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Introduction ¢ Advanced Mode

The Advanced Mode home page shows you a snapshaiwfaccount status. There issatistics
Overviewthat you can View stats about the last send that you made. The Graph of Subscribes
and unsubscribes over timis displayed on the screen. Customer is able to see at a glance the
remaining Send Credits of his account and click on useful linksusuidelp Guides and Tutorials.

| ~ Page Settings

Recycle Bin = x | |Recent Send Stats = x
La Did you know that you can open the Last send overview
Recycle Bin?

Deleted items are stored here and empties
every Sunday.

2150

Messages Sent
05/10/2012 16:09

Click here to open the Recycle Bin

One Click Login & ==

Add a one-click login
|| to your browser favorites

B opens 280 17.9%
Account status snapshot G == B niot Opened 1724 81.1%
newsletter@m-stat.gr W eounced 21 1.0%
Client
Credits left: 5 <>
Non-expiring: 5
Expiring: 0 Account Stats & =[x
Subscribes and unsubscribes over time
- - 5
Help Guides and Tutorials = x
.m-_ Help Centre 4
- o
u Click here to access our help centre which
includes tutorial videos, help guides and FAQs k]
2
1
0
weeak 2 week 20

l Subscribed l Unsubscribed

By clicking on the Page Settings user can manage which windows/information willise sho
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 paga template. So that you caget stat-
ed quickly, your account comes with a cteipf templates related to youndustry. The applia-
tion contains many more templatethan those preloaded into yourtemplate folder¢ you can
browse our template librargnd copy additional ones to tHelder.

Creak from template

Tocreatea/ Sgaf SGGSNI FNRY 2yS 2F (KS TNBS
LI I 6§SQ 6KAOK gAff Ffft2g &2dz 12 yIYS (KS-yS
letter stored in (if it is stored in the templates folder you will be able teebather newsletters on

that template). Once you have done that select a template from the selection of free templates
that are in your account.

Newsletter name * | |

Save to | Email / Newsletter folder

[ edit Text

Browse on the available template categories related on your induStinpose a category by dic

ingonitsn¥ S dzy RSNJ 0KS W/ I 0SI2NASEAQ O2f dzyYyod mif A
A A X 4 e A ZoA ZoA A % A = =
plate.¢ 2 aSf SO0 0UKS O0SYLIXFU0SXZT SAUKSNJI Of AO1l 2Y
option under the thumbnail.
Categories Newsletters
[ Newsietters ]
12 Templates | Page1/1 1 [ | goto D | 25temsPerPage  [v] | Smal Thumbnails [+]
Cards
Events & Invitations
-
i o
| e =
ndustry Specific - =
Sales & Announcements i = — =
Seasonal L -
Themes A Blank Templa. Atlew Mailing Black Accented Crisp White Ne. Fresh Organic
Prex vs | Select Pre | Select Previews | Select Previews | Select Previews | Select
m E oE e
= L] N
; . v = s
How It All Hap. Punctuated Des Quiet Afternoo, Running The Mi. Simple Musical
Previews | Select Previews | Select Previews | Select Previews | Select Previews | Select
=
]
L3
:
Sleek SilverT. Subtle Gray Pi
Previews | Select Previews | Select
12 Templates | Page1/1 1 @ | goto DI | 25temsPerPage  [w] | Small Thumbnais [+
[Seancerarexe|

You will be directed to the online editor whe you can modify the contents of the template.
When you create your email newsletter, you must decideether you also want to create text
only version. We strongly recommend this, as it helps with delivery to somebased email ¢
ents and email atints such as Lotus Notes.

The Editor uses logic similar to MS Word. Please refer t&thiter section of this manudbr in-
structions.

While working on your newsletter in the Editor, makeesyou save it frequently. Anghen exi-
ing the Editor, make surgou save your newsletter

s YLX | GSa

Ay @
gaf StidSNE

o1
i K

I.
as

2y

lfl
S |

t
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Text newsletters and emails

If you have also created a teghly version of your newslegt, a second Editor will appeafter

the first closes. This is the text Editor. There is adyuthat will copy any text fronyour HTML

newsletter to this Editor. You can then format it as you wish.

Please noteif there is no text version saved in the textited, the applicationwill sendout a de-

FlhdzZA& G GSEG SYI At KIthis efnail pigeSeiclick onltHBllovdirg) 47 1 @léy KB NB I R
link will then take the client to the HTML newsletter.

To create a texbnly version automatically with every newsletter, go to D Sy S8l 6 A y 34 Q
menu undet¥ { -&IiJ | Yy R .IWickithe Boy @eg t8’/ NI I (i Bersion of &éryinewslette
L O NJhis wifh d&utomatically create a temhly versiorof every newsletter.

Please note:An asterisk (*) appears next to newsletters lwi textonly version. If therds no
asterisk, there is no texbnly version.

Import from file

If you havedesigned your newsletter in an external HTMlited or a designer has creatgur
newsletter for youyou can import it easily intgour account

To import the code to a new newsletter, select the folgeu want to save it to from thelrop-
down. Then ater the name of the new newsletter in the blank field.
Go to Newsletters >Import from File.

Importing HTML into an existing newsletter

. 2dz OFy SAGKSNI AYISENIE (A KT |, i &kida taSafiimdl Naplate the

existing HTML, or you can import it into a new newsletter.

¢2 AYLERNIG (2 Lty SEA&GAY3T yrEpmeefth® henwsSate: Of AEKISyli S NI RA
lect the folder in which your HTML is stored from the firstldown. Then select the newsletter

you would like to import the code to, from the second drdpwn 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 filejt is easy to import it into your account. Select tH&F xafli® Ifutton. Then

WrowseQ (2 GKS FT2fRSNJ 2y @2dzNJ O2 Y Ldirt®OMI 6 KSNB G KIF G FAL S
LF @2dz AYiSYyR (2 dzLJ 21 R Fff (KS AddWlyimdfes paiiz (1 KS a SNIJ!
toalQd  2dz f a2 ySSR (2 aStSOG GKS TadownSmedue 2dz ¢ yi 7z

You will then need to upload the images in your newsletter to that folder. To learn how to upload
images, go to th&ploading Imagesection of tht 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 buttonfired the HTML file that you would like to replace
the old template with (as shown below).
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Get HTML from

® HTML or Text

@ add my images path to all images.

I will be uploading images to this folder | Attachments ﬂ

* Folder paths will be added to image source.

@1 will be hosting images on my server.
Image paths are correct in my HTML.

* The default option will add the relative path to all images.

I This is a drag and drop template

Once a template has been uploaded into the Drag and Drop Editor it is not
possible to export it, so please keep a copy of the base HTML and be aware that
vou cannot export any template that is created in that editor.

© urL=

@ zZip File
If the images in the file you have imported are already on the Internet and referenced properly in
GKS 1 ¢a[ TFAfSI alsvllBeddsting khdgesImRsereadzi G2y W

I ¥4 SN idpok®s] AWEAS WA § largeSiled daniitak&  féw minutes to load. Do not log
out or close your browser windo during the uploading process.

At the end of the process, the newsletter console will confirm the impgrstating, "The Newt
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, yoinsanct the appl-
cationti2 IS4 GKI i URIQEMD duttdnThes §pe in th& FRL Which yaant to the
applicationto fetch the newsletter from. lolude the http:// and a forwardslash (/) at the end of
the URL if it doesn't include a pagame (for examplepagename.htm or pagename.htmifhen
clicg A WLI2 NIi Q

|:H::| URL * | |

[ add my website URL path to all images.
O add my website URL path to all links.
Checking these options will add your website url to all images and/or links.
(ie. src="images/imaage.qif’ will become src="http://www.mywebsite.com/images
Jfimage.gif')
[ This is a drag and drop template
Once a template has been uploaded into the Drag and Drop Editor it is not
possible to export it, so please keep a copy of the base HTML and be aware that
you cannot export any template that is created in that editor.

