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ChecKlist

1. Upload an email list
2. Create the Content
3. Address, Assemble & Send

Upload List
IMPORTANT!

The file to be uploaded for use with Email Marketing is expected to be a plain text file containing your

unique ID's (client ID) only, one entry per line. Each ID record line should be terminated by a carriage
return/line feed (CR/LF or 13/10 ASCII).

How to upload a list of IDs

1. Login to the Admin Tool.

2. Click the Email Marketing link in the left navigation
bar.

3. On the Create and Manage Lists tab click the Upload a
recipient list button

Upload a recipient list I

). The Upload a list of IDs

page displays. See figure 1.

4. Enter the list name.

5. Click the Browse button to search for the text file of
Unique IDs to upload.

6. Click Begin upload, or Cancel to abort. The Create &
Manage List page will display with the newly
uploaded list at the top of the list. See figure 2.

How to upload a list of emails

1. Login to the Admin Tool.

2. Click the Email Marketing link in the left navigation
bar.

3. On the Create and Manage Lists tab click the Upload
a recipient list button

Upload a recipient list I

). The Upload a list of IDs
page will display.
4. Click the Upload a list of email addresses tab. The

I Create & Manage Content I Address & Assemble Email I Send & Schedule I Reports |

Create & Manage Lists > Upload id list

[__Upload a list of email addresses |

Upload a list of IDs

To upload a file with a list of user ids, the file must have one client ID per line

Upload list

Enter a list name:
Select your fie Browss.

Begin upload | _Cancel

Mark this list as & test list [

Figure 1

I Create & Manage Content I Address & Assemble Email I Send & Schedule I Reports |

Create & Manage Lists

Create a recipient list Upload a recipient list Combine recipient lists

Manage existing lists:

Test Group A (test list) nspivey

Figure 2

I Create & Manage Content I Address & Assemble Email I Send & Schaﬂu\al Reports |

Create & Manage Lists > Upload email address list

Upload a list of ID's |

Upload a list of email addresses

To upload a file with a list of email addresses in it, the file must be a TAB-separated text file containing three (3)
columns:

+ Column 1: Email address
+ Column 2: Firstname
= Column 3: Lastname

Upload list

Enter a list name:
_Bowse. |

Beginupload | Cancel

Wark this list as a test list [0
Select your file

Upload a list of email addresses page will display. See figure 3.

5. Enter the list name.

Figure 3

6. Click the Browse button to search for the text file of email addresses to upload.
Click Begin upload, or Cancel to abort. The Create & Manage List page will display with the newly

uploaded list at the top of the list




Create Content
There have been a number of templates created with the Alumni Relations headers and footers. The
following instructions will be utilizing one of the templates.

1. Login to the Admin Tool.
2. Click the Email Marketing link in the left navigation bar. The Create and Manage Lists page will

dlsplay' Create & Manage Lists I I Address & Assemble Email I Send & Schedulel Reports |
3. Click the Create & Manage Content tab. The Create & Create & Wanage Content

Manage content page WI” display' Create content Upload content
4. Click the Duplicate link next to the appropriate content. szl

. . . . . O g——

See figure 4. The Edit email content page will display % (R B

with the content name displayed as Copy of <Original D ANe e et DupTSE betete

Content Name Here> General - Deb Sig (template) nspivey Edit Duplicate Delete

' Figure 4

5. Modify the content name.

Make all necessary modifications to the content.

7. Click Save content or Cancel to abort. The Create & Manage Content page will display with the
newly saved content.

b

Content
e You can copy and paste text from a word document or copy html code directly into the
editor.

e You can add data tags, pictures, and hyperlinks to help personalize the message.
e Make sure to update the text version of the email as well.

