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!ÂÏÕÔ 4ÈÉÓ 5ÓÅÒȭÓ 'ÕÉÄÅ 

(Ï× ÔÏ 5ÓÅ 4ÈÉÓ 5ÓÅÒȭÓ 'ÕÉÄÅ 
4ÈÉÓ ÕÓÅÒȭÓ ÇÕÉÄÅ ÄÅÓÃÒÉÂÅÓ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ 'ÒÁÐÈÉÃÁÌ 5ÓÅÒ )ÎÔÅÒÆÁce (GUI). It shows 
you how to use each screen in the GUI. 

Ɇ Use the Introduction to get a basic overview of the email software.  

Ɇ Use the Getting Started chapter to start sending emails right away. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

$)3#,!)-%2ȡ 4ÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎ ÔÈÉÓ ÕÓÅÒȭÓ ÇÕÉÄÅ ÉÓ ÁÃÃÕÒÁÔÅ ÁÔ ÔÈÅ ÔÉÍÅ ÏÆ ×ÒÉÔÉÎÇȢ 
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ÕÓÅÒȭÓ ÇÕÉÄÅȟ ÏÒ ÌÏÓÓÅÓ ÉÎÃÕÒÒÅÄ ÂÙ ÕÓÅ ÏÒ ÍÉÓÕÓÅ ÏÆ ÔÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎ ÔÈÉÓ ÕÓÅÒȭÓ ÇÕÉÄÅȢ 

 



I 
INTRODUCTION  

This section contains the following chapters: 

Introduction 

Getting Started 

Logging In to the Email Software 

The Email Software Interface 



Introduction 

Welcome to the Email Software 
Congratulations on subscribing to the Zap Email Marketer ! The email software gives 
you an unprecedented ability to create, manage and automate large-scale email 
marketing campaigns, mailing lists, and automatic responses. 

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

Email Software Overview 
(ÅÒÅȭÓ ÁÎ ÏÖÅÒÖÉÅ× ÏÆ ÈÏ× ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅ ×ÏÒËÓȢ 4ÈÅ ÆÉÇÕÒÅ ÂÅÌÏ× ÓÈÏ×Ó ÈÏ× ÔÈÅ 
ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÍÏÓÔ ÉÍÐÏÒÔÁÎÔ ÃÏÍÐÏÎÅÎÔÓ ÉÎÔÅÒÁÃÔȢ 4ÈÅ ÒÅÓÔ ÏÆ ÔÈÉÓ ÃÈÁÐÔÅÒ 
describes the components in this figure. 



Figure 1   Email Software Overview 

Contacts 

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

Contact lists 

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

You can have multiple contacts lists, and you can configure each contact list to work in 
a different way. For example, you can configure one contact list to send out automatic 
emails to its members every month, and configure another list to take no automatic 
action. You can also configure information differently for each contact list (such as the 
ȰÆÒÏÍȱ ÁÄÄÒÅÓÓ ÏÆ ÔÈÅ ÅÍÁÉÌÓ ÙÏÕ ÓÅÎÄ ÏÕÔȟ ÁÎÄ ÙÏÕÒ ÃÏÍÐÁÎÙ ÎÁÍÅɊȢ 

 



Manual Input, CSV Files and Website Forms 

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

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

The email software helps you create forms you can put on your website to let your 
customers sign up for your newsletter or emails.  

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

There are three ways to add contacts to a contact list: by inputting them manually one-
by-one, by uploading a CSV (Comma-3ÅÐÁÒÁÔÅÄ 6ÁÌÕÅɊ ÆÉÌÅ ×ÉÔÈ ÍÕÌÔÉÐÌÅ ÃÏÎÔÁÃÔÓȭ 
information, or by having contacts fill out a form on your website. 

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

Templates 

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

Either use the templates included with the email software, which are designed 
specifically to display correctly in all popular email clients, or design your own using the 
ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÆÕÌÌÙ-featured HTML development editor and plain-text editor. 

Email Campaigns and Split Tests 

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

Email campaigns are based on an HTML or plain-text template, and are sent to 
members of a contact list. You control when you send email campaigns; you can send 
them at the click of a button, or schedule them to be sent out at a specific point in the 
future.  



Split tests allow you to discover which version of an email is most effective. You can 
create different variations on an email (three versions with different subject lines, for 
example) and send them out to your contact list at random, in equal numbers. The 
statistics that are returned let you see which version has the highest open or click-
through rate. 

4ÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅ ÁÌÓÏ ÓÕÐÐÏÒÔÓ ÁÕÔÏÍÁÔÉÃ ÓÐÌÉÔ ÔÅÓÔÉÎÇȟ ÉÎ ×ÈÉÃÈ ÔÈÅ ȰÃÁÎÄÉÄÁÔÅȱ 
ÅÍÁÉÌ ÖÅÒÓÉÏÎÓ ÁÒÅ ÓÅÎÔ ÔÏ ÏÎÌÙ Á ÓÍÁÌÌ ÐÒÏÐÏÒÔÉÏÎ ÏÆ ÙÏÕÒ ÃÏÎÔÁÃÔ ÌÉÓÔȟ ÁÎÄ ÔÈÅ Ȱ×ÉÎÎÅÒȱ 
version is then sent to the remaining contacts in the list. 

