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Introduction ς Advanced Mode 
The Advanced Mode home page shows you a snapshot of your account status. There is a Statistics 
Overview that you can View stats about the last send that you made. The Graph of Subscribes 
and unsubscribes over time is displayed on the screen. Customer is able to see at a glance the 
remaining Send Credits of his account and click on useful links such us Help Guides and Tutorials. 

 

 

By clicking on the Page Settings user can manage which windows/information will be shown on 
his homepage after logging in. Just click on the checkbox to select/deselect an option. 
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Newsletters 

 
You can create your newsletter from either a blank page or a template. So that you can get start-
ed quickly, your account comes with a couple of templates related to your industry. The applica-
tion contains many more templates than those pre-loaded into your template folder ς you can 
browse our template library and copy additional ones to the folder. 
 

Create from template 
To create a ƴŜǿǎƭŜǘǘŜǊ ŦǊƻƳ ƻƴŜ ƻŦ ǘƘŜ ŦǊŜŜ ǘŜƳǇƭŀǘŜǎ ƛƴ ȅƻǳǊ ŀŎŎƻǳƴǘΣ ŎƭƛŎƪ Ψ/ǊŜŀǘŜ ŦǊƻƳ ¢Ŝm-
ǇƭŀǘŜΩ ǿƘƛŎƘ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ƴŀƳŜ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊΣ ǎŜƭŜŎǘ ǿƘƛŎƘ ŦƻƭŘŜǊ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƘŜ ƴŜǿs-
letter stored in (if it is stored in the templates folder you will be able to base other newsletters on 
that template). Once you have done that select a template from the selection of free templates 
that are in your account. 

 

Browse on the available template categories related on your industry. Choose a category by click-
ing on its naƳŜ ǳƴŘŜǊ ǘƘŜ Ψ/ŀǘŜƎƻǊƛŜǎΩ ŎƻƭǳƳƴΦ /ƭƛŎƪ ƻƴ ŀ ǘƘǳƳōƴŀƛƭ ǘƻ ǾƛŜǿ ŀ ǇǊŜǾƛŜǿ ƻŦ ǘƘŜ ǘŜm-
plate. ¢ƻ ǎŜƭŜŎǘ ǘƘŜ ǘŜƳǇƭŀǘŜΣ ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŜƭŜŎǘ ōǳǘǘƻƴ ǿƘŜƴ ǇǊŜǾƛŜǿƛƴƎΣ ƻǊ ǘƘŜ Ψ{ŜƭŜŎǘΩ 
option under the thumbnail.  

 
You will be directed to the online editor where you can modify the contents of the template. 
When you create your email newsletter, you must decide whether you also want to create a text-
only version. We strongly recommend this, as it helps with delivery to some web-based email cli-
ents and email clients such as Lotus Notes. 
The Editor uses logic similar to MS Word. Please refer to the Editor section of this manual for in-

structions. 

While working on your newsletter in the Editor, make sure you save it frequently. And when exit-

ing the Editor, make sure you save your newsletter 
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Text newsletters and emails 

If you have also created a text-only version of your newsletter, a second Editor will appear after 
the first closes. This is the text Editor. There is a button that will copy any text from your HTML 
newsletter to this Editor. You can then format it as you wish. 
Please note: If there is no text version saved in the text Editor, the application will send out a de-
Ŧŀǳƭǘ ǘŜȄǘ ŜƳŀƛƭ ǘƘŀǘ ǎǘŀǘŜǎΣ άLŦ ȅƻǳ Ŏŀƴƴƻǘ ǊŜŀŘ this email, please click on the following liƴƪΦέ ¢ƘŜ 
link will then take the client to the HTML newsletter. 
 
To create a text-only version automatically with every newsletter, go to the ΨDŜƴŜǊŀƭ {ŜǘǘƛƴƎǎΩ 
menu under Ψ{Ŝǘ-ǳǇ ŀƴŘ hǇǘƛƻƴǎΩ. Tick the box next to Ψ/ǊŜŀǘŜ ŀ ¢ŜȄǘ Version of every newsletter 
L ŎǊŜŀǘŜΩ. This will automatically create a text-only version of every newsletter. 
 
Please note: An asterisk (*) appears next to newsletters with a text-only version. If there is no 
asterisk, there is no text-only version. 
 

Import from file 
If you have designed your newsletter in an external HTML editor, or a designer has created your 
newsletter for you, you can import it easily into your account. 
 
To import the code to a new newsletter, select the folder you want to save it to from the drop-
down. Then enter the name of the new newsletter in the blank field. 
Go to Newsletters >Import from File. 
 

Importing HTML into an existing newsletter  

¸ƻǳ Ŏŀƴ ŜƛǘƘŜǊ ƛƳǇƻǊǘ ǘƘŜ I¢a[ ƛƴǘƻ ŀƴ ΨŜȄƛǎǘƛƴƎ ƴŜǿǎƭŜǘǘŜǊΩ, in which case it will replace the 
existing HTML, or you can import it into a new newsletter.  
¢ƻ ƛƳǇƻǊǘ ǘƻ ŀƴ ŜȄƛǎǘƛƴƎ ƴŜǿǎƭŜǘǘŜǊ ŎƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ŦƻǊ άreplace this newsletterέΣ ǘƘŜƴ ǎe-
lect the folder in which your HTML is stored from the first drop-down. Then select the newsletter 
you would like to import the code to, from the second drop-down menu. 
 

Importing a newsletter from a file 

If you have created the newsletter in an external HTML editor or a designer has created it and 
given you the file, it is easy to import it into your account. Select the ΨŦƛƭŜΩ radio button. Then 
ΨbrowseΩ ǘƻ ǘƘŜ ŦƻƭŘŜǊ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǿƘŜǊŜ ǘƘŀǘ ŦƛƭŜ ƛǎ ǎǘƻǊŜŘ ŀƴŘ ŎƭƛŎƪ ΨimportΩΦ  
LŦ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǳǇƭƻŀŘ ŀƭƭ ǘƘŜ ƛƳŀƎŜǎ ǘƻ ǘƘŜ ǎŜǊǾŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ΨAdd my images path 
to allΩΦ ¸ƻǳ ŀƭǎƻ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƻƭŘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇƭƻŀŘ ǘƘŜƳ ǘƻΣ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu. 
You will then need to upload the images in your newsletter to that folder. To learn how to upload 
images, go to the Uploading Images section of this manual. 
 

Importing HTML into a new newsletter 

To import the code to a new newsletter, select the folder you want to save it to from the drop-
down. Then enter the name of the new newsletter in the blank field. 
 
Make sure you have used the browse button to find the HTML file that you would like to replace 
the old template with (as shown below). 
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If the images in the file you have imported are already on the Internet and referenced properly in 
ǘƘŜ I¢a[ ŦƛƭŜΣ ǎŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ΨI will be hosting images on my serverΩΦ 
 
!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ΨimportΩΣ ǇƭŜŀǎŜ ōŜ ǇŀǘƛŜƴǘ ς large files can take a few minutes to load. Do not log 
out or close your browser window during the uploading process. 
 
At the end of the process, the newsletter console will confirm the import by stating, "The News-
letter was successfully imported", at the top of the screen. 

Importing a newsletter from a web page 

If your designer has already uploaded your newsletter to a web page, you can instruct the appli-
cation ǘƻ ƎŜǘ ǘƘŀǘ ǇŀƎŜΦ {ŜƭŜŎǘ ǘƘŜ ΨURLΩ radio button. Then type in the URL which you want to the 
application to fetch the newsletter from. Include the http:// and a forward slash (/) at the end of 
the URL if it doesn't include a page name (for example, pagename.htm or pagename.html). Then 
clicƪ ΨƛƳǇƻǊǘΩ. 

 
¦ƴƭŜǎǎ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ƛƳŀƎŜ ŦƛƭŜǎΣ ǘƛŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ ΨAdd my website URL path to 
ŀƭƭ ƛƳŀƎŜǎΩ. This will ensure that when the newsletter is sent, all images are retrieved from the 
server on which they are stored. If you have not ticked this box, you will need to upload all image 
files to your account. To learn how to upload images, go to the Uploading Images section of this 
manual. 
 
5ŜǇŜƴŘƛƴƎ ƻƴ Ƙƻǿ ǘƘŜ ǇŀƎŜ ǘƘŀǘ ȅƻǳ ŦŜǘŎƘŜŘ ǿŀǎ ŎǊŜŀǘŜŘΣ ȅƻǳ Ƴŀȅ ŀƭǎƻ ƴŜŜŘ ǘƻ ǘƛŎƪ ΨAdd my 
website ¦w[ ǇŀǘƘ ǘƻ ŀƭƭ ƭƛƴƪǎΩ. Some pages reference internal links without referencing the URL ς 
if your website was created this way, you will need to tick this box. If you are uncertain, ask the 
designer who created the newsletter. 
 
!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ΨƛƳǇƻǊǘΩ, please be patient ς large files can take a few minutes to load. Do not log 
out or close your browser window during the uploading process. 
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At the end of the process, the newsletter console will confirm the import by stating, "The News-
letter was successfully imported," at the top of the screen. 
 

Exporting a Newsletter 

You can export any of your newsletters from the application at any time. Go to Newsletters (left 
navigation menu)> Edit & Manage. Select the template that you want to export, then click on the 
checkbox and select from the right menu which is displayed the Advanced Options and from the 
submenu Export to HTML. 
 

 
 

Create from Blog 

FeedMail (RSS to Email) 

An RSS feed provides a list of new content and a brief description of it, along with a link to the full 
ŀǊǘƛŎƭŜΦ /ǊŜŀǘŜ ŀ άFeedέ ƭƛƴƪ ƻƴ ȅƻǳǊ ǎƛǘŜ ƻǊ ōƭƻƎ ŀƴŘ ŀƭƭƻǿ ǊŜŀŘŜǊǎ ǘƻ ǎƛƎƴ ǳǇΦ !ƭƭ w{{ ŦŜŜŘǎ ŀǊŜ 
automatically updated so the user will see the most up-to-date post. 
 
