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ConvincingMaif is a professional multifunctional web based mankgsoftware which allows
creating, sending and tracking various types of HTdvitext formatted messages.
ConvincingMail software is easy to setup and ta use

The manual explains the application of the mainv@mingMail features and their application
in practice.

Before you install the application please make sl@éyou have the following software
installed on your server and client.

Windows based hosting (your own or shared)

.NET Framework 2.0

[1IS5.1 or greater

SQL Server 2000 or 2005 (Developer/Express Editcamspatible)

One POP3 Email Account (to collect bounced emails)

. SMTP server

ConvincingMail Software can be installed on winddvesed PC with IIS (Internet Information
Services) e.g.: Windows XP Professional, Windowstd/Business or better.

To process Bounced emails you need to have a P@RIB &ccount.

QA WNE

1. Web browser: Internet Explorer 6 and greater cgfx 2 and greater. Web interface
is XHTML valid and works in other modern browserg.eSafari, Opera, Netscape.
JavaScript should be enabled in the browser (usaatbled by default)

Cookies should be enabled in the browser (usuakypked by default)

w N

ConvincingMail software exists in three editions:
Demo
Standard
Professional
Demo editionis free and has the following limitations:
1. Total of 500 contacts
2. Five mailing lists
Standard edition doesn’t limit the number of contacts but still ias number limit:
1. One Mailing list
Professional editiondoesn’t have any limitations.

ConvincingMail software was

Each of the versions provides you with the basatures for
creating messages. The main difference betweeSttmelard version and the Professional is the
number of mailing lists:
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In the Standard version it is limited to 1;
In the professional - it is unlimited making it gdse to work without any frameworks.

If you are not sure which version is preferableylou, you can download the Demo version
which contains up to 5 mailing lists and 100 messagaximum.

After using this version you can order the one #uatls you most: if you know that you work

only in one direction than the Standard version belenough for you, if you work in absolutely
different fields at once - than a complete unlimhitersion (Professional) would be a much better
choice for you.

2 1

There are two installation scenarios possible:
1. Dedicated server installation
2. Shared hosting installation.

I
Before you start you should make sure that theotg software is installed.

1. 1IS 5.1 or better (11IS7 Recommended)
(Get more info herenttp://www.iis.net)
2. SQL Server 2005 or 2000
(Get more info herehttp://www.microsoft.com/sqlserver/2005/
3. ASP.NET 2.0 AJAX Extensions 1.0
(You can get it heréhttp://www.asp.net/ajax/downloads/archive/
You also need to know this info:
SMTP Server hostname or IP, SMTP username anavpess

I $!! %
Download the ZIP archive and the license file frGomvincingMail website
(http://www.convincingmail.com/clientarea/Defaulpasor
http://www.convincingmail.com/Download.asfor Starter edition). Unzip it into a temporary
folder on your PC e.gc:/ConvincingMailApp/
Navigate to the created folder. You will see thsabfolders thereConfiguration,
Documentation, WebApplication.

L&# | gl % $!!
Create a new folder for your web application incplavhere you store your web sites. E.qg.
c:\inetpub\wwwroot\ConvincingMailCopy files from the WebApplication folder in yoiamp
folder into website folder (you need to copy ontytents of the WebApplication folder not the
folder itself).

L (# )
Create a new database inside your SQL Server apd/aiser with the db owner rights for this
database. Please remember the database nameanmgeand user password. (You don’t need to
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run any SQL scripts to create the structure oftttheThis will be done automatically when you
run the app for the first time.)

I +# )
Create a new website or virtual folder in IIS masragnt console. The root of it should point to
the folder created in step 2.

I #
There is &Configuration folder in you temp folder where you unzipped thp éee step 1).
Run the Configuration.exe utility to create the newmfiguration file.
Reade more about the configuration utility und@ofifiguration Utility Initial Configuration”
section.

You can skip the next section if you don’t instak application in to a shared hosting
environment.

-/ 101

Use “xcopy” method to install the software in tetared environment (when you don’t have
administrative rights or can’t run “setup.msi” fawvme reason). There are three main steps.
1. Database creation.
2. Configuration changes.
3. Coping files.

