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you how to use each screen in the GUI.

F Use thelntroductionto get a basic overview of the email software.
F Use theGetting Startedchapter to $art sending emails right away.
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INTRODUCTION

This section contains the following chapters:
Introduction

Getting Started

Loqgging In to the Email Software

The Email Software Interface




Introduction

Welcome to the Email Software

Congraulations on subscribing to the Zap EmMhrketer! The email software gives
you an unprecedented ability to create, mage and automate largascale emalil
marketing campaigns, mailing lists, and automatic responses.

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

Email Software Overview
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describes the components in this figure.



Figure 1 Email Software Overview
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Contacts

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

Contact lists

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

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

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

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

action. You can also configure information differently for each contact list (such as the

O&FO0T T 6 AAAOAOGO 1T &£ OEA AT AETI O Ui & OAT A 1 60h



Manual Input, CSV Files and Website Forms

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

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

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

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

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

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

Templates

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

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

Email Campaigns ad Split Tests

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

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

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



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

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

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

Autoresponders and Triggers

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

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

automate email and administrative tasks to happen automatically when certain other

events occur. You caset up daterelated triggers (so that everyone in your contact list
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or she opengour email).
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Custom Fields

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

campaign.

The emalil software already has a lot of buiitcustom fields that you can use to
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found in some word processing and database applications
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Note: If you are going to use custom fields in emails, it is strongly recommended that
you make them mandatory (a contact must fill them in to sign up). This way, you
can be sure¢hat you will have no embarrassing gaps in your emails.



Email Tracking

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

Bounce Tracking

Bounced emails are those that never reach their destination.

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

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

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

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

different action depending on the type of bounce that occurred.

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

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

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

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

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

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



Getting Started

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

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

Steps marked with a red asterisk)(are necessaryl.he other steps are not necessary,
but allow you to perform additional, useful tasks.
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each step.
1 Log in to the email software *

Use your username andapsword to access the email software.
Seelogging In to the Email Software

2 Set up a contact list *

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

E Your name, email address, and other personal details.
9T OO AT I PATUBO 1T AIi Ah AAAOAOO AT A PEITA 1T¢C
E Where bounced emails should be sent.
F Which custom fields you want to use (see s&p
E Which fields you want to see when you view the list.
SeeCreating and Editing Contact Lists
3 Create custom fields

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

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

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

SeeCreating and Eding Custom Fields

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

4 Add contacts to your contact list *



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

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

SeeCreating and Editing Forms

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

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

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

7 Create an email campaign™

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

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

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

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

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

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

F Save the campaign.

SeeCreating and Editing Email Campaigns

8 Send your campaign to your contacts®

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

SeeSending Email Campaigns
9 Check statistics about your campaign

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

SeeViewing Email Campaign Statistics

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



Logging In to the Email Software

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

Figure 2 Login Screen

Login with your username and password below,

Username: |

Password:
Take Me to: I Home Page - |

[T Remember my details
Login | Forgot your password?

2 Enter yourUsername and Password

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

¥ Home page seeUsing The Home Screen

E My contacts: seeViewing and Managing Contacts

E My contact lists: seeViewing and Managing Contact Lists

E My segments seeCreating, Editing and Viewing Segments

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

E My campaign statistics seeViewing Email Campghn Statistics

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

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

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

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

;i



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

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

Figure 3 The Email Software Interface at a Glance
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F SeeThe Toolbafor more information on the toolbar.
F SeeThe Navigation Bafor more information on the navigation bar.

E Thefields that display in the workspace depend on the screen you are currently
viewing. The Navigation Baand The ToolbaOAAQOET 1 O T £ OEEO OOA0B8 O
the workspace.

Recent Activity Log

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



Figure 4 Recent Activity Log

Recent Activity: S8 XMas Offer A demo [E7] Buy Now and Save 1

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

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

Tooltips and Knowledge Base Links

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

Figure 5 Tooltips

k Format Options

Would you like to give your contacts the option to
choose which format they will receive yvour email
campaigns in?