. dew ==l B 5 US| A Al kx|  EEEE
How to import HTM/Text T s kR - w8E| 9 cEY 4 w8

1. Login to the Admin Tool. Pibss

2. Click the Email Marketing link in the left navigation bar. i

3. Select the Create and Manage Content tab. The Create e G ey 4 S e
and Manage Content page will display.

istra
like to

Golf Tournament Regq
Harris Connect University would

4— e tag inta HTHL

R : H : § . ' Provew HTML_|
Edit email content page will display. Tone 830 2 Shotgun St 200 pom TR

4. Click the Create content button ( Create content I). The

5. Enter the content name. 19, 3006 -1 Day sy ;T:::_

6. You may Mark this content as a template for others by e i

checking the checkbox. Figure 5
7. Select an editor, if the appropriate editor is not already selected.

8. Click the Import HTML button (LMt HTML 1§ ¢ the Import Text button (M2 | o cated

-1a/=l| under the Data Tags dropdown menu. See figure 5. The
% https:ffadmin. alumniconnections, comjolcfadmin /COLC fadmintool fcbfCampaignBuilder  jsp? * E . . . . .
=]l import window will display. See figure 6.
Select your e for b import:[CDocumerts and Seti JEFGREER 9. Click the Browse button to locate the appropriate
Begin upload Cancel | HTM L/Text flle

Click Begin upload, or Cancel to abort. The Edit Email
Content page will display with the HTML/Text file loaded in
the content area.

Done [T T T @ mesmet 0% - 4

Figure 6
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How to insert a data tag

1. Place your cursor where you want the Data tag to appear with the HTML or Text content.

2. Select the desired tag from the Data tags list.

3. Click the Insert tag into HTML button (

Insert tag into Texd

Insert tag into HTML

|). The tag will appear in the content area.

Adding a photo into an email

|) or the Insert tag into Text button (

How to upload images/files:

1. Login to the Admin Tool.

2. Click the Email Marketing
link in the left navigation
bar.

3. Select the Create and
Manage Content tab. The
Create and Manage
Content page will display.

4. Click the Create content

button( Create content I

). The Edit email content
page will display. See
figure 7.

5. Select the Image button

6. The Image Button box
will pop up. See figure 8.

7. Paste the Direct Link
address from the
photobucket image in the
URL field. Add FiiCHNEEe
- that will show up in
the text only version of
the email in place of the
photo.

Note: You can resize the
image in the last step,
but it is always better to
load images that are
already sized
appropriately for web or
email applications (96
dpi and no wider than
250 pixels).
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I Address & Assemble Email I Send & Schedule I Repo

Create & Manage Lists I

Create & Manage Content > Edit email content

Mame this cortent: |:| Mark as atemplate

Text version |

HTML version

Preview HTML Impport HTML Open file manager Creste & condtional tag Work with data tags v

Default HTML Editor | About the editors Switchr | - Select an HT

£ = Source | [ | B £
B 7 U | x 1SS

A: Shyle = | Format

This message is being sentto you because of your affiliation with the ${ vars['generaltags__ra_oraname
On-Line Community at URL ${vars['weneraltags _ma orgurll}

Figure 7

Image Button
Image Info | Advanced
URL

. Altemative Text
wiidth aQ

Height

Preview

Larem ipsurn dolor sit amet, consectetuer  #

adipigcing elit. Mascenas feugiat

consequat diam. Maecenas metus.

Bt ‘ivamus diam purug, cursus a, commada
nan, facilisis vitae, nulla. Aenean dictum
lacinia tottor. Nun: iaculis, niah non iaculis
aliquam, orci felis euismod neque, sed
omare massa mauris sed velit. Nulla

pretium mi et fisus. Fusce mi pede,
{ernpor id, cursus ac, ullamcorper nec,

enim. Sed torfor. Curabitur molestie. Duis

HSpace
VSpace
Align v

Figure 8
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Inserting Hyperlinks

1. Highlight the text you wish to make a hyperlink.

Insert/Modify Link

URL: |

Title (tooltip): |

Target: | Mane (use implicit) j

O Cancel |

Figure 9

Address Schedule and Send

How to create a new email

1. Login to the Admin Tool.

2. Click the Email Marketing link in the left
navigation bar. The Create and Manage Lists
page will display.

3. Click the Address & Assemble Email tab. The
Address & Assemble Email page will display.

4. Click the Address and assemble a new email

button ( Address and assemble a new email |)

The Edit email details page displays. See figure

10.

