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The campaign monitor / mailbuild email newsletter system

This document will show you how to you manage and keep in touch with your customer database. Segment each 

database to personalise marketing based on additional subscriber details, publish your own professionally formatted email 

campaigns with our email newsletter templates & track audience activities and success rates.
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1. Logging into the admin area

Your admin area can be found at: http://acornweb.createsend.com/

 

Your username is:	 yourusername 

Your password is:  	 yourpassword

Enter username here

Enter password here
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2. Overview screen

View an overview of your most recent campaigns as well as shortcuts to most commonly used areas.

Access your account details Online help / logout

Recent campaigns with 

statististics. Click for more info.
Shortcuts to common areas.
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3. New Campaign – Step 1 (campaign information)

Define campaign and sender

Access your account details

Give your campaign name, subject as well 

as defining the sender name and address.
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3. New Campaign – Step 2 (templates & content)

Start defining the content of your campaign by selecting the template you wish to use.

Alternatively, send a plain text email.

These are the HTML templates we have 

created for you. They contain links, images 

and the structure for your content.Continue to the next step.
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3. New Campaign – Step 3 (your content)

Use this to insert your custom content for your email campaign into your template.

Give your content title.
Write your content and format it like you 

would in any text editor.

Save your changes.

Browse your computer for an 

image to insert.

View the changes you have 

made in the template.
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3. New Campaign – Step 4 (recipients)

Step 3 is to choose from any number of subscriber lists created and managed through the Manage Subscribers section 

which will be exlained soon.

Proceed to next step.
Choose the list of subscriber to 

sent this campaign to.
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3. New Campaign – Step 5 (delivery)

Choose to deliver the campaign immediately or select a time a date for it to be sent automatically for you.

Continue to make your payment 

for this campaign.

Send campaign out immediately. 

You’ll get  an email confirmation once it’s 

been sent out.

Alternatively, you can select a time and  

date for the campaign to be sent out with a 

confirmation email.
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4. Campaign snapshot

Make any adjustment or final edits here before previewing and sending out your campaign.

Proceed to next step.

Review your campaign details and edit any further changes.

Add more recipients to your campaign.

Edit your content details.
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5. Manage subscribers

Manage all aspects of your campaign subscribers from subscribe and unsubscribe forms, manually altering your 

subscribers and viewing their activity in relation to your campaign.

What is opt-in? Single opt-in means new subscribers are added to this list as soon as they complete the subscribe form. 

Confirmed opt-in means a confirmation email will be sent with a link they must click to validate their address.  

 

This confirmation isn’t required when you import existing subscribers, only when new subscribers join via a subscribe form.

Manually add a new subscriber to your list.

Manage your subscribe form.View your subscribers and their activiy within 

your campaign.

Manually unsubscribe users.
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6. Campaign reports

Check up on what your subscribers are doing with your campaigns, which links they click on, how many open it, delete it 

or even unsubscribe from it.

View reports detailing activity within your campaigns

A quick overview of activity across  your campaign. 

Click each one for more details

A quick summary of your most popular links.