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

Figure 6 Knowledge Base Links

g Choose the list{s) you want to add/remove contact from and which custom fields to include on your Forl. Learn more here.

To see more articles in ¢hknowledge base, clidielpin the toolbar.

Sorting Lists

When you see4p and g3 arrow icons in a list heading, use them to sort the list.

Qlick 4 to sort the list in ascending order, or cli g} to sort the list in descending
order.

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

Figure 7 Navigating Lists

b Pages: (Page 1 of 502} «|Back|1]2|3|4|5|Next|=

Results per page: 10



Table 1 Navigating Lists

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

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

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

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

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

The Toolbar

The toolbar displays in every screen.

Figure 8 The Toolbar

Home Templates v Forms v User Accounts Settings Tools » Logout Help
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management.

Table 2 The Toolbar

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

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

Templates #1 EAE OEEO O OEA xin émaitemplatesoito OI
create or configure your own custom email templates.

Note: Templatesontrol the appearance of the emails you send.

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

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

Logout Click this to log out of themail 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, whe
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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 armails you sent that could not be delivered.

Note: Segments are groups of contact list entries that share a particul
ARAOOOAN &I O AgAi bl Ah AT OOEA(

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

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

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

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

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

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

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




Custom Fields

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

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

Statistics

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

This section contains the following chapters:
Using Contact Lists

Using Contacts

Using Email Campaigns

Using Autoresponderand Triggers

Using Custom Fields

Using Statistics

Editing HTML and Text



Using Contact Lists

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

Figure 10 The Contact Lists Menu

A Contact Lists v 2% Contacts ~ 7] Email Campaigns ~ [4l Autoresponders v || Custom Fields + illy Statistics «

£ View Contact Lists

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

3 Create a Contact List

Creat: tact list which
aéedacgnian;:vocrolr;aa;s t]; SR Switch to Quick Links ill; Contact Activity for the Last 7 Days

[-7] Process Bounced Emails

Find and remove invalid email addresses  ple steps below:
from your lists,

) email campaign
A View Segments 'd to create an email in minutes,

View and create segmented lists of your
contacts or leads.

1 wanie w auu v nnport contacts to my list
@ Enter contacts one-by-one or import them from your computer.

Contact List Overview

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

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

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

Contact List Information

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

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

E First and last name.
¥ Email address.

E Company nare.

E Job title.



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

F First and last name.

¥ Email address.

E Suit jacket size.

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

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

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

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

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

returned to the email software.

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

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

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

rejected by other servers can become blacklisted for spamming.

Note: Contacts are notdeletedffo OEA 1 EOO8 4EEO AllT 1 x0 Uil O Oi
information, and also ensures that the invalid email address is not later added to
the contact list by accident.
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bounce is logged. If a contact receives five soft bounces, it is treated as a handebo
When a hard bounce occurs, the contact is deactivated immediately.

Contact List Segments

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

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

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

fields you use for the contact list. This allows you to target the audience for each of your
email campaigns with gr& 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
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email campaign inviting recipients to a label party in a Manhattan nightclub to the right

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

Segments can belong to a singletlisr span multiple lists.

Contact List Groups

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

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

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

Viewing and Managing Contact Lists

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

You can:

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

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



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

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

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

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

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

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

Figure 11 Viewing Contact Lists

View Contact Lists
Contact lists are used to store details about subscribers or leads, which include their email address and other details such as name, company, age, etc.
Create a Contact List. .. |
|Choose an action ;j Go I D Results per page: |10 > Pages: (Page 1 of 1) «|Back| 1 | Next|=»
[ List Name @ & Created ¢ & Contacts o & List Owner & & Archive Action
| B “ Leads for Sales Team 20 Nov 2007 3 Demo User L[EH View Contacts Add Contact Edit Copy Delete
Leads from Trade Show
& 2 20 Mov 2007 7 Demo Liser I35 View Contacts Add Contact Edit Copy Delete
(Oct 2007) — ===
- Mewsletter Subscribers )
| B 7 19 Nov 2007 3,930 Demo User L[EE View Contacts Add Contact Edit Copy Delete
(From Product Dema's)
Newsletter Subscribers
O 2 ) 20 Mov 2007 0 Demo User L& View Contacts Add Contact Edit Copy Delete
(From Website)
Webcast Attendees (Nov
13 7'7‘ ( 20 Nov 2007 0 Demo User X view Contacts Add Contact Edit Copy Delete

