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1. HOME

This is the Hom Screen of th&thical Commemailer.
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From here you can see your recent activity, such as campaigns you have sent or address books you have
created.



2. ADDRESS BOOKS

The address book feature allows you to define and create groups of confaxtsan set upnd maintain
several address books within yo&rNH | Y A actolink. Goyita2ts can be saved in multiple address books
and there is no limit to the amount of contacts in each book.

2.1 CREATING A NEW ADBRBOOK
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Step 2. On the next paggou are askedo give your new address bookile and provide an
optional descriptionThe title is important as you will need this to recognise the content of
your address book. The description is alseful as you might need to save the same
address book multiple times but with slight variations.
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writing bespoke unsubscribe message on each email you sengoksgle to edit this text



Step 4.

Step 5.

at a later date but you are required to enter something into the Batken you have
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You willthen be returned to the Address Books and will see your new address book in the
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You can click on the underlined title of your address book to go back and editniy dime



2.2 ADDING A SINGLEONTACT

To add contacts to your address book you have two options. You can either add a single contact, or upload a
list of contacts.

Step 1. Click the headshot icon with a greersign next to your address book.
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Step 2.  On the next screen you can enter tHetails of your contact. You can enter their preferred
email address, name, and select whether they should receive plain text or HTML emails.
You can also add them to your other address books.

O winonaemailer bt ke e et | 00

e/ AR Bt © Aot Lt Comt




Step3. LT &2dz Of A O] WSELJ Yy Routan sg&dnterizustonh fiRIBThEésdza (2 Y FA ST
fieldsare defined by the user anchn be used when creating content for your campaigns,
which will be discussed in the next chapter.
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NOTE If you have previously addexdcontactto one of your other address booksy will get a
message telling you the email address alreaxriigts in your accountt will thentake you to the
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2.3 UPLOADING A LIST GBNTACTS

Step 1. If you would like to add a group of contacts from an excel spread sheet you can do it using
this method.If it is your first timemportingO2 y G OGa G KSy ®Ratlyod K2 dzf R Of
need to know before you upload a list of contdet®

Step 2. Firstly bllow the linkto download the sample export lidf. you open the download the
following file will open in excel:
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Step 3. Row 1 contains the header fields. Your filast contain exactly the same field name#
the data is not correctly formatted the impowtill fail. It is suggested that you save a copy
of the file and copy and paste your data into it (removing the first two example rows).

NOTEDo not rename the worksheet. fie worksheet name should alwayse "emails"

'Firstname’ and 'Lastname’ atext fields

'EmailFormat’ should be 'HTML' or TEXT'

'‘UserEmail' is a unique valid email address

The 10 Extra fields can contain any alphanumeric character

=A =4 =4 =4

The maximum file upload siz€20MB It is recommended that youse excel 200@r later
to create your list as excel 2003 can only hold about 60,000 rows. The time it takes to
upload and process your ligtill depends on hovbig your list is and the speed wpour
internet connection.

If you do have a big list, pleaseparatethem into several fés which hae about 100,000
rows each and upload them one by one, thigy itwill perform fasterandit will be easier
to resume if the import fails.



Step 4. Once you have created your excel file using the correct format go back into the address
book pageand dick the headshot icon whita blue arrow icon next to the relevaatldress
book.
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Step 5. On the next page you will be asked to selectéheel fileo OF f f SR WIF RRbDBAaAa 06221
want to upload from thedriveson your computer. You will also be able to choose the
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Step 6. If your upload is succesful you will be returned to the upload pggeng you the
opportunity to upload more excel file$f you do not wish to upload more contacts at this
GAYSs Of A 01 (tab% gebhdRi&RtNGaddéess bR IistigQ



=% CAMPAIGNS

Fromthe Hos LJF 38 Of A 01 GKS W/ I YL #ih8 Gaingrnigrislibbome. Rrandtere g A £ € G |
you cancreate new emaitampaigns. You can view and modify your unsent, sent and pending campaigns

and create a new campaidgrom an old one
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You can either:

1 CreateNew- createa completely fresh campaign using a template
9 Copy Previouscreate a copy of a campaign you halesady sent
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3.1 CREATEB NEWCAMPAIGN
Step 1. To create a new campaigliakthe W/ NI I (iicdn dv & d2n envelope.