)

Usually you can create a database from your hostagagement panel (check with your
hosting provider). Please remember the database,naer name and password. Also you need
to know the database connection string. This infbhe used later in Configuration step.

. s A 7 %
7 R\ &2 B

Email Accounts Email Multi-Recipient  FTP Accounts  File Manager Use you hosting control
(POP3) Forwarding Addresses
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Microsoft SQL Server 2005 <

Database Type: O I I MySQL 4

O Microsoft Access

Database Name: [ConvincingMailApp

Back ]

L

Create SQL Server database

Remember the database nan

\

(e ©)

4 Add Database User

Use the form below to create a new database user for this database, Once you have entered the
relevant details dick the 'Save' button to create the database user.

Database Name

: CanyincingMailApp
[ ]

Database Username:

Password:

Confirm Password:

Create new database user.
Remember Username and
password.

$n % *

Download ZIP archive and the license file from CiocingMail website
(http://convincingmail.com/clientarea/Default.aypdnzip it into a temporary folder on your PC
e.g.:c:/ConvincingMailApp/

Navigate to the created folder. You will see thsabfolders thereConfiguration,

Documentation, WebApplication.Open Configuration folder and run the Configunatidtility.

Address |[[3) C:\ConvincingMailapp

v

fan

/ dJ Canfiguration
1

-

/ dJ webapplication
1

-

File and Folder Tasks ¥

Other Places

’,.J Documentation
|

Open Configuration Folder.

@Back k __J .?" /'.._1Search ,! Folders -

Address |k;') C:\ConvincingMailappConfiguration

File and Folder Tasks 0

Configuration. exe
CM Configurator

A

Configuration.exe is a helper
tool used to generate

2
(“
ConvincingMall, com

Other Places

Details

ConvincingMail web.config
file.




x 2 =) 1
When you run th€onfiguration.exe you will see the following window where you shoylat
your settings.

fe BEE) | Fil your configuration
ConvincingMail Configurator PR, settings into appropriative
Databass Administrative SMTF fields and the program
il SMTF Server Z‘;’t will create a configuration
Database Name SMTP User SMTP Password file for the site.

D atabaze Uzer [atabaze Pazsword

Home URL is a required
setting. It will be used in

S ‘//' outgoing emails.
Home URL

Administrative Email

Save

SQL Server —is the SQL Server address from your hosting pravidlean be the IP address or
the common web address depending on your hostongdar. €.g9.: 192.168.0.5,
sgl.yourdomain.coin

Database Name -Database name you have created for ConvincingNpgii@ation (see
Database Creation section above)

Database User/Password Use the values from (Database Creation section)

SMTP Server— your administrative SMTP server address. It edus send administrative
emails to administrative email address (your cagmsuse another SMTP from the account
settings. See “Account Setup” section of the mgnual

Usual value ignail.yourdomain.com

SMTP Port — Default is 25. Leave 25 if you don’t have oth@bi

SMTP User/Password- Leave empty if the SMTP server doesn’t requir®gin.

Home URL - you should put the root address of the appliodtiere. E.qg.:
http://convincingmailapp.yourdomain.cémif you setup in a 3d level domain or
http://yourdomain.com/convincingmailapp/if you setup in to a virtual directory
Administrative Email — an email address where to send different admétirge info e.g.: error
logs

Click “Save” button and save theveb.config” when you are done.

You need taopy configuration file, license file and applicabn filesto your web hosting
server.

First copy theveb.configfile from theconfiguration folder.
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The web.config file is
Address _J C:\!Fonwncinq.MaiIAEDHECUnFi_g‘uration | Created aﬁ:er you use the
tool. See step #2.

File and Folder Tasks

Other Places

Next copy all the files from théAebApplication” folder to the server. (Don’t copy
“WebApplication” folder itself. Copy only the files and subfoldenside the folder. You should
copy into your website root/virtual directory “rédblder. Check with your hosting provider
help for more info).

Finally copy the license file.

Now your application is ready. You can open ithe tveb browser.

$ !