Autoresponders and Triggers 

Like email campaigns, autoresponders are emails based on HTML or plain-text 
templates. However, autoresponders are sent out automatically at pre-defined 
intervals after a contact is added to a contact list.  

For example, you may want to send out one autoresponder as soon as contacts are 
ÁÄÄÅÄ ÔÏ ÔÈÅ ÌÉÓÔ ɉȰ4ÈÁÎËÓ ÆÏÒ ÊÏÉÎÉÎÇ ÏÕÒ ÍÁÉÌÉÎÇ ÌÉÓÔȦȱɊ ÁÎÄ ÁÎÏÔÈÅÒ Á ÍÏÎÔÈ ÏÒ Á ÙÅÁÒ 
ÁÆÔÅÒ ÔÈÅÙ ÊÏÉÎ ɉȰ9ÏÕȭÖÅ ÂÅÅÎ ÒÅÁding our daily newsletter for 30 days now; tell us what 
ÙÏÕ ÔÈÉÎËȦȱɊȢ 

Triggers are similar to autoresponders, but allow you even greater flexibility to 
automate email and administrative tasks to happen automatically when certain other 
events occur. You can set up date-related triggers (so that everyone in your contact list 
ÒÅÃÅÉÖÅÓ Á Ȱ(ÁÐÐÙ "ÉÒÔÈÄÁÙȱ ÅÍÁÉÌ ÏÎ ÔÈÅÉÒ ÂÉÒÔÈÄÁÙȟ ÆÏÒ ÅØÁÍÐÌÅɊ ÁÎÄ ÅÖÅÎÔ-related 
ÔÒÉÇÇÅÒÓ ɉÓÏ ÔÈÁÔ Á ÃÏÎÔÁÃÔ ÉÓ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÄÄÅÄ ÔÏ Á Ȱ×ÁÒÍ ÌÅÁÄÓȱ ÃÏÎÔÁÃÔ ÌÉÓÔ ×ÈÅÎ ÈÅ 
or she opens your email). 

Custom Fields 

Custom fields are variables that are added to a contact list. You can add any kind of 
variable you waÎÔ ɉȰ#ÉÔÙȱȟ Ȱ$ÁÔÅ ÏÆ ÂÉÒÔÈȱȟ Ȱ:ÉÐ ÃÏÄÅȱȟ Ȱ(ÁÔ ÓÉÚÅȱ - whatever you need). 
When you add a custom field to a contact list, you can then add it in to an email 
campaign.  

The email software already has a lot of built-in custom fields that you can use to 
personÁÌÉÚÅ ÙÏÕÒ ÅÍÁÉÌÓȢ &ÏÒ ÅØÁÍÐÌÅȟ ÉÆ ÙÏÕ ÒÅÑÕÉÒÅÄ ÔÈÁÔ Á ÃÏÎÔÁÃÔ ÆÉÌÌÓ ÉÎ Á Ȱ&ÉÒÓÔ 
ÎÁÍÅȱ ÆÉÅÌÄ ÉÎ ÔÈÅ ×ÅÂÓÉÔÅ ÆÏÒÍȟ ÙÏÕ ÃÁÎ ÔÈÅÎ ÓÅÎÄ ÏÕÔ ÁÎ ÅÍÁÉÌ ÔÈÁÔ ÁÕÔÏÍÁÔÉÃÁÌÌÙ 
ÁÄÄÒÅÓÓÅÓ ÔÈÅ ÃÏÎÔÁÃÔ ÁÓ Ȱ$ÅÁÒ *ÏÅȱȢ 4ÈÉÓ ÆÕÎÃÔÉÏÎ ÉÓ ÓÉÍÉÌÁÒ ÔÏ ÔÈÅ ȰÍÁÉÌ ÍÅÒÇÅȱ ÆÅÁÔÕÒÅ 
found in some word processing and database applications 

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



Email Tracking 

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

Bounce Tracking 

Bounced emails are those that never reach their destination.  

This can happen for numerous reasons. However, if you keep sending emails to an 
address that does not accept them, there is a danger that your email server could be 
blacklisted (making it much more difficult to send subsequent emails to anybody). To 
avoid this, the email software can track bounced emails, discover why they were 
ÂÏÕÎÃÅÄȟ ÁÎÄ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÃÔ ÂÙ ÄÅÁÃÔÉÖÁÔÉÎÇ ÃÏÎÔÁÃÔȭÓ ÅÍÁÉÌ ÁÄÄÒÅÓÓÅÓȢ 4ÈÅ 
ÃÏÎÔÁÃÔȭÓ ÄÅÔÁÉÌÓ ÒÅÍÁÉÎ ÉÎ ÔÈÅ ÌÉÓÔȟ ÂÕÔ ÅÍÁÉÌÓ ÁÒÅ ÎÏ ÌÏÎÇÅÒ Óent. 

