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EmailLabs Basics

About the EmailLabs Application

EmailLabs is an advanced application that helps you use email to market your
products or services more effectively.

With EmailLabs, you can:

« Create and manage mailing lists of your customers.

» Generate email messages in HTML, Text and AOL formats.

« Use a wide range of tools to customize your messages based on customer
profiles.

« Test your messages before doing a mass mailing.

« Set up automatic responses based on how customers interact with a
message.

« Create and view reports that help you improve the effectiveness of your
campaigns.

=« Analyze the path customers are taking on your web site after receiving an
email.

= Integrate a pre-existing database of customers with the EmailLabs
software.

Supported Browsers

EmailLabs supports the following browsers:
e Internet Explorer 6 and 7
e Mozilla Firefox 2

NOTE EmailLabs does not support Firefox 2 with Extensions, except the
Yahoo! toolbar.

These browsers are not officially supported but should work:
e Netscape
e Safari



Using the Navigation Bar

Account Home:

Accouniibbie Access Mailing Lists, Archived Lists, Recent

Messages, System Status and New Features,
Global Search and Unsubscribe, Account Usage,

= Mailing List Home

b View List Home Company Info, Logout.
b List Settings
= Demographics Mailing List Home
F iew Demographics
b Create Demographic » View List Home: View and edit Mailing List

Settings and Mailing List Status and view summary
data for Recently Sent Messages.

» List Settings: View and edit options for Welcome
Message, Bounce Message Re-Send, Automatic
Reply Handling, Custom Clickthru URL, Action
Tracking, Frequency Limiter, Action Tracking, AOL
Settings, Unsubscribe Confirmation Message,
Mailing Address Footer, Automatic Message Footer,
HBX, API Security, and Mailing List Tasks.

Demographics:

» View Demographics: View your demographics,
enable or disable demographics or edit existing
customized demographics.

» Create Demographic: Create a customized
demographic that you can then enable for any list.

= Member Records Member Records:
k View Records
» Upload Records » View Records: View your member lists, including

» Download Records  active, proof list, unsubscribed, bounced, admin trashed

b add Member Recarg OF @ll trashed. You can also search for a specific email or
5 Messages domain or unsubscribe a specific email.

ko Miew WMessages o

e » Upload Records: Upload an existing database
directly into your mailing list; view currently enabled

b Content Library demographiCS

F Templates

» Download Records: Download your records into a
text file or Excel. Choose your type of list and the fields

10



= Reports

F View Repors

b List Breakdown

P Campaign Reports
El Advanced Features

P Segments

F Opt-In Forms

b Triggers

F Distribution Groups
Expand all | Collapse all

you want to download.

 Add Member Record: Add an individual record to
your member records.

Messages:

» View Messages: View or edit your messages, your
templates or your welcome message.

» Create a Message: Create a new message.

» Content Library: Create an enhancer to personalize
and create more interactive emails. Host uploaded
content and create dynamic content.

» Templates: Create, preview, edit, and delete
message templates.

Reports:

» View Reports: Display your member breakdown
(active, unsubscribed, bounced, administrative),
campaign reports, segment reports, and emailed reports.

» List Breakdown: Domain Member breakdown (AOL,
free, other), most active member report, demographic
breakdown, click thru reports, new subscribers, new
unsubscribers.

» Campaign Reports: Displays saved reports and
allows you to build a new report. Lists archived
messages from a specified time period.

Advanced Features:

» Segments: Create new segments, edit existing
segments and view segment results report.

» Opt-in Forms: View/edit existing opt-in forms or
create a new opt-in form.

» Triggers:Build automated responses and messages
based on a usero6s actions

11



» Distribution Groups: Perform A/B split tests as well
as other randomized group mailings.

Getting Help

If you need help while using EmailLabs software, you can do one of the following:

« Click User Guide.

Fek 27, 2006 ? |User G:\ftdl)e 2 Support: 877.787.8458 @ Logout

In some sections, context-sensitive help is available by moving the pointer over
a Question Mark button

Upload Member List
Upload File | \(Browse.. | @]

Delimiter |:| Maximurm upload file size i+ ME,
If the fila iz larger, break the file
Upload Tvpe . o . inta zrmaller segrients and uplaad
P yp @ Active Mailing List individually, ¥ou rmay also want to
{:} Pracf List zave & date the upload file for
your records,

) Unsubscribed List

« Call our Customer Support team at 877.787.8458.
« Email us at support@EmailLabs.com

Logging Into Your Account

To log in to your account

1. On the EmailLabs home page (www.emaillabs.com), click Client Login in
the upper right corner of the screen.

Company | Contact Us | Reguest o Demo | Product Tour | Client Ln:ng;'inh

2.  Enter your login email and password.
3. Click the box next to Account Type, and then choose Administrator or
Reporting Only from the list.


mailto:support@emaillabs.com

4.

Click the Login button.

To log out of your account

Click Logout in the upper right corner of the screen.

A message appears telling you that you have logged off successfully. You
can re-log in from this screen.

Notes

Your User name and password were assigned to you by your Account
Executive. If you are unsure of your user name/password combination or
are experiencing difficulty logging in, please contact EmailLabs Customer
Support.

An Administrator account gives you complete access to all the features of
EmailLabs. A Reporting Only account lets you view messages previously
sent and their reports, and nothing more. In version 4.0 the Reporting
Only option has been discontinued. Existing Reporting Only accounts will
continue to work; however, no new accounts of this type can be created.
Your login URL may be different than above. Please use the login
information your sales or support representative provided.

13



Account Management

About the Account Home Page

The Account Home page is the first page
hub of EmailLabs. From this page, you can do the following:

= View and reorder a table of your active mailing lists, and access or delete
individual lists.

« Search for a particular mailing list.

= Access your archivedlists and recent messages.

« Create a new mailing list.

= Click User Accounts or Account Settings to access those features.

=« Change your global email settings.

= View system updates and news announcements.

« View account usage and company information.

Working with the Active Mailing List Table

When you log in to EmailLabs and go to the Account Home Page, the active
mailing list table appears under the heading Active.