You will see an Account setup page when you Mmatdpplication for the first time. You need to
provide your company with details, bounced POP®uaictdetails and outgoing SMTP Server
details.

The SMTP server will be used to send your mess@gaespaigns). Also you need to provide
administrative user with an email and password.

You can try your POP3 and SMTP settings by clickihgst SMTP&POP3 Settings” button.

Account Details

Common Info Bounce email account settings
*Company Mame *Email &ddress
Fhone *POP3 Server
Ernail *POP3 User
State v *POP3 Password,
City Outgoing SMTP Settings
A FEMTP Server : Port :
(Leave part emply to use default)
Address SMTP User Test SMTP & POP3
SMTF Password: Settlngs_
]
User Details
Eonl Qg «—— | Remember the
Password* administrative login &
| Save| password.

Click “Save” button to create a new account andndg the system.




With ConvincingMail® software you will quickly get convincing results!
Get a convincing start now; follow five steps of quick start guide:

Download and install ConvincingMail Application.

Create a contact list. You may enter new contaicesttly or import data.
Create an email message with the help of the editdrcustom fields.
Send email campaign.

Analyze results using statistics reports.

agkrwnhE

3

A contactis a person who receives from you an email messagespecific topic.

A contact can bactive or inactive. Messages arenly sent to active contacts. To make a contact
active, click ‘Activate’ button. To deactivate antact, click ‘Deactivate’ button.

Active/lnactive makes the contact active or inaztglobally meaning that the contact will be
active or inactive in all lists.

A contact listis a group of people who subscribe or receive emagsages. You need to have a
contact list before sending out your messages.

1y |
The screenshots below show how to send your faisipaign and view results.

Monday, December 17, 2007 11:04:58 AN
Welcome demo@convinemgmall.com (Account Admimstrator) Detno Wersion Logout

= % Overall Svstem Statistics Active Processes Statistics
= ¥ Home
",D: - g B — Iessages sending 0
= g, Contact Lists . . .
& i The system has a default list. Click it to start}ss (active threads) 0
B My First List (D)A/ addlng contacts. Bounced workers Worlung,
#8 search 17/2007 11.04 A View log
= [ Messages r
= Templates Total clicks lagged 0

@l Mew (Mot Sent
oA eh ! Top 10 Recently Subscribed/Added
[=}| Sent & Sending

B Craate Haw Full Name Fmail Added Date
ﬂE Contact List Management Empty
| Stats & Logs Top 10 Recently Unsubsciibed
Customn Fields Full Name Fmail Unsubsecribe Date
B % Systern Settings
® ¢F skins -
Top 10 Chckers
Full Name Fmal Total Clicks Last Chek
Empty




=) 1‘& Home
= ? Contact Lists

add a new contact in to the list.

Click the “Add New Contact” button to

|[ Submit IAdvanced Search
Total Found: 1

[ (Out Of Lists) Fows per page, 10U 2o o0 100

[ My First List {1}

Contact Name

#8 search
o = Louse Stuart deme(@eonvincingmail com (Opt-in) I Sl
= [ Messages e eeialy ngma. P L o ) B
B Termplates M . = =R
Jass Actions |5=| f=t)
[l Rlans (hlat Samth Sl @ Q:' .‘{-I @

L

Email (opt-in state) Actions |

Click “Create New” link to
start composing the message

T Auine

Compose Newsletter

= T Contact Lists . F
*#Zubject [My first campaign

A (Out OF Lists)

15 my First List (1) From Mame |mikhail

&8 Search ———
From Email |mikhail@landofeash.net

= [ Messages
@ Termplates
[l New (Mot Sen
|5 Sent & Sengg

FRody
You also can grab message body from the internet. (@

Q [ # 3 A Paragrsph  * Fonthlame v Size - By

E | & i

[ Create New EvES A D | e @M

1=
=

& B i |U|=

< | Custom Fields = (0]

Eg Contact List Management

Hello {{Mame}} €—
This 13 my first campagn.
hitpedfwrarw. convincingmail com

'_- Stats & Logs
Custorn Fields /
B .7 System Settings

* @ Skins

Compose the message.