FeedMail fetches content from a blog; website or any RSS feed and then formats it in a stylish 
ŜƳŀƛƭ ǘŜƳǇƭŀǘŜΦ !ƭƭ ȅƻǳ ƴŜŜŘ ǘƻ Řƻ ƛǎ ǎǳǇǇƭȅ ȅƻǳǊ ŦŜŜŘΩǎ ¦w[ ŀƴŘ ǎǇŜŎƛŦȅ Ƙƻǿ ŦǊŜǉǳŜƴǘƭȅ ȅƻǳ ǿŀƴǘ 
us to upload your feed and send it (FeedMail sends to your mailing list automatically). 
 

Setting up a FeedMail newsletter 

After you have chosen the feed you would like to send, supply a name for your newsletter. Type 
or paste in the rss/xml URL in the appropriate text field and select a style for the newsletter. 
 
Save the newsletter and schedule a sending time. If you would prefer to create your own XML 
ǘŜƳǇƭŀǘŜΣ ȅƻǳ Ƴŀȅ Řƻ ǎƻ ōȅ ǎŜƭŜŎǘƛƴƎ ά/ǳǎǘƻƳ ·{[ ¦w[έ ŀƴŘ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ¦w[ ƛƴǘƻ ǘƘŜ ǎǇŀŎŜ 
provided. Statistics for FeedMail will be saved in the Reports & Statistics tab. 
 
To view the different style templates available in the preview window simply select those from 
ǘƘŜ ά{ǘȅƭŜέ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ŀƴŘ ŎƭƛŎƪ άǎŀǾŜέΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ǎǘȅƭŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ 
ǳǎŜ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ άǎŀǾŜ ŀƴŘ ǎŎƘŜŘǳƭŜέ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ able to set a schedule auto-responder 
which will automatically send the blog as a newsletter using the settings you have selected. 
 
 

Edit 

 

Edit & Manage 

From within this section you can create and store your newsletters in different folders. This sec-

tion will allow you to select items and click a button to initiate the particular action.  

¢ƻ ǎŜŜ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊǎ ƛƴ ŀƴȅ ƎƛǾŜƴ ŦƻƭŘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ŦƻƭŘŜǊ ǎƘƻǿƴ ǳƴŘŜǊ ǘƘŜ άCƻƭŘŜǊέ ƘŜŀŘƛƴƎ 

then in the next column you will be able to view the newsletters that are stored in that particular 

ŦƻƭŘŜǊΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ άSort byέ ƻǇǘƛƻƴ ǘƻ ǾƛŜǿ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊǎ ōȅ ƴŀƳŜΣ ŎǊŜŀǘŜ ŘŀǘŜ ƻǊ ƳƻŘƛŦȅ 

date which will help you to locate the newsletter you are looking for.  
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You can also create a new folder or Newsletter using the first icon next to the titles Folder and 

Newsletter. You can also use the other two icons to edit or delete a folder or newsletter once you 

have selected one. 

 
 

As shown in the above screenshot once you select a newsletter you will have a lot of features you 
can choose from which are shown in the right hand column. Those options are as follows: 

¶ Preview newsletter ς This will give you a visual of how the newsletter looks. 

¶ Open in editor ς This will allow you to edit the newsletter in the editor. 

¶ Rename newsletter ς This will allow you to rename the newsletter if you feel the need 
to. 

¶ Copy newsletter ς This will allow you to copy the newsletter, which is mainly used if you 
would like to continue using one newsletter but make alterations each month. You can 
use this to copy the newsletter and use/edit the copy for the next newsletter you will be 
sending out. 

¶ Move to folder ς This will allow you to place the newsletter in a different folder, you may 
want to place it in the template folder which will allow you to create a newsletter based 
on that template. 

¶ Delete newsletter ς This will delete the current newsletter you have selected.  
 

Advanced options  

¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ǳǎŜ ǘƘŜ ŀŘǾŀƴŎŜŘ ƻǇǘƛƻƴǎ ǿƘƛŎƘ ŀǊŜ ŀǾŀƛƭŀōƭŜ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!d-
vance Opǘƛƻƴέ ōǳǘǘƻƴΦ ¢ƘŜ ƻǇǘƛƻƴǎ ƎƛǾŜƴ ǿƛƭƭ ōŜ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǳn-
ŘŜǊ ǘƘŜ άbŜǿǎƭŜǘǘŜǊǎέ ŎƻƭǳƳƴ ǎƘƻǿƴ ƛƴ ǘƘŜ ǎŎǊŜŜƴǎƘƻǘ ŀōƻǾŜΦ ¢ƘŜ ŀŘǾŀƴŎŜŘ ƻǇtions available are 
as follows: 

¶ Edit Email Snippet ς This feature will allow you to add text which will be presented next 
to your subject line, but unlike the subject line the text in the email snippet will not 
count towards your spam score. This feature will allow you to place the text exactly how 
you would like without damaging your spam score, so feel free to add CAPITAL LETTERS, 
any words and even symbols such as euro signs (ϵύΦ 
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¶ Export HTML ς When clicked this will present you with a file that you can download 
which will have the HTML code used from that particular newsletter. 

¶ Inbox Preview ς This will enable you to preview what your newsletter will look like in up 
to 14 different email clients. Every account paid is given 3 inbox previews for free so you 
can see how the brilliant feature works. 

¶ Spam Check ς This feature will help you to ensuǊŜ ȅƻǳǊ ƴŜǿǎƭŜǘǘŜǊ ŘƻŜǎƴΩǘ ŜƴŘ ǳǇ ƛƴ ǘƘŜ 
ǊŜŎƛǇƛŜƴǘΩǎ Ƨǳƴƪ ŦƻƭŘŜǊΣ ŀǎ ƛǘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŀ ǎǇŀƳ ǎŎƻǊŜ ǊŀǘƛƴƎ ŦǊƻƳ ȅƻǳǊ ƴŜǿǎƭŜǘǘŜǊ ŀƴŘ 
subject line. It will also give you tips on how to reduce your spam score if necessary. 

 
 

Images and Files 
Your account comes with seven different folders where you can store your images and files. In 
addition, you can create your own folders. Each account has 20MB worth of storage space for 
images and files. If you exceed the 20MB limit, you can either delete some of the images in your 
folders or purchase additional storage space. 
 

Upload 

It is important that when you upload any images you first select which folder your files will be 
uploaded into. You can do this via the dropdown facility shown below: 
 

 
 

Once you have chosen the folder, the next step is to select the images that you want to be up-
ƭƻŀŘŜŘ ƛƴǘƻ ǘƘŀǘ ǇŀǊǘƛŎǳƭŀǊ ŦƻƭŘŜǊΦ ¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άGet images / filesέ ōǳǘǘƻƴΦ 
άupload filesέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 
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Manage 

Within this section you can manage your folders and images by deleting, moving or renaming 
them. You can also use the integrated Google search which will not display copyright images. 
 
Folder Management: To rename or delete an image folder, select the folder and right click. To 
create a new sub folder select where you want it adding and right click. 
 
Image Management: To move or copy an image, drag the thumbnail to the appropriate folder. To 
view, download, delete or rename an image, simply select it and right click. 
 

 
 
You can also create a new sub folder by right clicking where you would like the folder to be locat-
ŜŘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άNew SubfolderέΦ ¸ƻǳ Ŏŀƴ ǘƘŜƴ ƴŀƳŜ ǘƘŜ ƴŜǿ ŦƻƭŘŜǊ ŀƴŘ ŎƭƛŎƪ άOKέΦ 
 
Please Note: You can also rename or delete a folder by right clicking on the appropriate folder 
 

Setup and Options 

Name Your Links 

You may want to name links that you frequently insert into newsletters. There are three benefits 
in naming links: 
1. It will make it ŜŀǎƛŜǊ ŦƻǊ ȅƻǳ ǘƻ ƛƴǎŜǊǘ ǘƘŜƳ ōȅ ǳǎƛƴƎ ǘƘŜ ΨLƴǎŜǊǘ bŀƳŜŘ [ƛƴƪǎΩ function in the 

Editor. 
2. It will make it easier to interpret your click stats, as it will show the name of the link instead 

of the full URL. 
3. You can enable tracking of click-throughs in Google Analytics. 
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To name a link, click on the add (+) button and type in the full URL and the name you want to give 
ƛǘΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŜƴŀōƭŜ ǘǊŀŎƪƛƴƎ ƻƴ DƻƻƎƭŜ !ƴŀƭȅǘƛŎǎΣ ǘƛŎƪ ǘƘŜ ΨEnable Google !ƴŀƭȅǘƛŎǎΩ box. 
 
In the 2011 Editor, you will see a drop-Řƻǿƴ ǘƘŀǘ ǎŀȅǎ ΨLƴǎŜǊǘ bŀƳŜŘ [ƛƴƪǎΩ. All you need to do 
now is select the link from the drop-down. 
¢ƻ ŜŘƛǘ ŀƴȅ ƻŦ ȅƻǳǊ ƴŀƳŜŘ ƭƛƴƪǎΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨŜŘƛǘΩ ƛŎon (pen and paper) to the right of the 
link in the link table. To delete a link, click on the trash can. 
 

How Google Analytics integration works 

The application can integrate web analytics using Google Analytics. Google Analytics is a free ap-
plication that allows you to study the behaviour of yoǳǊ ǿŜōǎƛǘŜΩǎ ǾƛǎƛǘƻǊǎΦ ¢ƻ learn more, sign up 
for a free account at http://www.google.com/analytics/. If you do not have analytics in place, or 
would like to use Google Analytics alongside your existing system, you simply need to sign up for 
a free Google Analytics account. 
 
If you already use Google Analytics on your site, you can enable Google Analytics on the applica-
tion. This will allow you to track traffic that originates from your email campaigns. 
 