Step 2. Selectthe relevanttemplate from theexistingtemplate galleryr y R Of A O1 W/ 2y (A y dzS
Ste2
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Step 3. Here you are asked to enter tHellowing information

T W/ I Y LIamMed tiis ig'so you can find it easily later on

1 W{ dzo-2h& & tivieat will appear in the email subject line
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the email address the mail@omes from. You can have a name(: Tom Smith)
or a company name (Winona eSolutioas)d so on

1 Wrom Email Addressthis is the address you want the emails to come freng (
tom.smith@winonaesolutions.nit

© winonaemaller

Stepd. hy OS @2dz KI @S TAYAaKSRndydSilpdgresStatherEdid a = Of A O
Campaign screen.

Step 5. Using the tabsiereyou can see both the HTML and the plain text versions of your email
template.
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mailto:tom.smith@winonaesolutions.net

NOTEXYou must hae somethingunder both the HTML and Text versions of your email in
order to accommodate both types afontact
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Step 6. To make changes to the template, click Edit to open the content editere you can edit
the cantent of your email to suit the needs of tleampaign:

Step 7. You can alsadd yourcustom fieldgo the email using the content edito¥’ C Nav#&¥ind
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Step 8.

Step 9.

you added when you created the excel spregiteet or addedan individual contactlf the
contact has no Extra information, this will not show up on the email.
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have made.

NOTERemember to make the same changes to the Teatsion of the email.

You now have three options:
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Unless you are absolutely certain your campaign is ready, it is highly recommended you
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3.2 USING A COPY OF ARRPOUS CAMPAIGN

Step1l. OntheCreate/ I YLI A3y LI ISE Ot AO0] W/ 2LB t NSJA2dzaQ
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Step 2. The next page will display a list of yquevious campaigns.
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Step 3. From here you can select the campaign you would like to copy, preview it, destica
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(Step 5 irCreating a New Campaign
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3.3 SENDING EAMPAIGN

When you are completely satisfied with your campaign, you are ready to send it.

Step 1. From the Campaigns screen, click the icon for Send Campaign alongside the campaign you

wish to use.
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Step 2. You will now be asked to select an address book to send toglhssvspecify when you
would like to send the campaign. You can either send right away or specify a date and time.
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Step 3. To change the date, click the calendar icon to the right of the date field. To change the
time, use the drop down box. When you are do@ef A O1 W/ 2y (iAy dzSQo
Step 4. You will' come through to the Confirm Send page, which looks like this:
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Step 5. Here you have the option to preview and testnd should you wish t¢see section 3.3)

Step 6. If all the details listed are correct and you are happy with the emailGx] W{ Sy R / I YLJ A:
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3.4 PERFORMING A TESNBE

It is highly recommended that you check your email lapsdand functions well by performing a Test Send.

Step 1. On the campaigns sub homdick the Test Send icon for the campaign you would like to
test.
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Step 2. Thiswill open the following pop up screen. From here you can select up to 10 of your
2 NH I y A pré-dintkredye§ dontacts. When you have selected who you want to send
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Step 3. Once you (or the tester) receive the email, check your text looks right, your images are
displaying and that any links are working correctly.
Step 4. You can now close ihwindow. If you are happy with your email, you can now send it.
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4. REPORTS

Reporting can be used within Ethical Comms to find out how successful your email campaigns are. The
WwSLIR2NLAQ LI 3AS gAft aK2g &2dz | f kthidlisthfdatE @tibll SYI Af &2
displays how many emails were sent in the third column and you are also given the option of previewing the

email to make sure you are examing the correct one.

4.1 VIEW CAMPAIGN STATISS
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Step 1. If you select an email fromtheundeh Yy SR Wi A Gt SQ O2ft dzvyy @&2dz gAff
Reporting page:
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Step 2. From this screen you can see the details of your email campaign (how many, how much
etc.) and also view the statistics attached to the seridch are displayed in various
formats. A summary oftiese statistics are also displayed on this screen as a pie chart to
give you a quick view of how successful the campaign was.

Step 3. You are also able to produce your own charts out of the Opened Emails and Bounced
Emails datavhich you can export as a csv file which opens in excel

Step 4. You caralsoview a list of everyone who opened the email and when if you click on the
WhILISYSR 9YFAfaQ ftAYlY
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4.2

VIEW BOUNCED EMAILS

Stepl.

Step 2.

Step 3.

5SGFAfa 27T (KE&nbEepand@Smhentidnéd pkefigusly, as a csv file. This
is done by clicking on the excel icon alongside the bounced email link.

I £ A0 AY 3 link KeSideBRER O 3 R asid¥periaf papdp window displayingll
the bounced email ad@sses. You can sort this data to show the reasons why the email has
bounced by selecting an optidrom KS Wl £t &aA 3yl (dzZNEEAQ RNBLI R24y
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pop up windwif youclickonthe¥. 2dzy OSR 9YIFAf Q fAYylY

19