Add some links and custom fields to see
click statistics and personalization in
action

<BO0Ys <blvs

This i a new message. T ou can save it as a Template't or save as

save and continue with sending the message.

Save as Template

Save and Go Next Step

Iessage- and continue editing Also you can

Click “Save and Go Next Step”
button to choose recipients and sen
the message.

Check the links if you want to track
click statistics.

Links found m tlus message
You can check hinks to enable click stats on

http ffwrarwr convincigmail com

Back to Edit

g
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> Home = MNew (Mot Sent) Messages = Edit New Message will be sent.

Choose lists to which the messagge

Lists

Iy First List

Tt nl TN | The sending process will start

immediately after you click “Send”

button. You can go to stats page to
view results.
X > Home > Stats & Logs
= {5 Homne
= £, Contact Lists Message (sent date) Total Sent  Failed Bounced Actions El.
A (out OF Lists) :
£ My First List (1) My first campaign 1 1 0 0 |le:

Monday, December 17, 2007 11:353:39 AN
B8 search

= [ Messages

Templates
[ Mew (Mot Sent)
=} Sent & Sendin

Click “Stats & Logs” link to view campaign
statistics

[&] Create New,
8E Contact Lis
@ | Stats & Logs

anagerment

Click the “Detailed Statistics” button tq
view real-time detailed statistics.
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2

ConvincingMail interface is powered by the advand&P.NET AJAX technology.
The interface contains three main areas:

header area, where you can see the your basienafmn

menu area, which allows you to go directly tofileeyou need at the moment
content area, where you can write messages.

ConvincingMail.com Header Area | | Current user, Role, Logout link

Current page path ail Marketing Software /

Welcome mikhail@landofcashnet (System A dmimstrator) Logout

2 s Home > Al Lists
= 5% Home

G : List | NONE v| Search ™ [ Submit | g dvanced Search
= . Contact Lists

2 (0ut OF Lists) Rows per page: 10 25 50 100 1 Total Found: 2

= Clientsi(2) Contact Name Fmail (opt-in state) Actions T‘ '4;,).

A Friends (2} - s .\_

B staff (1) Lowse Stuart louise. stuart@wle. com E=L:- '/ @

5 Test1(1) Louise Stuart j 85 54 &

£h s h L &
o =l Mass Actions '=.'ﬁ°'_:: &= g~ Q
= [ Messages ety T o

B Drafts & Templates

Laitiew et sent - Tha “Show/Hide

=] Sent & Sendin

e menu” button Content Area

BB Contact List Managerment

@) Stats & Logs
Custorn Fields \
H 8 Systern Settings
= Menu Area

= #% Administrative Home

== Accounts
E % Developers Home
" Public WebService API

-] Subscribe Forms

4 |

If you can't find the necessary information, younaese the help of the search system of the

ConvincingMail. To do this just click the icon “Seh”, then write down the name of the user
you need.

Search 17 Quick help message

The search will be done witlin a list selected in (Tooltip) pops up.
W the dropdown to the left. You can select "ALL"
ar "MOME" to search for users in any hist or out
of lists.

Search ) [ Sihmit 1«
Hover this icon to see a quick help message

12|



On the left part of the interface you can see teaumThe menu area is collapsible. It can be
minimized by clicking the “X” button on the top hgcorner of the menu area. This will allow
the main content area to spread for more convensage.

ConvincingMail menu contains three main sections:
1. "HOME"” section contains all common features. There arersgeubmenu items under it.
“ Contact List$ section shows the lists and the number of contagts
“Out Of Lists” page shows contacts that were removed fromss.li
"SearcH' page allows you to search contacts.
“Messages section allows you to manage messages.
“Templates’ page allows you to view and manage message teespla
“New’ page contains all messages which haven’t beenysenYou can start
the sending process with a “new” message.
“Sent & Sending page contains all messages sent. This page aijfowso
stop/start the sending process.
“Create New page allows you to create a new message or téenptal begin
the sending process.
“ Contact Lists Managementpage allows you to view & manage contact lists.
“ Stats & Log$ page contains different campaign statistics.
“ Custom Field$ page allows you to manage system custom fields.
“ System Settingspage allows you to change different system mess&gg.:
administrative notifications, new client “welcomelessage, etc.
“Skins’ section allows you to change the Interface colGurrently there are folBkins
available.
“ADMINISTRATIVE HOME " is visible to the users of “System Administrat®dle only.
“Accounts page allows you to change your account setting&FSserver, Bounced
POP3 server, your company info.
“DEVELOPERS HOME”
“Public WebService APl is the standard web service description. Convgidiail API
allows you to integrate it into your applications.
“Subscribe Form’ page allows you to create subscribe forms for giter