Google Analytics integration allows you to view clickstream data which is passed on from Email-
wave ǘƻ DƻƻƎƭŜΩǎ ŀƴŀƭȅǘƛŎǎ ǇŀŎƪŀƎŜ ŀƴŘ to goals you have set within Google Analytics. Within 
Google Analytic traffic sent from the application will be represented as follows: the medium will 
be shown as 'Email', the source as your account name, and the campaign as the newsletter name. 
The application will also pass along the link name and the email address, so that you can track 
traffic generated from your emails all the way through to a conversion. 
 

Enabling tracking from Emailwave to Google Analytics 

 
You can enable Google Analytics for any link in your email by naming the link as described above 
and checking the Google enabled box. Then use the Insert Named Link dropdown to insert that 
link within your editor to inset that link. 
PLEASE NOTE: the URL needs to be set up in your Google Analytics account for this to work. 
 
After you have enabled Google Analytics on a given link, the tracking code will be applied to that 
link automatically. The newsletter subject will be passed through as the campaign name so that 
you can track goals back to the email newsletter. 
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List & Contacts 

Manage 
Within this section you can manage your mailing lists, you can use create new lists via the plus 

sign (+) within the green circle and you can also delete the mailing lists via the Bin icon. There is a 

number of ways that you can search through your mailing lists, you can use the search bar shown 

below, which will allow you to enter in a name or email address and press enter. That will limit 

the results shown in the Contacts section (which is currently showing 5). 

 

 

You can also use the filter option which will group your contacts together, the options that are 

shown within the filter (once ticked) are:  

¶ OK (Validated) ς These emails are ok to send to 

¶ HB (Hard Bounced) ς These emails did not receive your newsletter due to the wrong 

spelling of the email address or the email address is now retired 

¶ S (Subscribed) ςThese are the people that have subscribed to your newsletters 

¶ U (Un-subscribed) ςThese are the people that have unsubscribed to your newsletters 

¶ SP (Unconfirmed opt-in) ςThese are the people that have not yet confirmed that they 

want your newsletters 

¶ S2 (Confirmed opt-in) ςThese are the people that have confirmed that they want to re-

ceive your newsletters  

Create New Mailing List 

Each account can have up to 20 mailing lists. If you need more mailing lists contact us. 
When we create your ŀŎŎƻǳƴǘΣ ǿŜ ŎǊŜŀǘŜ ŀ ŘŜŦŀǳƭǘ ƳŀƛƭƛƴƎ ƭƛǎǘ ŎŀƭƭŜŘ άaȅ aŀƛƭƛƴƎ [ƛǎǘέΦ  
To create a new mailing list, simply click the Add button and then give your new list a name and 

ŎƭƛŎƪ άSaveέΦ 
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LŦ ȅƻǳ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ǎŜƴŘƛƴƎ ǘƻ ǘƘŜ ǎŀƳŜ ƭƛǎǘ ǘƘŜƴ Řƻ ƴƻǘ ǘƛŎƪ ǘƘŜ Ψ5ƛǎǇƭŀȅ ǘƘƛǎ ƴŜǿ ƳŀƛƭƛƴƎ ƭƛǎǘ ƻƴ 

ǘƘŜ ǎǳōǎŎǊƛōŜ ŦƻǊƳΩΤ ŀǎ ƛǘ ǿƻǳƭŘ ƎƛǾŜ ȅƻǳǊǎ ǎǳōǎŎǊƛōŜǊǎ ŀ ƳŜŀƴƛƴƎƭŜǎǎ ΨŎƘƻƛŎŜ-of-ƻƴŜΩ ŎƘŜŎƪōƻȄΦ 

Copy or Move Mailing List 

You can copy or move the mailing list simply by ticking the mailing list you want to edit, click on 
the copy or move button (shown below) then type in the mailing list you want to copy or move 
the mailing list to. 

 
 

Rename Mailing List  

When renaming a mailing list you first need to tick the mailing list you want to rename. Then you 

can click on the edit  button above the mailing list. That will allow you to rename your mailing 
list. 
 

Delete Contacts from mailing list  

To delete contacts that are in one mailing list from another simply, create and then highlight the 
ƳŀƛƭƛƴƎ ƭƛǎǘ ǘƘŀǘ ƘŀǾŜ ǘƘŜ ŜƳŀƛƭǎ ƛƴ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǊŜƳƻǾŜŘΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ άaƻǊŜ hǇǘƛƻƴǎέ όǘŀō ōŀǊ 
at the right), click on Delete these contact(s) from list. Then you will be able to select the previous 
ƭƛǎǘ ǘƘŀǘ ȅƻǳ ŎǊŜŀǘŜŘ ǿƘƛŎƘ ǿƻǳƭŘ ƘŀǾŜ ǎƻƳŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǎǘƻǊŜŘ ƛƴ ǘƘŀǘ 
ƭƛǎǘΦ Cƛƴŀƭƭȅ ŎƭƛŎƪ ΨhYΩΣ ǘƘƛǎ ǿƛƭƭ ŘŜƭŜǘŜ ŀƭƭ ƻŦ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǿƛǘƘƛƴ ǘƘŀǘ list that match the 
email addresses in the other list. 
 

Export Mailing List  

From within this section you can add a new list, copy, move or export your mailing lists simply by 
clicking on the appropriate link at the right of the screen (shown below):  
If you want to export your list you can do so by clicking on the appropriate mailing list and then 
άExport these contact/sέΦ {ŜƭŜŎǘ ǘƘŜ Řŀǘŀ ȅƻǳ ǿŀƴǘ ǘƻ ŜȄǇƻǊǘ ǎǳŎƘ ŀǎ 9Ƴŀƛƭ !ŘŘǊŜǎǎ ƻƴƭȅ ŀǎ ǎƘƻǿƴ 
(as shown to the right). Once you are happy with the details you are going to export you can click 
ƻƴ ǘƘŜ ΨExportΩ ōǳǘǘƻƴΦ  
A green message box will be shown at the top of your screen to confirm that your list has been 
exported to your designated email address. 
 

Import 
There are 4 ways you can import into a mailing list, these are:  

¶ Add by copy and paste or typing  
Select the mailing list you would like to import into via the drop down box available. 
Then use the grey box shown in the screenshot below to copy and paste or type your 
ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ƛƴǘƻ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άaddέ ōǳǘǘƻƴΦ 
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Import from file  

When importing from a file, the file [+] Import Settings must be set correctly to import the data 
into the correct mailing list and dataset (if appropriate). Once the settings are correct, use the 
άBrowseέ ōǳǘǘƻƴ ǘƻ ŦƛƴŘ ǘƘŜ ŦƛƭŜ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƛƳǇƻǊǘΣ ǘƘŜƴ ǘƛŎƪ ǘƘŜ ŎƘŜŎƪŜŘ ōƻȄ ǘƻ ƛƴŘƛŎŀǘŜ 
you are abiding by the Anti-spam Policy and Privacy Policy. hƴŎŜ ǘƘŀǘ ƛǎ ŘƻƴŜ ŎƭƛŎƪ άŎƻƴǘƛƴǳŜέΦ 

 

 
The next step to importing from a file is to make sure the data is going to be imported into the 
correct fields: 

 
 
¸ƻǳ Ŏŀƴ ŎƘŜŎƪ ŀƎŀƛƴ ǘƻ ƳŀƪŜ ǎǳǊŜ ƛǘ ƛǎ ŎƻǊǊŜŎǘ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ άcontinueέ ōǳǘǘƻƴ ŀǎ ƛǘ ǿƛƭƭ ǎƘƻǿ ȅƻǳ 
the structure again (like below). If the structure is correct then ŎƭƛŎƪ ƻƴ ǘƘŜ άcontinueέ ōǳǘǘƻƴΣ 
ŀƭǘŜǊƴŀǘƛǾŜƭȅ ƛŦ ƛǘ ƛǎ ƴƻǘ ŎƻǊǊŜŎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ άchange column mappingsέ ōǳǘǘƻƴ ŀƴŘ ƛǘ ǿƛƭƭ ǘŀƪŜ ǘƻ 
back to the previous screen. 
 
If all is correct and you click continue, you will receive a new screen with explaining what data has 
been imported as shown below: 
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Managing Email Address and Mailing Lists 
Email addresses are organized in mailing lists. In the previous section, we explained how you 
ŎƻǳƭŘ ŀŘŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǘƻ ŀ ƳŀƛƭƛƴƎ ƭƛǎǘΦ Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǿŜΩƭƭ ŜȄǇƭŀƛƴ Ƙƻǿ you can remove an 
email address from a mailing list and how you can copy or move an email address to a new list. 
 
It is important to mention that someone can add themselves to one of your mailing lists by sub-
scribing to it via the subscription form located on your website or any web page (see the Sub-
scription Form section for more info). They can also subscribe via the subscribe link in the footer 
of your newsletters (see the Footer/Header Set-up section for more info). If someone has sub-
scribed to your mailing list using a subscription form, we will record the time and date that they 
subscribed, as well as the IP address. 
Each email address in a mailing list is assigned a status code that tells you information about the 
address: 

¶ (OK) = This code is assigned to correct, active email addresses that have been imported into 
the mailing list. 

¶ (HB) = Hard Bounce ς this code is assigned to invalid email addresses. These are email ad-
dresses from unknown users or domains. When the application sends to a mailing list, it 
DOES NOT send to emails marked as HB. 

¶ (S) = Subscription ς this code is assigned to all email addresses that subscribed to your mail-
ing using your subscription form. The application records the date, time and IP address of the 
subscribing email address. 

¶ (U) = Unsubscribed ς this code is assigned to all email addresses that have unsubscribed from 
your mailing list. When The application sends to a mailing list, it DOES NOT send to emails 
marked as U. 

¶ (SP) = Subscription Pending ς this code is only relevant if you are using a double opt-in sub-
scription process. It is temporarily assigned to someone who subscribes and has been sent 
ǘƘŜ ΨŎƻƴŦƛǊƳ ȅƻǳǊ ǎǳōǎŎǊƛǇǘƛƻƴΩ ŜƳŀƛƭΦ When they click on the link in that email and confirm 
their subscription, their status will change to S2. 