Find Marme | heginning with |+ || | [ Search ]

I Active

F

Name Members

Last Message

ok RIS . o

To sort the table by any one of the following
Name
Members
Or Last Message:

« Click the appropriate column heading.

To view different sections of the table, choose one of the following

14
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(4] First 10 Rows
[4] Previous 10 Rows
] Next 10 Rows
[¥] Last 10 Rows
[=] Expand Rows

To search for alist in the table
1. Click the box next to Find Name, and then choose your search criterion.
2. Click the text box to the left of the Search button, and then type your text.
3. Click the Search button.

Notes

« The search is case-sensitive.
= You can archivea mailing list.

Working With Your Global Email Settings

With your global email settings, you can:

« Search for members and unsubscribe them.
= Manage your Blacklist.
= Manage your Suppression list.

Global Email Settings

Ernail Address:

| |

Upload List of Unsubscribes
Suppression Lists
Black List

To access your global email settings
= In the left navigation bar, click Account Home.

Account Home
i

15



Searching All Your Lists for an Email Address

A global search searches for an email address across all your mailing lists and
shows you members that subscribe to more than one list.

To search all your mailing lists for an email address
1. Go to the Account Home page.
2. Inthe Email Address box, type the address you want to search for, and
then click Search.

Global Email Settings

| Email Address:

I ,_1
EEEE

[ » Upload List of Unsubscribes
Suppression Lists
Black List

Using the Suppression List and Blacklist

When you donét want a member to receive emai
Suppression List or the Blacklist. The lists have one major difference:

= The Suppression List is used on a per-message basis. In other words, you
can apply the Suppression list to a message you send today (blocking the
members who are on the list from receiving the message) and not apply the
List to a message you send tomorrow (in which case the List has no effect).
You can have multiple suppression lists, but only one list can be applied to
a message.

« The Blacklist applies to any messages you send at any time. A member
who is on the Blacklist will not receive messages until they are taken off the
Blacklist and made active again.

The Suppression List

To create a Suppression List
1. Onthe Account Home page under Global Email Settings, click
Suppression Lists.

16



Global Email Settings

Ernail Address:

| |

Upload List of Unsubscribes

Suppression List
Blaclk List %

2. Inthe Suppression Lists window, click in the New Suppression List Name
box, type a name, and then click Create Suppression List.
3. Follow the instructions on the page to add members.

To view a Suppression List
= On the Suppression Lists page, click the View command for the list you
want.

To download a Suppression List
1. On the Suppression Lists page, click the Download command for the list
you want.
2. Follow the instructions on the page to download.

To apply a Suppression List to a message
= While you are scheduling a message for delivery, click the Suppression
List box, and then select the Suppression List you want.

Notes

= You can have more than one Suppression List and apply a different one to
each message.
= You can only apply one Suppression List to any particular message.

The Blacklist

To view your Blacklist
On the Account Home page under Global Email Settings, click Blacklist.

To add an email address to the Blacklist
1. Inthe Blacklist Settings window, click the text box on the right, and then
type the address you want.

add or remove emails from the blacklist

0

[ == Add to List

17



2. Click Add to List.

To remove an address from the Blacklist

1. Inthe box on the left, select the address you want.
2. Click Remove from list.

Note

» You can use the asterisk (*) as a wildcard to add all email addresses in a
domain to your Blacklist. For example, to restrict emails from the domain
"aol.com," type *@aol.com.

eddy@yahoo.com
Elaine@yahoo.com
Emanuel@yahoo.com

Unsubscribing Members from All Mailing Lists

To unsubscribe a member from all your mailing lists

= On the Account Home page in the Email Address box, type the email

address of the member you want to unsubscribe, and then click
Unsubscribe.

Global Email Settings

Ernail Address:

| |

Upload List of Unsubscribes
Suppression Lists

Black List

To unsubscribe a group of members from all your mailing lists
IMPORTANT: Before you can carry out this procedure, you must have a file

containing a list of the members you want to unsubscribe. The list must contain
email addresses only.

1. Onthe Account Home page under Global Email Settings, click Upload
List of Unsubscribes.

2. Inthe Upload this file box, type the name of the file containing the list.

18
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You can also click the Browse button, navigate to the file, and then click
Open.
3. Click Submit Global Unsubscribe List.

Note

= After a member has been moved to the Unsubscribe list, you can still view
their profile and history of activity.

Learning About System Updates and New
Features

The System Updates and New Features section of the Account Home page
contains links to information you may find useful. Some examples:

= A warning about viruses and spoofing.
« New features in the EmailLabs software.
« Information about the EmailLabs newsletter.

Sy=stem Updates and Hew Features

--Zign U for the EmailLak Customer Mesvsletter --
Emergency Support Contact Information Change

Keeping Track of Account Usage

To view information about your account usage
1. Go to the Account Home page.
2. To view your usage statistics, click Usage History.
3. Toview the dates and times certain actions were taken, click Activity Log.
4. To view information about email that may have bounced or been labelled
spam, click Deliverability Report.

Account Usage

12 in January

U=zage History
Activity Log
Celiverability Report

19



Using Your Customer ID

To view your company information and customer ID

Go to the Account Home page.
The information is listed under Company Info.

|Your Company
{123 Any Place
|Any Town , PA 12345

|Custorner ID: 12194

Note

Have your customer ID handy when you contact EmailLabs support.

Creating User Accounts

If you have two or more employees using the EmailLabs application, you may
want to set different access privileges for each one. For example, you may want
one user to have access only to the Upload sections, and allow another user only
the ability to create messages. You can create individual user accounts, each
with a different set of access privileges, on the User Accounts page.

To create a new User Account

1.

2.

Go to the User Accounts page

o Account Home o User Accounts o Aoccount Settings

Click Create New User.

Create New User

Under User Account Information, type the appropriate information in the
text boxes. Il f you want to | imit a

it to a group.
Click the box next to Predefined Roles, and then choose one of the four

account types in the list.

20
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Role Settings

Predefined Roles: | Custom w

When you choose a role, each feature that role can access is displayed on the
page with a check mark to its left. The role types are:

Custom: You must select the features you want this type to access.

Administrator: Can access every feature.

User: Can access all features except those listed under Administrator and
Reporting.

