EMAIL-CAMP QUICK START GUIDE

Introduction

Email-Camp.com provides a powerful, all-in-one email marketing tool that's incredibly easy to
use. From building a mailing list and creating personalized email campaigns, 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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Help Guides and Tutorials
Sending your first email campaign

Sending your first email campaign is a simple task but requires some initial setup before we
can proceed. Follow the simple steps below and you'll be sending your first email campaign in
no time.

Step 1. Create your mailing list
A mailing list is a collection of your subscribers’ details. It includes their email address and
any optional fields such as Name, Age and Sex which you can create. When sending out an

email campaign, you send it to a mailing list which means everyone on that list will receive
the email.
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To create a mailing list, click the "Create a Mailing List" option under the "Mailing Lists" tab.
Step 2. Create custom fields (optional)

Custom fields allow you to collect extra information about your subscribers, such as Name,
Age, Sex, Country, etc. You can create as many custom fields as you like and you can use
them in the content of your email campaign.

Custom fields need to be created before you create your subscription form as they are
included as fields that can be filled in by your web site visitors along with their email address.
More on this later.
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Create Custom Field
Enter the details of the custom field in the form below.

[ Cancel ][ Mext == ]

Custom Field Details

* Custom Field Mame: First Mame
* Custom Field Type: Text Field
Required: Yes, this fi

Cancel

To create a custom field, click the "Manage Custom Fields" option under the "Mailing Lists"
tab.

Step 3. Add/import subscribers

Before you can send an email campaign you need someone to send it to. In step 1 we
created a mailing list. In this step we will look at 3 different ways you can add subscribers to
your mailing list:

1. Import subscribers from a file

If you already have a list of subscribers in a file on your computer, you can upload
that file into the system and add the subscribers to your new mailing list. To start,
you will need to export your subscriber list from your other mailing program. You
should export your subscriber list into a CSV (comma separated value) file. A CSV file
will contain a list of your subscribers’ details in a line-by-line format, such as:

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

Move your mouse over the "Subscribers"” tab and click the "Import Subscribers"
option, as shown below:
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To import subscribers from a file, click the "Import Subscribers" option under the
"Subscribers" tab.
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This will start the "Import Subscribers” wizard. Choose the mailing list you want to
import subscribers to and click the "Next >>" button.

The example import file 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:

Import Details

* Mark as Confirmed: Confirmed 2] &

* Farmat: HTHL v L2
Owerwrite Existing Details: [] ¥es, overwrite existing subscriber details €
Autoresponders: [] es, add subscribers to autaresponders &

With this step you can set what status etc your subscribers will be imported as.

File Details
Contains Headers: [] ‘es, this file contains headers &
* Field Separator: s L5
Field Enclosure: o
* Record Separator: MEWLIME -4
* Import File: ® Uplaad a file From my computer (5M macimum) =

Browse...

O Irnport & File From my web site &2
[ Cancel ] [ Mexdt = ]

To import subscribers from a file, click the "Browse..." button to choose the file.

If your import file contains a line of headers like this:

EMAIL,SEX,EMPLOYED,DATE
userl@site.com,MALE,Y,20030101
user2@site.com,FEMALE,N,20031014
user3@site.com,MALE,N,20020706

... make sure you tick the "Yes, this file contains headers" checkbox. Click the "Next
>>" hutton to proceed to the next step.

You will now be asked to map the fields from the imported file to the fields in the
system. Simply click the dropdown box next to each field that was found in the file
and match it up to the field in the system. Here's an example for an import file that
included "Sex" and "Age" custom fields:

=
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Import Subscribers

IUse the form below to define which impart fields should map to which subscriber fields.

[ cancel |[  Mexts» |

Link Import Fields

Match option 'EMAIL' to field | Email Address v|| &
Match option 'SEX' to field | Sex v @
Match option 'AGE' to field | Age vl | &

[ cancel || Mexts |

Click the dropdown next to each imported field to map it to the appropriate field in
the system.

Click the "Next >>" button when you are done. Finally, click the "Start Import"
button. Your subscribers will be imported one by one and the popup window that
appears will show you how many subscribers have been imported and how many
remain. You will see a final report when all subscribers have been imported:

Import Subscribers

@ The subscriber import has been completed successfully

1 subscriber was imported successfully

0 subscribers were updated successfully

0 subscribers contained duplicate email addresses

0 subscribers are unsubscribed

0 subscribers are banned from joining this mailing list
0 subscribers contained bad data

0 subscribers were not imported successfully

* &+ * & + ¥ &

The final screen will tell you how many subscribers were imported. It will also tell you
if your subscriber file contained bad data.