¶ (S2) = Double Opt-in Subscription ς if someone has completed the double opt-in process, 
they will be marked as S2. 

On the ΨaŀƴŀƎŜΩ page ƛƴ ǘƘŜ άList & Contactsέ aŜƴǳ user will see in the first column the lists 
that have been created in your account. When the user clicks on a list, the email addresses are 
displayed in the second column. In the third column user can edit the data of the second column 
(email addresses/ datasets). 
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Navigation within a mailing list 

Addresses in a mailing list are always displayed in alphabetical order. If a mailing list has more 
than 1 000 addresses, they are grouped alpha-numerically from A-Z and 0-9. If you want to pre-
view a particular alphanumeric grouping in the list, click on the display checkbox and select a let-
ter or number, depending on your selection the addresses that begin with that character will 
show up. 
 
There is also a search field at the top of the screen. You can do exact or partial searches to return 
queries within the selected mailing list. For more powerful searches across multiple lists, use the 
Ψ{ŜŀǊŎƘ κ 9ȄǇƻǊǘΩ menu. 
 

Moving, copying and deleting email addresses 

To copy or move email addresses between lists, you need to select the addresses you want to 
move. Use Shift+ click to select a list of email addresses, or Control+ click to select a few individual 
email addresses. 
 
If you are moving or copying email addresses from one list to another, make sure the correct 
ΨŦǊƻƳΩ ŀƴŘ ΨǘƻΩ ƳŀƛƭƛƴƎ ƭƛǎǘǎ ŀǊŜ ǎŜƭŜŎǘŜŘ ƛƴ ŜŀŎƘ ŎƻƭǳƳƴ. 
 

Editing an email address 

If you want to change an email address or its status, select the email address, click ΨŜŘƛǘΩ, make 
the change and then click ΨǎŀǾŜΩ. 
 

Blocklist 

Each account has a unique blocklist or suppression list. When someone unsubscribes from your 
newsletter, his or her email address will be added to the blocklist. No email address on the block-
list will receive emails from the application, except if you are mailing to a list to which there are 
still marked as (S) ς i.e. subscribed. 
 
You cannot remove addresses from the blocklist. Should you wish to remove an address, you will 
need to ask the user to subscribe again, or make the request to support. 
 
LŦ ȅƻǳ ƘŀǾŜ ŀ ƭƛǎǘ ƻŦ ΨŘƻ ƴƻǘ ǎŜƴŘΩ ŜƳŀƛƭ addresses, you can also import that to your blocklist. Sup-
ported file types are Excel (xls, xlsx) and delimited text files (csv, txt). 
 

 
 

You can export your blocklist to sync it with your external files. 
 

Creating New Mailing List 

Each account can have up to 20 mailing lists. If you need more mailing lists, you can purchase 
them. 
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²ƘŜƴ ǿŜ ŎǊŜŀǘŜ ȅƻǳǊ ŀŎŎƻǳƴǘΣ ǿŜ ŎǊŜŀǘŜ ŀ ŘŜŦŀǳƭǘ ƳŀƛƭƛƴƎ ƭƛǎǘ ŎŀƭƭŜŘ Ψaȅ aŀƛƭƛƴƎ [ƛǎǘΩΦ 
 
To create a new mailing list click the Add mailing list button (+) which is positioned on the Mailing 
List columns. Then simply give it a name and click ΨŎǊŜŀǘŜΩ. 

 
LŦ ȅƻǳ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ǎŜƴŘƛƴƎ ǘƻ ǘƘŜ ǎŀƳŜ ƭƛǎǘ ǘƘŜƴ Řƻ ƴƻǘ ǘƛŎƪ ǘƘŜ Ψ5ƛǎǇƭŀȅ ǘƘƛǎ ƴŜǿ ƳŀƛƭƛƴƎ ƭƛǎǘ ƻƴ 
ǘƘŜ ǎǳōǎŎǊƛōŜ ŦƻǊƳΩΤ ƛǘ ǿƻǳƭŘ ƎƛǾŜ ȅƻǳǊǎ ǎǳōǎŎǊƛōŜǊǎ ŀ ƳŜŀƴƛƴƎƭŜǎǎ ΨŎƘƻƛŎŜ-of-ƻƴŜΩ ŎƘŜŎƪōƻȄΦ 
 

Copying Mailing Lists 

Emailwave platform has sophisticated list management tools that allow you to copy all the ad-
dresses from an existing list to a new list, merge addresses from one list with another list, and 
synchronize email address status across two lists. 
 

 
 

Copying a mailing list 

To copy an existing list to a new list, select the list you want to copy from the drop-down menu 
and name your new list. If you only want to copy some of the email addresses, for instance the 
subscribed emails, select the appropriate email status from the drop-down list. 
 
If you would like this copied list to be displayed on your subscription form, tick the box to the left 
ƻŦ Ψ5ƛǎǇƭŀȅ ǘƘƛǎ ƴŜǿ ƳŀƛƭƛƴƎ ƭƛǎǘ ƻƴ ǘƘŜ ǎǳōǎŎǊƛōŜ ŦƻǊƳΩΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊmation, go to the Subscrip-
tion Form Set-up section of the manual. 
 

Renaming Mailing Lists 

If you want to rename a mailing list click on the mailing lists column the rename button (pen and 
paper). Now you can change the name of your list. 
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Deleting Mailing Lists 

To ensure you do not accidentally delete a mailing list, there is a delete button on the mailing list 
Column. When user clicks on that button there is a pop up box that asks you if you are sure for 
deleting the mailing list. 

The Address Book and Datasets 

 
Your Address Book is a dataset that contains contact details for subscribers on your mailing lists.  
 
Datasets are used to store information other than the email addresses. This data can serve sever-
al purposes: it can be used for personalizing emails; it can be a repository for data collected via 
the subscription form or a survey; and a dataset can be queried to create a targeted mailing list. 
 
Mailing lists only contain email addresses. The application uses the email addresses as a unique 
identifier to link a dataset to a mailing list. As a result, an email address is a mandatory field in 
every dataset. 
There is no limitation to the number of mailing lists that email addresses may appear in, but each 
email address may only appear once in any given mailing list or dataset. 
 
Data stored in your datasets (for example, first name, last name, country, company) can be im-
ported from a file or collected from a subscription form or survey. This data can then be used to 
personalize emails that are sent out ς for example, Dear [first name]. The data can also be used to 
or include a billing or product reference, and the data can be queried to create a targeted email 
list. 
If you are going to use datasets beyond your Address Book, you need to set up the dataset before 
you can input data. 
 

Manage Data  

Edit Data 

You can edit the data you already have stored in your data set simply by clicking on the Edit data 

hyperlink. Then you will the records that have already been inputted. To edit or delete the data 

within the dataset you have to click on the appropriate icon:  

¶ Edit ς  

¶ Delete ς  

To edit the data you need to click on the edit icon near the data that you want to change. Once 

you have clicked on the edit icon you will be able to modify all of the information in the dataset 

except the email address as that is used to link with the mailing list therefore cannot be changed. 

 

The email textbox is read only but the other textboxes are accessible for you to modify. 
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Add Single Entry 

This section is used for you to add single data into a dataset and it will also be added into the 
mailing list that you choose. To choose the appropriate dataset you will need to select it from the 
drop down menu provided. You will also have to highlight the appropriate Mailing List(s) that you 
want the email address to be copied into.  
Once you have selected the correct dataset and mailing list(s) for the details to be stored into you 

can then fill the details into the appropriate textboxes provided. Once complete select the άŀŘŘέ 

button which will input all of the new information into the dataset and mailing list(s) selected. 

 

Import Data 

LŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƛƴǇǳǘ ŀ ƭƻǘ ƻŦ Řŀǘŀ ƛƴǘƻ ǘƘŜ ŘŀǘŀǎŜǘ ŀƴŘ ƳŀƛƭƛƴƎ ƭƛǎǘ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ άIm-

port Dataέ ǎŜŎǘƛƻƴ ŀƴ ŜŀǎƛŜǊ ŀƴŘ ǉǳƛŎƪŜǊ ǎƻƭǳǘƛƻƴΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ōŜŦƻǊŜ ȅƻǳ ƛƳǇƻǊǘ ŀ ŦƛƭŜ 

ǿƛǘƘ ȅƻǳǊ Řŀǘŀ ƛƴ ȅƻǳ ŎƘŜŎƪ ǘƘŜ άImport Settingsέ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎŜǘǘƛƴƎǎ ŀǊŜ ǎŜǘ ŎƻǊǊŜŎǘƭȅ 

in accordance to the file you are importing. 

 

The import settings shown above are the default settings that you should find, but please re-

member to double check your settings as some files you are importing may need the settings al-

tered. 
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Import File 

The next step is to find the file that you are going to be impƻǊǘƛƴƎΣ ǘƻ Řƻ ǘƘƛǎ ŎƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ 

button shown below: 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƻǳƴŘ ǘƘŜ ŦƛƭŜ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƛƳǇƻǊǘΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ άOpenέ ŀǎ ǘƘƛǎ ǿƛƭƭ ƛƴǎŜǊǘ 

the file into the textbox and get it ready to be imported.  

Now you need to check the dataset and mailing lists that you have selected for the data to be 

imported into are correct. You can do that via the drop down lists shown below: 

 

Once the settings are corrected, you are ready to import.  

To do so please click on the Continue button. 

 

The next step is to make sure the data within your file are going to be placed into the appropriate 

columns in your dataset. To do this please use the drop down boxes available to select the correct 

field and then tick the box to confirm that is the correct field. Once again, if it is correct then 

please click on the Continue button. 

 

Once you have clicked continue you will be able to preview the data within the mesh structure to 

make sure that the fields are getting located correctly. 