Reporter: Can only access the features listed under Reporting.

5. After you make all your choices, click Save.

Roles Features

Account Create/Edit User Accounts, View Usage Info and
Administrator Manage List Settings.

List Manager Create, edit and delete Mailing Lists, Segments, and

Opt-In Forms. Add, remove, and unsubscribe Member
Records, as well as Upload/Download Mailing Lists.

Message Create, edit, and preview Templates and Messages.
Creator Send Proofs and Quick Tests. Create, edit, and delete
Email Enhancers. Not able to schedule a message.

Message Schedule messages, pause/resume/cancel Message

Scheduler Delivery, and approve messages created by a Message
Creator.

Reporting Access the reports of the system. Not able to schedule

or create messages or access mailing lists.

Creating and Assigning Groups

Groups are helpful if you want to | imit a us
can create a group consisting of only the mailing lists you want a user to access,
and then assign the user to that group.

21



To create a new group
1. Onthe User Accounts page, click Create New Group.

¥ Create New Group

N

Under Group Information, type a Group Name and Description.
3. For each mailing list you want to include in the group, click the Allow button
to the |l eft of the | istds name.

Allow Disallow Mailing List Hame

& ® Guitar Players Only

4. If alist you are allowing has segments, those segments are allowed by
default. To exclude a segment from the group, click the Disallow button
next to the segmentds name.

5. After you make all your choices, click Save.

To assign a new user to a group
1. Create a new user account. When you get to the Group setting under User
Account Information, click the box next to Group, and then choose a
group from the list.
2. After you make all your choices, click Save.

To assign an existing user to a group
1. Onthe User Accounts page, click Edit to the left of the mailing list you
want to change.
2. Click the box next to Group, and then choose a group from the list.
3. After you make all your choices, click Save.

Changing Your Account Settings

To change your basic account information
1. Go to the Account Settings page

@ Account Home 2 User Accounts o Account Settingqb

2. Inthe Account Information section, select the text for an item, and then
make the edits you want.
_Or_

22



= Select all the text in a text box, and then type new text.

To limit APl access to specific IP addresses
» Click in the Global API Access text box, and then type the IP addresses.

To allow APl access from any IP
» Clear the Global API Access check box.

When you are finished changing your account settings, click Save.

Notes

= You can have different API access settings for each mailing list.
= You can view your Global Task list and create new ones from this page.

Creating and Viewing Global Tasks

You can create global tasks that apply to all your mailing lists.

To view your Global Task list
« On the Account Settings page, click Manage Global Task List.

2 Account Home 2 User Accounts 2 Account Settings

Manage Global Task Lis?

The Global Task list appears in a new window.

To create a new global task
1. Click Create New Global Task.

2. Inthe Task box, type a name.
& Workflow Tasks » Global

Wiorkfiow tasiks allow you 10 create a “chackist” that the system can use to help remind you of crtical 1asks that need to be comgieted before
serding out a message. These tasks wil be displayed on the "Notes 3 Tasks™ section of your messages. To create custom tasks, cick on “Create
New Global Task®

b Create New Global Task

Tank 10  Task Name Type Action
1 Set Filter Global .

2 Send Test Message Global

3 Set CAN-Spam Footer Global

4 Get Approval Global
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Demographics

About Demographics

Specific pieces of information about your customersd last name, age, gender,
marital status,etcd ar e call ed fAdemographicso in Email/l
demographics in a number of ways:

Surveys: Create demographic questions to better understand your customers.

Segments: Create a segment from your customeros
then use the segment to ensure that your customers are getting messages

specifically targeted to them.

Opt-In Forms: Gather as much as information as you need when your

customers opt in to receive your emails.

Triggersi Create automated responses based on user demographics and

activity.

User Reports i Get the information emailed to you immediately through User

Reports. Gather a report on when a user updates their profile

EmailLabs contains a number of built-in demographics (to view them, go to the
Demographics page); you can also create your own.

Enabling a Demographic

To see all the demographics in your system
= Inthe left navigation bar, click View Demographics.

= Demographics

3
P Create IZJern|:|gr5|phi{+—nJ

Demographics are grouped into two categories: Available and Enabled.

Available graphics are listed on the Demographics page but are considered

Adi sabledo; in other words, theigfomgonot yet
anything else. Before you can use a demographic, you must enable it.

Note

= Keeping your demographic list small shortens the amount of time you
spend scrolling through questions.
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To enable demographics
1. Under Available Demographics, select the demographics you want to

enable.
Auvailable Demographics
Type Hame
Tewt Last Mame
vl Radio Button Sy
Er.-..l.-...-» 1 it Hichiest Level ¢
2. Click Save.

The page updates and the selected demographics move into the Enabled
Demographics group.

To disable demographics
1. Under Enabled Demographics, select the demographics you want to
disable.
2. Click Save.
The page updates and the selected demographics move into the Available
Demographics group.

To enable or disable all graphics
« Click Enable All or Disable All, located at the bottom of the Type column
in either group.

About Demographic Types

When you create a demographic in the form of a question, you must think about
the best way for your customer to respond. Is the question multiple-choice, or
does it call for a text response that could be a sentence or two? Choose a
demographic type based on the type of information the question requests:

If the response to Choose:

the question will be :

A small amount of text: Text Box

A larger amount of text: Textarea

A Yes or No decision: CheckBox

A small list of choices: radio button

A specific date: Date

A long list of choices: Selection List: drop-down list
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Multiple Checkbox: list of checkboxes
A numbered list: Autoincrement

Text Box: Use for personalized information (for example, a street address).
Text Area: Use for personalized information in paragraph format. Statistical
information will not be available for this. A text area lets you customize the width
(columns) and height (rows) of your text area.

Check Box: Use when you want the customer to make a yes or no decision;
selected means yes, cleared means no.

Radio Button: Use when you have a small group of alternatives and you want
your customer to choose only one. Enter an option and click the Add button.
Repeat for each option. The options are listed in the order that you enter them
Date: Use when you want a specific date, such as a birth date. This field
automatically controls the format of the information.