2007)

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

Table 4 Viewing Contact Lists

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

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




[]

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

g

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

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

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

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

contact list. See/iewing Contact List Contacts

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

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

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

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

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

Managing Contact List Group Folders

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

mode icon ([] ).




Figure 12 Contact List Group Folders

View Contact Lists

Create a Contact List... I

Team

| Choose an action
| B List Name ¢ & Created ¢ &
[T =  Trade Show Leads
m Leads from Trade
O 2 20 Moy 2007
Show {Oct 2007)
Newsletter
a2 :
[T 2 Subscribers (From 19 Nov 2007
Product Demo's)
T B website Leads
MNewsletter
[T A Subscribers (From 20 Nov 2007
Website)
‘Webcast Attend
[ B e AN o Nov 2007
—  {Nov 2007)
T B {Uncategorized)
Leads for Sales
C A 20 Nov 2007

o e 3 | 0

Contacts + & List Owner @ &
7 Demo User
3,930 Demo User
o Demo User
0 Demo User
3 Demo User

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

Archive

Action

Rename Delete

View Contacts Add Contact Edit Copy Delete

View Contacts Add Contact Edit Copy Delete

Rename Delete

View Contacts Add Contact Edit Copy Delete

view Contacts Add Contact Edit Copy Delete

View Contacts Add Contact Edit Copy Delete

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

folder.

Z To create a new contact list group folderclick theAdd a new foldericon ([3)).
Enter a name for the new folder and clitkld. The new folder appears at the top of

the list.

Figure 13 Create New Folder

Add Folder

Enter new folder name:

add |

Cancel |

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

folder.

Note: You cannot delete thelncategorizedfolder.

Z To rename a contact list group foldey click itsRenamel E1 E 8

name and cliclRename

wl OAO OEA A&l



Figure 14 Rename Folder

Rename Folder [x]

Enter new folder name:

Rename Cancel I

Note: You cannot reame theUncategorizedfolder.

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

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

EToviewaC Ol OB /&l 1 A A OQdick itsExpandicdA([H).1 EOOO
Note: When you drag a contact list onto a group folder, it expands automatically.
41 EEAA A COI Ob ,ditkiits€dllapetooni=)I OAAO |1 EOOO

Viewing Contact List Contacts

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

You can:

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

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

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

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

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

You can alsoview, edit anddelete contacts.



Figure 15 Viewing Contact List Members

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

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

@ You have 5,002 contacts in your mailing list, They are shawn below.

Add a Contact to My List...
lChoose an action ;I M Results per page: | 10 > Pages: (Page 1 of 501} «|Back|1|2|3|4|5|Next|»

I Email Address ¢ & Date Added « & Email Format ¢ & Activity Status « & Confirmed ¢ & Action

r & email+1000@domain.com 19 Moy 2007 HTML Active Confirmed View Log Event Edit Delete
|- email+1001@domain.com 19 Nov 2007 HTML Active Confirmed Yiew Log Event Edit Delete
r & email+1002@domain.com 19 Moy 2007 HTML Active Confirmed View Log Event Edit Delete
r & email+1003@domain.com 19 Nov 2007 HTML Active Confirmed Yiew Log Event Edit Delete
r :_3» email+1004@domain.com 19 Moy 2007 HTML Active Confirmed View Log Event Edit Delete
[ &0 email+1005@domain,com 19 MNov 2007 HTML Active Confirmed View Log Event Edit Delete
r [}» email+1006@domain. com 19 Moy 2007 HTML Active Confirmed View Log Event Edit Delete
r & email+1007@domain.com 19 Nov 2007 HTML Active Confirmed View Log Event Edit Delete
r 2 email+1008@domain. com 19 Mov 2007 HTML Active Confirmed View Log Event Edit Delete
r g: email+1009@domain.com 19 Nov 2007 HTML Active Confirmed View Log Event Edit Delete

