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Introduction

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

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

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

The Top Navigation Menu

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

& Mailing Lists f? Templates ‘ﬁ Autoresponders [al Forms

&, Subscribers

e Mewsletters

ff' Templates "j Autoresponders [abl Forms

9 Newsletters

Manage Mailing Lists

Create Mailing List 'h

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

The Control Panel

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

ﬁ Autoresponders [b] Forms 0
* Manage autoresponders * Manage Forms T
& Creake Aukoresponder #* Create Form :
__________________________________________________________ l
Fig. 1.3
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Mailing Lists

What is a mailing list?

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

Why do I need a mailing list?

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

Creating and Managing Mailing Lists

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

‘| [ Mailing Lists

(&) Mailing Lists

* [Manage Mailing Lists
® Create Mailing Lisk

'Manage Mailing Lists

E Mo mailing lists have been created, Please dick on the "Create Mailing List" button below ko create one.,

i [ Create Mailing List ]

. Manage Mailing Lists

E Use the Form below to review, edit and delete mailing lists,
' Tao create a new mailing list, cick on the "Create Mailing List" button belaw,

E [ Creake Mailing List ]

@ Business Mail Lisk 15 Sep 2004 82 Delete All Subscribers Process Bounces Edit Celete

Creating a mailing list

To create a new mailing list you can click on the ‘Create Mailing List’ link (shown in fig 2.3)
You can also choose the ‘Create Mailing List’ link in the control panel (shown in fig 2.1) or
click on the ‘Create Mailing List’ subcategory from the top navigation under the ‘Mailing Lists
tab (shown in fig 2.2)

r

Interspire Pty Ltd | http://www.interspire.com 5
Copyright 2004, All Rights Reserved



Create Mailing List

Complete the Form below ko create a new mailing list,

E [ Cancel ] [ Save ] E
v % Lisk Mame: @ |
E * Lisk Owiners Marne: (7] E
1 *Lisk Owiners Email: (7] E
v Allow Subscripkions: Ves w | ]
v ® Allow Unsubsrriptions: Yes w | @ :
E * Mewsletter Formats: Text and HTML w | E
E Mokify List Quner: Mo w | E
E Cancel ] [ Save ] :
CFig. 2.5 T

This screen will ask you for the following:

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

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

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

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

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

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

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

Mailing List Created Successfully

E 0 The mailing list that you created has been saved successfully. E
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Process Bounced Emails

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

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

Process Bounced Emails (Step 1 of 2)

Please enter the details required For processing email bounces below,

* Bounce Email Address: @
* Email Server: (7]
* Email Username: @
* Email Passward: @
* Bounce Handler: Mark, as Inactive w | @

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

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

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

e Email Username: Your username for this email account.

e Email Password: Your password for this email account.

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

delete them entirely from the system.

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

Bounce Processing Completed

E 0 1600 email{s) were processed, 276 bounced email{s) were processed.
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Subscribers

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

What is a subscriber?

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

Note: It is very important to make sure that the subscriber wants to be on your mailing list.

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

& Subscribers &, Subscribers

s [Manage Subscribers N 1anage Subscribers
& Add Subscriber

Import Subscribers

add Subscriber

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

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

Add Subscriber (Step 1 of 2)

E Before wou can add a subscriber, please choose a mailing lisk to work with,

i [ Cancel ][ It 2 ]

* Mailing List: Tesk List {0 subscribers)

Cancel ] [ Mext =

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

Interspire Pty Ltd | http://www.interspire.com 8
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. Add Subscriber (Step 2 of 2)

E Complete the form below ko add a single subscriber o your mailing list,

‘ [ Cancel ] [ Finizh ]
* Email: (7]
* Format: Text v | @
* Skatus: Achive w | @)
* Confirmed: Confirmed | @
[ Cancel ] [ Finish
Fig.3.4

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

e Email — This is the email of the subscriber.

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

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

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

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

Subscriber Added Successfully

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

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

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

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

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

E Before wou can import subscribers, please choose a mailing list bo work, with,

i [ Cancel ] [ Mext = ]
* Mailing List: Test List (0 subscribers)
[ Cancel ] [ Mext =
Fig.36

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

————————————————————————————————————————————————————————————————————————————————

Import Subscribers (Step 2 of 5)

E Choose which type of import you will be perfarming.

i [ Cancel ] [ Met = ]

* Import Type: File | @

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

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

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

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

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

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

user1@site.com,MALE,Y,20030101
user2@site.com,FEMALE,N,20031014
user3@site.com,MALE,N,20020706

The example above includes three records, and each record is separated with a new line.
Each record contains four fields, and each field is separated with a comma. The CSV file will
typically have a .CSV or .TXT file extension. Start by clicking on the "Browse..." button in the
form to select your CSV file from your hard drive.

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

Import Subscribers (Step 3 of 5)

i iZomplete the Form below and then click on the "Mext" button to proceed,

E [ Cancel ] [ Mext = ]
* Skabus: Active w| @
* Confirmed: all Confirmed w| @
* Format: Texk w| @
Cwverwribe Existing Subscriber: F ‘es, overwrite existing subscriber 7]
Contains Headers: s, contains headers (@)
* Field Separator: , )
* Record Separator: MEWLIME (7]
* Impart File: 7]
Cancel ] [ Mext » ]
Fig.3.8

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

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

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

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

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

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

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

email,gender,confirmed,date

userl@site.com,MALE,Y,20030101

user2@site.com,FEMALE,N,20031014

user3@site.com,MALE,N,20020706

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

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

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

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

Import Subscribers (Step 4 of 5)

i Use the Form below ko define which impart Fields should map to which subscriber Fields,

E [ Cancel ] [ Mext = ]
Link ‘Email’ To: Email Address hd
Link '"Gender' Ta: --- Mong i
Link. "Confirmed To: Subscriber Confirmed b
Link 'Date’ Tos ---- Mone b
Cancel ] [ Mext = ]
Fig.3.9 T

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

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

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

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

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

3 subscribers were imported successfully.