Selection List: Use when you have a large list of items for your customer to
choose from. For example, you offer a number of software products and you
want the customer to choose which product they own. A selection list can be
single or multiple choice. The user clicks to highlight a selection. Creating a
Selection List is similar to a Radio Button except you have two more options to
select. You need to choose the Selection List Height which controls the number
of choices displayed. A height of 1 creates a pull down list. Selecting the Allow
multiple selections check box allows your user to select more than one item.
Multiple Checkbox: Provides one or multiple selections from multiple options.
The user clicks to place an x in the check box associated with the selection. All
choices are displayed.

Autoincrement: Use to assign a number to each incoming member record. The
counter always starts at 1 and increases to a max value, if set at limited or
unbounded, with no number limit.

@ Urimted Auto Incremant (vakses wil Continus rising without bounds)

© Limted Ao Increment (volues will reset 10 1 after Fiting & value)
Max Vake [10

The type of question will garner the results you are looking for, so choose a type
that best fits the responses you want and how you want to gather that
information.

Creating and Changing Your Own Demographics

To create a demographic
1. Inthe left navigation bar, click Create Demographic.
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= Demographics

b Viewy Demographics

’ &
= Member Records

2.

a s

Enter a name in the Demographic Name box.

If you plan to use the demographic on a survey or opt-in web form, the
name should be a question, since this is what the customer will see and
respond to.

Select a Demographic Type (there are eight different types).

Click Save & Next.

What happens here depends on what you chose for your demographic
type.

If you select Text Box, CheckBox, or Date, the demographic is finished,
you are returned to the Demographics page, and your new demographic
is added to the Enabled Demographicsgroup.

If you choose one of the other types, you have a bit more work to do.

To create the size of a Textarea demographic

1.
2.

Enter amounts for Width and Height.
When you are finished, click Save & Finish.

To add options to a Radio Button type

1.
2.
3.

4.

Click the text box under Demographic Choices.
Enter the name of the first value you want in the list, and then click Add.
Repeat for each additional value.

If you change your mind, you can click a value in the list, and then click
Remove.

When you are finished, click Save & Finish.

To add options to a Selection List type

1.
2.
3.

Click the text box under Demographic Choices.

Enter the name of the first value you want in the list, and then click Add.
Repeat for each additional value.

If you change your mind, you can click the value in the list, and then click
Remove.

If you want to allow the customer to make multiple selections, select Allow
multiple selections.

When you are finished, click Save & Finish.
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Note

= You can change the way the Selection List is displayed by changing the
number in the Selection List Height box. To display all values at the same
time, type a height that is equal to the number of values.

To display the options in a drop-down list
« Type a height of 1
To add values to a Multiple Checkbox type
1. Click the text box under Demographic Choices.
2. Enter the name of the first values you want in the list, and then click Add.
3. Repeat for each additional values.
If you change your mind, you can click the values in the list, and then click
Remove.
4. When you are finished, click Save & Finish.

To choose autoincrement properties
« Inthe Autoincrement Properties section, select one of the properties:

Unlimited Auto Increment: Assigns a number to each record without stopping
at a certain value. This is useful if you want to give each member record a unique
number. You could then build a segment that would allow you to send messages
to individual members based on their auto increment number.

Limited Auto Increment: Limited auto increment assigns a number to each
record up to a maximum value set by you. Example: Use as a lead generation
tool. Each sales rep is assigned a number from 1 to 10 and incoming member
records are automatically assigned to a sales rep based on numbers. The
increment starts at 1, continues to 10, and then starts again at 1.

To change a demographic
1. Onthe Demographics page, click the demographic name.
The choices you have to change a demographic are the same choices you
have when creating one.
2. Do any of the following:
« Make changes to the demographic name, or type a new name.
« Choose a different demographic type.

3. Click Save & Next.
4. If you are taken to another edit page, make the changes you want, and then
click Save & Finish.
Note

» A newly-created demographic is enabled in the mailing list you created it in.
In all other lists, it is available but disabled; to use it, you must enable it.
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Viewing the List of Values for a Demographic

Three demographic types ask your customer to choose from a list of values:

Radio Button, Selection List, and Multiple Checkbox. You can view the list of
values for these types.

To view the list of values for a Demographic
1. Inthe left navigation bar, click View Demographics.

2. Inthe Type column, click the type for the demographic you want to view.
(The types that are selectable have colored text.)

A window opens and displays the list of values for that demographic.

Enabled Demographics
Type Hame
Fadio Button Salutation
Text Firzt Mame

Select Lisq’t Age
Tewt Address

Creating Demographics: Some Examples

You sell musical instruments on the web. You want demographicsthat tell you the
following about your customers:

» The instruments they play (multiple check box)

« If they are planning to buy an instrument for someone else (yes/no)
=  Which instrument? (text)

To create the fAwhat I nstrumentsodo demographic
1. Inthe left navigation bar, click Create Demographic.

= Demographics
b iew Demographics

]
= Member Records {h—-[)_

2. Inthe Demographic Name box, type What instruments do you play?.
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Demographic Hame
|What instrurments da vou play?

3. Under Demographic Type, select Multiple Checkbox.

‘ G%Multiple Checkbox (rmultiple checkbaox chaices) |7

4. Click SAVE & NEXT.
5. Click the box under Demographic Choices, and then type guitar.

Demographic Choices

Create a value to add as an option:

|guitar I ADD

When you are finished, click ADD.
6. Repeat step 5 for each of the following:
bass
drums
keyboards
horns
other
7. When you are finished, click SAVE & FINISH.

To create the fiAre you planning to buy an in

1. Inthe left navigation bar, click Create Demographic.

2. Inthe Demographic Name box, type Are you planning to buy an
instrument?

3. Under Demographic Type, select Radio Button.

4. Click Save & Next.

5. Click the box under Demographic Choices, and then type Yes. When you
are finished, click ADD.

6. Click the box under Demographic Choices again, and then type No. When
you are finished, click ADD.

7. Click SAVE & NEXT.

create the AWhich instrument?0 demographi
In the left navigation bar, click Create Demographic.
In the Demographic Name box, type Which instrument?
Under Demographic Type, select Text Box.
Click Save & Next.

NN R
BwN e o
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Member Records

About Member Records

A member record typically consists of a name, an email address, and other bits
of information (Ademographicsodo) that
customers most likely to respond.

