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Getting Started

In this walkthrough we will be creating a newsletter campaign that demonstrates
important features of the service and gets you started with email marketing;

This exercise is designed so that you can follow these steps from start to finish. You
will add your contacts, select and edit a template, schedule your email delivery and
finally monitor the status of the campaign. There are many options or advanced
features that we may not explore in this walkthrough. For more details, tutorials you
may please visit the learning center.

Here are a few tips or requirements to consider before performing this
exercise:

1. Login details of the designated email account are required from
which you plan to send email messages. (The ‘“from email id”).

2. List of targeted contacts. For bulk upload you may use an excel sheet
in the prescribed format.

3. Optionally you may need your organizations logo, a template or a
designed html email if you wish to use your own (a wide variety of
pre-designed HTML email templates are available online in the
system for your use).

4. Your message — whatever you wish to communicate...
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Step -1

Sign-up for an account

To create a user account and use the service, Click here to Sign-up. Or visit our website at
www.newsletterservices.in and click on Sign up. Follow instructions on the next screen to create your account.

Create Your Account

Thank you for choosing us.

NewslLetter Services adds value to your marketing efforts by making it easy for you to design effective email
campaigns that deliver relevant and timely messages and hence drive responses.

Sign up for a Free Trial or buy a package now!

User Name:*

= Password must contain atleast one upper case, one lower
Password:

case and di

“From Email
Account Chackbox

Re-type Password:"

Email Account:* | [[] Send campaigns using this email account |

Phone: Mobile:

Address Line 1:*

| |
| |
Address Line 2: | ‘
Postal Code: | ‘

City:"

| |
| |
| |
| |
First Name:* ‘ | Last Name:*
| |
| |
| |
| |

State: Country:* Select Country -

@ Free 30 days trial account
(@) Buy a package now (with 30 days money back guarantee).

Apply Promo Code lontl'onal}l ‘ ‘ Apply ‘ ‘

[7] 1 have read and agree to the terms of service including the anti-spam policy

e

Instructions:

Fill in your contact details.

2. Password should be a minimum of 6 characters and must contain at least one upper case, one lower
case and digits. (e.g. : aB12de)

3. To use your contact email id as your designated email id for sending email select the following
checkbox “Send campaigns using this email account”
4. Agree to the terms of setvice, click on the register button.

Check your email account; you will receive a confirmation email containing your login details.



http://newsletterservices.in/Add_User.aspx
http://www.newsletterservices.in/
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Step-2

Authenticate your “from” email address.

On the successful completion of the registration process you should receive an email containing your login
details as mentioned in step-labove. Using these login details you can now login to your account and get
started.

To make things easier for you, we have included on the welcome screen a four step wizard. Using this wizard
you can get started with creating your first campaign in less than a few minutes.

On your first login you will be presented with the following welcome screen:

Welcome! to your account

Thank you for your registration. Please follow the basic steps to start using newsletter service.

Step - 1: Add your "From Email Account”

. . . . . Create Now...
this email account use for sending your Email Campaign

Step - 2: Create an email group

this group for adding email accounts

Create Now...

Step - 3: Add contact email accounts
add email contacts to send an emails

Create Now...

Step - 4: Create a email campaign
this email account use for sending your Email Campaign

Create Now...

To start sending email campaign you should have at least one authenticated email account configured as the
g paign y gu

“from address”. You will also need to add your contacts to a group. These steps will be explored in later

sections.

On the above screen, click on the “Create Now” button for Step — 1 or on the menu bar click on Add >>
New “From” Email Account, Follow on screen instructions to add the “from’ email account. This address
is used all your email campaigns and the recipients of your emails will see this address as the senders address.

“This step is optional if during registration you selected to use your contact email id as the “from” address. However you would still
recetve an anthentication email which you will need to process.”

Note:

The steps mentioned in this walkthrough can be performed using the welcome screen. Later on the same
can be performed using the menu bar shortcuts.
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Step-3

Create a contact group and add contacts

Create a contact group:

Organizing contacts using groups helps you classify contacts according to their relevance and send them
targeted email campaigns. To add contacts in to the system you need to first create a group.

1. To create a group, on the menu click on Add > New Group

Add an Email Group

Group Name:

Group Description:

2. Add a group name and description (for e.g. Group name: Business Partners and Description: Partners for a
Setvice / Product)
3. Click the Add button.

Note:

Adding descriptive name and descriptions will help you manage your customer lists and groups better.