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

» 0 subscribers were not added because they are banned.

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

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

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

The Database Option

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

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

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

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

CSV file you can use the file option.

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

Subscribers screens.

Import Subscribers (Step 3 of 5)

[ Cancel ] [ Mgt = ]
* Stakus: Ackive
* Canfirmed: Corfirmed
* Farmat: Text
Crverwrite Existing Subscriber? F Yes, overwrite existing subscriber (7]
Previously Saved Settings: Hew

* My30QL Server:
* My30QL Username;
Myw3QL Password:

* My30L Database:

[ Cancel ] [ Mext »

Complete the Form below and then click on the "Mext" button to proceed importing data from & database

| @
| @

@@ e@e

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

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

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

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

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

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

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

Import Subscribers (Step 4 of 5)

1 Select which database fields waou wish toinsert inbo the subscriber Fields.

; [ Cancel ][ Mgt 2 ]

Ernail: -- Choose a tahle - | | --Choose a field -- W
Format: -- Choose a kable - | |--Choose afield - v
Confirmed: -- Choose a tahle - | | --Choose a field -- W
Status: -- Choose a kable - | |--Choose afield -- v
Save Settings: Yes, save sethings (7]
[ Cancel ] [ Mext »
Fig.3.12

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

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

The save settings box can be checked to save these database settings for your next import
to allow you to quickly make the same import. This helps when you are importing fields from
a database that is constantly being updated. Click next and SendStudio will check that the
database has been mapped properly and it can access all the relevant fields.

Interspire Pty Ltd | http://www.interspire.com 14
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. Connected to Database successfully

o Database mapped successfully. Click OK to start importing.

This screen will confirm that the database has been connected to successfully. Click ‘Ok’ to
import all the relevant fields from this database.

Import Completed Successfully
0

100 subscribers were imported successfully.

0 duplicate subscribers were detected and were rejected.

0 subscriber details were updated.

» 0 subscribers were not added because they are banned.

Email Option

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

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

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

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

Complete the form below and then click on the "Mext" bukton to proceed.

[ Cancel ] [ Mext = ]
Skatus: Active v
Confirmed: Canfirrmed w
Forrnak: Texk L
Cwerwrite Existing Subscriber: [(es, cwerwrite existing subscriber
Previoushy Saved Settings Mew hal

* Emnail Hostnarne
* Email Usernarne
* Emnail Password
* Emnail Port 110

Save Import Details; ‘.’es, save import details @

[ Cancel ] [ Mext =

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

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

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

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

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

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

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

Previously Saved Settings — This dropdown will contain any previously saved

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

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

Email server details

Email Hostname - the email server. Usually the same as your ‘incoming server’ in

your local email programs.

Email Username — the username that you use to access email

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

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

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

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

Connected to Email Server Successfully

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

Import Completed Successfully
o

» 10 subscribers were imported successfully.

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

» 0 subscribers were not added because they are banned.

Exporting Subscribers

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

% Subscribers Choose the ‘Export Subscribers’ option from the top tool bar
@ under the ‘Subscribers’ tab and the Export Subscribers Step One
will appear.
Export Subscribers Fig. 3.18
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Export Subscribers (Step 1 of 4)

E Before you can export subscribers, please choose a mailing lisk boowoark with,

i [ Cancel ] [ Mext = ]
* Mailing List: Test Lisk (104 subscribers)
[ Cancel ] [ Mext =
Fig.3.19 T

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

Export Subscribers (Step 2 of 4)

E Camplete the Form below ba Filker subscribers that should be exported.

i [ Cancel ][ Mlext = ]

* Statis: Yiew Al v| @
* Confirmed: Either v| @
* Format: Either v | &
Clicked an Link: Mok Applicable v | &
Match Email: (7]
Filter by Date: [(es, Filer by date (7]

[ Cancel ] I et = ]

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

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

e Confirmed: You can choose to export only Confirmed records, unconfirmed records
or choose either to export all with no preference on this field.

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

e Clicked on Link: You may export records based on whether they clicked a link or
choose “Not applicable” if you have no preference.
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e Match Email: Enter an email, domain or part of an email address that you would
like to export records from. This allows you to export based on common text in the
email address field. Eg. Hotmail.com will export subscribers that have “hotmail.com”
in their email address.

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

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

. Export Subscribers (Step 3 of 4)

E wou will be exporting 104 subscribers.,
¢ Complete the Farm below to choose which subscriber figlds will be included in the export.

i [ Cancel ] [ Mexd = ]

* Figld #1 Content: Users Email w | g
* Field #2 Content: Users Status v | &
* Field #3 Content: Users Confirmation Status v | @
* Figld #4 Content: lsers Chasen Format v | @
* Include Headers?: Yes w | )
* Field Separator: , (7]

Field Enclosed by: (7]
* Record Separatar: MEWLIME (7]

[ Cancel ] [ Mext »

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

¢ Include Headers: Choose ‘Yes' in this field to include the name of the headers in
the first line of the exported file. Choose No to only export the records themselves.

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

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

¢ Record Separator — This is the character that you wish to use to separate the
records from each other. Usually this is a new line. If you place NEWLINE in capitals,
the exporter will place an actual new line not the characters "NEWLINE".