To view your member records

= Select a mailing list, and then in the left navigation bar, click View Records.

On the View Records page, you can:
« Upload an existing file from Word, Excel, or Access into a mailing list
« Download a mailing list and save it in a file in your computer
« Change the demographics that display in the Member Records table.
» Add a new record to the Member Records table.

Changing the Number of Displayed
Demographics

You can choose which demographicsto display on the View Records page.

To change the demographics that display
1. Inthe left navigation bar, click View Records, and then click Configure
Display (located on the right side of the page).

"2

St
Canfiqure IZ:tisl:ul.E'n.r{IIIJ

2. Inthe Select Demographics to Display window, select the demographics
you want to display, and then click SAVE.

Working with an Existing Database of Members

If you have an existing database of customers in Word, Excel, or Access, you
can easily add them to a mailing list. This is a much faster way of adding
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members than typing them individually. You can also use the database to update
the records of existing members.

Preparing an Existing Database for Uploading

Before you can upload an existing database into a mailing list, you need to:

= Verify that the demographics in your file match the enabled demographics
in your mailing list
« Ensure that the file you are uploading is in the correct format.

To verify that demographics match in uploaded file and your mailing list
1. Inthe left navigation bar, click Upload Records.

= Member Records
b View Records
3
b Dovenload Rec‘&[tn]s
b Add Member Record

2. Compare the demographics in the Enabled Graphics section to the column
headings in your data file (Word, Excel, or Access).
3. If necessary, change the column headings in the data file to match the
demographics in your mailing list.
Example: I f a column heading in the data f
AFirst name, 0 which is the corresponding ¢

Note

« If an imported column header does not exactly match a demographic,
EmailLabs asks you to map the header to the proper demographic.
However, it is preferable that you have corresponding terms match before
importing.

To ensure that your uploaded file is in the correct format

= Verify that the file extension is .csv or .txt
This indicates a text delimited format, where each value is separated by a
delimiter, usually a comma.

=« Open the file and verify that each member record is in the correct format.
Example: Your member is Joe Smith, a computer engineer living in
California. The enabled demographics in your mailing list are: First Name,
Last Name, Occupation, and State/Province. Your member record should
look like this:
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joesmith@example.com,Joe,Smith,Computer Engineer,California

Notes

= Do not put a delimiter at the end of the member record; this indicates an
extra, empty data field.

« If you are working on a Macintosh, save your file in the Windows CSV
format.

To save an Excel file in the correct format
1. In Excel, on the File menu, click Save As.
2. Click the Save as type box, and then select CSV (Comma delimited)
(*.csv).
3. Inthe File name box, type a name, and then click Save.
If you see a message asking if you want to save the active sheet or
continue with this format, select Yes.

To convert a Word table to the delimited format
1. In Word, select the table.
2. On the Table menu, point to Convert, and then click Table to text.
3. Click the type of delimiter you want.

To save a Word file in text format
1. Onthe File menu, click Save As.
2. Click the Save as type box, and then select Text Only (*.txt).
3. Inthe File name box, type a name, and then click Save.

To change a field name in Access
« Goto Design View, and then change the field names you want.

To save an Access file in text format
1. On the File menu, click Export.
2. Navigate to the folder you want to save your file in.
3. Click the Save as type box, and then select Text Files (*.txt, *.csv, *.tab,
*.asc). O

4. Inthe File name box, type a name, and then click Save.

5. Select Delimited, and then click Next.

6. Under Choose the delimiter that separates your fields, click the delimiter
you want

7. Click Include Field Names on First Row, and then click Finish.

8. Click OKk.
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Uploading an Existing Database of Members

To upload an existing database of members
1. Inthe left navigation bar, click Upload Records.

= Member Records
b View Records
3
p Download Rec'ﬁbs
F Add Member Record

2. Inthe Upload file box, type the name of the file containing the database.
You can also click the Browse button, navigate to the file, and then click
Open.

In the Delimiter box, type the delimiter you used in your database.

In the Upload Type section, click the list you want to add the members to.
Your options are Active Mailing List, Proof List, Unsubscribed List, Bounced
List, and Trashed by Admin list.

5. Inthe Upload Options, select the check box for the options you want:

> w

Update information for addresses that already exist:
To learn about this option and its three suboptions, see the next topic,
AUpdating Your Lists Using an Existing Dat

Only upload entries with valid email addresses:
An example of an invalid address is one that is missing the @ character.

Check addresses against enabled triggers: If there is a match between
an uploaded address and an enabled trigger, the address receives the
trigger.

Upload this file as a background process:

Uploads all records while your session continues. This is useful if you do not
want to wait while a large data file is uploaded. You are asked to type your
email address; a notification email is sent when the upload is complete. If
your file is larger than 500KB, this option is selected automatically.

Fix common spelling mistakes.

Checks your file for common domain names that are misspelled. The
current list contains AOL, Yahoo, Google, and Hotmail. To view the list, click
View types of fixes.

6. Click Save & Next.
A page appears that shows your upload options and a preview of the
imported data.
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@ Member Records = Upload Records

Upload Member List

Upload Options  Upload into Active Mailing List
e Only add new entries

Upload Preview email source
inclejimby@aol.com  byRepList
an@escobar.com  byRepList

START IMPORT

7. Click Start Import.
A window appears that shows the progress of the upload.

Upload Progress

Finished

1035 new emails added, 0 ignored {0 duplicate, 0 invalid) 0 fixed

W CLOSE WINDOWJ

8. After the upload finishes, you can view any duplicate members by clicking

View duplicate emails.
9. Close the Upload Progress window and view your uploaded members in the

Active Members List table.

Notes
= You cannot upload a database file larger than 4 MB. If your database
exceeds that limit, divide it into several smaller files and then upload each

one individually.
« For the Check addresses against enabled Triggers to work, triggers
must be enabled in your account. To enable triggers, contact your Account

Representative.