The email software can tell the difference between emails that bounced for temporary 
ÒÅÁÓÏÎÓ ɉÁ ÃÏÎÔÁÃÔȭÓ ÉÎÂÏØ ×ÁÓ ÆÕÌÌȟ ÆÏÒ ÅØÁÍÐÌÅɊ ÁÎÄ ÔÈÏÓÅ ÔÈÁÔ ÂÏÕÎÃÅÄ ÆÏÒ ÐÅÒÍÁÎÅÎÔ 
reasons (the account does not exist, for example). The email software can then take 
different action depending on the type of bounce that occurred. 

Cron 

#ÒÏÎ ɉÁÎ ÁÂÂÒÅÖÉÁÔÉÏÎ ÏÆ ȰÃÈÒÏÎÏÇÒÁÐÈȱɊ ÉÓ Á ÐÒÏÇÒÁÍ ÔÈÁÔ ÁÃÔÉÖÁÔÅÓ ÏÔÈÅÒ ÐÒÏÇÒÁÍÓȟ 
commands and processes at pre-determined times and intervals. It is a way of 
scheduling tasks to happen automatically. The email software server uses cron jobs to 
take care of sending out scheduled emails, handling autoresponders and bounced 
emails, and a variety of other tasks. 

Event Log 

4ÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÅÖÅÎÔ ÌÏÇ ÉÓ Á #2- ɉ#ÕÓÔÏÍÅÒ 2ÅÌÁÔÉÏÎÓÈÉÐ -ÁÎÁÇÅÍÅÎÔɊ ÆÅÁÔÕÒÅ 
that allows you to see all of your interactions with a contact at a glance. Information 
about email software-related events (for example, each time an email is sent to a 
contact) is logged automatically, and you can also manually log all sorts of other 
information (for example, each time you call or meet a contact in person). 



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

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

Steps marked with a red asterisk (* ) are necessary. The other steps are not necessary, 

but allow you to perform additional, useful tasks. 

&ÏÌÌÏ× ÔÈÅ ÌÉÎËÓ ÔÏ ÏÔÈÅÒ ÐÁÒÔÓ ÏÆ ÔÈÉÓ ÕÓÅÒȭÓ ÇÕÉÄÅ ÆÏÒ ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ ÈÏ× ÔÏ ÃÏÍÐÌÅÔÅ 
each step. 

1 Log in to the email software. *   

Use your username and password to access the email software. 

See Logging In to the Email Software. 

2 Set up a contact list. *   

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

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

Ɇ 9ÏÕÒ ÃÏÍÐÁÎÙȭÓ ÎÁÍÅȟ ÁÄÄÒÅÓÓ ÁÎÄ ÐÈÏÎÅ ÎÕÍÂÅÒȢ 

Ɇ Where bounced emails should be sent. 

Ɇ Which custom fields you want to use (see step 3). 

Ɇ Which fields you want to see when you view the list. 

See Creating and Editing Contact Lists. 

3 Create custom fields. 

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

Ɇ You can specify the kind of field you want to make (text box, drop-down list, 
check box, and so on), and a variety of other settings.  

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

See Creating and Editing Custom Fields. 

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

4 Add contacts to your contact list. *   



Manually add information about one or more people to whom you want to send 
ÅÍÁÉÌÓȢ 9ÏÕ ÃÁÎ ÁÌÓÏ ÕÐÌÏÁÄ Á ÆÉÌÅ ÃÏÎÔÁÉÎÉÎÇ ÃÏÎÔÁÃÔÓȭ ÉÎÆÏÒÍÁÔÉÏÎȟ ÉÆ ÙÏÕ ÈÁÖÅ 
one. 

See Adding or Editing a Contact. 

5 Create a signup form. 

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

See Creating and Editing Forms. 

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

6 Place the signup form on your website. 

Add the HTML form you created in step 5 to a page on your website. 

See Adding a Form to Your Website. 

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

7 Create an email campaign. *   

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

Ɇ Specify whether you want to send an HTML email, a plain-text email, or both 
ɉËÎÏ×Î ÁÓ ȰÍÕÌÔÉÐÁÒÔȱɊȢ 

Ɇ Design the HTML and/or text components of the campaign. Use the built-in 
templates, modify a template, or build your own from scratch. 

Ɇ 7ÒÉÔÅ ÙÏÕÒ ÅÍÁÉÌȭÓ ÔÅØÔ ÃÏÎÔÅÎÔȢ 

Ɇ Use custom fields, if required. 

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

Ɇ Validate your email, if required: check how it looks in popular email clients. 

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

Ɇ Save the campaign. 

See Creating and Editing Email Campaigns. 

8 Send your campaign to your contacts. *   

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

See Sending Email Campaigns. 

9 Check statistics about your campaign. 

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

See Viewing Email Campaign Statistics. 

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



Logging In to the Email Software 
Take the following steps to log in to the email software. 

