One-Time Campagin




With a One-time Campaign you can:

I Create a series of messages. I
‘ Select one or more contacts. I
‘ Choose the time the messages are sent out. I
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Download our tips

20 Tips on E-mall Etiquette
Check List for eMail Construction
Check List for Business Letters

Common Mistakes

Helpful Resources

Links to Useful Sites

Articles on Effective Sales and
Marketing
Browse Templates

HTML Shells

|

Dashboard Draft & Send One-Time Series

DASHBOARL

.Schedded Messages Last 10 used Temolates

OnGoing Campaign

o
r-om-mm«.»n ——— ‘ges

No scheduled One-Time Emails Found

Scheduled Campaigns

Campaign Name Delivery Type Created On

Test Campaign Scheduled 8/6/2010 9:37:38 AM

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

Edit Campaign
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1. First name the campaign.

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



Dashboard Draft & Send One-Time Series OnGoing Campaign Manage Campaigns
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Check List for eMail Construction
Check List for Business Letters

Common Mistakes
Helpful Resources

Links to Useful Sites

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.



Template Name: Thanks for Business to Returning Client Fdit Template
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-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.

Template Name: Change in Product Name
Please enter data for all the replacement fields defined m your selected template.

Replacement Fields
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Then select "Next’ to continue.




Kew Message | Scheduled Messages |

Campaign Name: |My Campazign

*' Distribution at Spacific Dates and Timas
Distribution Basad on Triggers in Contact Managemant System
Email From ashemandtarkanton.com

Delivery Type

o: The contacts listed below will receive the email message

cc: [

Add an email subject that the recpient

Email Subject: New Message e - .
I 9 will view within their inbox.

Email Message: Edit Message

HTML Template: Oputerfly

O elossom ® aloe Vera

P — Select a email template of your choice.
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Previaws Email

And select the date and time you wish

Schedule Time: Send at 5/10/20 0 v 1200 PM N EST ‘hi‘ pamhr mw h u m

Then click here to finish. dd Message to Campaign|

-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.




Dashboard Draft & Send One-Time Series OnGoing Campaign
The new message has been successfully added to campaign: M@ Jpaign

7 Add Another Message to this series |l My Dashboa

-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.



DASHBOARD

- Scheduled Messages  Last 10 used Templates

Email Status: @ waiting O Completed

Scheduled One-Time Email Messages
MNo scheduled One-Time Emails Found.

Scheduled Campaigns

Campaign Name Delivery Type Created On
Test Campaign Scheduled AI6i2010 9:37:38 AM
My Campaign Scheduled AI6/2010 10:50:19 AM

Edit Campaign

Edit Campaign

Then select the campagin
you just created.

-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.



Delivery Details

Type Distribution at Specific Dates and Times
Start Date/Event Specifized In Massage
Recipient Details Select to add recipients.
Contact Groups
Contacts
Campaign Messages Add Mess
Email Subject Scheduled Date Processed

Testing Not Processed Edit Message

6:00 Not Processed

Test38:00 pm Not Processed Edit Message

Back to Campaign List Save Campaign

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



Contacts Groups
Available Contact Groups Selected Comtact Groups
Sroup Name 1
Group Name 2
Group Name 3
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Additional Contacts EGEREEESRIEHS

Avalable Contacts
= Selected Contacts
ontact I'ype | --All Contact Types--

A Jake Doe

4 A ¥V v

Jake Jitling v

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.



Delivery Details

Type Distribution at Specific Dates and Times

Start Date/Event Specifized In Message

ReCipient Details Edit Recipients

Contact Groups

Contacts John Doe: All your recipients that will be recieving the series

of messages will appear here.

Add Message

Campaign Messages

Email Subject Scheduled Date Processed

test 51972010 8:00:00 AM ot Processed Edit Message

m Save Campaign Click to save the campaign.

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.



Dashboard Draft & Send One-Time Series OonGoing Campaign
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Download our tips Scheduled Campaigns

Campagn Name Delvery Type Created On

My Campaigr Scheduled 152010 10 50:19 AM m

20 Tips on E-mail Etiquette
Check List for eMail Construction
Check List for Business Letters

common Mistakes

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



Delivery Details

Type Distribution at Specific Dates and Times
Stant DateiEvent Specifized In Message

. . Add recipients before a
Re(:Iplent Details Edit Recipients P

message is processed.

Contact Groups
Contacts Betty Smith137; Alex Sherman,

Select to add another
message to this campagin.

Campaign Messages

Email Subject Scheduled Date Processed
New Message 5102010120000 PM Processed
Message 2 5M7/2010120000 PM Not Processed Edit Message
Message 3 512472010 12:00:00 PM Not Processed

Back to Campaign List Save Campaign

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.