Correcting Problems with Your Database Upload

If the demographics in your incoming database do not match those in your
mailing list, a screen similar to this appears:
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& Member Records = Upload Records

ERROR - Unknown demographic type(s)

Upload Member List

Column Name Select Existing Demographic

Create Hew Demographic
email

source |Please Select... =l Add as New

In this example, all of the demographics match except the source column. If this
happens, do one of the following:

Click Please Select, and then click an existing demographic.

The incoming demographic called source is matched to the demographic
you choose.

If source does not match closely enough with an existing demographic,

click Add as New, and then follow the instructions to create a new
demographic.

Once the demographics are properly matched your upload continues. An upload
preview appears so that you can review the list format before starting the upload.

Updating Your Lists Using an Existing Database

To update your Active Mailing List or other lists

1.

In the left navigation bar, click Upload Records.

= Member Records

Hw

b View Records

3

b Download Rec‘&[tn]s
b Add Member Record

In the Upload file box, type the name of the file containing the database.
You can also click the Browse button, navigate to the file, and then click
Open.

In the Delimiter box, type the delimiter you used in your database.

In the Upload Type section, click the list you want to add the members to.

Your options are Active Mailing List, Proof List, Unsubscribed List, Bounced
List, and Trashed by Admin list.
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5. Inthe Upload Options section, select Update information for addresses
that already exist.
6. Choose any of the following options:

Dondét insert new entrienttiegsionly update exi s
No new entries will be added to your list.

When updating a Multiple Selection List field, append not replace

The values of the Multiple Selection list will be added to the existing values
of the Memberds prof il elbthisicimesktboexésd of r epl ac

cleared, the fields will be replaced.

If entry is trashed, move it to the Active Email List:

Any members who are on the Trashed or Unsubscribed lists are moved to
the Active Mailing List if they are present in the uploaded file. IMPORTANT:
This means that unsubscribed members will start receiving email again. To
prevent this, move them to your Blacklist before starting the updating
process.

Adding a New Member to a Mailing List

To add a member to a mailing list
1. In the left navigation bar, click Add Member Record.
2. Type an email address in the Email box (this is required), and then enter or
select as much or as little demographic information as you want.

Email |johndoe@aol.com [] procf List member

3. When you are finished, click Save.

Notes

= You can check the email address against enabled triggers.
= To add multiple proof members, click Add Multiple Proof Members in the
upper right of the screen.
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Adding a Member to Your Proof List

To add a member to your Proof List
In the left navigation bar, click View Messages.

Click the Actions box for the message you want, and then select Proof.
Click Go for the same message.

In the Proof section, click Add more Proof Members.
In the Proof Email boxes, type the addresses you want to add.
Click ADD THESE EMAILS TO THE PROOF LIST.

oghwdE

Note

» You can also add a member to the Proof List from the Send Quicktest
page.

Viewing Your Member Records

To view member records
1. Inthe left navigation bar, click View Records.

= Member Records
" T
b Lpload Recar!

The Active Members list appears. This list displays members who have not
bounced or unsubscribed and are currently receiving all messages you
send.

You can access five other lists from this page.

Active Members Proof List Unsubscribed Bounced Admin Trash All Trashed

Proof List: A subset of addresses from the Active Members List. You can use
this list for testing purposes: send a message to the Proof List, obtain feedback,

make any desired changes, and then send the message to the full Active
Members List.

Unsubscribed: Members on this list have chosen to unsubscribe and are not
currently being sent messages.
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Bounced: Messages sent to these members have bounced back, so their
current status is inactive. You can change bounce settings on the list settings
page to determine when a member is added to this list.

Admin Trash: Contains members that the administrator has manually moved to
the inactive (trash) list.

All Trashed: Displays all inactive members, including unsubscribed and
bounced. After a member is deleted from the Trashed list, that member cannot
be reinstated. If you have double opt-in confirmation enabled members who have
opted in from your Web site and are waiting to be confirmed will show up only in
All Trashed.

Note

« Proof list members are immune from unsubscribe. The only way to
unsubscribe them is to manually change their status.

Searching for a Member in a List

To search for a member in alist
1. Inthe left navigation bar, click View Records.

= Member Records
’ T
b Lpload Recar!

This displays the Active Members List. To go to a different list, click the list
name.

2. IntheSearchbox (for some | SearthslTtashed 6s call ed th
Addresses box), type the name of the address you want, and then click
Find.

Note

= You can use the asterisk (*) as a wildcard in your search. For example, to
display all members with a Yahoo account, you can type *@yahoo.com.Or,
if you know ités a Yahoo account, and yo
arend6t sure of the exact name, you can t
might look something like this:

u
y

eddy@yahoo.com
Elaine@yahoo.com
Emanuel@yahoo.com
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To view the full list again
« Click View Records.

Viewing a Member Profile

To view a member profile
1. Inthe left navigation bar, click View Records.

2. Click the View Member Profile Button for the member you want.
I

!.

On the Member Profile page, you can view the following information:
Member Record: Displays all the enabled demographic fields in your mailing list.

Sent History: Displays information about the messages the member has been
sent.

Open History: Displays information about the messages the user has opened.

Click thru History: Gives detailed information on links or URLs embedded in
your messages that the user clicked.
Action Tracking History: Det ai |l s t he user6s actions on yo

Unsubscribing a Member from a List

To unsubscribe a member from a list
1. Go to the Account Home page and make sure you are in the Mailing Lists
section.

o Account Home o User Accounts

Archived Lists Recent

In the left navigation bar, click View List Home or View Records.
2. Inthe box above the Unsubscribe button, type the address of the member
you want, and then click Unsubscribe.

40



Global Email Settings

Ermaill Address:

|i|:uhnd|:|e@anl JCam |

SEARCH UNSUBSCRIBE

If you are unsure of the name you are looking for, or you want to find multiple

addresses, you can use the asterisk (*) as a wildcard. For example, to display all

members with a Yahoo account, you can type *@yahoo.com.Or , i f you know i
a Yahoo account, and you know it beginswithE,but you arendét sure of
name, you can type e*@yahoo.com.

To unsubscribe one or more members using the wildcard (*)
1. Inthe box next to the Unsubscribe button, type the address of the member
you want, including the wildcard, and then click Unsubscribe.
A list appears with all matching addresses.