1 /ÐÅÎ ÙÏÕÒ )ÎÔÅÒÎÅÔ ÂÒÏ×ÓÅÒ ÁÎÄ ÅÎÔÅÒ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ 52, ÉÎ ÔÈÅ ÁÄÄÒÅÓÓ ÂÁÒȢ 
Hit Enter or click Go. 

Figure 2   Login Screen 

2 Enter your Username and Password. 

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

Ɇ Home page: see Using The Home Screen. 

Ɇ My contacts: see Viewing and Managing Contacts. 

Ɇ My contact lists: see Viewing and Managing Contact Lists. 

Ɇ My segments: see Creating, Editing and Viewing Segments. 

Ɇ My email campaigns: see Viewing and Managing Email Campaigns. 

Ɇ My autoresponders: see Viewing Autoresponders. 

Ɇ My campaign statistics: see Viewing Email Campaign Statistics. 

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

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

5 Click Login. If your Username and Password are correct, the screen you selected 
in step 3 displays. 

Note: If you forgot your password, click the Forgot your password? link. A screen 
displays in which you can enter your Username. Click Send email. An email is 
sent to the email address you registered with the email software. You can click a 
link in the email to regain access to the email software. 

 



The Email Software Interface 
4ÈÉÓ ÃÈÁÐÔÅÒ ÄÉÓÃÕÓÓÅÓ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ 'ÒÁÐÈÉÃÁÌ 5ÓÅÒ )ÎÔÅÒÆÁÃÅ ɉ'5)ɊȢ 4ÈÅ '5) ÌÅÔÓ 
you control every aspect of the email software. 

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

Figure 3   The Email Software Interface at a Glance 

Ɇ See The Toolbar for more information on the toolbar. 

Ɇ See The Navigation Bar for more information on the navigation bar. 

Ɇ The fields that display in the workspace depend on the screen you are currently 
viewing. The Navigation Bar and The Toolbar ÓÅÃÔÉÏÎÓ ÏÆ ÔÈÉÓ ÕÓÅÒȭÓ ÇÕÉÄÅ ÄÅÁÌ ×ÉÔÈ 
the workspace. 

Recent Activity Log 

When the recent activity log is enabled (see Configuring User Settings), a list of the 
screens you have recently visited displays at the top of your screen. 

 



Figure 4   Recent Activity Log 

Click an item in the recent activity log to jump back to the relevant screen. 

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

Tooltips and Knowledge Base Links 

Many objects in the GUI have tooltip icons next to them ( ). Place your mouse 

pointer over the tooltip to see more information about the object. 

Figure 5   Tooltips 

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

Figure 6   Knowledge Base Links 

To see more articles in the knowledge base, click Help in the toolbar. 

Sorting Lists 

When you see  and  arrow icons in a list heading, use them to sort the list.  

Click  to sort the list in ascending order, or click  to sort the list in descending 

order. 

Navigating Lists 

In pages with numerous list entries, navigation tools display. 

Figure 7   Navigating Lists 

   

 

 

 

 



Table 1   Navigating Lists 

Results per page Select the number of list entries to display in each page. 

<< Click this to go to the first page in the list. 

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

1, 2, 3, ... Click this to go to the numbered page in the list. 

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

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

  

The Toolbar 
The toolbar displays in every screen. 

Figure 8   The Toolbar 

5ÓÅ ÔÈÅ ÔÏÏÌÂÁÒ ÔÏ ÐÅÒÆÏÒÍ ÔÁÓËÓ ÒÅÌÁÔÅÄ ÔÏ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÓÙÓÔÅÍ ÁÎÄ 
management. 

  
Table 2   The Toolbar 

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

Note: The Getting Started tool walks you through the basic 
configuration steps you need to take to set up the email software 
and start sending email campaigns. 

Templates #ÌÉÃË ÔÈÉÓ ÔÏ ÖÉÅ× ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÂÕÉÌÔ-in email templates, or to 
create or configure your own custom email templates. 

Note: Templates control the appearance of the emails you send. 

Forms Click this to see a menu that lets you create, view and edit website forms. 

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

Logout Click this to log out of the email software. You will need your user name 
and password to log back in. 

Help Click this to go to the the email software online knowledge base, where 
ÙÏÕ ÃÁÎ ÒÅÁÄ ÈÅÌÐ ÁÒÔÉÃÌÅÓ ÏÎ ÁÌÌ ÏÆ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅȭÓ ÆÅÁÔÕÒÅÓȢ 

  

 



The Navigation Bar 
The navigation bar displays in every screen. 

Figure 9   The Navigation Bar 

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

  
Table 3   The Navigation Bar 

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

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

Note: Segments are groups of contact list entries that share a particular 
ÆÅÁÔÕÒÅȠ ÆÏÒ ÅØÁÍÐÌÅȟ ÅÎÔÒÉÅÓ ×ÉÔÈ ȰȢÃÏÍȱ ÉÎ ÔÈÅ ÁÄÄÒÅÓÓȢ 

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

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

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

Email Campaigns Click this to see a menu that allows you to view, create and send email 
campaigns, perform split tests and view scheduled emails. 