' yE 858 e2dz AYGSYyR (2 dzLJ) 21 R Ad&Ky webéite Bpati o f S & =

a
I £ £ A YHis3vfl &@Qure that when the newsletter is sent, all imagesretrieved from the
server on which they are stored. If you have tioked this box, yowill need to upload all image
files to your account. To learn how to upload images, gtheoUploading Imagesection of this
manual.

58LISYRAYI 2y K2¢ G(GKS LI IS GKHG 22dz TAAMOKSR 41

website! w[ LI K .&%&me pagyds referentq idtenal links withoeferencing the URE,
if your website was created this way, you will need to tick this lioxou are uncertain, ask the
designer who created the newsletter.

¥4 SN OY WHiis@ @ patlent; large files cartake a few minutes to load. Doot log
out or close your browser window during the uploading process.

Q101

O

a
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At the end of the process, the newsletter console will confiin@ import by stating, "Th&lews-
letter was successfully iported," at the top of the screen.

Exporting a Newsletter

You can exparany of your newsletters frorthe applicationat any time. Go taNewsletters(left
navigation menu)*®dit & Manage Select the template that you want to expottien click on the
checkbox and select from the rightenuwhichis displayedthe Advanced Options and from the
submenuExport to HTML

[l M-STAT_newsletter

Advanced options
M-STAT_newsletter 9_5 12

] Subscription confirmation j Edit email snippet
[ testing * .
[ testing2 * & | Export to HTML

Create from Blog

FeedMail (RSS to Email)

An RSS feed provides a list of new content and a brief descriptioratdng with a link to the full

F NI A Of SFeeENBIAYY 2yad @2dzNJ aA0GS 2N) 6t23 FyR fft2é6 NBI
automatically updated so the user Wilee the most ugto-date post.

FeedMail fetches content from a blog; website or any R®88 and then formats it in a stylish
SYFAt GSYLXIGSo 1ft @2dz ySSR (2 R2 Aa adzlL) e @&2dzNJ T
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 andaea style for the newsletter.

Save the newsletter and schedule a sending time. If you would prefer to create your own XML
GSYLX 4GS &2dz YIed R2 a2 o& asStSOGAy3a al/dzadzy - {[ !
provided. Statistics for FeedMail will be saved in the Reports & Statist.

To view the different style templates available in the preview window simply select those from

GKS a{deftS¢ RNRLI R26y YSydz yR Ot A0] daal @Sé¢d hyOS ¢
dzaS aAyYLX & Ot A0l 2y daal ¢afle tb seRa seh€klé &uebpSnder | YR & 2dz g A
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 se
tion will allow you to select items and click a button to initiate the particular action.

¢c2 488 (KS ySsaftSGGSNAR Ay lye 3IAGSYy F2fRENE asdt 804
then in the next column you will be able to view the newsletters thatsioged in that particular

FT2EROEND L 2 GorthEy 2d 8 2 K§26 OAS6 (KS ySsatSGidSNA o8 v
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 ifist 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.

Folder oj ﬁﬁ Newsletters oﬁﬂ Manage Newsletters

1 Folder selected 1 Newsletter Selected
Created: 14/03/2012 Last edited: 14/03/2012

~Email / Newsletter folder (2) [ select

[#] Subscription confirmation

r Archived newsletters (2) .
[F] Unsubscribe confirmation ¥ open in editor

» Draft newsletters (0)
% Rename newsletter

1= Copy newsletter
= Move to folder

I pelete newsletter

Advanced options

j Edit email snippet
# | export to HTML
JE2N Inbox preview

0 Spam check

"1 HTML Email optimizer [ ]

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 coluifimose options are as follows:

1 Preview newsletterc This will give you a vialiof how the newsletter looks.

1 Open in editorg This will allow you to etlithe newsletter in the editor.

1 Rename newsletterg This will allow you to rename the nelegter if you feel the need
to.

1 Copy newslette ¢ 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 moviti. can
use this to copy the newsletter and use/edit the copy for the next retter you will be
sending out.

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

1 Delete newsletterc This will delete the current newsletter you have selected.

Advanced options

. 2dz Oy |-téz OK22&8 (2 dzasS (G(KS | RAIyOSRd- 2LL]7\2)/é 4K
vanceOp A2y ¢ odziGz2yd® ¢KS 2LIJiA2ya IABSYy gAth 0S NBEFGST
RSNJ GKS abSgat SGaGSNERE O2f dzYy aK 2 gtigns avglilabfer8 a8 ONBS Sy aK2

as follows:
1 Edit Email Snippet, This feature will allow you to add text vwdi 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 scorefesel free to add CAPITAL LETTERS,
any words and even symbols sucheaso signsq 0 ®



2 emailwave

1 Export HTMLg When clicked this will present you with a file that you can download

Advanced options

j Edit email snippet

A =nippet text, or "preheader” iz that small piece of
real estate at the top of an email. It's your value
proposition - a teaser for clients to read on. This is
eszpecially great for pulling readers from mobile
devices - more and more read their email on a
mobile phone.

this is a test

which will have the HTML code usedrh that particular newsletter.

1 Inbox Previewg This will enable you to preview what your newsletter will look like in up

to 14 different email clients. Every account padiven 3 inbox previews for free so you
can see bw the brilliant feature works.

f  Spam Check This feature will help you to ensli5
NBOALASYGQa

2dzy |

T2f RSNE & Ad

gAff

82dzNJ ySgaft SiiuSNJ

E

subject line. It will also give you tips on how to reduce your spam score if necessary.

Images and Files

Your accountomes 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 oh#tges$ in your
folders or purchase additional storage space.

Upload

Check SPAM score

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:

Click on get images/ files to select files for upload from your computer.
You can select multiple files to upload at once, or upload a .ZIF file (it will automatically be unzipped

Select the folder to upload images or files to:

Attachments
get images Backgrounds

documents

Mobile

Once you havehosen the folder, the next step is to select the images that you want topbe u

f2FRSR Ayd2

cupload file€

odzii2y

KI @
I a

R
%)

285
S

ayoi
&2dz |

LI NI A Odzf | NJ TGetiRa§dsMfiles 2 dzdzOl Fy ®R2 (1 KA

AK26Y

08t260d
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Select the folder to upload images or files to: ﬂ

test_picture.png-9.06KB

! ! remove
Uploaded 004

Total Files: 1  Total Size: 9.06KE

Uploaded 0% - 0.00 bytes of 9.06KB

| clear files | | upload files |

Manage

Within this section you camanage your folders and images by deleting, moving or renaming
them. You can also use the integrated Google search which will ndagisppyright images.

Folder ManagementTo rename or delete an image folder, select the folder and right click. To
create a new sub folder select where ywant it adding and right click.

Image ManagementTo 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.

Folders (D Upload “Z Refresh Settings

[ =3 Folders oy
[C] Attachments —

(] Backgrounds
[Z3 documents ;
[ Mobile < emailwave Lk
2] pictures h
emailwave.png subscription_logoarea.
412302012 8:22 AN SAW2010 4:47 AM
66 KB 1KB =
test.jpg i
4252012 5:43 AN it
1n v
3 files

You can also create a new sub folder by right clicking where you would like the folder to be loca
SR I YR (NeBFubf@det ®1, Zidz OFy GKSY yIYOKIKS ySs F2f RSNI |

PleaseNote: You can also rename or delete a folder by right clicking on the appropriate folder

Setup and Options

Name YourLinks

You may want to name links that you frequently insetbinewsletters. There are threleenefits

in naming links:

1. ltwillmakeitSF aASNJ F2NJ 82dz (12 AyaSNI {wBtoniothe dzaAy 3 G KS
Editor.