2. Do one of the following:
« To unsubscribe certain addresses, select the ones you want, and then click

Unsubscribe Checked.
« To unsubscribe all matching addresses, click Unsubscribe All.

Note
= You can also use the Unsubscribe feature while on the Proof List page.

Restoring or Deleting a Bounced Member

To restore bounced members to the Active Mailing List
1. Inthe left navigation bar, click View Records.

= Member Records
" o
b Lpload Recor!

2. Click Bounced.

Active Members Proof List Unsubscribed Bounced Admin Trash All Trashed

3. Do one of the following:
« Torestore certain members, select the ones you want, and then click

Restore Checked.
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Profile Email Trash Date

|-:L_ | johndoe@example.com  1/5/06

| 1 Aiirmrrmsed @Al mme- 1 dandne

« Torestore all members, click Restore All.

RESTORE ALL L\\\J

To delete a member from the Bounced List

Caution: When you delete a member from the system, its entire history is
erased, including all Sent information and Unsubscribe records. This affects
reports, and can result in unusual statistics such as more unique opened than
sent messages.

1. Onthe Bounced page, select the member you want to delete.
2. Click Delete Checked.

Copying Members from a Different List

To copy members from a different mailing list
1. Download the member records from the source list.
2. Upload these records to the target list.

Changing a Member Profile

To change the demographics in a member profile

1. In the left navigation bar, click View Records.

2. Click the Edit Member Profile Button for the member you want.
3. Make the changes you want, and then click Save.

To add a the member to the Proof List
« Select Proof List Member.
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Note

« YOU can cl ear t he triguermsioeyrfr@nrsthisipagd.iThisi d u a |
removes any indication the user received a trigger from the trigger
perspective.

Downloading a Member Database

To get an electronic copy of your mailing list, you can download your member
records. You can download all active members or just members on a particular
list, and you can choose the demographics to include.

@ Member Records = Download Records

Download From [41 addresses in this list =]

Download Type @ ) active Members
O Al PROCF List Members
O all Trashed Members
O Bounced Members
C Unsubscribed Members
O sdmin-Trashed Members

Fields 7] Email address
¥l Join DateiTrash Date
1 arrival date
[ Test Demographic

Select all | De-select all
Use Delimiter I’ |

DOWNLOAD

To download a member database
1. Inthe left navigation bar, click Download Records.
2. Do one of the following:
« To download all addresses in the list, leave the Download From setting as
is.
= To download only addresses that match a segment_, click the Download
From box, and then select the segment you want.

3. Inthe Download Type section, click the type you want.

4. Inthe Fields section, select the check box for one or more demographic
fields that you want to include.

5. Inthe Use Delimiter, change the delimiter if desired.

6. Click DOWNLOAD.

43



A new window appears showing you the progress of the download.
7. After the download is finished, click Click here to download your file.

Download successfulll 4 records downloaded

Click heE to view/download data file,

8. Click Save, and then follow the usual steps for saving a file.

Notes

= You can use any character for a delimiter, including break (| ) or asterisk
(*). However, the most common delimiter is the comma.
= You can include only enabled demographics in your download.
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Messages

About the Messages Table

The Messages Table shows you all your messages and lets you test them, edit
them, copy or delete them, and view them a variety of ways.

\% Messages = View Messages

— Test Messages System Messages §> Create New Message
Search
Display: | Movember W | | 2007 vl Sent Status: |AI'IY Status V|
Category: | All Categories ¥ | Segment: | Al Ssgments | ¥

1D Name Subject Date Category Segment Status Actions

TT— 0.0 RS D0 S

Great selection of - Sent - 7
- S Great selection of Now 09, E-commerce &
Movies jg-5-1109 . ! p - Mow 09, 2007 View Reportzs | #
260 ] Great Mowvies 1109 2007 Promotions 10:57am BST m

To view the Messages table
= In the left navigation bar, click View Messages.

= Messages

b iew Messages
F Create a Messa@

To view a message
« Under Subject, click the subject text for the message.

To sort the table by Name, Date, etc.
= Click the column heading you want. The only heading that is not clickable is
Actions.

To view messages that fit a certain sent status, category or segment
1. Click the box next to Sent Status, Category, or Segment, and then select
the option you want.
2. Click Update.

To view different sections of the table, choose one of the following
(4] First 10 Rows

[4] Previous 10 Rows
[¥] Next 10 Rows



(¥ Last 10 Rows
[=] Expand Rows

To copy, edit or delete a message
1. Click the Actions box for the message, and then click the option you want.

Actions
Edlit w
= Eddit

“AMotes and Tasks
Delete

2. Click Go.

Note
« Edit and Delete are only available for messages you have not sent yet.

To view your Proof and Quick Test messages
» Click Test Messages.

\% Messages = View Messages

“Y Messages Test Messages System Messages

To view your System Messages
= Click System Messages.
The two system messages are Welcomeand Confirm Opt-In. You can edit
each one.
To create a new Message
=« Click Create New Message.

=F» Create New Messagﬁ

Understanding Message Actions

The actions available for each message are based on the status of that

message. For example, a message with ADrafto
ASchedul ed acti on o pattiuosn cahvaanigleasb Iteo ufinWaiilt iintgs
Scheduledo (once the HTML/ Text content of th
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To view the Actions for a messages
1. Inthe left navigation bar, click View Messages.
2. Click the Actions box for the message

() () FEREE#E D ) &

Category Filter Status Actions
Sent - 4

Relatanahn - Jan 23, 2006 | |ViewReports v |
3:01pm PET “Yiew Repors

Copry
Maotes and Tasks

Available for ALL message states:
Notes and Tasks

Copy

Delete

Not available for SENT or SCHEDULED:
Edit

Available for only for WAITING:
Schedule

Proof

Quick Test

Available for only SENDING, SCHEDULED, or PAUSED:
Stop

Pause

Resume

Available for only SENT messages:
View Reports

Creating a Message, Part 1: Choosing Settings

You can create messages and then schedule them for delivery.