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

Autoresponders Click this to see a menu that allows you to create, view and edit 
autoresponders and triggers.  

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

 



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

Note: By default, subscription forms contain only Email Address and 
Contact Format (plain text or HTML) fields. Custom fields help you 
gather more information about your contacts when they join your 
list. 

Statistics Click this to see a menu that lets you view statistics about your email 
campaigns, split tests, triggers, autoresponders, contact lists and user 
accounts. 

  

 



II 
THE NAVIGATION BAR 

This section contains the following chapters: 

Using Contact Lists 

Using Contacts 

Using Email Campaigns 

Using Autoresponders and Triggers 

Using Custom Fields 

Using Statistics 

Editing HTML and Text 



Using Contact Lists 
This chapter discusses how to use the Contact lists menu in the navigation bar.  

Figure 10   The Contact Lists Menu 

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

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

When you create an email campaign, you send it to one or more contact lists. You can 
also send an email campaign to a segment (see Contact List Segments). 

Contact List Information 

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

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

Ɇ First and last name. 

Ɇ Email address. 

Ɇ Company name. 

Ɇ Job title. 

 



However, another type of list might contain different types of information. For 
ÅØÁÍÐÌÅȟ Á ÃÏÎÔÁÃÔ ÌÉÓÔ ÆÏÒ ÃÕÓÔÏÍÅÒÓ ÏÆ Á ÍÅÎȭÓ ÃÌÏÔÈÉÎÇ ÓÔÏÒÅ ÍÉÇÈÔ ÃÏÎÔÁÉÎ 
information such as: 

Ɇ First and last name. 

Ɇ Email address. 

Ɇ Suit jacket size. 

Ɇ Last product purchased. 

The information a contact list contains depends solely upon the built-in and custom 
fields that you define and populate with information. When you create contacts 
yourself (by entering information from business cards after a trade show, for instance) 
you must enter the information yourself; when contacts add themselves to lists (by 
signing up for a newsletter, for instance) they must enter the information themselves. 

These fields allow you to personalize your email campaigns. For example, the owner of 
ÔÈÅ ÍÅÎȭÓ ÃÌÏÔÈÉÎÇ ÓÔÏÒÅ ×ÏÕÌÄ ÂÅ ÁÂÌÅ ÔÏ ÕÓÅ ÔÈÅ ÃÕÓÔÏÍ ÆÉÅÌÄÓ ÍÅÎÔÉÏÎÅÄ ÁÂÏÖÅ ÔÏ 
send out highly personalized emails such as: 

Ȱ$ÅÁÒ -ÒȢ 3ÍÉÔÈȟ 

Thank you so much for purchasing your overcoat from our store recently. As a 
valued customer, I would like to let you know about our fall line of sport coats 
ÁÖÁÉÌÁÂÌÅ ÉÎ ÙÏÕÒ ÓÉÚÅȟ ΪΨ ÌÏÎÇȢȱ 

Bounced Emails 

Ȱ"ÏÕÎÃÅÄȱ ÅÍÁÉÌÓ ÁÒÅ ÅÍÁÉÌÓ ÙÏÕ ÓÅÎÄ ÔÈÁÔ ÃÁÎÎÏÔ ÂÅ ÄÅÌÉÖÅÒÅÄ ÔÏ ÔÈÅ ÒÅÃÉÐÉÅÎÔȢ 4ÈÉÓ 
ÃÁÎ ÈÁÐÐÅÎ ÆÏÒ Á ÖÁÒÉÅÔÙ ÏÆ ÒÅÁÓÏÎÓȡ ÔÈÅ ÒÅÃÉÐÉÅÎÔȭÓ ÍÁÉÌÂÏØ ÉÓ ÆÕÌÌȟ ÔÈÅ ÁÃÃÏÕÎÔ ÈÁÓ ÂÅÅÎ 
closed, or does not exist, and so on. When an email bounces, an error message is 
returned to the email software. 

The email software allows you to process bounced emails by deactivating the relevant 
contact in the contact list. Subsequent emails are not send to the contact. This is 
important, because an email server that repeatedly sends email that is subsequently 
rejected by other servers can become blacklisted for spamming.  

Note: Contacts are not deleted froÍ ÔÈÅ ÌÉÓÔȢ 4ÈÉÓ ÁÌÌÏ×Ó ÙÏÕ ÔÏ ËÅÅÐ ÔÈÅ ÃÏÎÔÁÃÔȭÓ 
information, and also ensures that the invalid email address is not later added to 
the contact list by accident. 

