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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
Acornweb
Username
Password _ | forgot my password

(0 Remember me on this comguter

| 0 Login

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

Campaign

Created Tuesday, 1 September 2009
Created Tuc-sday. 1 September 2009
Created I‘.-'Im;da\,', 19 January 2009

Created Monday, 19 Jandary 2009

Created Friday, 18 July 2008

Campaign Name

Clients  Bllling  Customize  Account Settings

Acornweb ikon Images

Overview Create/Send Manage Subscribers Reports

Recent Drafts see i saved orafis

Recently Sent Campaign Reports see all sent campaions

Sent Recipients
7 Jan 2009 1,398
15 Oct 2008 1,452
22 Sep 2008 1,288

21 Aug 2008 1,016

15 Jul 2008 1,248

Define content Define recipients

1]

]

Opened
29.53%
NT%
37.39%
35.92%

41.42%

L

-]

Clicked
17.22%
13.72%
21.7%
2065%

17.71%

Help Logout

Templates Client Settings

Create a new campaign

You might also want to...
# Run a design and spam test
Test your design in major email clients.

& Manage your subscribers
Add subscribers, change settings, etc.

Table of Contents

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

Acornweb ikon Images

Create/Send Manage Subscribers Reports

Saved drafts - Create new campalgn - Edit and resend - Design and spam testing

Step 1: Define the Campaign and Sender

Regular campaign A/B split campaign

1. Name the campaign

Give your campaign an easily identifiable name. The name you choose will appear when you view the reports for this campaign.

Campaign Name i |

2. Enter the email subject line for this campaign

The subject of your last campaign was: ikonnect - Jan 09

Subject

3. Give the campaign a from name

This is what will appear in the From field of your recipients email client when they receive this campaign.

From Name

4. Give the campaign a from email address

This is the emalil address your campaign will come from.

Email

5. Give the campaign a Reply To address

If your recipients reply to this email, what email address should these replies be sent to? Make sure you use a valid address.

Send replies to

Campaign

Templates Client Settings

Content Recipients Delivery

Personalize the subject with subscriber details

Give your campaign name, subject as well

as defining the sender name and address.

Table of Contents
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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.

Clients Billing Customize Account Settings Help Logout

Acornweb Acorn Web Studio

Create/Send Manage Subscribers Reports Templates Client Settings
Saved drafts - Create new campaign Edit and resend Design and spam testing
Step 2.1: Select the format for this campaign a
test Campaign Content Recipients Delivery

O HTML and plain text

Import a HTML email design from
results.

uter or the web and add a plain text version for your recipients with older or mobile email clients. We provide detailed reporting on the

O Plain text only

Plain text ensures that your message will be viewable by all recipients but means you any formatting or style to your email. Only basic reporting will be available.

© Use one of my templates
Add content to one of your pre-designed email templates.

Alternatively, send a plain text email.

cowscd segment tithe
8 Acom_white O Newsletter

MNext c ‘ or go back

These are the HTML templates we have
created for you. They contain links, images

Continue to the next step. and the structure for your content.

Table of Contents .
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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. ) o
Write your content and format it like you

would in any text editor.

Segment T|t|e| & Make this titie a link
iB I EEEO- | == | =§ -~ =§QuickLinks =~ [} Personalize - <> Source | [=] [»]
Description

Browse your computer for an

image to insert.

¥, insert an image e
@ Save | or Save and add another

You are receiving this email because the email address [email] was subscribed to our email list
Having trouble reading this email? View it on our website,

@ _Cancel changes

Save your changes.

a C O r n —websites that grow
a _ Ivl 2/70A Sydney Road Brunswick | t _ 1300 883 248

web studio f_ 0383871 679_| e _ info@acomweb.com.au | www.acormweb.com.au
January 20, 2010

subhead » segment title .o
Description

P Description

pass iton segment title

If you know someone who may be
interested in receiving this
newsletter, you can forward up to five

# Ao HEW TEN
copies at once. LR

Description

If you have received this email by error and wish to unsubscribe, please

For business enquiries please contact

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.

Clients Billing Customize  Account Settings Help Logout

Acornweb Acormn Web Studio

Create/Send Manage Subscribers Reports Templates Client Settings
Saved drafts - Create new campalgn - Editand resend - Design and spam testing
Step 3.1 - Select the recipients for this campaign 8
test Campaign  Content  Recipients  Delivery

@ My recipients are from an existing subscriber list
Select the subscriber lists you would like to send this campaign to.

[ normalxmas (25 subscribers)
[ Small Client List (57 subscribers)

acorn database

[ All Subscribers (131)

(] Web Design (50)

[ Marketing (30)

[ Content Management System (28)
[ Networking (21)

(] Web Strategy (28)

[C] Online Business Tools (50)

xmasinvitelist
] All Subscribers (44)
O Polite (44)

O 1 will type in the recipients manually
Use this method if you want to type in or copy and paste recipients manually.

Next O . or go back

\

\ Choose the list of subscriber to
Proceed to next step.