2. It will make it easier to interpret your click stats, as it will show the nameiink instead
of the full URL.

3. You can enable tracking of clitiroughs in Googlénalytics.

10
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Add, Delete or Modify your Link(s)

Link Name Link URL Google Enabled
Testin http:/fwww.testlink.gr p m
g P g _‘ll m
add @
Link URL *  |httpz//www testlink.ar |

Link Name * |Testing |

[ enable Google Analytics (Help me with Google Analvtics)

To name a link, click on tregld ¢) button and type in the fli URL and the name you want dgove
Ald LT @2dz glyld G2 Syl ot S Ehdblke Gdogieyyal 2&xD@2At S !yt e

In the 2011Editor, you will see adreR 2 ¢y ( Kl yid $MI® ab KXIS/Bunepdity dod Q

now is select the link from the dregown.

¢2 SRAG lye 2F @2dzNJ yI YSRn(pek sintl paper) oAh¥ tiglu®the Of A O1 2y G|
link in the link table. Tdelete a link, click on thigash can

How Google Analytics integration works

The applicatiorcan integrate web analytics using Google Analytics. Google Analytifsees a-

plication that allows you to study the behaviour ofdglNJ ¢ S 6 & A S @ain m@ra, Signiu@ NE © ¢ 2
for a free account at http://www.google.cofanalytics/. If you do not havanalytics in place, or

would like to use Google Analytiafongside your existing systerypu simply need to sign up for

a free Google Analytics account.

If youalready use Google Analytics on your site, you can enablel&doglytics on the appke
tion. This will allow you to track traffic that originates from your email campaigns.

Google Analytics integration allows you to viewkdiceam data which is passeon from Emali-
waveli2 D223t SQa | v I|td ghalshy@uihaveJseOwithi@oSgle [AgaRtics. Within
Google Analytic traffic s& from the applicationwill be represented as follows: the medium will
be shown as 'Enilg the source as your accouname, and the campaign as the newsletter name.
The applicatiorwill also pass along think name and the email address, so that you can track
traffic generated from your emailsll the way through to a conversion.

Enabling tracking fronEmailwaveto Google Analytics

You can enable Google Analytics for any link in your dmailaming the link as described above
and checking the Google enabled box. Then useliisert Named Link dropdown fosert that
link withinyour editor to inset that link.

PLEAE& NOTEhe URL needs to be sap in your Google Analytics account for this to work.

After you have enabled Google Analytics on a given lirktrdicking code will be applied that

link automatically. The newsletter subject will passed through as the campaigame so that
you can track goals back to the email newsletter.

11
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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 arydu can also delete the mailing lists via the Bin icon. Ttsae
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. Thaiill li

the results shown in the Contacts sectifwhich is currently showing 5

Q, Search contacts
Manage Contacts

P pe you know?

[#]' tmport | Settings | Clear (@ search contacts ) [Email [S]
2 Lists © ¢ M 5 contacts © % Manage Contacts

1 List Selected 0 Contact Selected © add 2 New contact to List

[F] All Contacts X X
[Cselect [riter [Cpisplay Copy/Paste Email Addresses/s to List
exam (5)

. [E]Fave '
[ test-i (3) [ Grigaris & | Export these Contact/s
Joh
D ohn More Options
[E] Irene
[]Panes Did You Know? x

Sync your contacts d —
with Outlook! ownloa

Segmentation o o

You have no segmented lists to
display.

You can also use the filter option which will group your contacts together, the options that are
shown within the filter (once ticked) are:

1 OK (Validatedy These emails arek to send to

1 HB (Hard Bounced) These emails did not receive your newsletter due to the wrong
spelling of the email address or the emailaglss is now retired

1 S (Subscribed)These are the people that hagebscribed to your newsletters

U (Unsubscribel) ¢These are the people that havasubscribed to your newsletters

1 SP (Unconfirmed ogh) ¢These are the people that have not yet confirmibt they
want your newsletters

1 S2 (Confirmed opin) ¢These are the people that have confirmed that they wantee
ceive your newsletters

==

Create New Mailing List

Each accountan have up to 20 mailing listéf you need more mailing lists contact us.

When we createyour OO2dzy i 6S ONBFGS + RSTFlLdzA G YFAfAYy3a fAad
To create anew mailinglist, simply click the Add button and then give your new list a name and

Of ASavE

12
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Add Mailing List
* New mailing list name?
test 3|

[[] pisplay new mailing list on the subscribe form

LY &2dz 6Aff lfgleéa 0SS aSyRAy3a G2 (GKS &alyYS tAad GKS)
GKS &adzo aONAG6S T2NXYQT | & Al t6adiaf RI-GHASAKRO SrRSIENIEO 21E20 & O NA

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 maling list to.

te] Copy these Contact/s to List... =» Move these Contact/s to List...
New List New List
Or Select an Existing list Or Select an Existing list
exam (5) exam (5)

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 ed=" 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
YEAtfAYy3 ftAad GKFIG KFE@S GKS SYlFAfa Ay GKFdG &2dz gl yi
at the right), click obelete these contact(s) from list. Then you will be able to select the previous

fAald GKIG @2dz ONBIFIGSR 6KAOK ¢g2dxZ R KIFI @S az2yvys$s YIEAT |
fAadGe CAylrftte OfAOl WhYQX (GKAA& digtthat mRBEthEIS +tt 27F

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

6Exportthese contact/s ® { St SOG GKS REFGF @&2dz ¢l yid G2 SELRNI &dz0
(as shown to the right). Once you are happy with the details 1@ going to export you can click

2y EBHSQ Wodzi G2y ®

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:
1 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 pastpeoyour
SYIAf FTRRNBaaSa Ayad& loyR Gler/3y Of A0] 2y GKS «a
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Add Addresses

@ Add by copy and paste or typing
@ 1mport from file
@ tmport from online email accounts
Add by copy and paste or typing
Select the Mailing List to copy to
exam [ enable mailing List preview (1)

Copy and paste or type email addresses into the
block below, then click add.

m edit address delete address

Import from file

When importing from a file, the filgt] Import Settingsmust be set correctly to import the data
into the correct mailing list and dataset (if appropriate). Once sk#tings are correct, use the
Browsé odziliz2y G2 FAYR GKS FAE{S @2dz NS 3I2Ay3 G2 AYLJ
you are abiding by the Ansipam Policy and Privacy Polibyy OS G KIF G A& R2yS Of A0l a&a02

wse... to select a file to import from your computer.
File name greek competitors xlsx Browse

Import to this mailing list ‘thank-yuu letter Iz‘

Import to this dataset ‘ Contacts
[EIR certify that the list being uploaded is opt-in.

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

Change column mappings

Please note that not all of your spreadsheet data will be displayed on this
page. We have extracted an example from your spreadsheet to make it easier for
you to map your columns. Once you have pressed continue, that relevant changes
will be made throughout your data.

Match the columns in the dropdowns to the columns in your file. If you want to ad
a column to your dataset that does not already exist, simply name the column in
the relevant text field.

@ [Email =l O [Email |

info@yahoo.com 27743847399
marketing@ananzi.co.za 27839558349
sarah@icon.com 27839483027
O | Email "J ™ [ create new column ‘:l

Jack
Julia Lf,wé
Sarah Mull

Simpson

Marshall

2dz Oy OKSO1l F3FAYy (2 YI tdbtindedzNSdzA li2 X &l D2 NNB DA 2 y DK
the structure again (like below). If the structure is correct tH@f A O cBnyfnuell K ® dzii (i 2 y =
Ff GSNY I GAGSt & AT A ihardgd colynthimappiagh NG @i G D A IO R 2X G (KBt fa
back to the previous screen.

If all is correct and you click continue, you will receive a new screen with explaininglathdtas
been imported as shown below:

14
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Step-by-step Import.
Import complete

Data records imported : 3

Data records updated : 0

Email addresses imported : 3
....Mobile numbers imported : 0

Managing Email Address and Mailing Lists

Email addresses are organized in mailing lists. In the previous section, we explainggunow
O2dz R FTRR SYIFAf |RRNBaasSa (2 | Yyohcarkephaedni ai® Ly GK
email address from a mailing list and how you can copy or move an adeiss to a new list.