Enter the email name.

Select the From.

Enter a From email address.

Enter a Reply-to email address.

Enter a To.

10. Enter BCC (Blind Copy Email Addresses), if
applicable.

11. Enter a Subject.

12. Select the email content.

13. Select the recipient list.

14. Select the email format.

15. Select a Campaign, if applicable.

LN WU

16. Select a Category.

2/3/2010

. . 9,

2. Click the Insert Web Link button ( ).
An Insert/Modify Link popup will display. See
Figure 9

3. Enter the full URL beginning with http://.

4. Setthe Target to New Window.
The new page will open in a new browser window.
This feature prevents the user from having to hit the
browser BACK button to return to the broadcast
email.

5. Click the OK button.

Create & Manage Lists I Create & Manage Content I I Send & Schedule I Reports |

Address & Assemble Email > Edit email details

Email details

Enter a name for this email which will be used for scheduling and reporting purposes. Email recipients will not see
this name.

Email name: I

From: Harts Client Community =

From email address:

Reply-to email address

I
[
To [
I
I

More information

BCC email addresses (Separate email addresses with

commas)

Subject: More information

Email content and recipient list

Enhancemert Notification 01AprD7
Registered Members x

Select type of email to send & HTML and text

Select email content:

Select recipient ist

" Text only

Campaign & Categories

Available campaigns: Selected campaigns:

Available categories: Selected categories:

Newsletter - General - Select >
Enhancement Notiication - General

Scheduled Mantenance Netication - General

Service Intemuption - General <~ Remove

Training - How To - General b

You must select at least one category for this email
You must enterin a name for this email

You must enter in a subject for this email

You must enterin a from email address for this email
You must enterin a reply email address for this email
You must enterin a To" value for this email

Save this email

Figure 10
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How to send an email

1. Login to the Admin Tool.
2. Click the Email Marketing link in the left navigation bar.
The Create and Manage Lists page will display.
3. Click the Send & Schedule tab. The Send & Schedule
page will display.
4. Click the Send a broadcast email right now button (
Send a broadcast email right now |
). The Send an
email window will display. See figure 11.
5. Select the appropriate email from the Available Emails.
6. Click the Schedule this email now, or Cancel to abort.
The Send & Schedule page will refresh with today’s
calendar view loaded with the email in the appropriate
time slot. See figure 12.
7. Click the Approve link under the scheduled email.
10:00PM
10:30PM Launch Email 020ct07
Broadcast scheduled - NOT APPROVED
10:42 FM
Approwe
Figure 7
2/3/2010

Send an email

1. Select an email below. 2. Select the recurring options for this
email.

Available emails:

Recurrence:

Portland alumni night 2007 12 18

OKC Orange Bowl watch party 20071218
Boston pre-game and watch party 20071218
Orange Bowl tailgate 2007 1217
Philadelphia watch parties 2007 12 14

Bay Area womens bb 2007 12 14

DFW watch parties 2007 12 14

Lendon Happy Hour reminder 2007 12 10

KC big blue bowl event 2007 1207

New Mexico watch party KU vs DePaul
Atlanta watch party KU vs GaTech 200712
DFW watch parties 2007 12 06

KC JHS and Life member reception 2007 12
KU Connection Orange Bowl Edition

CNC Habitat for Humanity 2007 12
Chicago watch parties 2007 12

TK December 2007

London Happy Hour 2007 11

Boise watch party 2007 11

DFW watch parties 2007 11

Great Bend REH reception 2007 11

Fine Arts dean's version 2007 11

Wildwood/Lady Lake club intro email 200712 13
Great Bend REH reception CANCEL 200712 11

Hadyen, IDfSpokane, WA interest email 2007 1210

|»

|

Does not recurj

End date:
% No End Date

O |January ¥ |1 x| |2007 =

This email will be added to the schedule on:
12/19/2007 at 12:33am

Schedule this emailnow | Cancel |

Figure 11
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