Once you have created groups, you can add contacts. ..
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To add contacts, on the menu bar click on Add >New contact

There are three options available to add contacts; you may choose any of them as per your requirements

The options available for adding contacts are:

1 Option-1: You can add only email accounts as your contacts
1 Option-2: You can add email accounts along with selected details (e.g. First Name, Last Name, etc.)

1 Option-3: For bulk uploading of contacts you can use an excel sheet containing contact details
(Please see the prescribed format)

Add Contacts

From Address : My Freinds -

P Select a group
4 Option - 1 .

@  Add Email Accounts Only

| 1 Add Email Accounts and Contact Details |/éi Dptlon -2 .
| ) Add Contacts using an Excel file | Click here to download a sample file P‘é Option - 3 '

ADD Contacts || Cancel |

Option -1

Using this option you can add only email accounts to your contact database. You can type or paste email
accounts in the textbox and click the “Add Contacts” button. (You may paste / type one email account on
each line).

@  Add Email Accounts Only

demol@demo.com
demo2@demo.com
\t.:lhemDB@demD.cum

Add Email ID’s
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Note:

This is quick method for adding email accounts to your contact database, However since no additional
details (name etc) are stored in your contact database this method is most useful only for generalized emails.
Personalized emails are more effective and we recommend that you add personal / otganization details to
the contacts database for better results.

Option -2

In this option you can add your contact’s email accounts along with personal or organization details as per
requirement. You can enter details in the screen presented. Select the fields from the drop box as shown below
and enter the relevant data:

@  Add Email Accounts and Contact Details Select Field Mame

Email Address First Name - Select Type - Organisation Name w | Addressi 0
| | |l | Ii

| || | |l |l Il

| | ||l | i

| || | |l |l Il

| | |l | Ii .
1| 1 }
Note:

In this option you can add only 5 contacts at a time in the database. But if you have large number of
contacts then you can use option-3.

Option -3

Using this option you can add a large number of email ids with their names and other details very quickly in to
your contacts.. You may simply download the excel sheet, organize your data in the prescribed format and then
import the same.

xs [Compatibility Mode] - Microsoft Excel

= Home Insert Page Layout Formutas Data Review View @ - 2 X
=1 % Arial -110 - A AT (W= vty ) 74 13 MRAR = - A :
A A = W o General - > b ) ,Ald ; i
P_t_] o ¢ EES ,68 08 C d(id | F.ﬂ ] o 'a y F‘}d&&
aste B 7 - .|| Ly~ - iE 3 T $ - % 9|82 onditional Format  Cel oot in
- J a — A E 'F b Formatting v as Table » Styles~ =iFormat~ /2~ ! Select~
Clipboard = Font . Algnment . Numbet & Styles Celis Editing
Gl6 v (. ] %]
A B c D £ F G| H | J K =
1 FirstName LastName OrganisationName EmailAddress Address1 Address2 Phone MobileNumber City State PostalCod C
2 Demo Demo Demo demo@demodomainname com Demo Demo Demo Demo Demo Demo Demo D
3
4
5
6
7
8
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Using the excel sheet you can add multiple email id with their names and other details. Refer to the demo data
in the excel sheet on how to organize your data. Remember to clear the demo data before uploading the excel
sheet.

Note:

Email Address is a mandatory column, and a file with incomplete or incorrect details in this column will not
be processed. Please also note you cannot change the column headings.

Once your sheet is ready upload the same by clicking on the browse button and the click on “Add Contacts”
button.

@  Add Contacts using an Excel file | Click here to download a sample file Browse the File
Import From File (file format: .xls) | ” Erowse... | Location

Note:

This method is useful for adding a large number of contacts to your contacts database, also please note that
except for the email address field other data is not mandatory.
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Step -4

Create a campaign

Since the basic steps of authenticating the “from address” and adding contacts are completed we can now
proceed to creating a campaign.

1. To create a campaign click on Add > New Campaign

2. On the screen presented type in a campaign name

Type campaign
name here

View & Select Templates From Following Thumbnails:

Add Campaign

Type Campaign Name :

VIEW

| seLect

New Year New Year New Year

Greeting 4 - - Updates
reeting Greeting 3 Greeting 1

P .H'-_.i."r'.l Ay Vg iy e bl =~ '_

2040 :.’ . o
- -
VIEW | SELECT
VIEw | SELECT VIEW | SELECT VIEw | SELECT

3. Select any one template from below given pre-designed templates and then click on the “Save &

Continue” button.
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Step-5
Add email details

After creating a campaign name and selecting a template, you need to add email details for sending emails.