Type in subscribers manually

If you only have a handful of subscribers to add to your list, you can use the "Add
Subscriber" form to add them in manually. Move your mouse over the "Subscribers"
tab and click the "Add Subscriber" menu option:
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To add subscribers by typing them in, cIik the "Add Subscriber" option under the
"Subscribers" menu.

Choose a mailing list to add subscribers to and click the "Next >>" button. Fill out the
form by typing in their email address and values for any custom fields you've created
for the mailing list.

New Subscriber Details
* Email Address: |user 1@site, com
* Format: | HTML
* Confirmation Status: | Confirmed
Custom Fields
Full Name: |J|:|hn Doe
* Age: |45
* Sex: ®male OFemale

Complete the form to add a subscriber to the selected mailing list.

When you're done, click "Save" to save the subscriber to the mailing list and add
another subscriber. Click "Save and Exit" to add the subscriber and return to the
main page of the system.

Create a subscription form for your web site

If you want to offer visitors to your web site a way to signup to your mailing list, you
can create a subscription form in the system to add to your site. You will need to
have a little experience with HTML to add the form to your web site.

To get started, click the "Website Forms" link shown in the top right-hand corner of
the system. This will take you to the "Manage Website Forms" page. Website forms
are special forms that you can create. You can create website forms to accept
subscribers, for someone to unsubscribe, modify their subscription details or send an
email campaign to their friends.
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Click the "Create Form" button to create a form. Type in a form name and make sure
you choose the "Subscription” option from the "Form Type" dropdown. If you aren't
sure what any of the fields are, just move your mouse over the help icon next to that
field:

Create Website Form

Here you can create forms to place on your website or inside emails, These forms ar

[ Cancel ][ Mext == ]

MNew Form Details

* Form MName: |I'-‘Iy Mewsletter Subscription Farm

* Form Design: | Clazzic White (Default)

* Form Type: | Sub=cription

* Choose Format: | Allow Subscriber to Choose
Require Confirmation: Yes, this form requires confirmati

Creating a form to accept subscribers from your web site is easy.

Click the "Next >>" button. Depending on which form options you chose, you may or
may not be required to enter more details. Again, if you are unsure of anything just
move your mouse over the help icon next to the field and read the help text.

Once you've created your form you'll be taken back to the "Manage Website Forms"

page. Simply click the "Get HTML" link next to your new form and paste that code
into your website to add the subscription form to your site.

Step 4. Create your email campaign

The most important part of your campaign is the email you will send to your mailing list. Let's
now look at how to create a simple email campaign by choose a professionally pre-designed
email template from those included in the system.

Move your mouse over the "Email Campaigns" tab and click the "Create Email Campaign"
menu option:

ﬁ; Mailing Lists p'?* Subscribers B Email Campaigns
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Creating a simple email campaign in the system.
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Complete the "Create Email Campaign form". Choose "HTML" for the format. In this example
we will create a basic HTML-only email campaign with graphics and formatted text. Finally,
choose one of the professionally pre-designed email templates from the "Email Template"
box. Use the preview link to view all of the templates. Click the "Next >>" button when
you're done.

Email Campaign Details

* Ernail Campaign Mame: Mew Email Campaign @

* Email Campaign Farmat: HTML and Text (Recommendsd) (»] @

Email Template:

Business [A]
Generic 1 Promation
Generic 2 Promation
Generic 3 Promation [
Generic 4 Promation
Law Fromotion
Law Fromotion 2 Column
Medical
Real Estate Promation
Scientific i
Techhnlnow Comnanu ]

l Content Block Heading

€

@ Show Larger Preview

[ Cancel ][ Mext == ]

Creating an email campaign using one of the many included professionally designed email
templates in the system.

When the next page loads, type in a subject line for your email campaign. This is the text
subscribers will see when they look at the emails in their inbox, so make it short and to the
point. Scroll down the page and you will see the email editor. You can type in text content for
your email here. In this example we'll just copy and paste a few paragraphs of text from
Microsoft Word using the editor's "Paste from Word" function:

2 ®&-4 VB U I |iz iz
Def b Paste Cirl4v R B W W

Paste as Flain Text

|W] Paste from M5 Word Ctrl+D l}= Cum bonorum expe
- SOdVILd = 2L TS
* otiam
* dicopre maoderatne DMMutat medns suavitate é
* Graece detraxit moderatius. Diam deseru
# Ei munere aleifend convenire consetetur, in
* Cum bonorum Graece dE:lj"' t E'.E.l::rs.lje
* Scripta graeci oratio populo consequat h

o

Creating the content of your email using the built-in WYSIWYG editor.