4ÈÅÒÅ ÁÒÅ Ô×Ï ÔÙÐÅÓ ÏÆ ÂÏÕÎÃÅÄ ÅÍÁÉÌÓȢ ! ȰÓÏÆÔ ÂÏÕÎÃÅȱ ÏÃÃÕÒÓ ÉÆ ÔÈÅ ÅÒÒÏÒ ÍÅÓÓÁÇÅ 
ÒÅÔÕÒÎÅÄ ÔÏ ÔÈÅ ÅÍÁÉÌ ÓÏÆÔ×ÁÒÅ ÉÓ ÔÅÍÐÏÒÁÒÙ ɉÓÕÃÈ ÁÓ ȰÔÈÅ ÒÅÃÉÐÉÅÎÔȭÓ ÅÍÁÉÌ ÉÎÂÏØ is 
ÆÕÌÌȱɊȢ ! ȰÈÁÒÄ ÂÏÕÎÃÅȱ ÏÃÃÕÒÓ ÉÆ ÔÈÅ ÅÒÒÏÒ ÍÅÓÓÁÇÅ ÉÓ ÐÅÒÍÁÎÅÎÔ ɉÓÕÃÈ ÁÓ ȰÔÈÅ ÅÍÁÉÌ 
ÁÃÃÏÕÎÔ ÄÏÅÓ ÎÏÔ ÅØÉÓÔȱɊȢ 7ÈÅÎ Á ÓÏÆÔ ÂÏÕÎÃÅ ÏÃÃÕÒÓȟ ÎÏ ÁÃÔÉÏÎ ÉÓ ÔÁËÅÎ - but the 



bounce is logged. If a contact receives five soft bounces, it is treated as a hard bounce. 
When a hard bounce occurs, the contact is deactivated immediately. 

Contact List Segments 

Segments are sets of contact list members who all fulfil certain criteria. For example, all 
members of a contact list whose e-ÍÁÉÌ ÁÄÄÒÅÓÓÅÓ ÅÎÄ ÉÎ ȰȢÃÏȢÕËȱȢ  

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

The criteria that you can use to define segments depend on the built-in and custom 
fields you use for the contact list. This allows you to target the audience for each of your 
email campaigns with great precision, as long as you collect the right information about 
your contacts. 

For instance, a record company promoter ensures that all the people who sign up for his 
ÌÁÂÅÌȭÓ ÅÍÁÉÌ ÎÅ×ÓÌÅÔÔÅÒ ÇÉÖÅ ÔÈÅÉÒ ÁÇÅ ÁÎÄ ÌÏÃÁÔÉÏÎȢ 4his means he can later target an 
email campaign inviting recipients to a label party in a Manhattan nightclub to the right 
segment of his contact list: those who are over 21 years old and live in New York. 

Segments can belong to a single list, or span multiple lists. 

Contact List Groups 

You can arrange your contact lists into groups for ease of access. Each group of lists is 
contained in a folder (see Managing Contact List Group Folders). 

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

Contact list groups are a per-user feature. This means that you can arrange the email 
ÓÏÆÔ×ÁÒÅȭÓ ÃÏÎÔÁÃÔ ÌÉÓÔÓ ÉÎÔÏ ÇÒÏÕÐÓ ÁÓ ÙÏÕ ÌÉËÅȟ ×ÉÔÈÏÕÔ ÉÎÔÅÒÆÅÒÉÎÇ ×ÉÔÈ ÏÔÈÅÒ ÕÓÅÒÓȭ 
group arrangements. 

Viewing and Managing Contact Lists 
To manage the contact lists you already created (see Creating and Editing Contact 
Lists), click Contact lists in the navigation bar. Select View contact lists. 

You can: 

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

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



Ɇ Update contacts to receive text campaigns: change the status of all the contacts 
in the list (or lists) allowing them to receive emails in text format. 

Ɇ Update contacts to receive HTML campaigns: change the status of all the contacts 
in the list (or lists) allowing them to receive emails in HTML format. 

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

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

Ɇ Merge the selected lists together: select two or more lists and use this to combine 
them. An Edit contact list screen displays (see Creating and Editing Contact Lists 
for information on the fields in this screen), allowing you to define the new, 
combined, list. 

Ɇ Toggle between List mode and Folder mode: see Contact List Groups. 

You can also view, search and add contacts, and edit , copy or delete a contact list. 

Figure 11   Viewing Contact Lists 

Note: The above figure shows your contact lists arranged in list mode; to see your 
contact lists arranged in folder mode, see Figure 12. 

   

Table 4   Viewing Contact Lists 

Create contact list Use this to create a new contact list. See Creating and Editing Contact 
Lists for more information. 

Choose an action Select one or more contact lists, select an option from the list and click 
Go to perform the selected action. 

 



 

 

Click this to view your contact lists in folder mode. See Managing 
Contact List Group Folders for more information. 

 

 

Click this to view your contact lists in list mode. When you select this, all 
your contact lists display, regardless of the contact list group to which 
they belong (see Contact List Groups). 

 

 

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

Note: When you are viewing your contact lists in list mode, this icon does 
not display. 

 

Select a box belonging to a contact list before choosing an option from 
the Choose an action list. 

Select the box at the top of the column to select all contact lists. 

List name This is the name you gave the contact list. Click Edit to change the name 
and other details. 

Created This displays the date on which you created the contact list. 

Contacts This displays the number of contacts currently associated with the 
contact list. 

List owner This is the default name used when sending email campaigns to this 
contact list. 