It is important to mention that someone can add themselves to one of your mailing listebby
scribing to it via the subscription fortocated on your website or any web page (ke Sib-
scription Formsection for more info). They can also subscribe via the subsiénibén the footer

of your newsletters (see th€ooter/Header Sewp section for more info). Iomeone has du

scribed to pur mailing list usig a subscription form, we wilecord the timeand date that they

subscribed, as well as the IP address.

Each email address in a mailing list is assigned a statiesthat tells you informatioabout the

address:

1 (OK) =This code isssigned to correct, active email addresses that hasen imported into
the mailing list.

1 (HB) = Hard Bouncethis code is assigned to invalid email addres3émse are emailca
dresses fromunknown users or domains. Whehe application sends to anailing list, it
DOES NOT send to emails marke#iBs

1 (S) = Subscriptioq this code is assigned to all email addresses théiscribed to your méi
ing using your subscription forrthe applicatiomecords the date, time and IP address of the
subscribingemail address.

1 (V) = Unsubscribedthis code is assigned to all email addresses that lhaneeibscribed from
your mailing list. Whermhe applicatiorsends to amailing list, it DOES NOT send to emails
marked as U.

1 (SP) = Subscription Pendigghis code isonly relevant if you are using@ouble optin sib-
scription process. It is temporarily assigned to someam® subscribes and has been sent
G§KS WO2y TANY @& 2 diNHeritdey &ichk Nk thadink anyfrat edail lank tobfirm
their subscriptiontheir status will change to S2.

1 (S2) = Double Oph Subscriptiong if someone has completed the doubtpt-in process,
they will be marked as S2.

OntheWa | y(pah&h y (st & Cantacts  a Sugedwill see in the first column the lists

that have been created in your account. When the user clicks on atlistemail addresses are

displayedin the second column. In the third column user can edit the data of the second column

(email addresses/ datasets).

[¥] import | Settings | Clear (Q search contacts ) Email ~|

3 Lists © < M contact [+ W] Manage Contacts [#

1 List Selected 1 Contact Selected 9 Add a New Contact to List

[F] Al Contacts i .
[Osetect [riter [ pisplay Copy/Paste Email Addresses/s to List

[ test (1) [¥] test1@test
. | test1@test.com )
[F]M-STAT newsletter list (2155) %] Export these Contact/s

B thank-you letter (24)

=] Copy these Contact/s to List...

= Move these Contact/s to List...
I Remove these Contact/s from List...
[ pelete all Data in Dataset nat in any Lists

Synchronize Status Codes

Segmentation o o

You have no segmented listz to
display.

15
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Navigation within a mailing list

Addressesn a mailing list are always displayed in alphalstiorder. If a mailing list hasore

than 1 000 addresses, they are grouped alphamerically from AZ and @9. If youwant to pre-

view a particular alphanumeric grouping in the Idick on thedisplaycheckbox and select atle

ter or number, depending on your selection the addresses that begin with that character will
show up.

There is also a search field at ttog of the screen You can do exact or partisgarches to return
gueries within the seleetd mailingist. For more powerful searchesxross multiple lists, use the
W{ S| NOK menu.9 ELJ2 NI Q

Moving, copying and deleting email addresses

To copy or move email addresses between lists, you neesktect the addresses you waitt
move. Use Shiftelick to select a list of email addressesQmntrol+click to select a fewndividual
email addresses.

If you are moving or copying email addresses from bsteto another, make sure theorrect

WFNRYQ YR Wi2Q YIAfAy3a fAadGa NS aSt SOGSR Ay SI OK

Editing an email address

If you want to change an email address or its status, select the email address SigkhaleQ
the change and then clicka . @S Q

Blocklist

Each account has a unique blockbistsuppression list. When someone unsubscribes from your
newsletter, his or her email address will be added to the blocklist. No email address on the bloc
list will receive emails frorthe application except if you are mailing to a list to which therear
still marked as (R)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.

LT &2dz KIF@S I A adilresdel, geR2also/iport tBasty yR@locKist. ISp-
ported file types are Excel (xls, xIsx) and delimited text files (csv, txt).

Block List Management
Add email address to be blocked

Add Addresses

Import File

—‘J Export Blocked List

create export file

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

Creating New Mailing List
Each account can hawg to 20 mailing lists. If youeed more mailing lists, you cgwurchase
them.
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2 KSy 6S ONBIGS @2dzNJ | O02dzyix 6S ONBFGS |+ RSFlLdz G YI
To create a new mailing listick theAdd mailing list button(+) which is positionedn the Mailing
List columns. Thesimply give it a name and clidkONB I (i S Q
New Mailing list
Add Mailing List
* MNew mailing list name?
test
[ Display new mailing list on the subscribe form
LT &2dz gAfft lftglreéa 0S aSyRAy3 (G2 GKS al yYsS f)g‘éﬁ i KSy
GKS adzo AaONROGS FT2NN¥QT Al 62 dzWRKDRGS B 200KNH0 {50d20E2¢O NR 6 S N
CopyingMailing Lists
Emailwaveplatform has sophisticated list management tools that allow you to copy all the a
dresses from an existing list to a new list, merge addresses from one list with another list, and
synchronize ema#dddress status across two lists.
(] Copy these Contact/s to List...
New List
| |
Or Select an Existing list
M-STAT newsletter list (2155)
thank-you letter (24)
_-I) Move theze Contact/s to List...
ﬁi Remove these Contact/s from List...
Copying a mailing list
To copy an existing list to a new list, select the list you want to copy from thedbap 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 -diampn list.
If you would like this copied list to be displayed on your subscription form, tick the box to the left
2F W5AaL e GKAa ySé YIF At Ay mafod, o t@ tfeSubscp & dzo a ONR 6 S

tion Form Setup section of the manual.

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

List name: thank-you letter

Rename Mailing List |thar|l-c—vou letter |

17
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DeletingMailing Lists

To ensure you do not accidentally delete a mailing list, theredsete 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 Boo&nd 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 seve
al purposes: it can be used for personaligiemails; 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 address@se applicatioruses the email addresses as a unique
identifier to link a dataset to a mailing list. As a result, an email address isdatoay 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) cam be i
ported from a file or collected from a subscription form or survey. This data can thesduketa
personalize emails that are sent oufor 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 targptai

list.

If you are going to use datasets beyond yé#adidress 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 beguited. To edit or delete the data
within the dataset you have to click on the appropriate icon:

q Editc o

i Deleteg -

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 yeuill 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.

Email MaobileMumber forname surname

testi@test.com 447510561111 ted smith
o

The emall textbox is read only but the other textboxes are accessible for you to modify.

18
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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 haeehighlight 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 textboxesopided. Once complete select tiiel R R
button which will input all of the new information into the dataset and mailing list(s) selected.

Select the dataset, mailing list and mobile list to add data to:

Dataset example EI

Mailing List exam -
test-)

Mobile List [Do not add to mabile list =]

Mobile Number

first name ‘Snmeanne ‘

last name Else ‘

address ‘ ‘

city ‘ ‘

State b [5]

Country {American Samoa {=|

Amount Due ‘ ‘

Import Data

LT @2dz FNB 32Ay3 (2 AyLdzi | €234 2F RFrdim-Ayid2 G§KS R
port Dat¢# &SOGA2Yy Ly SFaASNI FyR ljdzA Ol SN az2ftdziizyod LG A
gAUGK @2dzNJ RI G FimporySeigyglz ORSOL | 6K8dz&iBE G KF G GKS aSGdAy:
in accordance to the file you are importing.

-1 Import Settings

The fields (columns of data) within the file to be imported are

= saved in exactly the same order as the fields within the
~ dataset)

@ have column headings which are spelled exactly as per field
" definitions in the dataset

Always preview my import data in Quick Import.