Under the email editor you will see two links: Insert Custom Fields and Insert Unsubscribe
Link. You should always include an unsubscribe link in your email, and if you don't the system
will warn you when it saves.

To insert the value of a custom field in your email campaign just click the "Insert Custom
Fields" link:
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% Close
Insert Custom Field

Mailing List "Chris Test'

Full Name Insert
Age Inzert

Sex Inzert

Inserting a custom field into your email campaign's content.

Choose the custom field you want to add and click the "Insert" button next to it. The custom
field will be added to your content and will be represented by a placeholder variable, such as
%%Email%% or %%First Name%%. When the email is sent, these values will be replaced
with real values from your subscriber mailing list. For example, %%Email%% might be
replaced with userl@somesite.com and %9%First Name%% might be replaced with John.

Complete the "Attachments" section of the form if you want to include file attachments with
your email campaign. Before clicking the "Save and Exit" button to move on, send a preview
of your email using the "Send Preview" section of the form.

Congratulations, you've just created your first email campaign! Let's now move on to send it
to your mailing list of subscribers.

& Email Marketing Tip #1: To avoid having your email marke

Manage Email Campaigns

IUse the form below to review, edit and delete email campaians.

-;;} Email campaign updated successfully

Congratulations, you've just created your first email campaign!
Step 5. Send your email campaign

Sending your email campaign in the system is easy. Let's look at how to send a campaign
straight away using the build in popup window sending system. If your administrator has
setup scheduled sending for the application you can also use that too.

To send your campaign click the "Send Email Campaign" link under the "Email Campaigns"
menu:

=

i=r  WiseTarget | http://www.email-camp.com
%’ Copyright 2008, All Rights Reserved



Aﬁ- Mailing Lists ,-"-* Subscribers (B8 Email Campaigns

w Email Campaigns

./ Getting started. Creating and sending yo Create an Email Campaign
walr email campaian, Finally, send wour ca

Send an Email Campaign

Y cheduled Email Queue

Did you know? You can address vour readers

Sending an email campaign using the popup window method

When the page loads choose the mailing list you want to send your campaign to. For this
example, check the "All subscribers in the selected mailing lists below" checkbox. Then click
"Next >>" to continue.

Send an Email Campaign

Ise the form below to setup sending options For this mailing,

@ This email carmpaign will be sent ko approximately 3 subscribers, Read Mare

[ Cancel ][ Mext == ]

Sending Options
Send Immediately: s, send this email campaign immediately @

Motify Crner: ‘fes, notify owner(s) via email @

Email Campaign Details

* Send an Email Campaign: | Test v €@ @ preview
* Send From Mame: |EmaiI—Camp | @
* Send From Email: Isupport@email—camp.com @
* Reply-To Email: Isupport@email—camp.com 2]
* Bounce Email: ':uounce@email-camp.com (2]
Send Multipart: ‘fes, send the email as mulkipart @
Track Email Opens: ‘s, track opening of HTML emails @
Track Links: ‘fes, track all links in this email campaign @

L [ es, track my campaign using google analytics L2

[ cancat ][ Mext=x |

On the next step choose the email campaign you want to send from the dropdown list and
leave all pre-selected options as they are and click "Next >>". If you wish to schedule email
campaign to be sent at later date or time, uncheck “Yes, send this email campaign
immediately.” You can change any form options if you like.
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Send Email Campaign

This email campaign will be sent immediately, Click on the 'Start Sendi

#* Email Campaign Mame: Acme.com MNewsletter Issue #29
#* Subscriber List(s): Acme Subscribers
* Total Recpient(s): 7

[ startsending |

Getting ready to send an email campaign using the popup window method

Finally, click the "Start Sending" button to send the email campaign to your subscribers.

Sending Email Campaign...

4 emails have been sent,
There are 3 emails left to send, Please wait.,

Time taken so far (approx): 3 seconds
Time until completion (approx): 2 seconds

Pause Sending. You can always resume later.

Sending an email campaign using the popup window method

When the window closes, the email has been sent to all subscribers in the mailing list. Check
your inbox too, because as the owner of the list you will receive a notification that the

campaign has just finished sending.

Congratulations, you've just created and sent your first email campaign!
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