ContactRoom Quick Start Guide

This document will cover the basics of using our ContactRoom Service.
Specifically:

Creating lists

Importing subscribers
Sending campaigns
Viewing reports
Integrating with websites
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Creating lists

To create lists (which hold subscribers), click on the "Lists" tab along the top. Then
click the "Add" button:

Dashboard Subscribers Campaigns

Lists (3)
[T options List Name
O Edit Reports Copy Delete General List
[T Edit Reports Copy Delete List 2
O Edit Reports Copy Delete List1

Add Delete Selected

Provide a name for your list:

Add New List

List Info

MName of List
[List3

Additional & Advanced Settings

Then hit the "Add" button at the bottom:

] Google Analytics Read Track
B Google Analytics Link Trackir

Twyitter integration requires that cl

Add || Back |




Your new list is now in the system, and ready to accept subscribers:

Lists (4)
[T oOptions List Name
[T Edt Reports Copy Delete General List
" Edit Reports Copy Delete List 2
" Edit Reports Copy Delete List 3
Edit Reports Copy Delete List1

Add | Delete Selected |

Importing subscribers

To populate your lists with subscribers, you can import directly from a file,
copy/paste, or external source. Click on the Subscribers tab along the top, then the
"Import" button, or "Import Subscribers" green button:

Dashboard Subscnbers Campaigns Lists Reports Integrabon

Subscribers (1) Import Subscribers
List Flter... ;l Al Subzzabars ;l Saearch Clear | Advanced Ssarch
Add Subscriber
r Options Email A Nore Date Added
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Other options
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On the Import Subscribers page, choose your file and the lists you want to import
into, then click "Next":

Import Subscribers
Import From

© AFile ¢
' Copy/Paste -

Your File

Es\Desktoplimportcsv Browse... I\Ma»rrn,nﬂ file size: 100M)

Import Into

™ General List
I List2
M List3
I Listt

Advanced Importing Options

_Next |

You can also import using Copy/Paste, or from an external source.

Once imported, your subscribers will appear under each list that they are a part of:

Subscribers (1)

List 3 ;l All Subscribers ;]

[T options Email

[T view Send Email Reminder Delete  test3@test.com




Sending campaigns

Once you have lists with subscribers, you are ready to send campaigns! Click on the
"Campaigns" tab along the top, and then "Create a new Campaign":

Campaigns

Integration

Campaigns

YVou currently do not have ary campaigns| Create a new campaign pr
choose an opticn from the nght.

Other options

View Campalqns

Emazll Massanes

For simple, one-time campaigns, choose "One-Time Campaign,” and provide an
internal name (this name only appears internally - you'll have the option to provide

an email subject later):

Name This Campaign:

|My first campaign

Select the type of campaign you would like to create:

One-Time Campaign
Send a one-time email. Have the email sent right away or at a

AutoResponder
\ An email to subscribers after a specific number of hours or
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Next, choose the list that you'd like to send the campaign to:

Select the list(s) that this campaign is for. ..

I” General List
I List2
M List3
I Listt

Select: All - None

The next step lets you create your email message. Choose from a blank email (start
from scratch), or a stock template. Once you choose a template (or blank email),
you will be able to edit the message contents, as well as Subject, From, and
additional email headers.

When you are ready to save your email message, hit "Next" or "Save" along the
bottom:
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Message Attachments
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_Back [ Next ] |_save || cancel

Continue hitting "Next" until you are on the page that provides a summary. Hit
"Send Now" to initiate the campaign sending process.



Summary

‘ Campaign Hame My first campaign

& List(s) List1

& Segment None

ﬁ Message(s) My first campaign (Edit)
& will Send Immediately

& Recipients 1

Before you send...

;q Previewy this campaign
Inhox preview

@ Send test email

() Check against spam fiters

Back | Send Now

Your campaign is now sending!

Viewing reports

Once a campaign starts sending, you can view reports to see who has opened it.

Create a New Campaign

Your campaign has been intisted. The sending process has started.

Create Another Campaign | View Campaigns || View Report |




You can also see other stats such as:

Forwards

Links clicked
Bounces
Unsubscriptions

Campaign Report: My first campaign

Campaign Reports = Campaign Report
Overview Message || Opens (1) || Links (0) | | Forwards (0) | | Bounces (0)
0 Total Opens (0.00%) 0 Unique Opens (0.00%) 0 Un-Opened(

Opened ;'

Email

- e mail.com

You can also print, export, or share your campaign reports:

Print Resend Social Share Share Report Export

BB, 28

Integrating with websites

Lastly, you may wish to include subscriber integration on external websites. You can
embed subscription forms directly on your own website. Click the "Integration" tab
along the top, then the "Add" button:



Dashboard Subscribers Campaians Lists

Subscription Forms

st 2 ;l Search Clear

" optiens Supscription Form Name

Mothing found

Add

Add a Form Name (for internal use only - this will not show up on your webpage),
and supply other options such as lists that are used, and fields that get displayed on
the form:

Subscription Forms

Subscription Form Settings

Form Mame IForm 1

Form Options | Subscribe & Unsubscribe E]

Lists
I” General List

M List2
I List3
I~ Listt

Select: All - None

Fields to request: v Email Address
v First Name

v Last Name
™ Birthday

v Use Captcha Image




You can then copy and paste the HTML code, which you can embed on any external
website:

What type of integration would you like?

| HTML
- | Topastein your web site

Link

Link to your form
Popup

Form opens in a popup

Get Code

Copy the HTML source code in the text box below and paste it anywhere into your web site.

<form method="post" action="http://mthommes/en/box.php">
<table>
<tr>
<tdrEmail:</td>
<td><input name="email" wvalue="" type="te:
</ftr>
<Cr>
<tdrFirst Name:</td>
<td><input name="first name" wvalue="" tCyps
</tr>
<tr>

Character Set: Iutf-B Update I 2]




Here is an example of a simple subscription form on an external website (you can
customize this to fit your site design):

Email: |
First Name: |
Last Name: |

Exter the text as it appears on the Dnage

@ Subscribe
" Unsubscribe

Submit I