Select what will be updated by the import

Mailing List . N
(optional) __exam [=] (email addresses)
Comtonsiy <)
(optional) Always ask me l=| (mobile numbers)
Dataset {optional) [example  [=](all ather data)
Import mode is P @ update P
always @ addiupdate ), D Add only

Update only - does not create new records in your dataset and
mailing list.

(Records are never deleted)

When importing a Microsoft Excel Spreadsheet,

the sheet name to import is l:l

Default import . @ Step-by-step
method = Quick Import 10y

apply changes

The importsettings shown above are the default settings that you should find, but please r

member to double check your settings as some files you are importing may need the seltings a
tered.
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Import File
The next step is to find the file that you are goingtobe2mpli A y 35 (G2 RBroisrA a Of A 0] 2
button shown below:

Click Browse. .. to select a file to import from your computer.

Filename Baree==t

hyOS @&2dz KI @S F2dzyR GKS FAES ceommél NB FHKARWEI g Z t A XLOA!
the file into the textbox and get it ready to be imported.

Now you need to check the datasehd 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:

Import to this
Mailing List [test =]
Import to this - .

Test Mobile List
Mobile List | est Mobile Lis EI
Import to this
Datasat |datasettest EI

Oncethe settings are corrected, you are ready to import.

To do so please click on the Continuetbuat

Thenext 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 correalfi. Once again, if it is correct then
pleas click on the Continue button.

|.Err|ai| . . EI |surnarne EI |'Fn:\r.r|arr|e EI

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.

Email |surnamelforname

If it is not correcti K Sy clednde Golummdimappings 2 NJ A ¥ A G Afigish® 2 dNakls O F & Ot A O

change column mappings finish

hy ®8 &2dz Kfinighé Be N OBSRfaoS ots (2 as
green message box shown below:

:  « File successfully imported

You will also see a detailed repaftthe data that has been imported (also shown below):

w
c

S
(et
[@N
S
(@)

A Y LIZ
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Export Data

Import complete

Data records imported @ 283

Data records updated : O

Email addresses imported : 283
_..Mobile numbers imported : 0

,2dz Oy SELRNI GKS RFEGEF ad2NBR AYE W/NImaF @I1201zZNJ Rl (| &

You can export all of the records in your dataset, or only the records that are réagegartia-

lar mailing list.

2 KSy @e2dz KIS aSt SOGSR GKS NBO2NRaA
port file has been created, you will receive a message with a link you must click to download the

file.

@ Export records for subscribers in a mailing list:

Select Mailing List

|test-_| Izl
Select Dataset
| example Iz'

Select Dataset

|examp\e Izl

AAAAA

dg2dz Wiy

When you click the domload file link, you will be prompted to select where you want to save the

file.

Qubscriber segmentation

ManageSegments

A smart list can help you to separate your lists and contacts by using parameters to which your

contacts will be filtered through. This an ideal way to make sure that your sending to your ideal
targetaudience, such as Males in Athens.

Click onrAdd New Segmenin order to create your segment list based on your specified criteria.
You can select which dataset and mailing lists §fmt 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 @éris due to your restrictions.

You can use 2 optiorfer the smart lists within the first drop down menu, those @rd Y R kA& NE &
you may expect if you use and it will limit your results more as the users will have to have both of

the restrictions.

Add a Segment

Select your dataset to capture information from [ Contacts

Return addresses from mailing list matching your dataset
information

| Any mailing list

where [ Gender [=] [isequalto [female ]

First Name =] [is equal to =l
[P e[ —
and =] [FirstName [o] [sequaito  [H][ |

[E Add 5 more queries
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Once you have made you restrictions and would like toteeeamount of clients that you have
GKIFG YFGOK GKFG ALISOAFAO f AYAlLl prévidwrashlts @ ®ddiz Oy @A S
ton.

Below | have shown the preview the results pane, where you can view all of the clients within
your lists that have pagd your limitations. These are now the clients which are most appropriate
to send to. We offr you 3 ways to save this list:

1 Save to a smart ligt If you save to a smart list then it will store that particular smart list
within the Lists & Contactsarea.

1 Save to a mailing lig 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, otherwiseythd@l be added
with contacts that you may already have within a mailing list.

I Save to a filg 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 spreadsheetayidhen of
course import the file at a later date if you wish.

Save your results as

@ Save to segment | |
=) Sawve to a mailing list H

) A file

Triggered Updates

If you have set Triggers then you can use this section otherwise please refeggerMail sec-
tion under the heading oBendin this manual

If you have already creatl Triggers then you can update those triggers by adding an email open
or link click triggers. This can be used as a RSWilipsehich will allow you to populate art-a
tendance column in your dataset with a Yes or No answer, depending on the link theilseibscr
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 Seup
CreateDataset

The first step is to name your datasefor example, Balances Due. Yien need to define the
data column, data field type and data ahute, and set default values.
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Provide names for up to 25 data columns, e.g. first name, surname etc.

Name |

Column Name Field Type Attribute Default value

Email email Setup Data Options

Mobile mobile
1 [first name |TE)¢ EI | 40 characters wide EI Sir or Madame
2 (last name |TE)¢ EI | 40 characters wide EI
3 |address |Te>ct |E| | 40 characters wide EI
4 |c:it3ur | |TE)¢ EI | 40 characters wide EI | |
5 |State | | Dropdown EI |TitIE EI | |
6 |I::0u|'|tr\,ur | | Dropdown El | Country E' | |
7 [Amount Due |Te>ct EI | 40 characters wide EI
a [Taw TZ1 Tan charactare wida [—1

TheColumn Namas the field name for data you will be inputting into your dataset. This could be
First Name, Balance Due, Product Purchased or Cogntrigatever 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.

TheField Typds the type of data/ou will collect. This is relevant if you want to use the supscri
tion form or a survey to collect datdhe applicatiorallows five different field types of data to be
collected: text, dropdown, tick box, radio button and hidden.

The Attributeis the dharacteristic assigned to the field type. For instance, if the field type is text,

0KSYy GKS FGGNROGdziS A& GKS OKIFNYOGSNI ¢ARGK 2F (KS ¥
drop-down that will be displayed for example, Country or Job Destigm. If the field type is a

GAO]1 o02EX GKSy AGQa GKS GAO]l o02E OK2A0Sa @l Aatlof$S
GKS FASEtR (8L Aa | NIFYRAZ2 coadasYgsMNIhedphcationi Qa G(KS OK
comes with predefined attbutes, but you can define your own attributes by creating a drop

down unique to your account. See tis®t up data optionsection of this manual for more info

mation.

TheDefault valuefor each field is the content that will automatically replace amygpty 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' fielghevonalizean outgoing

email as 'Dear Subscriber' if ther® o 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
YySSR (2 OdavOl0o dlyl 20yKS 6 6§ KS o620G2Y 2F (KS &aONBSyo
Once you have done #t you will receive a message box stating that the dataset has been crea

ed.

How to personalize an email

If you have a populated Address Book or dataset and want to personalize emails with arthat co
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 personalizationi 3 ® / £ AIrBdrt P&sgnalidakid®drop-down and select the dataset
from which you want to insert the fields, by clicking {rénex 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-assoc
ated with each email address the dataset.
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. 2dz Oy LINB@ASS (KS LISNER @SB da Ad2yyR SoEireaEK25A yud
You can view each personalized email one by one, or jump by multiplesiofol@h your list.

Modify Datasets
If you want to add, remove arthange the fields in an existing dataset, you can do this.

Column Name Column type Column Data Option Default value

Email email Email

Mobile mobile Mobile
1|fir5t name | |Te>d: EI | 40 characters wide IZI |Sir or Madame |
2|Iast name | |Text El | 40 characters wide El | |
3|address | |TE>¢ El | 40 characters wide El | |

Our system allows 2 + 25 fields for your datasétvo default fields (email and mobile number)
and 25 editable fields.