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.

Send campaign out immediately.
You'll get an email confirmation once it's

been sent out.

Clients Billing Customize Account Settings Help

Acornweb Acorn Web Studio

Create/Send Manage Subscribers Reports Templates Client Setting
Saved drafts - Create new campalgn - Editand resend” - Design and spam testing
Step 4.2 - Schedule campaign delivery (
test Campaign Content Recipients Deel

@ Deliver the campaign immediately
Your campaign will be queued on our delivery servers and sent to your recipients immediately.

Send confirmation to when the campaign has been sent

O Deliver at the following time
‘You can always change the scheduled delivery time before the campaign is sent.

Date (mmiddiyy) | Jan [ [ 20 15 [ 2010 [§] B

Time [ 1 FH[ 00 H”i[ pm I-G-]
Time Zone [ (GMT+10:00) Canberra, Melbourne, Sydney F
Send confirmation to when the campaign has been sent

Pay for this campaign £ = or go back

Your campaign will not be sent'scheduled until payment is made

Alternatively, you can select a time and
Continue to make your payment date for the campaign to be sent out with a

for this campaign. confirmation email.
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4. Campaign snapshot

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

Review your campaign details and edit any further changes.

Clients Billing [+ Account

Help Logout

Acornweb Acorn Web Studio

Create/Send Manage Subscribers Reports Templates Client Settings

Saved drafts - Create new campaign - Edit and resend Design and spam testing

2
Snapshot for test . . n B :
Edit your content details. Campaign  Content \_ Recipients  Delivery
Campaign and sender L ) Edit
Campalgn Name test
Subject test
From T — S S —
Content | & Eait |
HTML version Using the Acom_white template (View a preview or change template)
Auto-generated plain text version Preview or edit
Recipients ) Add more recipients |
Small Client List 57 & Remove from campaign
Total 57

Test and define delivery @

\

Proceed to next step. Add more recipients to your campaign.
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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.

Clients Billing Cu A

Help Logout

Acornweb Acorn web Studio

Manage Subscribers Templates Client Settings

Subscriber Lists = Small Client List

Manually unsubscribe users.
Small Client List

Add new subscribers
Single opt-in list with no custom fields or segments (edit list nameltype ) Subscribe to .

@ Remove subscribers
Unsubscribe or delete subscribers.

23 Oct 4 Nov 16 Nov 28 Nov 10 Dec 22 Dec 31 Dec =z Custom fields
Store additional subscriber details.

Active Bounced Search list .2 Segments
57 Email or name | &, Search Target sub-groups of subscribers.
5| Export subscribers
Email Address Name Subscribed ¥ d Export your list to a CSV or text file.
PR . 15 Oct 2009 8
P— . - - 15 Oct 2009 g Capturing and processing
PR . - 15 Oct 2009 =]
— . 15 Oct 2009 o o Create a subscribe form
Add a subscribe form to your site.
- 15 Oct 2009 =]
Lustomize SUbDSCribe process
——— - T o & Customize subscribe process
Control landing pages, emails, efc.
- - — 15 Oct 2009 =]
O & Unsubscribe settings
- — . e o D Manage the unsubscribe process.
- - . - 15 Oct 2009 2
. - — - 15 Oct 2009 =]
—— . 15 Oct 2009 =]
1= = " 48 Mt FO00 |

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

your campaign.
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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

Clients Billing Customize Account Settings

Acornweb Acorn web Studio

Overview  Create/Send Manage Subscribers Reports

Reports : Campaign Snapshot

July
Sent on 10 Jul 2008 to 90 unigue subscribers in acorn database | b= View campaign __H Export report |
® Opens and @ Link Clicks for first day (see all time )
30
20
10
L)
4 \>\9—‘ & — o, . -"E—‘-lf—'he—{

10 Jul, Spm 10 Jul, 9pm 11 Jul, 1am 11 Jul, 5am 11 Jul, 3am

= 58 Unigue opens 65.91% ofall recipients opened so far
226 total opens fo date
36.21% clicked a link (21 pecple)
® 2 Bounced

2.22% couldn't be delivered 0% unsubscrived (0 people]

0 people marked It as spam (0%)
® 30 Not Opened

Open rates are only estimates

Most popular links (full report)

www.google.comilocal/add:20

www.acornweb.com.awnews/97 gle-regional h—-act: &

vl LCO IN2008/d20080623_750025.htm
Link to web-based version of this email

www.acornweb.com.awnews/85/56/vou-need-a-fiendly-interface/

Help Logout

Templates Client Settings

Campaign Reports

L

2]

&

&

E

Snapshot
Summary of campaign results to date.

Recipient Activity
Who opened, clicked, forwarded, etc.

Link Click Activity
Which links were popular, who clicked.

Opens & Clicks Over Time
When did subscribers open and click.

Bounce Summary
Wheo didn’t receive this and why.

\

A quick summary of your most popular links.

A quick overview of activity across your campaign.

Click each one for more details
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