13|



5

Before starting you need to have a mailing listwétmail addresses of people you want to send
your message to.

Please, note that tremail address must be unique. Two different coateahnot have the same
email address. However, the same contacts camdtaneously in two or more contact lists.

Click Add New
Icon to add a new

.—| Click link to open Contact Lists page list

Action links. Delete List, Edit List, Custom fields

For adding a new list click "Contact List Managertien the main menu, then clicl & Add
a new contact list in the “Actions” column.

act Lists

Edit List x|

Hame™* iE=|
e than 2 times per rmorith) =

Description

ople

Send Opt-in Confirmation
Send Opt-out Confirmation

Send Wew User Signup Adimn
Netification

Send Wew Teer Signout Adimn
MNotification

| Save | cancel |

O O oOod

Name A name you can use to identify this ligtg. ‘Clients’.(Required field)

Description: A statement that describes a category, a mengooif additional

information (optional featurel.g. Regular customers (More than two times perthjon
Send Opt-in* Confirmation: When checked, people who subscribe to a lissiga-up
form will get a confirmation message to the emddrass they enter. To receive
messages they have to confirm their agreementitkiraly a link in the message. If this
option is not checked the subscriber will be subscrimmediately.

Send Opt-ouf Confirmation: When checked, people who cancel a subscriptiorigh a
will get a confirmation message to the email adsltbsy enter with a link to unsubscribe.
In order NOT to receive any messages they havertbrm their refusal by clicking a

14|



link in the message. If this option is not checksel subscriber will be unsubscribed
immediately after clicking an unsubscribe link imecof your messages.
Send New User Signup Admin NotificationWhen checked, a message is automatically
sent to inform admin that a person has subscribe€eceive messages.
Send User Sign out Admin NotificationWhen checked, a message is automatically sent
to inform admin that a person has unsubscribeddeive messages.

'Opt-in is an option, when a new contact agrees to redrilleemails from a sender.

Opt-out is on option which allows your subscribers to urssuibe from the list.

There are several forms of opt-in:

1. Unconfirmed opt-in is an option when a new subscriber provides arilemdress for
the first time, for example, on the website; ngstare taken by the sender to verify this
address. The subscriber becomes opt-in immediatelywill receive messages.

2. When aconfirmed opt-in is used, a confirmation email is sent to subscsiblerthat case
the subscriber has to click a link in a confirmatemail to be opt-in and receive
messages. Up to this moment he will be marked @¢-li©Osent” and will not receive any
messages.

This option should be ‘On’ if you want to follow ‘@-spam” policy.
To activate this option in the ConvincingMail Apgdtion put a tick next to ‘Send opt-in
confirmation’.

For more information setp://en.wikipedia.org/wiki/Opt_in_e-mail

5

-7 ‘Edit category’ action allows making changes in the category naieecription, etc.
To edit a contact list, click ‘Edit a Contact Liséind then save your changes by clicking ‘Save’

5 %

/' "Edit custom list fields” action allows adding new custom fields. See “Custéields”
section for more info.

To edit custom list fields, click ‘Edit Categorydhis, and then ‘Add New Property’ action.
Create a new field name, choose the type of infaomaAnd save your changes:

15|



5

:(= ‘Delete contact categoryaction allows deleting a contact list
To delete a contact list, click ‘Delete a Contatdt’l.and then confirm your choice by clicking
‘Ok'.

A contact can be in more than one list and theeetontacts will not be deleted from the system.

5 )

The number of contadists, you may have, depends on the version yousirey.