Archive Click this to go to the archived list of email campaigns sent to this list. 

Action Ɇ Click View contacts to see a list of the contacts belonging to the 
contact list. See Viewing Contact List Contacts. 

Ɇ Click Search contacts to search for contacts in the selected list. The 
Contacts > Search contacts > Next screen displays. 

Ɇ Click Add contact to add a new contact to the selected list. The 
screen that displays is the same as the Contacts > Add a contact > 
Next  screen. 

Ɇ Click Edit to configure the contact list. The screen that displays is the 
same as the Create a contact list screen. See Creating and Editing 
Contact Lists 

Ɇ Click Copy to create a new copy of the contact list. The new list 
ÄÉÓÐÌÁÙÓȟ ×ÉÔÈ Ȱ#ÏÐÙ ÏÆȱ ÁÐÐÅÎÄÅÄ ÔÏ ÔÈÅ ÏÒÉÇÉÎÁÌ ÎÁÍÅȢ 

Ɇ Click Delete to remove the contact list from the email software. 

  

Managing Contact List Group Folders 

To view your contact list groups, click Contact lists in the navigation bar, then click 
View contact lists. If the folders do not display immediately, click the Switch to folder 
mode icon ( ). 



Figure 12   Contact List Group Folders 

By default, only one folder exists (Uncategorized). All your contact lists are in this 
folder. 

Ɇ To create a new contact list group folder, click the Add a new folder icon ( ). 

Enter a name for the new folder and click Add. The new folder appears at the top of 
the list. 

Figure 13   Create New Folder  

Ɇ To delete a contact list group folder, click its Delete link. When you delete a group 
folder, any contact lists contained in the folder are assigned to the Uncategorized 
folder. 

Note: You cannot delete the Uncategorized folder. 

Ɇ To rename a contact list group folder, click its Rename ÌÉÎËȢ %ÎÔÅÒ ÔÈÅ ÆÏÌÄÅÒȭÓ ÎÅ× 
name and click Rename. 

 

 



Figure 14   Rename Folder  

Note: You cannot rename the Uncategorized folder. 

Ɇ To move a contact list into a group folder, drag and drop the contact list into the 
required folder. 

Ɇ To remove a contact list from a group folder, drag and drop the contact list into 
the Uncategorized folder. 

Ɇ To view a ÇÒÏÕÐ ÆÏÌÄÅÒȭÓ ÃÏÎÔÁÃÔ ÌÉÓÔÓ, click its Expand icon ( ). 

Note: When you drag a contact list onto a group folder, it expands automatically. 

Ɇ 4Ï ÈÉÄÅ Á ÇÒÏÕÐ ÆÏÌÄÅÒȭÓ ÃÏÎÔÁÃÔ ÌÉÓÔÓ, click its Collapse icon ( ). 

Viewing Contact List Contacts 

To view a list of the contacts belonging to a contact list, click Contact lists in the 
navigation bar, select View contact lists, and then click the View contacts link next to 
a contact list. 

You can: 

Ɇ Add a new contact: add a contact to the contact list. 

Ɇ Delete selected contact(s): remove the selected contacts from the email software. 

Ɇ Update contacts to receive text campaigns: change the status of selected 
contacts, allowing them to receive emails in text format. 

Ɇ Update contacts to receive HTML campaigns: change the status of selected 
contacts, allowing them to receive emails in HTML format. 

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

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

You can also view, edit  and delete contacts. 

 



Figure 15   Viewing Contact List Members 

   

Table 5   Viewing Contact List Members 

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

Figure 16   Contact List and Segment Menu 

 

Search Use this to search for contacts in the list by their email address. Enter 
your search term in the text field and click the Search button. 

Click Advanced search to go to the Contacts > Search contacts screen. 

Add a contact to my 
list 

Click this to add a new contact to the contact list. The screen that 
displays is the same as the Contacts > Add a contact > Next  screen. 

 



Choose an action Select one or more contacts, select an option from the list and click Go to 
perform the selected action. 

 

Select a box belonging to a contact before choosing an option from the 
Choose an action list. 

Select the box at the top of the column to select all contacts. 

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

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

Email format Ɇ This displays HTML if the contact is configured to receive HTML 
emails. 

Ɇ This displays Text if the contact is configured to receive plain text 
emails. 

Activity status Ɇ This displays active if emails are sent to the contact. 

Ɇ This displays unsubscribed if the contact was unsubscribed from the 
list. 

Ɇ This displays bounced if emails to this contact have not been 
delivered, and emails are no longer sent to the contact. 

Confirmed Ɇ This displays Confirmed if the contact has replied to a confirmation 
request email. 

Ɇ This displays Unconfirmed if the contact has not yet replied to a 
confirmation request email. 

Action Ɇ Click View to see information about the contact. The Contacts > View 
contact screen displays. 

Ɇ Click Log event ÔÏ ÍÁÎÕÁÌÌÙ ÁÄÄ ÁÎ ÅÎÔÒÙ ÔÏ ÔÈÉÓ ÃÏÎÔÁÃÔȭÓ ÅÖÅÎÔ ÌÏÇȢ 
See Manual Event Logging for information on the screen that 
displays. 