To add a field:
1. Fillin the column name, e.g., name, address.
2. Select thdfield type.
3. Select the attributes.
4. Fillin the default values.
After completing your data fields, save your settings.

t|Name | Text v  20characters wide v  |Valued Customer |

2 Cantw ] Dropdown v  Country v [ —— \

3 [Yes/No [ RadioButton v YesiNo v ‘ |
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 wantyiour dataset by highlighting the field names and
Llza KAy 3 WRStSGSQo

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 orisave.

Please NoteTo remove a field, you first need to export your existing data. Delete the field you
want to remove, manually renter the fields below it and then renport your .CSV data file. See
Import and Exportfunctions below

Copy [atasets

If you want to copy a daset in order to use its structure as the basis of a new datdletappi-
cationallows you to do this.

Copy this Dataset [example [=]

To this New Dataset | |

Also copy data 0
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Delete atasets
If you want to delete a dataset and all the data associated witiné,applicatiorallows you to do
this.

To delete an existing dataset =elect it from the dropdown menu below and click delete.

[example [+]

o Only delete the data and not the dataset itself

DefineData Options

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

Predefined Data Options

Country | - select an option - [=]
Date | |
Gender [ - select an option - =]
IM Type | - Select an option - El
Industry |— Select an option - El
Job Function |- Select an option - El
Job Title | - Select an option - El

DEninsh DSpanish [ outch
Languages DGerman DJapanese DPDr‘tugese

[ french [ chinese [ russian
Title |— Select an option —El
US States |- Select an option - El
Yes/No O ves © No

If you would like to astomise your own data option, then you can do so by clicking on the button,
6add new data optio ® ¢ KIF G @gAft 3IAGS &2dz GKS 2LIA2y (2
choose the name, type, options and datalues that will be displayed.

An exampléhas been shown below:

Add a new data option

vemel ] tvedorepdomm [a]  optends [s] Beta Vaue

Once you are happy with the new data option that you have created, the next step is to save it via
GKS aal @S¢ odzilz2y aK2é6y | 020So

Now you will see the new data option that you have just created as shown below:
Account Type (Dropdown)

corporate -

corporate

pay as you go
rasellar
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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.

I
o
%
&l :

EditingDefine Data

You can edit the values in your defined data by clicking on the paper and pencil icznas|
Fff2¢ e2dz G2 OKFy3dS GKSY®d hyOS updutez Ko-dAiSi 25/RAIZS R (K S
save.
Edit data values
o
al monthly subscription
[l pay as you go
(&} reseller
=] corporate

Sending your Emails and Newsletter
The applicatiorhas immediate and scheduled sending capabilities.

Send a newly designed newsletterytourself 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 mych blse,

test sends are free.

By clicking théJpdate Profilelink from the email footer, the repient can manage their subspri

tion. They can unsubscribe, change the newsletters they subscribe to, and change any ai-the co
tact details stored in your Address Book.

The applicatiorsends an individual email to each recipient on the mailing list. Ern&lsent 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 web§he. appkation 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 applicatiorautomatically manages your listswvalid email addresses (hard bounces) ave a
tomatically deleted from sends. Recipients who have unsubscribed or opted out are also &utoma
ically removed from your list, so they will not receive any future mailings.

Preview

If you are looking for @articular email and have fgotten what it was called, th&’t NB @t S 6 Q
tion allows you to browse through your eifa The preview will also shoyou what the footer

will look like. See théleader/ Footer Settingsection of themanual for more informatiorabout

this.

The preview optioris not an accuratandication 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 wilbme out as you intend it to.
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Send Test

Test sends are imperative. They are the only wapde how an email appears in tharious
email clients. Test with as many email clientpassible prior to sending yowmail newsletter.

To (e-mail) * |u5er@test1..gr |
From / reply to (e-mail) * |testname@test.gr |
From (name) |test |
Subject * |te5tir|g |
Newsletter Folder | Email / Newsletter folder EI
Select Newsletter | Subscription confirmation E'
Send Text version only [l

check SPAM score m

9y (i SNJ di K5I elitidl @@ress or addresses you will send your email to. If it is more than
one email address, simply putase@ f 2y 0SG6SSy SyiGNASaod d-2dz OFy OKI
dress each time you send a test, but it will default to your account usernathesatch new test.

9YGSNI 6KS WCNRY &&KWAIEA fo0Aa €S YOISA f( K- SRhBRIEDERHYI F RRNBaa &S«
9Y G SNJ (KS UYeOKNRAY Aday MiYKSSO QM SY RSN y I YS GKFG @At LILISI
9y i SNJ i K Shisys{thdzéuBj&Oide@dient will see.

This menu also allows you to check the likelihood of the email getting caught in a spam filter. To
check this, click oW OK S O & LWeYvill §eBetalea feport by sending a copy of the email
through Spam Assassin. Since we actualyehto 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 yardstjeklow score will not guarantee that your email will

get past all spam filters.

Remember, test emails are free agdu can nevetest too much. Once your finalewsletter has
been mailed, it is in the public domain and you cannot get it back. It makes sense to check, and
check again.

Sending toMailing List
Sending is easy.

To (mailing list) * ‘ exam EI Preview Mailing List
From (e-mail) * [testing@hi.gr | &8 giakas_grp@hotmail.com
From (name) * ‘User |n Total: 1
Subject * ‘tESt |n
Credit usage calculator
Newsletter Folder ‘ Email / Newsletter folder Iz‘ T
Newsletter 1
Select Newsletter Subscription confirmation T
‘ E EI credits per email 1
................................................................................................ Total credits 1

check spam score m

Preview

9y i SNJ maliy liskenRilinglist you will send your email to.
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9YGSNI (KS waaN&ddfess Bhishilliek & WTFNRYQ | R&cdBria aSSy o0& GKS
9y i SN 6KS VENBRADYAHASOKS WaSyRSNDR yIYS GKFEG oAttt | L

9y i SNJ (i K Shisys{thdzeoiec$ libeitkedlient will see.

TheicoBliSy | 6f Sa &2dz G2 LISNE2YFEAT S GKS WFINRBYQ FASER
pop-up window appears. Use the drajpwn menu to select the dataset, and then choose the

field and copy to the clipboardfPl OS &2 dzNJ OdzNE2NJ | & GKS 0S3IAyyAy3a 27
/] GNIb+Qd | FASER | LIWISINB GKFG @2dz Oy LISNE2YlF Al SS
bl YSfkDahQr GKS NBtS@Fryd FTANBRG yFYS |aaz20AaldSR gAd

PNRYQ FASER 2NJ 4dzo2S00 tAySo

Finally, select the folder and newsletter you wishsend. Make sure you check tpesview pane
to confirm you have selected the correct one.

If you only want to send a texinly version of the email, tick the box next¥a Sy R (i SE G OSNRAz2Y
2yt eQd 9yadz2NB G KI ionlyvérsian efor® Stterdphidg to 8eBdond. (1 SE (i

Sending the newsletter

After clicking? & S ydr @ill see a popp window, which confirms the newsletter, subject and
other details of the send. Pdse review all of these details to make sure they corrégtou click
H Yddthis point, there is no turning back. If you see an error, i | yaduSriake the corre-
tions before returning to send.

Within 10 minutes of clicking’ & S yh&fisEemails wil be delivered. Be patient wittarge mal-
ing listsq it may take a few minutes to queue the email for the send.

The applicatiorhas immediate send and delayséndscheduling capabilities. Theseheduling
options are available in Advanced ModederW{ Sy R b Sgaf SiidSND

Advanced Sending Options

TriggerMail Autoresponders
A triggered email is an automated follewp email that is sent when someone performs an action
that has been eamarked as a triggeEmailwaveprovides a number of triggershewn below:

Subscribe Autoresponderg: KSy | NBIF RSNJ Of AO01a&a 2y | G¢dzoaONROGS V'
gerMail can automatically send them a follayp confirmation, thank you or welcome email.