With ConvincingMail Demo you can have 5 lists. hetConvincingMail Standard version you
can send messages to your contacts using only tacatolst. ConvincingMail Professional
version allows you to have an unlimited numberanftact lists.

16|



As soon as the contact list has been created, aodiltit with email addresses of people who
will receive email messages from you.

$

There are three ways to add new contacts intogjpkcation:
1. by adding contacts one by one
2. by using an import tool
3. by copying from other list

)

Click a necessary contact category in the meny “Clients”) 34 ‘Add a new contact’ to
open the window ‘Express Edit Contact’ and toifillcontact details.

Inactive Contacts are
marked with grey color.

Add new contact buttc Import contacts buttc

Contact actions: /

Delete contact, Contact details, These actions will affect all contacts in the list.
Quick Edit, Activate/Deactivate. Delete contacts, Activate contacts, Deactivate
contacts, Copy into other list, Export contacts

When the contact is saved, four actions can baexppb delete contact, to view contact details,
to edit contact and to deactivate:

New Contact Actions
“Add Contact” action allows adding a new contact.

“Import Contacts” action opens the import contacts page.

Contact Actions
“Delete Contact action allows deleting a contact from the list.
“View Contact Details' action opens the Contact Info page.

17|



“Edit Contact” action allows quick editing a contact.

“Deactivaté’ action deactivates the contact. (Messages atea@ative contacts only.)
“Activate” action activates the contact

Bulk Actions
“Bulk Delete Contact action allows deleting a contact.

“Bulk Deactivate’ action deactivates all contacts in the list.
“Bulk Activate” action activates all contacts in the list

“Copy Contacts action allows copying contacts from one list twther

“Export Contacts” action allows exporting cor— .
Express Edit” dialog allows

adding/editing contacts.

The fields will be filled with contact
details if there is a contact with this
email address in the system.

™

The email address should be valid
email. You will see a message if it ig
ok or the format is wrong.

I
\ Global and contact list custom
fields. For information about
custom fields check ‘The system
will take the specified number of g
contact from the specified lists,

2! 6

CSV - Comma Separated Values, files are commordy ts transport large amounts of tabular
data between applications which are not directlyhezted. Contacts can be imported from
Microsoft Excel, Outlook Express and other appicoad which support CVS data format.

To import contacts choose a category in the mererevitou want to import contacts to. Click

"Import Contacts” action button and follow the import steps.
The import process has three steps.

First step allows you to choose a file to import and set pthmgport options.

18|



CSV file:

Values Separator(Automatic/Comma/Semicolon/TiaBometimes a comma delimiter is
changed to some other type of delimiter. “Autoniasdhe most convenient option. Every line
is scanned for repetitive delimiters and the one&lvis found most times is used. (It may fail if
your data has few columns)

Activate Imported Contacts (Yes/Ng. Imported contacts can be set to activate ortiveac
depending on your choice (You can send campaigastiee contacts only.).

Update First Name & Last Name(Yes/Ny: If a contact already exists in the system itst fi
name and last name can be updated with new valoiesthe importing data or left as it is.
Update List Custom Fields(Yes/Ng: If a contact already exists in the system tHeesof
custom fields can be updated with new values frloenmporting data or left as it is.

Example:
There is a contact in the system:

Email: support@vkl.com,
First Name: Louise

Last Name: Stuart

City: NYC

Industry: Manufacturing:

You are importing data and there is a record withdame email address:
support@vkl.com; Louis&€;ache Washington Marketing

Some fields of this contact are different from #hasthe system (marked bold).
You have an option to save changes in the systdeawve old values.

If “Update First Name & Last Name” is set to Yes, the resulted contact will be:

Email: support@vkl.com,
First Name: Louise

Last NameCache

City: NYC

Industry: Manufacturing:

If “ Update List Custom Fields”is set to Yes, the resulted contact will be:

Email: support@vkl.com,
First Name: Louise

Last Name: Stuart

City: Washington

19|



Industry:Marketing
If both are set to Yes, the resulted contact vall b

Email: support@vkl.com,
First Name: Louise

Last NameCache

City: Washington
Industry:Marketing

Second stepllows you to preview data and link file columngwsystem fields.
The system tries to guess the correct systemtielse for every file column (see image below
for description).