On the screen presented please enter the following details as shown below:

Add Email Settings
Subject - || |
From Name - | | From Address : == Select Email Address »» -
Reply Address 1 =< Select Email Address == -
Attachment : | || Browse.. | Add
Create Webpage : [] (& personalized web version of the email will be created for the recipient)
Display Text - |Prublerns viewing this email Link Text - |Click here
Forward Email to a friend : [7] (& forward email link will be included in the email message)
Display Text 1 |Forward Mail | Link Text : |Click here
| Continue | | == Back

Explanation:

0 Subject: Type the subject line of the email; this is the subject line that your contacts will see for this
email.

0 From Name: Type the senders name in this field.

0 From Address: Select an authenticated email address for sending this email.

0 Webpage Version: Selecting this option creates an HTML page of this email and includes a link to
the same in the email, which your contacts can view in case they are unable to view the email correctly.
- Text line: include the display information for the HTML Version of the email

- Link line: include the link to the html version of the email
0 Forward Email to a friend: Select this checkbox to include a forward email option in to the email.

when a recipient clicks on this option he will be presented with an web page asking for the forwarding
details.
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- Text line: include the display information for the “Forward Email to a friend” page .

- Link line: include the link to the Forward Email to a friend” page.

Enter the above mentioned information and click on the “Save & Continue” button.

Step -6
Modify the selected template

On the next screen presented, you will have the option to edit the template, add your message, insert your
company logo or any other images (an option to upload your images is also provided) and modify the look and
feel of the template. This screen presents to you a full featured WYSIWYG HTML editor which enables you to
make changes you desire. You may preview the changes to view the final look of the message.

Do remember to add the contact fields (for e.g. First Name, Last Name of the Contacts etc) in your message to
personalize the same.

Add Email Design

Select field of
the added
contacts

W
I
1]

Boldal i | A |l ke | PR e

Click and upload your
images for template

Dear Mr. Sir / Madam,

The year 2009 i ming te o :
remember you with gratitude fc placed in us. We

send you & r family our warmest wi for a year ahead full
of joy and

On this o n we have launched N
ution which helps
audience e ely.

As a New Year gift we offer you a package worth Rs.
5000/- absolutely free. You may please obtain the same by
registering here with the promo-code:
12345663255656869993.

Design mode HTML faxt

After you are done with the changes click on the “Save & Continue” button.
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Step -7

Select your targeted contact group.

Select the targeted contact group to which you wish to send the emails; you may select multiple groups based
on your choice.

Edit Recipient Group

Select your Added
Group
| My Freinds (5 contacts) P

Select the email group(s) and click on the “Save & Continue” button.




NEWSLETTERSERVICES.IN

Step -8

Schedule your email campaign.

Congratulations! Your email campaign is ready to send. You now you have three options:
1. Send the same immediately,
2. Schedule it for later at a date and time of your choice or

3. Save it as a draft for reviewing later.

Add Campaign Schedule

Set schedule to:

MNow - Send it now.

Schedule - Set delivery for a later Date & Time

Set Date: | | =

Set Time: HH : MM {Approximate Time)

Draft - Save as draft, can be scheduled later as required.

Select the option of your choice and click on the Continue button

On the final screen presented you are presented with a confirmation message.

Emails Status

You have completed the proccess, please see below

Your email will be sent at: 01/01/2010 17:21
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Step -9

Check the status of your campaign.

To view the current campaign status, on the Menu bar click on Reports > Campaign Reports

Welcome Mahesh Home Add w Edit ¥ Reports ¥ Settings ¥ Help »

Campaign Reports

Campaign Delivery Report 1 Usage Report

- N - - Viewed Email

. ng Fror Fodq

Campaign Name Count Count Count cq . . . =L
Campaign Delivery Details

New Yeaar 1 =3 u} u] X i X 5
Viewed Email - Archived
Detail Report - Archived More...

On the screen presented check the status column, it should display the status of the email campaign.

Campaign Delivery Report
= Success Pending Error Processing Cancel Delete tal
Campaign Name Count Count Count Count Count Count | T0tal Count
Mew Year 1 2 u} u} o u} u} 3
Status of the More...
- campaign
— A mpaie
A From Address Schedule Status 2
Campaign Name Reply Add e Status Action Edit
New Year 1 maheshchalke@gmail.com MNowi
maheshchalke@gmail.com i/1/2010 5:21:00 PM Done Archive
Copy

Note:

If Campaign status is shown as “Pending”, it means that the email are being sent and are in queue or that
the campaign has been scheduled for a later time or that it is saved as a Draft. Campaigns with the status
marked as “Done:” mean that they have been completed and delivered.

This completes the Walkthrough, Thank you.
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