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

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

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

Removing Subscribers

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

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

& Subscrbers

Remove Subscribers

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

Remove Subscribers {(Step 1 of 3)

i
i Before vou can remove subscribers, please choose a mailing list ko work, with,
i

; [ Cancel ] [ Mlext = ]

* Mailing List: Tesk List {104 subscribers)

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

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

i I Cancel J [ Mewxt = ]

* Remaove Options: Mark as Inackive |

* Remaove Emails:

* Remove File: Browse.. | @

The options on this page are as follows:

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

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

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

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

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

File Uploaded Successfully

0 Click OK to start removing email addresses

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

0

» 10 subscribers were removed successfully.
# 0 subscribers were not found.

+ 0 errors were found.

Adding Banned Emails

I\ Subscribers In some cases you may wish to ban email addresses or whole
o i domains from being able to subscribe to your mailing lists.

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

Manage Banned Emails 1

Fig. 3.27

Add Banned Emails

Use the Form below to add one ar more email addresses to vour banned email list,
Separate multiple email addresses with a comma, such as ‘user1@host,com, user2@host, com',
To ban an entire domain enter @ODOMAIMMAME. For example, ‘@hotmail.com’ would ban evervone using Hotmail,

E Cancel Save E
' *Banned Emails: ;I E
i e |
i " Ban From: | 5elect a mailing list -l @ E
E Cancel Save E
Fig.3.28

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

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

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

E o The emails that vou entered have been added to your banned list. E

Managing Banned Subscribers

H Subscribers

a mailing list. You have the option to unban and remove emails
from your banned list using this section.

Manage Banned Emails

Fig. 3.30

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

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

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

Manage Banned Emails

Use the Form below to view or search For emails and domains on your banned email lisk,
On the next page vou will have the option to unban and remove emails From your banned list,

" Cancel I Search | '
L e |.ﬁ.ll Banned -l @ E
D% Status: | ctive =] @ E
v % view Banned From: | Select a mailing list =@
E * Emails Per DisplayPage: |2|:| ;l 7] E
E Match Email: | (7] :
E Cancel Search E
Fig.331

Here is an outline of the fields.

SE

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

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

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

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

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

Search Banned Emails

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

E Stark Mew Search I Add Banned Emails

E & bannedi@memail.com 22 Sep 2004 Unban Delete
' & bannedz@email.com 22 Sep 2004 Unban Delete
E & barned3@ermail.com 22 Sep 2004 Unban Delete
Fig. 3.32

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

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

Creating a Newsletter

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

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

=il Mewsletters

¢ Manage Mewsletters

® Create Mewsletker
& Send Mewsletker

Fig. 4.1

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

Manage Newsletters

E Mo newsletters have been created, Click the "Create Mewsletter” button to create one, E

Create hewsletter I

Create Newsletter (Step 1 of 2)

Click on the "Mext" button to continue.

Cancel | Mext » I

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

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

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

Click ‘Next’ to continue to step 2.

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

| Create Newsletter (Step 2 of 2)

1 Complete the Farm below bo build & mulki-part newsletter containing both bext and HTML wersions,

Cancel | Finizh |

* Mewslatter Subject: | (7]

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

* HTML Cantent: "_‘:| % Ca @iz = | 9 Link |8 Image |q:|

|Fort =[s==] B £ U |

[ Insert HTML Merqge Field ][ Insert Unsubscribe Link ]

R HTML Content Fram . @
URL: fntep:f @
R HTML Cankent Fram @
File:: I Browse... | 7]

[ Extract Text from HTML = ] (@)

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

The HTML Content (Visual editor)

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

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

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

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

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

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

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

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

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

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

Italic: Apply an italic style to selected text.

Underline: Apply an underline style to selected text.

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

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

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

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

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

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

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

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

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

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

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

E * Text Conkent: ;I E
[
[Insert Texk Merge Field] [ Insert Unsubscribe Link, ]
R Text Conbent from . @
T Jhetp: i ©
R Text Conkent From | @
E File: | Browse.. | @
Fig. 4.7

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

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

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

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

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

Cancel | Finizh |

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

When you are happy with your newsletter, click ‘Finish’ to save it.
Manage Newsletters
Once you've created a newsletter you will be familiar with the ‘edit’” section of managing a

newsletter as it is the same page that you saw when creating the newsletter.

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

=il Mewsletters =i Mewsletters

¢ Manage Mewsletbers Manage Mewsletters

® Create Mewsletker Create Newsletter

& Send Mewsletker

_____________________________________

Fig. 4.9 Fig. 4.10

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

' Manage Newsletters

E Use the Form below to review, edit and send wour newsletters,
' Tocreate a new nessletter, click on the "Create Newsletter” button below,

Create Newsletter I

Mok
Sent

HTML +

il Test newsletter Tt

22 Sep 2004 Mok Sent Motk Sent View Send Schedule Edit Copy Delete

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

¢ View a Newsletter: The view link allows you to preview the newsletter content in
both HTML and text format (which ever applies to the newsletter).
When you click the ‘view’ link, a new window will pop up. You can use the drop
down menu at the top of the window to switch between the HTML preview and the
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text preview.

Home Page

Home Page Content here...

Irnage Caption here

Send a Newsletter: This will lead you to the ‘Send Newsletter’ section. Please view
the section titled “Send Newsletters” for a guide on how to use this section.

Schedule a Newsletter: To schedule a newsletter your administrator must have
cron setup to run periodically and enable Scheduling for your user account.

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

Edit a Newsletter: Click on the ‘edit’ link to navigate to the ‘Update Newsletter’
page. This page is the same as the create newsletter page and your current content
will load in the HTML editor and the text content sections to allow you to update.