Data in the source file.
The first row should contain column
names. Every row represents a contact]

Second row contain dropdowns which are populated
with field names from the system. You can choosg
the appropriative field where column data should pe
imported. “Email” is required fiel:

The first row shows the column
names from the file

d

Some sample rows from
the file are shown.

Email is a required field. Also you can have
required custom fields.

All required fields should be linked with a
column. Required field should be populate
with data. The row will be ignored if it
doesn’t have a value for required fie

e
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Third Step shows the imported result info.

11%

The line number in the source fil
where the error had happened.

«—— | Error description

Last row shows the number of
contacts imported successfully

.

Imported contacts ampt-in by default.

How to create CSV file (Outlook, Excel)
Outlook:
Go File Export Messages

Next screens allow you to choose the file namecahgimns you want to export.

Excel
Go File Save As
In the dialog choose the file type — CSV.

Two different contacts cannot have the same erddiless. But the same contact can be
simultaneously in two or more contact lists.
You can copy contacts from list to list using tli&py contacts” bulk action on the contacts list.

Click &7 “Copy contacts” button, choose a contact liskfgét list) you want to copy to and
click “Copy” button to copy or “Cancel” button tdhgose another list.

21|



Express edit action allows you to edit the contpotkly. In case if you want to have more
control over the contact you can use “View Coni2etails” action and “Contact Info” page.
Contact Info Page allows you to view the contataitle edit contact, copy contact into other

lists.

Edit contact info button. Lists area shows lists which
i i Allows editing contact )
Main contact info area. g this contact belongs to. Also
/ shows custom list field &
\‘ values
A\
“Add in Other Lists” button
allows adding this contact intp
other lists.
Click “Edit contact info” button on the top of the “Mainfo” area to edit the contact info.

“Edit Contact Info” dialog is very similar to “Expss Edit Contact” dialog described previously.

“Add in Other Lists” button allows you to add tbentact in more lists.
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“Add in Other Lists” dialog allows you
to add the contact in more lists

N\

" ’ Check lists where you
want to add this contact

Fill custom list fields and
click save button to save th
contact into the list.

D

To add the contact to the list you need to cheekbtbx next to the list name, fill the list fields
and click “Save” button. Click “Done” button to &e the dialog when you are done with lists.
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Messages in the system are divided in two genpalst
Templatewhich allows you to create a sample message thamjght often use;
Ordinary Messagevhich is a single message that differs from thneist.
If you are aware of the fact that you might useshme message from time to time, you can use
a template message. Sending a template messagawsagour time on writing messages.

7

To create a new message or template of a messageegd to click “Create New” link under
“Messages” section of menu ( ).

The message subject. It will appear in

/ recipients email program

«———— The bounced email account. Don’t
change this if you want to see

bounced statistics.

Grab page feature. It allows you to
grab the body from the internet.

The editor allows you to edit the body of the mgses&ou also can grab the body from the

internet address using “Grab Web Page” action.
To add images into the message clickimage” from the editor menu. The image dialogl wil
pop up. You can type the full internet addresshefitnage in “Source” field or use the “Assets

Manager” button to browse images on the servee. ‘{$&end
“Send test” function allows you to send the messaggour address. The message will be
composed as for the real contact but sent on ttieeasl you specify.
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" section for more info)

“Assets Manager” button opens the assets
manager dialog where you can manage
images located on your server.

.— Image HTML properties. See HTML
reference for more info.

$

Assets manager allows uploading local images oséiner. You can create folders to organize
uploaded images.

Current folder path.

/ Files in the current
/ folder.

Preview Image. Opens in a

new window
\ To insert the image into the

message click its name or
“Insert” button.

Folders section allows you

to create/delete folders. Upload more images using upload

dialog and upload button.

Different options are available depending on thesage type (New Message, Template, “Old”
Message) you are editing.

Three options are available when you composingva message
“Save as Template” option allows saving the messagenew template.
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“Save as Message” options allows saving the mesaagn ordinary message and
continue editing.