1 Schedule AutorespondersWith scheduled triggers you schedule when you want an
email to be sent; right down to the time and date.
1 Email Open TriggersSend an automated followp email when a subscriber opens your
SYFAf® LGQA ARSIt F2NJ &SyiRtoduek ahewdsdviddcBa 2F SYI Af
Gl 2¢g G2¢ 3IdZARS F2N 2yS 2F @&2dzNJ LINPRdAzOG a @
1 LinkClick TriggerstinkClick 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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1 Anniversary AutorespondersSet up weekly, monthly or annual date to serve as the
trigger for seasonal messages or even payment reminders. Personalise your campaign by
aSGdAYy3 Iy FYyA@SNEFNE GNARIISNI F2NJukyRADBARMZ f C
tions ¢ and remind them that they can rely on your business to meet their needs

1 Unsubscribe Autoresponderdi/hen a subscriber unsubscribes from your email netwsle
ter, TriggerMail can follovap automatically with a confirmation emajljust 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 autesponder a 'newsletter' trigger, so that everyone

who opens it will receive your second newtde, explaining the advanced features of the dro

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 t
wards greater personaligion and segmentation as they move away from 'massive blasting'
sending one email to their entire list. They are sending relevant content toieets of their lists,

based on user profiles and responses to previous mailings.

Please Notelt is important to check that your time zone settingdlect your location i.e. Athens
and that the daylight saving time is clicked so your Scheduled Triggkesévids 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 del&yria 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®b / NB I  So cye&esthefink.y | a Q

How to set up triggers
{StSO0 (GKS 3aANBSYy Lidza aradldy ySEG (G2 (GKS GNAIISNI &2 dm

C2NJ SOSNE GNARIISNE e2dzxff ySSR (G2 LINPOARS aSyR RSl
mation' of the triggered email. This is the email that will be serbmatically, based upon the

NEOALIASY(GQa FOUA2yd |, 2dzQff Ifa2 ySSR (2 aLISOATeE 6KS
the triggered email (the newsletter to be sent to recipients who open the newsletter or click a

link) from the 'newsletter to sendirop-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 noteYou have the option to send a teahly version of the newsletter.

f  When creating @ubscribe aubrespondes a4 St SO0 (G KS SYIFAfre2dzQR fA1S
gt G 6KAOK @2dzQQR o yi A bscripteyvill triggéfa G KS YI Af Ay 3
send.

1 For ascheduled autoresponde&t a4 St SO0 GKS ySgat SGGSNI 2NJ ! w[ GKI
Provide the name fathe mailing list and then enter in your sending options and dehe
ule.
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1 To send acheduled followup emailwith email open triggers you need to choose the
newsletter to send as well as the newsletter that once opened will trigger the send.

1 Link click trggersare set up by choosing a newsletter and certain links within thad-me
alr3sSeo / K22aS + ftAy]1l 2NJ ONBIGS FTRRAGAZ2YIE fAyla

1 To set amanniversary autoresponderselect the address book or dataset and the date
field thatwill have to trigger the send. The trigger can be set to semcbefore or after
that date.

f When creating ainsubscribe autorespond& a St SO0 (G KS SYI Ak @2dz2QR t A1 S
GSNBIE G ¢6KAOK @2dzQR ¢ y i -sib$crigiod wilitriggey R G KS Y Af
a send.

Editing or Deleting Triggers
As soon as you have created a trigger, you will find it placed under the particular trigges-it is a
signed to. You can edit or delete any active triggers easily. Simply click on the pencil and paper

. o
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 weekEmailwaveplatform makes it easy to schedule your sends.

You can schedule a onoéf sendor a recurring send if you want an email to go out at the same
time every week.

You can Access schedule menu frending > TriggerMail/AutoRespondeeand then select the
option Schedule Autorespondery clicking on the Add button (+).

Create New

Name * |Schedu|e Test |
@ Newsletter @ urL

Newsletter Folder | Email / Newsletter folder El

Select newsletter to send | test EI

[+] Advanced Options

Send Details

From {name) * |M-STAT |n
From (email) * |inf0@m-5tat.gr |“
Subject * |write something| |“

Send options and schedule - Current time zone (GMT +2) change
@ Once off send ) Recurring send @ Follow-up send
Start date [08-102012 | [ at[15[=] 00 [=]

[ send text only version

Likealla SYyRaz &2dz ySSR (2 02YLX SGS GKS ySOSBalFINEB RSGFAC
ject line.
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Theicornéyl- 0fSa e2dz G2 LISNE2YIfAT S WK ASNIR B0 (FA £A
pop-up window appears. Use the drajpwn menu to selecthe dataset, andhen choose the

field and copy to the clipboard. Place your cursor at the beginning ofthedzo 2S04 f Ay SQ I y R
/ NI bxQd | FASER | LIISINE (KeddzeRridzi OWYSLISNBRLPAERE
bl YSf kDahQI idtiiane dsBotidied With thentail address will be placed in the from

field or subject line.

¢tKSy aSi @2dz2NJ aSyR RI {éndlyolReedith deBcbat WHiteqhehd@ 8 I NIB O dzNN.
you would like the repeat send of the email to occur.

Note: chek 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 tl Ef,dmt deleteﬁ icons.

Newsletter to

Name send Subject When to send Send To Status
narme Subscription ... something on 08/16/2012... exam Ok o _-{. ﬁ].ﬂ
test £2 test_eurochar... nothing on 02/14/2013... exam OK III _-,/. ﬁ

Cbnck [ CronteNew

You can schedule a recurring mailing for up to 100 days.
Make sure that theP ! O (tidk B @ selected to enable the schedule send.

Triggers

A triggered email is an automated follewp email that is sent when a recipient clicks on a link in
an email or opens an email. For example, you can use triggers doasktiowup 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 'pwrhase’ link in your newsletter.

First you need to provide the 'from’, 'reply to' and subject informationhaf triggered email.

Create New

Newsletter to Send

Opened Newsletter

Fromi{name) *
Reply tolemail) *

Subject *

Send mail

|te st

[ Email / newsletter folder

| Email / Newsletter folder

[~]
[ newsletter 5/20/12 [+]
[~]
[~]

[ newsletter 5/20/12

|YDLII' name or company name |

|The reply e-mail address |

|u5ing |

@ immediately, when opened
@ delayed

after (da'_.fs)
and (hours)
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Select the triggered email from thaéwsletter to send'drop-down. You must have created this
email already. If you still need to create this newsletter, you can do so undécrtete’ tab.
Please note You have the option teend a textonly version of the newsletter.

Multiple List Send

If you want to send the same email to multiple lists, you can do it through a dimgldace to
avoid the hassle of having to send it multiple times.

When doing a multiple listends the applicationwill automaticallydeducethe lists prior to sed-
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 ddend left navigation menand then onMultiple List Sendoption.

MUIRIR LISt SR e Preview Mailing Lists
Te mailing lists (select multiple lists) oy
testi@test.com
bosses - test2: st.com
test list

Total:5

Credit usage calculator

N Newsletter
Extra e-mailcredits

1
0
From (name) kest name .n Total credits >
Reply to (e-mail) finfo@test or | &8
Subject testing [ ]
Newsletter Folder | Email / Newsletter folder [=]
Newsletter [test [=]
[+] Attach Files

[+] Advanced Options

check spam score send to selected lists

UseCtri+click 2 aSt SO0 (GKS fAada @2dz pRHz B tddddufet & @
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 seadd 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 tpfor example, only womewho 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 listadntacts 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 wih type of newsletter or subject line is most popular with your
subscribers.

You need to have a minimum of 20 subscribers on your mailing lnduct an A/B split test.

Creating a Test

Click the green plus signto create a new test. Provide a narfar the test and choose whether
you are testing the subject line or email newsletter. You must have already created the fiewsle
i SNJ & 2 dzQ Randisav@dSherti ® your &ctaunt.