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

. Copy Newsletter ;
E Complete the Form below ko copy the selected newsletter, E
E Cancel | Save | E
¥ Mewsletber Name: ICopv of Test newsletter @
‘ Cancel Save :
Fig. 413 T

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

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

E 0 The selected newsletter has been copied successfully. E

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

Send Newsletters

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

=il Mewsletters L Newsletters

» [Manage Mewsletters

Manage Mewsletters

& Create Mewsletber

Create Mewsletker

¢ Send Mewsletter

Send Newsletter (Step 1 of 4)

Complete the Form below to send a newsletter, Click on the "Mesxt" button ko conkinue,

Cancel | Mext = I

E * Mailing Lisk: Test List (53 subscribers) E

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

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

E Cancel | Mext » | E
E * Status: |.0.ctive ;I 7] E
©* Confirmed: | Confirmed =@
E * Formak: |Either ;l L] E
! Match Ernail: | (7] E
E Have Clicked Link: INgne | @ E
E Match mycustamfieldl: | E
E Cancel Mext = E
Fig. 418

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

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

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

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

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

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

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

Cancel | Mt » I

* Send Mewsletter: |Test newsletber -] @
L Preview

Send Mulkipart: I ‘es, send the email as multipart €

Track Email Opens: ¥ ‘tes, track opening of HTML emails @)

Track Links: ¥ ‘tes, track all links in this nevesletter €
* Send From Mame: |‘f‘our Mame Here (7]
* Send From Email: |‘f‘our emnail here (7]
* Reply-To Email: vour email hers 7]
* Return-Path Email: |‘f‘our email here (7]

Cancel Mext »
Fig. 419

This page will give you the following options:

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

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

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

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

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

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

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

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

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

Send Newsletter (Step 4 of 4)

The details of this sending are shown below, Click on the buttan below bo start sending this newsletter,

& Mewsletter Mame: Test newsletber

& Total Recipients: 1

* Send Time: Less Than a Minute (Approximately)

; * Subscriber List: Test List
E Send MNewsletter I

Once you have reviewed the information on this page, click ‘Send Newsletter’ to send.

A pop up window will show you the status of the sending and once it is finished sending the
following will display. If your administrator has setup ‘cron’ as the sending method, then a
popup will not appear. The newsletter will be sent the next time that the cron runs (usually
set every hour, day, week etc).

Newsletter Sent Successfullyl

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

What is a template?
A template is a reusable layout with placeholders for different areas such as content and
custom fields within a set design.

Why should I use templates?
Templates save you a lot of time and allow you to use the same professional layout for your
newsletters for a consistent look and feel.

Creating and Managing Templates

To get started with creating and managing templates in the email manager, click on the
Manage Templates link on your front page control panel or the ‘Manage Templates’ link from
the ‘Templates’ tab. If you wish to create a new template click on the ‘Create Template’ link
on the front page or the ‘Create Template’ link on the ‘Templates’ tab.

| [ Templates “ Templates

» [Manage Templates

* Lreate Template Create Template

Fig. 5.1 Fig. 5.2

If you do not have templates created yet, the following screen should appear after clicking
on the ‘Manage Templates’ links.

:Manage Templates

E Mo kemplates have been created, Click "Create Templake” to create one,

i [ Create Template ]

' Manage Templates

i se the Form below ta review, edit and delete templates.,
E To create a new template, click on the "Create Template” button below,

i [ Create Template ]

f?' Template One HTML + Text 5 Ock 2004 iew Edit Copy Delete E

Interspire Pty Ltd | http://www.interspire.com 35
Copyright 2004, All Rights Reserved



Create Template (Step 1 of 2)

Complete the Form below to create a new template.
Click on the "Mext" button ko continue,

Cancel ] [ Mext = ]

* Template Mane: @

* Format: HTrL v (7]

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

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

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

Click *‘Next’ to go to Step Two.

Create Template (Step 2 of 2)

[ Cancel ] [ Save ]

* Template Marne: Template COne (7]

J L o W K G B[E =] 8ok & meee | &

Fart vz v||B £ U |=E==|A &
s @

i [ Inserk HTML Merge Fisld ]

E BR HTML Conkent from [H— @

\ LRL:

H R HTML Conkent From (7]

] .2 g

E [ Extract Text From HTML = ] (@)

Fig. 5.7
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This is the visual editor that will be displayed on this page if you chose to create a HTML
based template. The fields are outlined below:

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

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

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

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

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

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

E * Text Conkent:

R Texk Conkent fram LRL: htp:
R Text Conkent From File:

[Insert Text Merqge Field]

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

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

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

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

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

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

What is a Custom Field?

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

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

Why should I create and use Custom Fields?

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

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

1 Compleke the Form below to create & new custom subscriber field.
1 Click on the "Mesxt" button to continue,

Cancel I Mext = |
* Field Mame: | @ |
* Fied Type: | One Line Textbox sl
Cancel Mext »
Fig.6.2

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

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

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

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

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

e Multiple Check box — This is for more than one value that will be chosen for this
field where a user may satisfy more than one option.

Interspire Pty Ltd | http://www.interspire.com 38
Copyright 2004, All Rights Reserved



Number Text box — For information that contains numbers only. Eg. Age, salary,
telephone.

Date box — This field is for storing date information.

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

| Create Custom Field (Step 2 of 2)

E Complete the Form below ta finish adding a custom subscriber Field,

Cancel I Finizh I

' * Field Mame; Itelephane @
! *Required: [ =@ :
E Default Yalue: | (7] E
¥ Size; |30 @ :
\ * Minimum Length: ||j @
' Maximum Length: |1|3|;| (7] !
E Cancel I Finish | ;
Fig.63

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

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

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

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

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

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

When a Multi Line Text box type of field is chosen, the following options will be available
in step 2.
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E * Field Mame: |Des,:ripti,jn @

E * Required: |Nn ;I (7] E
Defaulk Yalue; d E
sl@ :

* Widkh Fo 7)

! * Height: [ @ E
Cancel Finizh :

Fig.6.4

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

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

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

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

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

* Required: | ] ;I '9)

Deefault Value:

*Yalue 1

* Label 1:

*Yalue 2

* Label 2:

Yalue 3

Label 3

Yalue 4:

Label 4:

Yalue 5

Label 5

Cancel Finish

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

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

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

FirstMame: |Your Mame here

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

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

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

E * Field Name: I.ﬁ.re wou a webrmasker? ngj E
* Required: INCI =] ®
1 * Defaulk Status: |Unchecked =] @ E
E Label: I @ E
E Cancel Save E
Fg.6.6

¢ Field Name: This field name contains the field name as it will appear on your
subscription forms but it is also for your own reference when using this custom field.
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e Required: You can choose whether this field is mandatory or can be left blank on
the subscription form.