Table 5 Viewing Contact List Members

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

Figure 16 Contact List andsegment Menu
v

& contact Lists (view &l | Search)

L Leads for Sales Team
L Leads from Trade Show {Oct 2007)
L Newsletter Subscribers (From Product Dema's)
L Newsletter Subscribers (From Website)
L Webcast Attendees (Nov 2007)
A Segments (View All)
L Al subscribers that contain ‘.com’ in their email ...
L Mewsletter Subscribers from Product Demos that subs ...

_ Registerd Web Cast Attendees in New York and Chicago

Registered Attendees for Webcast

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

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




Choose an action

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

-
-

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

Email address

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

Date added

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

Email format

E
2

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

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

Activity status

This diplaysactive if emails are sent to the contact.

This displaysinsubscribedif the contact was unsubscribed from the
list.

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

Confirmed

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

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

Action

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

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

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

ClickDelete to remove the contact from the email software.

Creating and Editing Contact Lists

Take the following steps to create or edit a corttést:

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

a contact list.

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

2 Configure the fields in the screen that displays.



Figure 17 Create or Edit a Contact List

Create a Contact List

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

Save | Cancel |

New List Details

* List Mame: ‘ | L)

* List Owners Mame: [Demo User | @

* Lisk Owners Email: [ | @

* List Reply-To Email: \ | @

* List Bounce Email: [ ] (%]

Motify the List Owner: [V ‘es, send subscribe and unsubscribe notification emails to the list owner €

Custom Fields

Add These Fields to the List: [~ Birthday ~le
[ example-field
[~ First Name
[T ft 1=
[~ Location

= Ommickmunad

Yisible Fields

Show These Fields: 2 Email &ddr
[ Date Added
[ Ernail Farmat

& Confirmed

Company Details

Company Mame: ‘ | L2
Company Address: \ \ o
Company Phone Number: [ ‘ (?]

Bounce Account Details

Process Bounced Emails: [V Yes I want to pracess bounced emails For this list
What are bounced emails and how are they proc

* Bounce Email Server Name: [

* Bounce Email User Name: \ | @
* Bounce Email Password: \ .2
IMAP Email Account; [V Yes, this is an IMAP Account @
Use Extra Mail Settings: [ Yes, use extra mail settings o
Agree to Delete Emails: [V 1 understand that bounced emails will be removed from the inbox I am using to manage them

L [V Remove all emails from the inbax, not just bounce emails &

Test Bounce Settings I

Save I Cancel I

Table 6 Create or Edit a Contact List




New list details

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

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

, EOO 1 x1 |Entertheel AET AAAOAOO 1T &£ OEA 1 EOQO i

address thatdisplays on email sent to this contact list.

List replyto email

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

List bounce email

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

Notify the list
owner

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

Custom fields

Add these fields tc
list

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

Visible felds

Show these fields

3AT AAO OEA EEAI AO UIVeweoAdcBpagel A

Company details

Company name

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

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

Company address

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

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

Company phone
number

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

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

Bounce account deta

ils

Process bounced
emails

Select the checkbox to process bounced emails {(seenced Emails

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




Bounce email
server name

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

Bounce enail user
name

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

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

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

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

Use extra mail
settings

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

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

Agree todelete
emails

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

Test bounce
settings

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

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

Processing Bounced Emails

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

Emailg.

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



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

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

Take the following steps to manually process bounced emails:

1 ClickContact listsin the navigation bar, then clidRrocess bounced emails

Figure 18 Processing Bounced Emails

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

Next.

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

Figure 19 Processing Bounced Emails: Enter Server Details

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 thérocess bainced emailscheckbox, enter the IP
address or hostname of the server you want to use to process bounci

emails.