To choose your message settings
1. Inthe left navigation bar, click Create a Message.
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=l Messanes
P iew Messages
]
b Content Likirany {T)

2. Under Message Format, click the format you want.

Me=sage Format

) Multi-part/HTML
* Message Format: (O Text only %
) From Template :

Message Format

Multi-part/HTML: Use this when you want to create your message as HTML with
alternate versions in plain text and AOL email. The email software your customer
uses determines which format is viewed. NOTE: Customers using AOL 5.0 and
below receive the AOL email. All other AOL customers receive the HTML/Multi-
part message.

Text only: Sends only a text version of your email; you cannot include any
HTML. Tracking for an HTML message can include clickthrus but not times
opened.

From Template: Your message will be based on a pre-existing template in Multi-
part/HTML format. This option does not appear if you have no saved templates.

Message Information

The message name lets you identify the message by something other than the
subject line.

1. Inthe Message Name box, type a uniqgue name for your message.

Message Information

* Message Mame: |NEW Products

The subject |ine should capture your
open the e-mail. You can personalize the message by using mail merge tags.

2. Inthe Subject Line box, type a subject.

48

cust ome



See our Mew Products|

* Subject Line:

3. Toinsert a demographic field into the subject line, click the Insert Field
box, select the field you want, and then click INSERT INTO SUBJECT.

=First Mame= we have new products!

* Subject Line: _
Insert Field |First Mame w {ﬂ’)?

The category is used to classify and sort the campaign.

4. Inthe Category section, click the box next to Select existing, and then
choose a category from the list.

_Or_
Click Create New, and then type a new category name in the text box.

@ zelect existing | MewwsletterRelationship b
Newsleﬁer.ﬁelaﬂnnship
E-commerce & Promotions
ConfirmationsfAnnouncements
Cther

* Category:

'O Create new

Filker: | Ma Fitter: Send to all

You can apply a segment to your message now, or later before the message is
sent.

5. To apply a segment now, click the box next to Segment, and then choose a
segment from the list.

_Or_
Click New Segment, and then create a new segment.

Sender Information

The name and email address you choose here are what your customer sees
when they receive your message.

The reply-to-address receives all replies to your email campaign.

1. Enter an address in the Reply-to address box. To use the default address,

select Use default reply-to.
You can insert a demographic into the reply-to address.
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Sender Information

|jnhndne@example.cnm| | [] Usec

Reply-To address:

Insert Field | Mo demographics availakle | E

Using a sender name makes your email appear more personal.

2. Enter a name in the Sender Name box.
You can insert a demographic into the sender name.

A physical mailing address is required to comply with the CAN-SPAM Act of
2003.

3. Select Add physical mailing address to message footer.
To edit your mailing address, click Edit.

Notes

= Many users include their physical address in their HTML template.

= You can utilize our reply handler address to help filter many of the out of
office and unsubscribe request replies.

=« The message name and category are for reporting purposes only; they are
not visible to customers receiving the message.

Advanced Options

You can track the activity your messages generate, whether it is a Text or HTML
message. Tracking for an HTML message can include times opened and

clickthrus. Tracking for a Text (or AOL) message includes clickthrus on the links
in your message.

1. To enable tracking, select Enable for HTML version or Enable for Text
version.

Advanced Options

Enable for HTML version

?| Tracking ]
Enable for Text version

HTML Encoding handles the character recognition as your message is encoded
and sent out.

= For US English emails, text or HTML, select 7-bit encoding.

« For special characters or languages other than US English, select Quoted-
Printable.

50



2.

Select the HTML encoding you want.

You can choose a character set to ensure that your message goes out in the
language you intended. The default character set is US ASCII.

3.

Click the box next to Character Set, and then choose the set you want.

Notes on Tracking

Tracking in an HTML message tracks when the messages were opened,
how many times and also any and all URL links embedded in the message.
To track how many times the message was opened, we embed a clear
one-pixel image into your email message that allows us to measure your
results: when the message was opened, how many times and by whom. To
track the URLs in your message, the EmailLabs systems converts your
URLS to trackable links that we can then provide complete reporting
information on, from who clicked on the link to when they visit your site. To
enable, click Enable HTML Tracking.

Tracking in a Text Message is limited to tracking only the completed links
that you include in your text message.

Examples:

Completed: http://www.yahoo.com

Not completed: www.yahoo.com

The EmailLabs system takes any complete http link you include in your
message and automatically converts it to a clickable link that we can then
track activity on.

Notes on character sets

Other character sets EmailLabs system recognizes are:

Traditional Chinese (Big5)

Simplified Chinese (gh2312),
Japanese (euc-jp)

Korean (euc-kr)

Cyrillic (koi8-r)

Cyrillic (windows-1251)

Central European (windows-1250),
Western European (ISO and Windows)

If you need a character set that is not available in the software, contact
EmailLabs Customer Support.

After you finish choosing your settings, click SAVE & NEXT. If you chose Multi-
part/HTML as your format, you are taken to the HTML page. If you chose text as
your format, you are taken to the Text & AOL page.
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Creating a Message, Part 2: Adding HTML

As the title implies, the HTML page is where you create your HTML message.
You can upload the HTML code, retrieve it from an existing web page, or type it
from scratch. If your browser is Internet Explorer, you can use the HTML Editor
which offers a friendly graphical interface.

% Create Messages -1

I Settings 2 HT™ML 3 Textn AL 4 Notes & Tasks

E G
[) .
D .. -
[y m
e Comert |

I TR ETITCNTEN M

To add HTML from scratch
» Click inside the Edit HTML window, and then type the code.

To upload pre-existing HTML code
1. In the right navigation bar under Get HTML, click Upload HTML.

= UQMadHTMHﬁﬁ
| [ -

2. Inthe new window that appears, do one of the following:

= Enter afile name in the Upload this file box.
_or_

» Click Browse, navigate to the file containing the HTML you want, and then
click Upload.
You can upload an HTML file (.html or .htm) or a text file (.txt) that contains
HTML.

3. Click Close Window.
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To copy the HTML from an existing web page
1. Under Get HTML, click Get HTML from URL.
2. Inthe new window that appears, type the web page address in the text box,
and then click Get It!.

3. Click Close Window.

To create and edit your HTML with the HTML Editor
e Under Get HTML, click HTML Editor.

Learn more about the HTML Editor.

To preview your work
= Click Preview HTML.

53