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

o Label: This is the text that will appear next to the checkbox. Eg. L Yes

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

i * Field Mame: |date (7]

i * Required: |N.;. - @
Defaulk Yalue: | (7]

i * Display Crder (First): |day (7]

i * Display Crder (Second): Imonth (7]

i * Display Crder (Third): |year (7]

i * Skart Year: |D (7]
End Year: |2004 (7]

Cancel Finizh
=71/

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

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

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

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

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

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

What is an Auto responder?

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

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

Why should I use an auto responder?

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

Create and Manage Auto responders

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

'fl Autoresponders

* Manage autoresponders

®» Creake Aukoresponder

Fig. 7.1 Fig. 7.2

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

:Manage Autoresponders

d
) Before wou can create or view existing autoresponders, please choose a mailing list toowork with,
d

s
* Mailing List: Test Mailing List {5 subscribers)
Fig.73

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

Manage Autoresponders

The are currently no saved autoresponders, Click "Create Autoresponder” to create one.

[ Create Autoresponder ]

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

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

if you would like to create a new auto responder.

:Manage Autoresponders

E Use the Form below to review, edit and delete autoresponders,
1 To create a new autoresponder, click on the "Create Autoresponder” button below,

m

'-ﬁ Autoresponder 1 4 Jck 2004 0 iew Edit Delete

[ Create Autoresponder ] E

' Create Autoresponder (Step 1 of 3)

Choose who your autoresponder will be sent to,
when wou are done, click on the "Mext' bukton,

Cancel ] [ Mext » ]

* Butoresponder Mame: (7]
* Match Confirmed: Confirmed v | @
* Match Format: Either v| @
Makch Email: (7]
Have Clicked Link: Mot Applicable v | g

Cancel ] [ Mext =

E * Makch Status: Ackive | (7] E

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

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

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

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

in certain formats or all formats.

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

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

Click “Next” to continue to the next step.

Create Autoresponder (Step 2 of 3)

| Complete the Form below to create your autoresponder. Double click on a template to preview it before continuing.
1 When you are done, click on the Mext' button,

Cancel ] [ Mext » ]
* Send From Marne: John Dioe (7]
* Zend From Email: testbest. comm (7]
* Reply-To Email: hesthest, com (7]
* Return-Path Email: teskbest. com (7]
* Email Farmat: Tewxt v (7]

|Jse Template:

(7]
* Hours Delayed: ] (7]
Send Multipart: ['tes, send the email as multipart @)
Track Email Opens: [ves, track opening of HTML emails (@)
Track Links: [ves, track all links in this newsletter €
[ Cancel ] [ MEnt »
Fig.7.7

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

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

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

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

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

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

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

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

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

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

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

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

Click “Next” to continue

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

. Create Autoresponder (Step 3 of 3)

E Complete the Form below to build a multi-part autoresponder containing bath text and HTML wversions.

i [ Cancel ] [ Finizh ]

* Email Subject: (7]

This section will be the email subject that appears in the recipients email.
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* HTML Content: ,| ES

iz iz | 2 Link |3 Image | &

Fart v|[sz= v|| B £ U |

(7]

[ Insert HTML Merge Field ]

2R HTML Content From . 7]
LRL: http: f -
R HTML Conkent Frar (7]
Fie: Browse.. | &

[ Extract Text from HTML = ] (&)

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

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

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

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

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

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

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

R Teek Conkent from LRL: hktpeff

R Text Conkent From File:

[Insert Text Merqge Field]

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

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

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

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

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

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

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

. Autoresponder Saved Successfully

o The selected autoresponder has been saved successfully.
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Manage Forms

What is a form?

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

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

An example of a standard form is shown below.

Test Subscribe form

* our Email Address: I

* Preferred Format: IHTML ,I

Creating and Managing Forms

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

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

IE Forms

& i_reate Form

Creake Form

* Manage Forms Manage Forms

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

Manage Subscription Forms

E Mo forms have been created. Click on the 'Create Form' button below to create one.

| Create Form I

‘Manage Subscription Forms

EUse the Form below bo create, view, edit or delete subscriptionfunsubscription Forms,

E[ Create Form ] E
E [ib]  Business Subscription 1 Subscription 7 Ok 2004 igw Geb HTML Edit Delete E
E [aBI  Client Maodify Madify Details 7 ok 2004 Wigw Gek HTML Edit Delete E
Fig.85
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:Create Form (Step 1 of 3)

iCDmpIete the Form below o create a new subscriptionunsubscription form, i
'Click. on the "hext" button to continue, i

i[ Cancel ][ Mext = ]

* Form Marne: |Business Subscription 1 | @

* Form Type: | Subscription @

[ Cancel ]I_ Mest

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

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

Click *Next’ to continue to the next step

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

:Create Form (Step 2 of 3)

iCu:umpIete the Form below to create a new Subscription Form. i
'Click. on the "Continue ko Step 3" button to continue. i

i[ Cancel H Mgt » ]

