiew
| & mar 2004 0 View
, 5 aprzood 0 Yiew ,
. & May 2004 0 View .
| S un 2004 0 View
& Julzo04 0 Wit
. & Aug 2004 ] Yiew .
. & SepzO04 gz Yigw .
& Ot 2004 0 Wi
& Hov zoo4 o Yiew
, & Deczom 0 View ,
Fig.9.14 i

You will then be presented with all the months within the chosen year. This allows you to
see how many subscribers for each month at a glance. Click ‘view' to choose the month that
you require to narrow your search by the month.
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:Statistics (Subscriber dates for 'Business Mail List")

i The Following lists the number of subscribers per day for the specified mailing list,

1 September, 2004

: 1st znd ard 4th
o 0 0 0

1| sth ath 7th ath Sth 10th L1th
io 0 0 0 0 0 0

E 12th 13th 14th 15th 16th 17th 1ath
o 0 0 o 0 0 0

i 19th 20th 21sk 22nd 23rd 24th 25th
o u] &z ] u] u] u]

E 26kh 27th 2ath 29th 30kh

io 0 a a 0

Fig. 9.15

This page will show you how many subscribers signed up on each day.

Auto-responder Statistics

‘Statistics (Autoresponder Statistics)

iBefore wou wiew statistics, please choose a mailing list o work with,

[ Cancel ] [ MEnt » ]

* Choose a mailing list: Business Mail List (52 subscribers)

Click on the mailing list that you would like to use for this statistical report.

If you have not yet run any auto responders or setup new auto responders, the following
page will display.

'Statistics (Autoresponder Statistics for 'Business Mail List")

| The Fallowing lists information regarding the autoresponders setup For the specified lisk, Select an autaresponder For more detailed skatistics,

Ma autoresponders have been set up. Please click on the butkan below to visw anather repart,

[ Generake Mews Report ]

Fig. 9.17

If you have created an auto responder for the mailing list, the following will be displayed.
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'Statistics (Autoresponder Statistics for 'Customers')

i The Fallowing lists information regarding the autoresponders setup For the specified list, Select an autoresponder For more detailed statistics,

=l Important Information Unknown 1 hours after

You can click ‘View’ for more information about the auto responder.

Mailing List Statistics

Statistics (Mailing List Statistics)

Befaore you wiew statistics, please choose a mailing lisk ba wiork with,

[ Cancel ] [ Met = ]

1 * Choose a mailing lisk: Eusiness Mail Lisk (82 subscribers)

i Tokal Subscribers: gz i
Texk Subscribers: g1
. HTML Subscribers: n .
i Active Subscribers: 1 i
i Inactive Subscribers: gl i
I Confirmed Subscribers: g1 I
Unconfirmed Subscribers: 1
Fig. 9.24 T

All available statistics will be shown for the mailing list.
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Link Click-through Statistics

Statistics (Link Click-through Statistics) |

1 Before wou view skatistics, please choose a mailing lisk to work with,

[ Cancel ] [ Mext & ]

* Choose a mailing list: Business Mail List (82 subscribers)

iStatistics (Link Click-through Statistics for ‘Business Mail List")

E il Customer Newsletter 10 925 Wigw
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Glossary / Definitions

Mailing List: A list of subscribers that can be categorized by a common name (for example,
a mailing list called “YourMailingList”). When a message is sent to a mailing list, all
subscribers of the mailing list receive the message.

Newsletter: A group announcement or message that is conducted through email
messages, specific to a topic or common interest. When a message is sent to a mailing list,
each list subscriber receives a copy.

Subscriber: A subscriber is a person that has indicated that they would like to receive
information from you by subscribing to a mailing list. They can either signup using an online
form or you may input their details manually.

Comma Delimited File, CSV file: A CSV file is compatible with Microsoft Excel (and Excel
can export a normal Excel file as a CSV file for use in SendStudio). CSV stands for “"Comma
Separated Value” and CSV files are also called comma delimited files. This means that all
field information is separated by a comma (, ) and all records are usually separated by a
new line or other character.

A Record: A record is a ‘container’ that holds fields of information.

A Field: A field is one piece of data inside a data record. It can be explained as one piece of
information that describes the record. Eg. A record in the mailing list may contain the
following fields — name, email, client_id etc.

A Custom Field: Fields used by the email manager when creating forms for collecting user
input. These fields can be used to hold different types of information such as date, text
input, multiple choices and yes/no responses.

A Template: A template is a reusable layout design that can be used for creating
newsletters & auto responders. It saves production time to allow a consistent layout and
design.

A Form: A form is part of a webpage that has input fields to collect data from the person
viewing the webpage. When the form is submitted, the data is sent to the server.

An Auto-Responder: A message that is automatically sent to a subscriber after they
subscribe to a mailing list. It is used as a follow-up tool.

Multipart: Multipart emails are emails that are sent in both a non-text format(HTML) and a
text format. This is done to allow the recipients email program to choose which type of
display to use according to its inbuilt functionality. Eg. If an email client does not display
HTML emails, then the text version will be shown.

Bounced emails: Bounced emails are emails that do not reach the recipient. The target
email server that is receiving the emails will use the return-path email that is specified in the
send email to send back any error messages that occur to alert the sender that the email did
not reach the recipient. Some reasons for bounced emails can be a hon-existent email
address or server, a server that is not allowing emails, or a spam filtering program that
requires the sender to click on a link and manually confirm the sending of the email before it
will reach the recipient.

Spam: This is unsolicited and unwanted email correspondence.
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