




Begin by selecting the ‘One-Time Series’ button.



1. First name the campaign.

2. Then select ‘Save & Add First Message’ to 
continue.



Here you are able to either draft a message by creating your own template.

Or you may select from a variety of sales templates by selecting a category, 
sub-category, and choosing to build or preview the template by selecting the 
icons provided.



-Next, you will find a page of replacement fields that correspond to the 
template that you have chosen.
-If you are sending a message to more than one recipient, you will need to 
select the ‘From Database’ option and select which replacement field you 
would like to call from the database. 
- For example, if you would like to address your customers by their first 
names in your message, select 'Contacts first name’ in the ‘Name by which 
you call customer or prospect’ replacement field.



Then continue to fill out the rest of the replacement fields and click ‘Next’ to 
continue.



-Here you may give the email a subject name, and select one of the design 
templates offered. 
-Select a styled template.
-Once you have selected a template you can preview what the email will look like by 
selecting the ‘Preview Email’ button.



-If you would like to add another message select the ‘Add another message’ 
button follow the same steps as previously shown.

-If you would like to finish and add contacts to a campaign, select the ‘My 
Dashboard’ button.



-After selecting the ‘My Dashboard’ button, this page will then appear 
with your most recent campaigns.

-To add contacts to a campaign, select the ‘Edit Campaign’ button.



Then select the ‘Edit Recipients’ button to add recipients to the campaign.



1. Select the contacts or groups of contacts that you wish to include in the 
campaign.
2. Use the arrows to move the contacts into the selected box to determine 
who will receive the message or messages.
3. Then select the ‘Next’ button to continue.
HINT: To select more than one contact, hold the ‘Ctrl’ key and select the 
contacts you would like to include.



Here, the contacts or groups of contacts that you have selected will appear 
under ‘Recipient Details’ as shown above.

Click ‘Save Campaign’ to make sure that you have saved your changes.



To go back and add messages or recipients to your campaign you may 
select the ‘Edit Campaign’ button.



Then you may select to add additional recipients by selecting the ‘Edit 
Recipients’ button. (NOTE: You cannot add a recipient to a message that has 
already been processed.)

Or you may add another message to be sent out after the previously created 
messages.