 

If it is not correct ǘƘŜƴ ŎƭƛŎƪ άchange column mappingsέ ƻǊ ƛŦ ƛǘ ƛǎ ŎƻǊǊŜŎǘΣ ŎƭƛŎƪ ǘƘŜ άfinishέ ōǳǘǘƻƴΦ 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƭƛŎƪŜŘ άfinishέ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŀǘ ǘƘŜ ƛƳǇƻǊǘ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭ ŦƛǊǎǘƭȅ ōȅ ǘƘŜ 

green message box shown below: 

 

You will also see a detailed report of the data that has been imported (also shown below): 
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Export Data 

¸ƻǳ Ŏŀƴ ŜȄǇƻǊǘ ǘƘŜ Řŀǘŀ ǎǘƻǊŜŘ ƛƴ ŀƴȅ ƻŦ ȅƻǳǊ ŘŀǘŀǎŜǘǎΦ ¢ƻ Řƻ ǎƻΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ9ȄǇƻǊǘ ŘŀǘŀΩ menu. 
 
You can export all of the records in your dataset, or only the records that are related to a particu-
lar mailing list. 
 

 
 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ǊŜŎƻǊŘǎ ȅƻǳ ǿŀƴǘ ǘƻ ŜȄǇƻǊǘΣ ŎƭƛŎƪ ΨŎǊŜŀǘŜ ŜȄǇƻǊǘ ŦƛƭŜΩΦ ²ƘŜƴ ǘƘŜ Ŝx-
port file has been created, you will receive a message with a link you must click to download the 
file. 
 
When you click the download file link, you will be prompted to select where you want to save the 
file. 
 

Subscriber segmentation 

Manage Segments  

A smart list can help you to separate your lists and contacts by using parameters to which your 
contacts will be filtered through. This is an ideal way to make sure that your sending to your ideal 
target audience, such as Males in Athens. 
 
Click on Add New Segment in order to create your segment list based on your specified criteria. 
You can select which dataset and mailing lists that you would like the data to be taken from via 
the drop down menus available. You can then choose limitations you would like for your smart list 
so that the list will only hold a specific selection of clients due to your restrictions. 
 
You can use 2 options for the smart lists within the first drop down menu, those are άŀƴŘκƻǊέΦ As 

you may expect if you use and it will limit your results more as the users will have to have both of 

the restrictions. 
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Once you have made you restrictions and would like to see the amount of clients that you have 

ǘƘŀǘ ƳŀǘŎƘ ǘƘŀǘ ǎǇŜŎƛŦƛŎ ƭƛƳƛǘŀǘƛƻƴǎΣ ȅƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜƳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άpreview resultsέ ōǳt-

ton.  

Below I have shown the preview the results pane, where you can view all of the clients within 

your lists that have passed your limitations. These are now the clients which are most appropriate 

to send to. We offer you 3 ways to save this list: 

¶ Save to a smart list ς If you save to a smart list then it will store that particular smart list 

within the Lists & Contacts area.  

¶ Save to a mailing list ς If you save the new section of contacts to a mailing list then you 

will need to select the mailing list you want to place them into. Please note if you want 

them separate then you must create the mailing list first, otherwise they will be added 

with contacts that you may already have within a mailing list.  

¶ Save to a file ς Finally you can save your new list of contacts as a file, a link will be sent to 

your email address which will allow you to save the file as a spreadsheet. You can then of 

course import the file at a later date if you wish.  

 

Triggered Updates  

If you have set Triggers then you can use this section otherwise please refer to TriggerMail sec-
tion under the heading of Send in this manual. 
 
If you have already created Triggers then you can update those triggers by adding an email open 

or link click triggers. This can be used as a RSVP set-up which will allow you to populate an at-

tendance column in your dataset with a Yes or No answer, depending on the link the subscriber 

clicks on. This type of trigger can be very useful if you are having an event and would like to know 

how many of your subscribers intend to attend. 

 

Dataset Setup 

Create Dataset 

The first step is to name your dataset ς for example, Balances Due. You then need to define the 
data column, data field type and data attribute, and set default values. 
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The Column Name is the field name for data you will be inputting into your dataset. This could be 
First Name, Balance Due, Product Purchased or Country ς whatever data you intend to collect. 
You can have up to 25 editable fields in a dataset. Each dataset has fields reserved for an email 
address and mobile telephone number, so you do not have to create those column names. 
 
The Field Type is the type of data you will collect. This is relevant if you want to use the subscrip-
tion form or a survey to collect data. The application allows five different field types of data to be 
collected: text, drop-down, tick box, radio button and hidden. 
 
The Attribute is the characteristic assigned to the field type. For instance, if the field type is text, 
ǘƘŜƴ ǘƘŜ ŀǘǘǊƛōǳǘŜ ƛǎ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ǿƛŘǘƘ ƻŦ ǘƘŜ ŦƛŜƭŘΦ LŦ ǘƘŜ ŦƛŜƭŘ ǘȅǇŜ ƛǎ ŀ ŘǊƻǇŘƻǿƴΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ 
drop-down that will be displayed ς for example, Country or Job Description. If the field type is a 
ǘƛŎƪ ōƻȄΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ ǘƛŎƪ ōƻȄ ŎƘƻƛŎŜǎ ŀǾŀƛƭŀōƭŜΣ ŦƻǊ ƛƴǎǘŀƴŎŜΣ ƭŀƴƎǳŀƎŜǎ ƻǊ ƳǳǎƛŎ ǇǊŜŦŜǊŜƴŎŜǎΦ LŦ 
ǘƘŜ ŦƛŜƭŘ ǘȅǇŜ ƛǎ ŀ ǊŀŘƛƻ ōǳǘǘƻƴΣ ǘƘŜƴ ƛǘΩǎ ǘƘŜ ŎƘƻƛŎŜǎ ŀǾŀƛƭŀōƭŜ ς such as Yes/No. The application 
comes with predefined attributes, but you can define your own attributes by creating a drop-
down unique to your account. See the Set up data options section of this manual for more infor-
mation. 
 
The Default value for each field is the content that will automatically replace any empty field. If, 
when sending a personalized email, there is no data in a field, the default value will be displayed. 
For example, a default value of 'Subscriber' for the 'First Name' field will personalize an outgoing 
email as 'Dear Subscriber' if there is no first name listed in the 'First Name' field for that email 
address. 
 
Once you have filled in all of the fields that you want to be displayed in your dataset then you 
ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άsaveέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
Once you have done that you will receive a message box stating that the dataset has been creat-
ed. 

 

How to personalize an email 

If you have a populated Address Book or dataset and want to personalize emails with a that con-
tent, then you need to set this up with the Editor. 
 
Open the email you want to personalize in the Editor. Place the cursor where you want to place 
the personalization ǘŀƎΦ /ƭƛŎƪ ƻƴ ǘƘŜ ΨInsert PersonalizationΩ drop-down and select the dataset 
from which you want to insert the fields, by clicking the [+] next to that dataset name. 
Then select the field (e.g. First Name) that you want to insert. This will place a tag into your email. 
When the email is sent out, the First Name tag will be replaced with the first name that is associ-
ated with each email address in the dataset. 
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¸ƻǳ Ŏŀƴ ǇǊŜǾƛŜǿ ǘƘŜ ǇŜǊǎƻƴŀƭƛȊŀǘƛƻƴ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ΨtǊŜǾƛŜǿΩ sub-ƳŜƴǳ ǳƴŘŜǊ ǘƘŜ Ψ{ŜƴŘΩ menu. 
You can view each personalized email one by one, or jump by multiples of 10 through your list. 
 

Modify Datasets 

If you want to add, remove or change the fields in an existing dataset, you can do this. 

 
 
Our system allows 2 + 25 fields for your dataset ς two default fields (email and mobile number) 
and 25 editable fields. 
 
To add a field: 

1. Fill in the column name, e.g., name, address. 
2. Select the field type. 
3. Select the attributes. 
4. Fill in the default values. 

After completing your data fields, save your settings. 
 

 
 
To edit a field: 
1. Change any option in the dataset. 
2. Click on 'save'. 
 
To delete a field: 
1. Delete any field names that you do want in your dataset by highlighting the field names and 
ǇǳǎƘƛƴƎ ΨŘŜƭŜǘŜΩΦ 

2. If you have deleted any field names, ensure that you copy and paste remaining field names in 
their place so that all empty columns are at the bottom. If there are empty columns in the 
middle of the dataset, you may have difficulties when importing. 

3. Click on 'save'. 
 
Please Note: To remove a field, you first need to export your existing data. Delete the field you 
want to remove, manually re-enter the fields below it and then re-import your .CSV data file. See 
Import and Export functions below. 

Copy Datasets 

If you want to copy a dataset in order to use its structure as the basis of a new dataset, the appli-
cation allows you to do this. 
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Delete Datasets 

If you want to delete a dataset and all the data associated with it, the application allows you to do 
this. 

 
 

Define Data Options 

If you define a new data option, it will appear in the dropdown menu under the "attribute" col-
umn when creating a new dataset. You can view the automatic defined options available to you 
when you create a dataset, as shown below. 
 

 
 

If you would like to customise your own data option, then you can do so by clicking on the button, 
άadd new data optionέΦ ¢Ƙŀǘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ Řŀǘŀ ƻǇǘƛƻƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ 
choose the name, type, options and data values that will be displayed. 
 
An example has been shown below: 

 
 
Once you are happy with the new data option that you have created, the next step is to save it via 
ǘƘŜ άǎŀǾŜέ ōǳǘǘƻƴ ǎƘƻǿƴ ŀōƻǾŜΦ 
 
Now you will see the new data option that you have just created as shown below: 
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Once again you can use the 3 icons to add a new data option, edit the data option or delete 
the data option.  

 
 

Editing Define Data 

 
You can edit the values in your defined data by clicking on the paper and pencil iconas this will 
ŀƭƭƻǿ ȅƻǳ ǘƻ ŎƘŀƴƎŜ ǘƘŜƳΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ŜŘƛǘŜŘ ǘƘŜ ƻǇǘƛƻƴǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άupdateέ ōǳǘǘƻƴ ǘƻ 
save. 

 

Sending your Emails and Newsletter 
The application has immediate and scheduled sending capabilities. 
 