Testing Newsletters

| K2248S RATFTFSNBY G VY S ake Biestbdid thad dide hewdleffeRat a time,L T & 2 dzZQR f
aSt $HBUKSNI SYFHAf ySgatSGISNESD® t NPGARS | yFYS yR §
line in your sent emails. Select the appropriate mailing list, schedule a date and time for the test,

a perceniage 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 B SNJ 6 KAOK @2dzQR fA{1S G2 O2YLI NB G(GKS NBa&dz (
your tests will be saved over time. You can then either automatically send the winner te-the r

mainde of the list or send manually.

Testing Newsletter Subject Line

To testthe 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 wantdst 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 themwer 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 gateeso 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, AOLStanglard, A
pleMail, Entourage, iphone3/obileMe, Lotus8, MailCom, gmx, iPhoneGmail and ipad.

W =T

AQLStandard AppleMail Entourage iphone3
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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 conterthrough 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.

Emailwavealso has its own URL abbreviation service, GMtiny. As Twitter limits you to 14@-chara
ters per tweet, GMtiny will automatically shorten the link to your newsletter, cutting down
lengthy URLSs to only a few characters.

Social Share

¢2 FO0O0Saa ONHMATBKIOERD AT SIR2IOIZNBS €2dz Ydzald $SANBRG KIF @S |
OAf (®&IKd NB Qadd ®dw cénylectios FYR SyGSNJ @2dzNJ yIFIYSE ¢gA0GGS
username and password. St SOl GKS ySgaf SGGSNI @2dzQR tA1S (2 akKl NJ

r %]

Sign in using your account with

B racebook MY___,

twitter | Google

Linkedffj “YasHOO!

Please NoteIf you alreadyhave Twitter and Facebook connections set up in your account, you
will need to reestablish 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 Faeeicookt. To do
KA & CshakeQ@iothérflewslettef > & 2dz Oy (KSy OK22aS 6KAOK ySgaft S
share and add comments too.

1 Select folder:To select the newsletter first select the folder it isdted in via the drop
down menu.

1 Select newvgletter: Then select the nesletter via the drop down menu

Publisher:Use this text boxo type in the publishers name

1 Comments Use this text box to type in any additional comments you would like¢e pr
sent on your soial 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.

Select the social share sites to publish to

D Screen name Firstname Lastname Profile URL
I:‘ = http://twitter.com;
l? Ei http://vvvi.facebook.comy
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Just tick the appropriate checked box for either Facebook or Twitter and then click publish. You
will thenreceive a message box saying that it was successful:

v The Newsletter was published successfully to your
social site(s)

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

Check out the new entertainment we have on offer! hitp://gmtiny.com/CKSNL
Wil T ——

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

Click for more information.
Social share publish logs
Shared newslettar Shared on date/time
[, _Entertainment 7/28/2011 10:10:39 AM o

Share another newsletier

Display you 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 ¢ Ensure you have the social widgets approved in your email footer or in your newslettieisa
will be needed so your recipients can click the Facebook icon and sluar¢hieir 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 taign into yourFacebook account.

3¢ 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:

#]] Share On your own Wall ~ @ Public v

Why not share your newsletter on your Facebook Page?

Flourishing Heart View
http://gmtiny. com/kPnRif

| tof i Choose = thumbne
[ Mo thumbnail

4 ¢ 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 wallooryour page
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EAIE=NE On your own Wall

+ On your own Wall

0On a friend's Wall
your Facebook Page?

In a group

0On your Page

g In a private Message

[ Mo thumbnail

g Heart View
y.com/kPnRi/

5 ¢ Once you have filled in the details as you would like them to display sinphh O Shaie K S &
Link odzid2y o

f Share this fink

2 share On your Page + &~

- Pasting as this page.

Why not share your newsletter on your Facebook Page?

Flourishing Heart View
http:/fgmtiny. com&PrRi/

[T o thumbnail

(oo [

Microsite

A microsite is a mini website that can be linked to your main website. Its simplest and most obv
ous use is as a place to display your newsletters and stories, allowing visitors to browse through
your past publisbd content.

A microsite, if used to its full potential, can also be a means of building your mailing liss- By di
LI FeAy3 LI ad O2ydSyid G2 @2dz2NJ YIAY ¢SoariasSQa @ArairdazN
subscribers and move them closer towaalbuying 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.

Amicrosite can be muHiayered, with a complex menu structure. You need to think of it as more
than just an archive of your past newsletteré can be an addition for search engines, a méarke
ing site for newsletter campaigns, or even a targeted sitdofands, products and services.

Emailwaveallows 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 URYou 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 yamicrosite when you create your account.
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Expand theaob 8 WD SgzIS0SyTdza{ SISNB X @2dz gAf fltwllB&ksamkS YAONR&AA G
thing like this:http://www.enewsarchive.com/1234® / f S®RVano®guwilbe able to give

your microsite its ownunique 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.

[-] General Setup

Microsite Settings

Website address http://newnewsletters.emailwave.qr/80788
Web page title TEST
Web page align Left

Enable subscribe link

Building the microsite menu

Once you have set your home page, you need to create the menu steuftdt your microsite.

The menu structure is the navigation system that visitors to your website will use to access new
letters on the microsite. Setting up your menu structure consists of three steps: setting a header,
building the menu and selecting aiisklook and feel) for your menu. To begin this process, e
pandob 8 Wa-&NOz &S

The microsite header is just thgtthe header that will display above your menu. Your header and

menu structure will appear on all the pages of your microsite. Yowhanse not to have a héa

er, but this willmean that your menu iat the top of the browser pageA 4 Q& o0 SG G SN G2 KI @S |
al break.

[-1 Menu Setup

Microsite header Configure the header you want to display above your menu.

Header type Mone

view microsite m

Select whether your header will be an image or HTML design

[-1 Menu Setup

Microsite header Configure the header you want to display above your menu.

Current header type » None

© None @ Image © HTML

Select image emailwave.png El
or

note: spaces in file name will be converted to underscores ('_')

The menu builder allows you to add menu items, editemame them and move them to diffe
ent locations within the menu. It also allows you &sagn newsletters or web pages.

¢2 ONBI GS @2 dzNJIITRRNEIIZ LA SvBuyEdset issalrge tiatonsists of main
menus and swmenus. The main menonight be the year, if you are displaying your newsletters
chronologically, or the subject, if you are displaying the newsletters by content. Thmeuils
under the year would then be the month or newsletter issue. The-rsenus under a content
heading maype the name or subject matter of the newsletter.
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To add a menu entry, you first need to give it a desaiptiThis is the label that wilppear on
the menu¢ such as 2008, if your main menus are yeditsen select thenewsletter that core-
sponds to thamenu.

Menu Builder

Click to show/hide legend.

%l | add top me:

July 2006 fm I_T; % v June2007 [ [ » ~ February BEe -
November W - July2007 m [ 9 ~ ~

2006 S
ugus —5
2007 LR =5

June @ i
September S 2008 = 7
2007 m & ERr—

hyOS @2dz KIS YIRS @2dzNJ FANRG G 243 yvu3 ytdNBOHAISNGRE & 2 dz ¢

can add an additional top menu, which will appear to the right of the one you have just created,
or you can create a suimenu, which will appear belo the menu you just created.

¢2 RR Iy2iKSNIHRRJ lv2ShyIdxs ydzmeny, cligk yin thidgreen+icon
to the right of the top menu you want to add a sufenu to. Whenever you create a top or sub
menu, you need to give it a nanaad select the newsletter that you want to appear when sem
one clicks on the menu.

By selecting the icons, you can delete , edit oradd a new submenu (a verticadrop-

down entry is addedbelow the main menu with this button ).

Youcanalsoaddy I RRAGAZ2Y I YIAY OK2NARRY (PR iReM®®Fozr AGSY ¢
sub menus, you can also create ssiibh menug; if required for navigation.

If at any point you want to preview your microsite, click @@ A S ¢ Y ar §/peRirtthie WBLQ
location you have set for the microsite.

Choosinga skin for your microsite menu

The applicatioroffers you 18 different skins for your microsite menus. To change p@mu skin,
simply click on the radio button.
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