Mew Form Details

i * Form Mame: |Business Subscription 1 | @ i
| *Form Design: | Default hite @ |
i T, Preview Form :
i * Require Confirmation: | Yes @ i
é * Send Thank you: | Yes @ é
| uststosubseribeto
i Test Mailing Lisk: es i
| cusmmratstoston
i Firsthlame: Yas EI @

é SUFnAarmeE: [#] ves El

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

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

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

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

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

Click ‘Next’ to continue.

yComplete the Form below to create a new subscription Form,
ECIick on the "Save Form® butbon to continue,

cancel ] [ Finish ]
v * Send From Mame: (7]
E * Send From Email: @
Fig.88

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

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

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

EComplete the Farm below ko create a new subscription Farm,
1Click.on khe "aave Form® butkon ko continue.
I

H Cancel ] [ Finizh ] H
1 * Send From Mame: @ !
1 * Send From Email: @ 1
i * Thank vou Page: <htmlr<titles>Thanks for Subscribing</titler</head>r<body>Thank !
H wou for subscribing to our mailing list!'</bodyr</html> !
e ® |
£ Thank you Page URL: hittp:ff @ i
\ * Error Page: <htmlr<head><title>Some Errors i 1
i Occurred</titler</headr<body>The following errors hawve i
i occurred: $ERRORLISTE: ]
H <& href='javascript:history.go(-1)'>Try v | 1
(R Error Page URL: http: @ |
H [ Cancel ] [ Finizh ] 1
Fig. 8.9
. .. . \ ' e
e Send From Name: This is the Name of the form to show in the ‘From’ field for th
form.

is

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

form.

e Thank you Page: You may enter content to show the person once they have
subscribed.

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

e Error Page: If there is an error, you may choose to show the person some content

that you place in this field.

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

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

on this page.

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

52



* Confirmation Subject:

* Confirmation Email:

* Confirmation Page:

R Confirmation Page URL:

Confirm Subscribe Request (7]

Hi,
Flease click on the link below to confirtm yvour subscription of
5EMATL: to the following mwailing lists:

LIBT3

<html><title>Subscription
Confirmation</title></heads><hody>Please check your email to
cowplete vour subscription...</bodys</html>

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

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

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

email.

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

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

this page.

* Thank vou Subject:

* Thank. wau Email:

* Thank vou Page:

R Thank ywou Page LIRL:

Subscription Complake 7]

Four subscription to our mailing list is now complete. Thank
wou!

<htwlr<title>Thanks for Subscribing</titlex></head><body:>Thank
you for subscribing to our mailing list!</hodys></html>

hkbp: gy

Form Saved Successfully

; o Your form has been saved successfully. |
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Unsubscription Form

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

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

:Create Form (Step 2 of 3)

ECDmpIete the Form below ko create a new Modify Subscriber Details Form,
'Click on the "Continue to Skep 3" button bo continue.

E[ Cancel ] [ Mext ] E
v * Farm Hame: Client Update Form (7
| * Form Design: Diefault White v | @ 5
E E Preview Form ;
E Test Mailing Lisk: [es E
i Firsthame: Oyes 0 | @ ;
E Surnanme: |:| yes |0 E
E [ Cancel ] [ et » ;
Fig.813

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

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

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

this form.

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

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

! Complete the Form below to create & new subscription Form,
1 Click an the "Save Form® button ko continue.

E Cancel ] [ Finish ] E
E * Send From Mame: (7] E
E * Send From Email: (7] E
E * Thank vou Page: <htmlr»<title>Thanks for Updating your E
i details</titler</head><body>Thank you for updating wyour ]
H details on our wailing list!'</bodyr</htmls 1
: @ |
H R Thank you Page LRL: http: ] (7] :
E * Error Page: <html><headr<titlerSome Errors [ E
H Oocurred</titler</head><body>The following errors have !
H occurred: $ERRORLISTE 1
i <a href='javascript:history.go(-1)'>Try v | :
E R Error Page LRL: hkkp: | (7] E
E [ Cancel ] [ Finish E
Fig. 8.14

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

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

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

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

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

Click ‘Finish’ to create the form.

Form Saved Successfully

E 0 Your form has been saved successfully. E
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Statistics

What are statistics?

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

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

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

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

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

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

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

« Mailing List Statistics: View information about each mailing list including number
of subscribers, active/inactive, confirmed/unconfirmed subscribers etc.

¢ Link Click-through Statistics: View information about links & click-throughs from
newsletters and auto responders.

:Statistics

ESeIect a skatistics report bype below and click "Mext" to continue,

E[ Cancel ] [ et & ]

i * Statistics Repork: (&) Mewsletter Send Statistics (@)

i () Subscriber Statistics @
() Subscriber Dates @
() Autoresponder Statistics (@)
() User Statistics @
) Mailing List Statistics (7]
(3 Link Click-thraugh Statistics (@)
[ Cancel ] [ Mext w

Fg.92
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Newsletter Send Statistics.
Choose Newsletter Send Statistics and Click *Next'.

 Statistics (Newsletter Send Statistics)

1 Before you view skatistics, please choose a mailing lisk boowark with,

[ Cancel ] [ Mgt ]

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

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

Statistics (Newsletter Send Statistics for ‘Business Mail List")

The following lists information regarding the newsletters sent For the specified lisk, Select a newsletter for more detailed statistics.,

c=l  Test newsletker 22 Sep 2004 1 4 seconds Yes Wigw

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

Statistics (Newsletter Send Statistics for '‘Business Mail List")

The newsletter 'Test newsletter' was sent to the 'Business Mail List' lisk with the Fallowing details:

Diate Sent: 22 Sep 2004
i Date Finished Sending: 22 Sep 2004 i
i Recipients: 1 kext recipients, 0 HTML recipients i
i Opened By Unknown i
; Email address: Mot used ;
i Active [ Inactive Subscribers: Ackive i
i Confirmed J Unconfirmed Confirmed i
' Subscribers: 1
Fig. 05 I '
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Subscriber Statistics

 Statistics (Subscriber Statistics)

1 Before you view skatistics, please choose a mailing lisk o work with,

[ Cancel ][ Mgt = ]

* _hoose & mailing list: Business Mail List (52 subscribers)

‘Statistics (Subscriber Statistics for ‘Business Mail List")

Complete the Form below ta filker subscribers for this report {optional).