Ɇ Click Edit ÔÏ ÍÏÄÉÆÙ ÔÈÅ ÃÏÎÔÁÃÔȭÓ ÉÎÆÏÒÍÁÔÉÏÎȢ 4he Contacts > Edit 
contact screen displays. 

Ɇ Click Delete to remove the contact from the email software. 

  

Creating and Editing Contact Lists 
Take the following steps to create or edit a contact list: 

1 To create a new contact list, click Contact lists in the navigation bar. Select Create 
a contact list. 

To edit an existing contact list, click Contact lists in the navigation bar, select 
View contact lists. Click the Edit link next to the contact list you want to modify. 

2 Configure the fields in the screen that displays. 



Figure 17   Create or Edit a Contact List 

   

Table 6   Create or Edit a Contact List 

 



New list details 

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

,ÉÓÔ Ï×ÎÅÒȭÓ ÎÁÍÅ Enter the name of the list owner. This is the name that appears on emails 
to this contact list. 

,ÉÓÔ Ï×ÎÅÒȭÓ ÅÍÁÉÌ Enter the e-ÍÁÉÌ ÁÄÄÒÅÓÓ ÏÆ ÔÈÅ ÌÉÓÔ Ï×ÎÅÒȢ 4ÈÉÓ ÉÓ ÔÈÅ ÄÅÆÁÕÌÔ ȰÆÒÏÍȱ 
address that displays on email sent to this contact list. 

List reply-to email Enter the default reply email address for emails sent to this contact list. 

List bounce email Enter the address to which bounced emails from this contact list are sent. 

Notify the list 
owner 

Select the check box to have an email sent to the ,ÉÓÔ Ï×ÎÅÒȭÓ ÅÍÁÉÌ 
every time a contact subscribes to, or unsubscribes from, the list. 

Custom fields 

Add these fields to 
list 

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

Visible fields 

Show these fields 3ÅÌÅÃÔ ÔÈÅ ÆÉÅÌÄÓ ÙÏÕ ×ÁÎÔ ÔÏ ÄÉÓÐÌÁÙ ÉÎ ÔÈÅ ÌÉÓÔȭÓ View contacts page. 

Company details 

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

Note: Configure this field and use the %%companyname%% variable in your 
emails to adhere to the CAN-SPAM act. 

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

Note: Configure this field and use the %%companyaddress%% variable in 
your emails to adhere to the CAN-SPAM act. 

Company phone 
number 

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

Note: Configure this field and use the %%companyphone%% variable in your 
emails to adhere to the CAN-SPAM act. 

Bounce account details 

Process bounced 
emails 

Select the checkbox to process bounced emails (see Bounced Emails).  

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



Bounce email 
server name 

If you selected the Process bounced emails checkbox, enter the IP 
address or hostname of the server you want to use to process bounced 
emails. 

Bounce email user 
name 

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

Bounce email 
password 

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

IMAP email 
account 

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

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

Use extra mail 
settings 

Select this if you need to configure the bounce email server account 
further. The following fields display: 

Do not validate certificate: select this if you do not want to validate 
ÔÈÅ ÓÅÒÖÅÒȭÓ 33, ɉ3ÅÃÕÒÅ 3ÏÃËÅÔÓ ,ÁÙÅÒɊ ÃÅÒÔÉÆÉÃÁÔÅȢ  

Use this if your server uses a self-signed certificate. If you are not sure 
whether your server uses a self-signed certificate, do not select this. 

Do not use TLS: select this if you do not want to use TLS (Transport 
Layer Security) to connect to the server. If you are not sure whether 
you want to use TLS, do not select this. 

Do not use SSL: select this if you do not want to use SSL (Secure 
Sockets Layer) to connect to the server. If you are not sure whether 
you want to use SSL, do not select this. 

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

Agree to delete 
emails 

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

Test bounce 
settings 

Click this to test the bounce email account by sending a test email. 

  

3 Click Save to save your changes. Alternatively, click Cancel to return to the View 
contact lists screen without saving any changes. 

Processing Bounced Emails 
Bounced email processing clears your contact lists of invalid emails (see Bounced 
Emails). 

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



Ɇ See Managing Email Settings for information on configuring default global 
automatic bounced email settings. 

Ɇ See Creating and Editing Contact Lists for configuring automatic bounced email 
processing for individual contact lists. 

Take the following steps to manually process bounced emails: 

1 Click Contact lists in the navigation bar, then click Process bounced emails. 

Figure 18   Processing Bounced Emails 

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

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

Figure 19   Processing Bounced Emails: Enter Server Details 

3 Enter the details of the email server you want to use to process bounced emails. 
  
Table 7   Processing Bounced Emails: Enter Server Details 

Bounce email server 
name 

If you selected the Process bounced emails checkbox, enter the IP 
address or hostname of the server you want to use to process bounced 
emails. 

 

 