Send a newly designed newsletter to yourself to preview what the design will look like. Then send 
it again to make sure all is well. Once you mail it to your list, it's gone. Try it, as much as you like, 
test sends are free. 
By clicking the Update Profile link from the email footer, the recipient can manage their subscrip-
tion. They can unsubscribe, change the newsletters they subscribe to, and change any of the con-
tact details stored in your Address Book. 
 
The application sends an individual email to each recipient on the mailing list. Emails are sent one 
by one. Each email is addressed individually and not sent as a blind carbon copy (BCC). 
 
Emails are small and quick to download because the images in the newsletter are not sent, but 
are served in the same way as images on a website. The application offers the facility to embed 
images in the email, so that they are viewable immediately when an email is opened. Since this 
requires more bandwidth, there is an additional charge for the service. 
 
The application automatically manages your lists. Invalid email addresses (hard bounces) are au-
tomatically deleted from sends. Recipients who have unsubscribed or opted out are also automat-
ically removed from your list, so they will not receive any future mailings. 

Preview 
If you are looking for a particular email and have forgotten what it was called, the ΨtǊŜǾƛŜǿΩ op-
tion allows you to browse through your emails. The preview will also show you what the footer 
will look like. See the Header/ Footer Settings section of the manual for more information about 
this. 
 

The preview option is not an accurate indication of how the email will display in different email 
clients. Each email client renders an email slightly differently. You need to send tests to various 
email clients to ensure that the email will come out as you intend it to. 
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Send Test 
Test sends are imperative. They are the only way to see how an email appears in the various 
email clients. Test with as many email clients as possible prior to sending your email newsletter. 
 

 
 
9ƴǘŜǊ ǘƘŜ Ψ¢ƻ όŜƳŀƛƭύΩ email address or addresses you will send your email to. If it is more than 
one email address, simply put a semi-Ŏƻƭƻƴ ōŜǘǿŜŜƴ ŜƴǘǊƛŜǎΦ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ΨǘƻΩ ŜƳŀƛƭ ŀd-
dress each time you send a test, but it will default to your account username with each new test. 
 
9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όŜƳŀƛƭύΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ ¢Ƙƛǎ ǿƛƭƭ ōŜ ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎ ǎŜŜƴ ōȅ the recipient. 
 
9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όƴŀƳŜύΩΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ΨǎŜƴŘŜǊΩ ƴŀƳŜ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƭƛŜƴǘΦ 
 
9ƴǘŜǊ ǘƘŜ Ψ{ǳōƧŜŎǘΩΦ This is the subject line the client will see. 
 
This menu also allows you to check the likelihood of the email getting caught in a spam filter. To 
check this, click on ΨŎƘŜŎƪ ǎǇŀƳ ǎŎƻǊŜΩ. We will generate a report by sending a copy of the email 
through Spam Assassin. Since we actually have to send the email to an inbox to get this score, it 
may take a few minutes to return the score. The score is rulesbased, with each rule being worth a 
penalty point assessment. Sends below 3.0 are usually not classified as spam. If you get above 
that, try to refine your email, including the subject line, to get as low a spam score as possible. 
The report should only be used as a yardstick ς a low score will not guarantee that your email will 
get past all spam filters. 
 
Remember, test emails are free and you can never test too much. Once your final newsletter has 
been mailed, it is in the public domain and you cannot get it back. It makes sense to check, and 
check again. 
 

Sending to Mailing List 
Sending is easy. 
 

 
 
9ƴǘŜǊ ǘƘŜ Ψ¢ƻ όmailing listύΩ mailing list you will send your email to. 
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9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όŜƳŀƛƭύΩ email address. This will be ǘƘŜ ΨŦǊƻƳΩ ŀŘŘǊŜǎǎ ǎŜŜƴ ōȅ ǘƘŜ recipient. 
 
9ƴǘŜǊ ǘƘŜ ΨCǊƻƳ όƴŀƳŜύΩΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ΨǎŜƴŘŜǊΩ ƴŀƳŜ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƭƛŜƴǘΦ 
 
9ƴǘŜǊ ǘƘŜ Ψ{ǳōƧŜŎǘΩΦ This is the subject line the client will see. 
 

The icon  ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ŀƴŘ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΦ !ƴ ΨLƴǎŜǊǘ 5ŀǘŀ CƛŜƭŘΩ 
pop-up window appears. Use the drop-down menu to select the dataset, and then choose the 
field and copy to the clipboard. PƭŀŎŜ ȅƻǳǊ ŎǳǊǎƻǊ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ǘƘŜ Ψ{ǳōƧŜŎǘ ƭƛƴŜΩ ŀƴŘ ǇǊŜǎǎ 
/ǘǊƭҌ±ΩΦ ! ŦƛŜƭŘ ŀǇǇŜŀǊǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊǎƻƴŀƭƛȊŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ Ǉǳǘ ΨIŜƭƭƻ ғDaȄȄȄΦмҔCƛǊǎǘ 
bŀƳŜғκDaҔΩΣ ǘƘŜ ǊŜƭŜǾŀƴǘ ŦƛǊǎǘ ƴŀƳŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ 
ΨŦǊƻƳΩ ŦƛŜƭŘ ƻǊ ǎǳōƧŜŎǘ ƭƛƴŜΦ 
 
Finally, select the folder and newsletter you wish to send. Make sure you check the preview pane 
to confirm you have selected the correct one. 
 
If you only want to send a text-only version of the email, tick the box next to ΨǎŜƴŘ ǘŜȄǘ ǾŜǊǎƛƻƴ 
ƻƴƭȅΩΦ 9ƴǎǳǊŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ŀ ǘŜȄǘ-only version before attempting to send one. 
 

Sending the newsletter 

After clicking ΨǎŜƴŘΩ, you will see a pop-up window, which confirms the newsletter, subject and 
other details of the send. Please review all of these details to make sure they correct. If you click 
ΨhYΩ at this point, there is no turning back. If you see an error, click ΨŎŀƴŎŜƭΩ and make the correc-
tions before returning to send. 
 
Within 10 minutes of clicking ΨǎŜƴŘΩΣ the first emails will be delivered. Be patient with large mail-
ing lists ς it may take a few minutes to queue the email for the send. 
 
The application has immediate send and delayed-send scheduling capabilities. These scheduling 
options are available in Advanced Mode under Ψ{ŜƴŘ bŜǿǎƭŜǘǘŜǊΩ. 
 

Advanced Sending Options 

Trigger-Mail Autoresponders 

A triggered email is an automated follow-up email that is sent when someone performs an action 

that has been ear-marked as a trigger. Emailwave provides a number of triggers, shown below: 

 

Subscribe Autoresponders: ²ƘŜƴ ŀ ǊŜŀŘŜǊ ŎƭƛŎƪǎ ƻƴ ŀ ά{ǳōǎŎǊƛōŜ ƴƻǿέ ƭƛƴƪ ƛƴ ȅƻǳǊ ŜƳŀƛƭΣ ¢Ǌƛg-

gerMail can automatically send them a follow-up confirmation, thank you or welcome email.  

¶ Schedule Autoresponders: With scheduled triggers you schedule when you want an 

email to be sent ς right down to the time and date.  

¶ Email Open Triggers: Send an automated follow-up email when a subscriber opens your 

ŜƳŀƛƭΦ LǘΩǎ ƛŘŜŀƭ ŦƻǊ ǎŜƴŘƛƴƎ ŀ ǎŜǊƛŜǎ ƻŦ ŜƳŀƛƭǎΣ ŦƻǊ ƛƴǎǘŀƴŎŜ ǘƻ introduce a new service or a 

άIƻǿ ǘƻέ ƎǳƛŘŜ ŦƻǊ ƻƴŜ ƻŦ ȅƻǳǊ ǇǊƻŘǳŎǘǎΦ  

¶ Link-Click Triggers: Link-Click triggers are prompted when someone clicks on a specified 

link in your email. Use it to send additional information regarding a product the link links 

to.  
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¶ Anniversary Autoresponders: Set up weekly, monthly or annual date to serve as the 

trigger for seasonal messages or even payment reminders. Personalise your campaign by 

ǎŜǘǘƛƴƎ ŀƴ ŀƴƴƛǾŜǊǎŀǊȅ ǘǊƛƎƎŜǊ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭ ŎƭƛŜƴǘǎΩ ōƛǊǘƘŘŀȅǎ ǘƻ ǎŜƴŘ ǘƘŜƳ ŎƻƴƎǊŀǘula-

tions ς and remind them that they can rely on your business to meet their needs  

¶ Unsubscribe Autoresponders: When a subscriber unsubscribes from your email newslet-

ter, TriggerMail can follow-up automatically with a confirmation email ς just to be sure.  

Create a campaign 

You have a complex product and want to send potential clients a series of emails so that they can 
learn more about it. Make your welcome auto-responder a 'newsletter' trigger, so that everyone 
who opens it will receive your second newsletter, explaining the advanced features of the prod-
uct, a number of days later. This in turn can be another 'newsletter' trigger for the third email, 
which explains extra services you provide. This way, you ensure that people who are interested in 
your product receive a steady stream of information. Successful email marketers are leaning to-
wards greater personalization and segmentation as they move away from 'massive blasting' ς 
sending one email to their entire list. They are sending relevant content to segments of their lists, 
based on user profiles and responses to previous mailings. 
 
Please Note: It is important to check that your time zone settings reflect your location i.e. Athens 
and that the daylight saving time is clicked so your Scheduled Trigger Mail sends at the time you 
want it to. 
 

Select the type of trigger you want 

There are six types of triggers; specify your triggers by selecting the appropriate option. You also 

need to set the delay for the triggered send. You can set the triggered email to send immediately 

or delayed by setting the hours and days to 0, or delay it for a period of time, for example, 24 

hours or 14 days.  

If you choose a click trigger, you need to select the link that has to be clicked for the triggered 

email to be sent. Select the link or click on ΨҌ /ǊŜŀǘŜ ƴŜǿ ƭƛƴƪǎΩ to create the link. 