[ Cancel ][ Search ]

* Shabis: Active v | &

* Confirmed: Confirmed v | &

* Format Either v | @
Match Email: (7]
Filker by Cate: [es, filter by date (7]
Members Per DisplayvPage: 20 | (7]
Clicked an Link: Mot Applicable v | @&
date: [(es, Filter by date

Search Description:
Do you like my site?; all w

Payment byvpe: all values bl

Cancel ][ Zearch ]

This screen requires you to enter more information about the subscriber(s) for this statistical

report. The details you provide on this form will be used to look for all relevant records.
Filter results of the report based on the following:

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

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

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

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

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

‘f‘our search returned x results, Currently displaving page 1 of 1 pages.

)

a 21 Sep 2004 fBckive  Yes g
@ 21 Sep 2004 Ackive  Yes Yiewy
a 21 Sep 2004 Active  Yes Yiew
a 21 Sep 2004 Ackive  Yes Yigw
Fig.9.11

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

Subscriber Dates

Statlstlcs (Subscriber Dates)

) Before woul wiew skatistics, please choose a mailing lisk ko work with,

: [ Canoel ] [ Mest » ]
* Chonse a mailing list: Eusiness Mail List (82 subscribers)
|@.|
Cancel ] [ Mext = ]
Fig.9.12

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

1 The Following lists the number of subscribers per vear For the specified mailing list, Select a wear to view subscribers per month

You will be presented with the available year statistics. Choose view to view all statistics that

you need from a specific year.

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

EThe following lists the number of subscribers per month For the specified mailing list, Select a month bo view subscribers per day

& danzoo4 o Yiew
5 Febzo04 i Yiew
5 Mar z004 i Yien
5 Apr 2004 o Wiew
S May 2004 0 Yiew
LS 2un 2004 0 View
& uzoo4 0 Wi
= Aug 2004 o Yiew
5 Sepzoo4 g2 Yiew
& octzond 0 Yienw
= MNov 2004 o Yiew
5 Deczo04 i Yiew
Fig.9.14

You will then be presented with all the months within the chosen year. This allows you to

see how many subscribers for each month at a glance. Click ‘view’ to choose the month that

you require to narrow your search by the month.

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

60



'Statistics (Subscriber dates for 'Business Mail List")

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

September, 2004

1st 2nd ard 4th
: 0 0 0 o

!l sth Bth 7th Bth ath 10th 11th
o 0 0 0 0 0 0

i 12th 13th 14th 15th 16th 17th 18th
o 0 0 0 0 0 0

!l 19th z0th zlst zznd 23rd z4th 25th
‘o 0 8z 0 0 0 0

| 26th 27th 2ath 25th 30th

o i i i i

Fig. 9.15

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

Auto-responder Statistics

‘Statistics (Autoresponder Statistics)

| Befare you view statistics, please choose a mailing lisk bo waork with,

[ Cancel

Mext »

* Choose a mailing lisk:

Business Mail List (82 subscribers)

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

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

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

1 The Fallawing lists information regarding the autoresponders setup For the specified lisk, Select an autoresponder For more detailed statistics.

Mo autoresponders have been set up, Please click on the button below to view another repart,

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

EThe fFollowing lisks information regarding the aukoresponders setup For the specified lisk, Select an autoresponder For maore detailed statistics,

c=il  Important Information Unknown 1 haours after Wi

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

User Statistics

‘Statistics (User Statistics)

ESeIect a user ko view statistics about that users activities, Click Mext' to continue,

[ Cancel ] [ et = ]

* Select a user: adriin (Administrator)

 Statistics (User Statistics for 'admin - Administrator')

E The following lists the number of emails sent by the specified user per month, Select a month o wiew daily statistics

'Ok 2004 3 Yiew

Sep 2004 22,085 Yie
Fig. 9.20

You can view at a glance, how many emails have been sent by the specified user. Click
View’ to see the statistics for a specific user.

Statistics (User Statistics for "admin - Administrator®)

The Fallowing lisks the number of emails sent by the specified user per day. Select a date ko wview details of the sent newsletter

30 Sep 2004 22,053 Business Mailing List Completed Wigw
7 Sep 2004 5 Lest Completed Wig
7 Sep 2004 3 Lest Completed Wig
7 Sep 2004 3 Lest Completed Wig
Fig.9.21

Click on the ‘View' link to view more specific details about a specific newsletter.
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i Dake Senk: 30 Sep 2004 i
i Diate Finished Sending: 30 Sep 2004 i
E Recipients: 0 text recipients, 22,046 HTML recipients E
i Cpened By Tracking was disabled i
i Ernail address: Mot used i
i Active | Inactive Subscribers: Active i
i Confirrmed [ Unconfirrmed Confirmed i
' Subscribers: i
i Mewsletker errors: Wiewy Report i
Fig.9.22

Click on the ‘View Report’ link to view a report on all errors with this Newsletter. A pop-up
window and a download dialog box should appear to allow you to download a file in CSV
format.

Mailing List Statistics

Statistics (Mailing List Statistics)

Before you wigw statistics, please choose a mailing lisk ko work with,

[ Cancel ] [ Iext = ]

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

Select the mailing list you would like to use for this statistical report.
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Statistics (Mailing List Statistics for 'Business Mail List")

The following lists information reqarding the selected mailing list,

i Total Subscribers: gz i
i Text Subscribers: 81 i
i HTML Subscribers: ] i
i Active Subscribers: 1 i
i Inactive Subscribers: g1 i
i Confirmed Subscribers: g1 i
i Unconfirmed Subscribers: 1 i
Fig. 924 T J

All available statistics will be shown for the mailing list.

Link Click-through Statistics

Statistics (Link Click-through Statistics)

Before you view statistics, please choose a mailing list to work with,

[ Cancel ] [ Mlext = ]

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

il Custorner Mewsletter 10 az8 Wigw
Fig.9.26 T
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Advanced Features

Please note: If you are not the administrator, then these features may not be available or
visible to you in your program.

User Features
This feature allows you to add users to your program and also choose different options for
specific users of SendStudio.

Click the ‘Users’ link on the top right of the control panel.

. Manage Users

i Lise the Farm below to manage your user accounts, You can add a user by dlicking on the 'Create User Account’ button below,

[ Create User Account ]

Current users: 2 Current Adminiskrators: 1 {vour license key allows wou bo create 48 more accounts)

€1 admin Adrniniskr akor All Lists | All Actions Edit Delete
€1 User1 Userl all Lists Edit Delete
€1 Userz Userz All Lists | All Actions Edit Celete
Fig. 10.1 T

From here you may choose to add a new user or edit/delete existing users. Click ‘Edit’ to edit

a user.

EditUser

E Complete the Form below to edit a user account. When you are done, click on the 'Save' butkan,

[ Cancel ] [ Save

i * Usernarne: (7] i
i * Password: [ (7] i
i Full Marne: @ i
i Email: (7] i
i * Status: Aitive v (7] i
E * fttachments: Yes v (7] E
i Maz Lisks: ] (7] i
i Emails per Hour: n (7] i
i Ernails per Month: i} (7] i
i SMTP Server: @ i
i SMTP Server Port: i} (7] i
i * Display Summaries?: Yes w | @ i
Fg. 102

The ‘User Account Details’ are shown in this first section.
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e Username: The login username of this user when logging into the program.

e Password: The current password of the user when logging into the program.

¢ Full Name: The full name of the user.

e Email: The email address of the user.

e Status: The current status of the user. Choose between Active & Inactive.

e Attachments: You can allow the user to send attachments with their newsletters.

e Max Lists: You may specify a maximum number of lists for this user.

e Emails Per Hour: You may specify a maximum number of emails allowed to be

sent for this user per hour. Enter 0 for unlimited.

e Emails Per Month: You may specify a maximum number of emails allowed to be

sent for this user per month. Enter 0 for unlimited.

e SMTP Server: Specify a mail server to use. Leave blank to use the local server.

e SMTP Server Port: Specify a mailing port to use. Leave blank to use the default

port.

¢ Display Summaries?: You may choose to display the number of subscriber when

viewing lists. Turn this off if you have large lists and if you notice a downgrade in

the performance of SendStudio.

The next section shows all the access permissions for this user.

* Administrator:

Add Subscribers via Form:
Manage Users:
Manage Attachments:

Manage Autoresponders:

Manage Banned Subscribers:

Manage Mewsletters:
Cuskomn Subscriber Fields:
Export Subscribers:
Manage Forms:
Import Subscribers:
Manage Lists:
Manage Subscribers:
Remowe Subscribers:
Schedule Mewsletters:
Send Mewsletter:
Skakistics:

Mewsletker Templates:

Mo | @
es
|:| es
es
es
es
es
es
es
es
es
es
es
es
es
es
es
es
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Fig. 10.3

Administrator: Is the user an administrator? If so, choose ‘Yes'. If the user is a normal
user, choose ‘No'.

All other options allow you to give the user access to the resource named on the left hand
side. If you do not check the box, the function will not be available and in some cases will
not appear when this user logs into their admin section.

* all Current and Mew Lists: fifae HE AN ]

This option gives the user access to view all Current and New Lists. Select *No' if you would
like the user to only have access to their mailing lists that they create using their own login.
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Glossary / Definitions

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

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

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

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

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

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

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

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

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

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

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

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

Spam: This is unsolicited and unwanted email correspondence.

Interspire Pty Ltd | http://www.interspire.com 68
Copyright 2004, All Rights Reserved



	SendStudio 2004
	End User Guide
	Introduction
	Getting Started
	Mailing Lists
	What is a mailing list?
	Why do I need a mailing list?
	Creating and Managing Mailing Lists
	Process Bounced Emails

	Subscribers
	What is a subscriber?
	Add Subscriber
	Import Subscribers
	File Option
	The Database Option
	Email Option

	Exporting Subscribers
	Removing Subscribers
	Adding Banned Emails
	Managing Banned Subscribers

	Newsletters
	Creating a Newsletter
	The HTML Content (Visual editor)

	Manage Newsletters
	Send Newsletters

	Manage Templates
	What is a template?
	Why should I use templates?
	Creating and Managing Templates

	Manage Custom Fields
	What is a Custom Field?
	Why should I create and use Custom Fields?
	Create a Custom Field

	Manage Auto Responders
	What is an Auto responder?
	Why should I use an auto responder?
	Create and Manage Auto responders

	Manage Forms
	What is a form?
	Creating and Managing Forms
	
	Subscription Form
	Unsubscription Form
	Modify Details Form



	Statistics
	What are statistics?
	Creating Statistical Reports
	Newsletter Send Statistics.
	Subscriber Statistics
	Subscriber Dates
	Auto-responder Statistics
	User Statistics
	Mailing List Statistics
	Link Click-through Statistics


	Advanced Features
	User Features

	Glossary / Definitions