 

How to set up triggers 

{ŜƭŜŎǘ ǘƘŜ ƎǊŜŜƴ Ǉƭǳǎ ǎƛƎƴ ƴŜȄǘ ǘƻ ǘƘŜ ǘǊƛƎƎŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎǊŜŀǘŜΦ  

CƻǊ ŜǾŜǊȅ ǘǊƛƎƎŜǊΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǇǊƻǾƛŘŜ ǎŜƴŘ ŘŜǘŀƛƭǎΥ ƛƴ ǘƘŜ ϥŦǊƻƳϥΣ ϥǊŜǇƭȅ ǘƻϥ ŀƴŘ ϥǎǳōƧŜŎǘ ƛƴŦƻr-

mation' of the triggered email. This is the email that will be sent automatically, based upon the 

ǊŜŎƛǇƛŜƴǘΩǎ ŀŎǘƛƻƴΦ ¸ƻǳΩƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ǎǇŜŎƛŦȅ ǿƘŜǘƘŜǊ ǘƘŜ ǎŜƴŘ ƛǎ ƛƳƳŜŘƛŀǘŜ ƻǊ ŘŜƭŀȅŜŘΦ {ŜƭŜŎǘ 

the triggered email (the newsletter to be sent to recipients who open the newsletter or click a 

link) from the 'newsletter to send' drop-down. This email must have been created already. If you 

still need to create this newsletter, you must first do so under the 'create' menu.  

Please note: You have the option to send a text-only version of the newsletter. 

¶ When creating a subscribe autoresponderΣ ǎŜƭŜŎǘ ǘƘŜ ŜƳŀƛƭ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΣ ǘƘŜ ƛƴǘŜr-

Ǿŀƭ ŀǘ ǿƘƛŎƘ ȅƻǳΩŘ ǿŀƴǘ ƛǘ ǎŜƴǘ ŀƴŘ ǘƘŜ ƳŀƛƭƛƴƎ ƭƛǎǘ ǿƘŜǊŜ ŀ ǎǳbscription will trigger a 

send. 

¶ For a scheduled autoresponderΣ ǎŜƭŜŎǘ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ƻǊ ¦w[ ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΦ 

Provide the name of the mailing list and then enter in your sending options and sched-

ule. 
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¶ To send a scheduled follow-up email with email open triggers you need to choose the 

newsletter to send as well as the newsletter that once opened will trigger the send.  

¶ Link click triggers are set up by choosing a newsletter and certain links within that mes-

ǎŀƎŜΦ /ƘƻƻǎŜ ŀ ƭƛƴƪ ƻǊ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ƭƛƴƪǎ ǳǎƛƴƎ ǘƘŜ άŎǊŜŀǘŜ ƴŜǿ ƭƛƴƪǎέ ōǳǘǘƻƴΦ  

¶ To set an anniversary autoresponder, select the address book or dataset and the date 

field that will have to trigger the send. The trigger can be set to send on, before or after 

that date. 

¶ When creating a unsubscribe autoresponderΣ ǎŜƭŜŎǘ ǘƘŜ ŜƳŀƛƭ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜƴŘΣ ǘƘŜ ƛn-

ǘŜǊǾŀƭ ŀǘ ǿƘƛŎƘ ȅƻǳΩŘ ǿŀƴǘ ƛǘ ǎŜƴǘ ŀƴŘ ǘƘŜ ƳŀƛƭƛƴƎ ƭƛǎǘ ǿƘŜǊŜ ŀ ǳƴ-subscription will trigger 

a send. 

Editing or Deleting Triggers 

As soon as you have created a trigger, you will find it placed under the particular trigger it is as-

signed to. You can edit or delete any active triggers easily. Simply click on the pencil and paper 

icon . 

Schedule your Sends 

Are you going to be away from the office, but you want your send to go out at a particular date 
and time of the week? Emailwave platform makes it easy to schedule your sends. 
 
You can schedule a once-off send or a recurring send if you want an email to go out at the same 
time every week. 
You can Access schedule menu from Sending > TriggerMail/AutoResponders and then select the 
option Schedule Autoresponders by clicking on the Add button (+). 
 

 
 
Like all ǎŜƴŘǎΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ŘŜǘŀƛƭǎΥ ΨCǊƻƳΩ ƴŀƳŜΣ ΨǊŜǇƭȅ ǘƻΩ ŜƳŀƛƭ ŀƴŘ ǎǳb-
ject line. 
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The icon  ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ǘƘŜ ΨŦǊƻƳΩ ŦƛŜƭŘ ŀƴŘ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΦ !ƴ ΨLƴǎŜǊǘ 5ŀǘŀ CƛŜƭŘΩ 
pop-up window appears. Use the drop-down menu to select the dataset, and then choose the 
field and copy to the clipboard. Place your cursor at the beginning of the Ψ{ǳōƧŜŎǘ ƭƛƴŜΩ ŀƴŘ ǇǊŜǎǎ 
/ǘǊƭҌ±ΩΦ ! ŦƛŜƭŘ ŀǇǇŜŀǊǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊǎƻƴŀƭƛȊŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ Ǉǳǘ ΨIŜƭƭƻ ғDaȄȄȄΦмҔCƛǊǎǘ 
bŀƳŜғκDaҔΩΣ ǘƘŜ ǊŜƭŜǾŀƴǘ Ŧirst name associated with the email address will be placed in the from 
field or subject line. 
¢ƘŜƴ ǎŜǘ ȅƻǳǊ ǎŜƴŘ ŘŀǘŜ ŀƴŘ ǘƛƳŜΦ LŦ ƛǘΩǎ ŀ ǊŜŎǳǊǊƛƴƎ ǎend, you need to select at what frequency 
you would like the repeat send of the email to occur. 
 
Note: check your general settings under Setup & Options to see if your time zone is set correctly. 
 

You can always change or delete a scheduled send by clicking on the edit  or delete icons. 
 

 
 
You can schedule a recurring mailing for up to 100 days. 
Make sure that the Ψ!ŎǘƛǾŜΩ tick box is selected to enable the schedule send. 
 

Triggers 

A triggered email is an automated follow-up email that is sent when a recipient clicks on a link in 
an email or opens an email. For example, you can use triggers to send a follow-up email 24 hours 
after a recipient opens your first newsletter, or to send a 'thank you' email as soon as a recipient 
clicks on the 'purchase' link in your newsletter. 
 
First you need to provide the 'from', 'reply to' and subject information of the triggered email. 
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Select the triggered email from the 'newsletter to send' drop-down. You must have created this 
email already. If you still need to create this newsletter, you can do so under the 'create' tab. 
Please note: You have the option to send a text-only version of the newsletter. 
 

Multiple List Send 

If you want to send the same email to multiple lists, you can do it through a single interface to 
avoid the hassle of having to send it multiple times. 
When doing a multiple list sends, the application will automatically deduce the lists prior to send-
ing. This way, if an email address is on more than one list, they only receive a single email. 
 
The report on the send will be as for a single send, not for each individual list. 
For Multiple Sending click on Send left navigation menu and then on Multiple List Send option. 
 

 
 
Use Ctrl+ click ǘƻ ǎŜƭŜŎǘ ǘƘŜ ƭƛǎǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŜƴŘΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ Ψ¦ǇŘŀǘŜ ¢ƻǘŀƭǎΩ to dedupe 
and merge the lists prior to sending. 
 

Send to Segment 

In this section you can send to a smart list that you have previously created as they will be located 
in the To (Mailing List) drop down menu. You can then select the smart mailing list that you 
would like to send to, fill in the other details for the send and then click on the Send button. 
 
Alternatively if you have not yet created a smart list then below is another example of how to do 

that:  

This tool allows you to target a segmented group of clients who fit a specific profile. This means 

you can send to, for example, only women who are living in Thessaloniki.  

It will help you to market your emails to a more appropriate target audience. 

Use the drop down facilities above to limit your results in and click Preview Results.  

Once you have seen the list of contacts that fit your profile, you can save the Smart List and use it 

to send to that specific mailing list. 
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A/B Testing 

Use A/B split testing to experiment with your email campaigns. Send a split test to a percentage 
of your mailing list to find out which type of newsletter or subject line is most popular with your 
subscribers.  
You need to have a minimum of 20 subscribers on your mailing list to conduct an A/B split test. 
 
Creating a Test  
Click the green plus sign + to create a new test. Provide a name for the test and choose whether 
you are testing the subject line or email newsletter. You must have already created the newslet-
ǘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǘŜǎǘ and saved them to your account. 
 
Testing Newsletters  
/ƘƻƻǎŜ ŘƛŦŦŜǊŜƴǘ ƴŜǿǎƭŜǘǘŜǊ ŦƻǊ ! ŀƴŘ .Φ LŦ ȅƻǳΩŘ ƭike to test more than one newsletter at a time, 
ǎŜƭŜŎǘ ά+ aƴƻǘƘŜǊ ŜƳŀƛƭ ƴŜǿǎƭŜǘǘŜǊέΦ tǊƻǾƛŘŜ ŀ ƴŀƳŜ ŀƴŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǘƘŀǘ ǿƛƭƭ Ǝƻ ƛƴ ǘƘŜ άŦǊƻƴǘέ 
line in your sent emails. Select the appropriate mailing list, schedule a date and time for the test, 
a percentage to send to and the winning criteria. 
Finally choose the date and time for the test you are going to send, the percentage of the mailing 
list you are going to test and then select the winner which can be by most opens or most clicks.  
Choose the time aŦǘŜǊ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƻƳǇŀǊŜ ǘƘŜ ǊŜǎǳƭǘǎ ŦƻǊ ȅƻǳǊ ǘŜǎǘ ǎŜƴŘΦ ¢ƘŜ ǊŜǎǳƭǘǎ ƻŦ 
your tests will be saved over time. You can then either automatically send the winner to the re-
mainder of the list or send manually. 
 
Testing Newsletter Subject Line 
 
To test the subject line, please place a subject line in the textbox A and a different subject line in 
text box B. Then select the folder and email that you would like to send for the test. Input a (from) 
name and email then select the mailing list that you want to test this. 
 
Finally choose the date and time for the test you are going to send, the percentage of the mailing 
list you are going to test and then select the winner which can be by most opens or most clicks.  
You can then either automatically send the winner to the remainder of the list or send manually. 
 
Inbox Preview  
Inbox Preview enables you to test how your email campaign would be displayed in different email 
and mobile clients. To preview an email simply select the email you wish to preview and give it a 
subject line. It takes a few minutes per email preview to generate so please be patient. When the 
test is complete, click on the magnifying glass to view screen grabs of how your newsletter will 
render in all the 14 different email clients: Outlook2003, Gmail, Hotmail, AOL, AOLStandard, Ap-
pleMail, Entourage, iphone3, MobileMe, Lotus8, MailCom, gmx, iPhoneGmail and ipad. 
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Social 
 

Publish your email newsletters to your social accounts such as Twitter. So you can simply channel 

your marketing efforts into new networks (the online word of mouth).  

Sharing your content through social networks makes it easy for your followers to access and share 

with their contacts, so your audience keeps growing. This is what we call smart publishing.  

Note: Social share is available for Twitter, MySpace and Facebook only.  

Emailwave also has its own URL abbreviation service, GMtiny. As Twitter limits you to 140 charac-

ters per tweet, GMtiny will automatically shorten the link to your newsletter, cutting down 

lengthy URLs to only a few characters. 

Social Share 
¢ƻ ŀŎŎŜǎǎ 9ƳŀƛƭǿŀǾŜΩǎ ǎƻŎƛŀƭ ǎƘŀǊŜ ŦŜŀǘǳǊŜΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ƘŀǾŜ ŀ ǎƻŎƛŀƭ ǎƘŀǊŜ ŀŎŎƻǳƴǘΦ Lƴ ǘƘŜ Ψso-

Ŏƛŀƭ ǎƘŀǊŜΩ ǘŀōΣ ŎƭƛŎƪ ƻƴ άadd new connectionέ ŀƴŘ ŜƴǘŜǊ ȅƻǳǊ ƴŀƳŜΣ ¢ǿƛǘǘŜǊ ƻǊ CŀŎŜōƻƻƪ 

username and password. {ŜƭŜŎǘ ǘƘŜ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎƘŀǊŜΦ 

 

Please Note: If you already have Twitter and Facebook connections set up in your account, you 

will need to re-establish these connections. Sorry for the inconvenience, it will only take a minute 

or two.  

Once you have created a connection you can share newsletters via your Facebook account. To do 

ǘƘƛǎ ŎƭƛŎƪ ƻƴ άShare another newsletterέΣ ȅƻǳ Ŏŀƴ ǘƘŜƴ ŎƘƻƻǎŜ ǿƘƛŎƘ ƴŜǿǎƭŜǘǘŜǊ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ 

share and add comments too.  

¶ Select folder: To select the newsletter first select the folder it is located in via the drop 

down menu. 

¶ Select newsletter: Then select the newsletter via the drop down menu 

¶ Publisher: Use this text box to type in the publishers name  
¶ Comments: Use this text box to type in any additional comments you would like to pre-

sent on your social page near your newsletter. 

Beneath the section to publish your newsletter you can select the connection that you would like 

to publish it too, such as Facebook or Twitter. 
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Just tick the appropriate checked box for either Facebook or Twitter and then click publish. You 

will then receive a message box saying that it was successful: 

 

This will then show the link to the newsletter on your social network site: 

 

It will also show that you have shared your newsletter to a social network site.  

Click for more information. 

 

Display your newsletters on your Facebook page  

You can now display your newsletter on your Facebook Page rather than just your wall, so here 

are the steps for you to do it:  

1 ς Ensure you have the social widgets approved in your email footer or in your newsletter as this 

will be needed so your recipients can click the Facebook icon and share it on their Facebook wall 

or page. 

2 - Once you have clicked on the Facebook icon presented in either the newsletter or in the email 

footer, you will be asked to sign into your Facebook account. 

3 ς Once you have clicked on the Facebook icon, you will then be taken to your Facebook page 

where you will be asked to assign a thumbnail picture, email header text and the description of 

the newsletter you are posting as shown below: 

 

4 ς Once you have added the details for the Facebook post it is now time to select where exactly 

you would like to publish the newsletter, on your own wall or on your page. 
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5 ς Once you have filled in the details as you would like them to display simply ŎƭƛŎƪ ǘƘŜ άShare 

Linkέ ōǳǘǘƻƴΦ 

 

Microsite 
A microsite is a mini website that can be linked to your main website. Its simplest and most obvi-

ous use is as a place to display your newsletters and stories, allowing visitors to browse through 

your past published content.  

A microsite, if used to its full potential, can also be a means of building your mailing list. By dis-

ǇƭŀȅƛƴƎ Ǉŀǎǘ ŎƻƴǘŜƴǘ ǘƻ ȅƻǳǊ Ƴŀƛƴ ǿŜōǎƛǘŜΩǎ ǾƛǎƛǘƻǊǎΣ ȅƻǳ ǿƛƭƭ ƛƴŎǊŜŀǎŜ ǘƘŜ ƭƻȅŀƭǘȅ ƻŦ ȅƻǳǊ ŜȄƛǎǘƛƴƎ 

subscribers and move them closer towards a buying decision. You may even gain new subscribers.  

New visitors will also be influenced by this display of content and may become subscribers and 

clients, since visitors to your microsite will be able to subscribe to your newsletters and RSS feeds.  

A microsite can be multi-layered, with a complex menu structure. You need to think of it as more 

than just an archive of your past newsletters ς it can be an addition for search engines, a market-

ing site for newsletter campaigns, or even a targeted site for brands, products and services.  

Emailwave allows you to create a landing page and a simple navigation menu for your archived 

newsletters. The microsite will be able to function as an online library. The online archive will be 

hosted on your own unique URL. You can create a link to this archive from your main site, so that 

your readers can see your newsletters and stories. 

Setting up a microsite 

The first thing you need to do is give your microsite a name. 
We automatically generate a location for your microsite when you create your account. 
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Expand the ώҌϐ ΨDŜƴŜǊŀƭ {Ŝǘ-ǳǇΩ ƳŜƴǳΦ IŜǊŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ƳƛŎǊƻǎƛǘŜΩǎ ƴŀƳŜΦ It will look some-
thing like this: http://www.enewsarchive.com/12345Φ /ƭƛŎƪ ƻƴ ΨŜŘƛǘΩ and you will be able to give 
your microsite its own unique URL extension. You can also create a title for the microsite. The title 
is the heading that will appear in a browser when the microsite is opened. 
 

 
 

 

Building the microsite menu 

Once you have set your home page, you need to create the menu structure for your microsite. 
The menu structure is the navigation system that visitors to your website will use to access news-
letters on the microsite. Setting up your menu structure consists of three steps: setting a header, 
building the menu and selecting a skin (look and feel) for your menu. To begin this process, ex-
pand ώҌϐ ΨaŜƴǳ ǎŜǘ-ǳǇΩ. 
 
The microsite header is just that ς the header that will display above your menu. Your header and 
menu structure will appear on all the pages of your microsite. You can choose not to have a head-
er, but this will mean that your menu is at the top of the browser page ς ƛǘΩǎ ōŜǘǘŜǊ ǘƻ ƘŀǾŜ ŀ Ǿƛǎu-
al break. 
 

 
 
Select whether your header will be an image or HTML design 
 

 
 
The menu builder allows you to add menu items, edit or rename them and move them to differ-
ent locations within the menu. It also allows you to assign newsletters or web pages. 
 
¢ƻ ŎǊŜŀǘŜ ȅƻǳǊ ŦƛǊǎǘ ƳŜƴǳΣ ŎƭƛŎƪ ƻƴ ΨŀŘŘ ǘƻǇ ƳŜƴǳΩ. A menu system is a tree that consists of main 
menus and sub-menus. The main menu might be the year, if you are displaying your newsletters 
chronologically, or the subject, if you are displaying the newsletters by content. The sub-menus 
under the year would then be the month or newsletter issue. The sub-menus under a content 
heading may be the name or subject matter of the newsletter. 
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To add a menu entry, you first need to give it a description. This is the label that will appear on 
the menu ς such as 2008, if your main menus are years. Then select the newsletter that corre-
sponds to that menu. 
 

 
 
hƴŎŜ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ȅƻǳǊ ŦƛǊǎǘ ǘƻǇ ƳŜƴǳ ŜƴǘǊȅΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ƛǘ ŀǇǇŜŀǊ ǳƴŘŜǊ ΨaŜƴǳ tǊŜǾƛŜǿΩ. You 
can add an additional top menu, which will appear to the right of the one you have just created, 
or you can create a sub-menu, which will appear below the menu you just created. 
 

 
 
¢ƻ ŀŘŘ ŀƴƻǘƘŜǊ ǘƻǇ ƳŜƴǳΣ ŎƭƛŎƪ ƻƴ ΨŀŘŘ ǘƻǇ ƳŜƴǳΩ. To add a sub-menu, click on the green + icon 
to the right of the top menu you want to add a sub-menu to. Whenever you create a top or sub-
menu, you need to give it a name and select the newsletter that you want to appear when some-
one clicks on the menu. 

 
 

By selecting the icons, you can delete , edit  or add  a new sub-menu (a vertical drop-

down entry is added  below the main menu with this button ). 
 
You can also add ŀƴ ŀŘŘƛǘƛƻƴŀƭ Ƴŀƛƴ όƘƻǊƛȊƻƴǘŀƭύ ƳŜƴǳ ƛǘŜƳ ōȅ ǎŜƭŜŎǘƛƴƎ ΨŀŘŘ ǘƻǇ ƳŜƴǳΩ. Besides 
sub menus, you can also create sub-sub menus ς if required for navigation. 
 
If at any point you want to preview your microsite, click on ΨǾƛŜǿ ƳƛŎǊƻǎƛǘŜΩ or type in the URL 
location you have set for the microsite. 
 

Choosing a skin for your microsite menu 

The application offers you 18 different skins for your microsite menus. To change your menu skin, 
simply click on the radio button. 
 




















