“Save and Go Next Step” options allows saving tlessage and moving next step of
sending process.

Four options are available to you when you ardregldtemplate:

“Save” option allows saving the template and aantig editing.

“Send Test” option shows a popup “Send Test” djalbee Send Test section for more
info.

“Save and Quit” option allows you to save the t&ateand quite to templates list page.

“Save as New Message” option allows you to craatew message from this template
and continue editing it.

Three options are available when you edibmhmessagdold message is the message which
has already been saved in the system. You caiit @ditnany time as you need before sending.):

“Save” option allows saving the message and caatediting. (As soon as the message
is saved you can close the browser window or gbdmther page and get back to this message
later)

“Send Test” option shows a popup “Send Test” diabge Send Test section for more
info.

“Save and Go Next Step” options allows saving tlessage and moving to the next step
of sending process.

4 0

“Send test” function allows you to send the messaggour address. The message will be
composed as for the real contact but sent on ttieeasl you specify.
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Emails address where to send
/ test messages.

Lists to get contacts data from. Custom
4 / field tags will be substituted with
appropriative contact details. (See
“Using custom fields when compose a
messagé.section for more info)

\

You can specify how many messages
to send.

The system will take the specified number of a aotntrom the specified lists, prepare the
message using this contacts’ data and send ietfegd email address. You can view exactly
the same email as the contact sees.

)

The second step of sending process allows youdcifgpon which links you want to collect
click statistics. You may want to disable this ftioe for some links to keep the original URL.
If the link is checked it will be replaced with eetlirect” link e.g.:
htp://demo.convincingmail.com/Clicks.ashx?email Teddgeld=611&url=http%3a%2f%2fww
w.google.com

Check links you want to

/ track clicks on.

The final step of sending process allows you teddists who the message will be sent to.
Simply check the boxes next to list names.
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Clicking “Send” button will start the sending presammediately. The sending of all messages
may take some time (up to hours) depending on tingoer of contacts you are sending to.
The process runs in the background and you cat/&tap/Pause it if needed from “Send and

Sending” page ( ).

The “Send and Sending” page allows you to pause&tading the massage. Also it provides
with some recent statistics.

You can pause the
sending process.

e

Message is sending.

The “Edit message” button allows you to create\a message from the sent one. Note that you
can't edit sending or sent messages.
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Initially, each contact has 3 characteristics, WhaceEmail, First Name andLast Name.These
are default built-in fields. You cannot rename@&move them.

Also note that Email is required field and it hasg unique: you cannot create two (or more)
contacts with the santémail address.

However, usually you need to store more informaéibaut your contacts. For example, it can be:
Nickname, Addresses Hobbies, Age Gender, ‘Is a Student’, etc.

You can create the unlimited number of additionslt.

There are four different field types:
Text

Numeric

Select List

Yes/No

When you add a new field to the system it is neargs® choose its type. For example,
Nickname, AddressandHobbiesare text fieldsAge is a numeric fieldGenderis a Select List
field (as male, female are the only possible vglaeslis a Studentis a Yes/Ndield (where
there are two possible value&sor No).

As a result, your contacts will be better struatiure

7

1. ChooseCustom Fieldsoption in the menu:

2. You will see the fields list. As you don’t have dinglds it is empty. To add a new field
click add button in the header Actions section of the list.

Click Add button.
To add a new field

3. An add/edit field window will appear. Fill the forand click Save Button when done.
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Type the name of the
filed e.g.: nickname

—

Select Text as the field
type

\

When done click Save button

Check to make this field
required.

When the field is
required it will be not
possible to add a contag
without a value in this
field.

4. For aSelect ListType you also need to add options.

A

i

For the Select list type
«— ] youlll see an options

Type an option Value in

/ the text field and click
Add button to add a new

Optior

When the list of options is ready you can sort it.

Click Sort A-Z or Z-A Buttons.

To remove an option from the list click Remov

button

5. When done you will see a list of fields with a nf@ld at the bottom of it.

Text
select List

30|

—+



There are four Action buttons next to each fieleve Up, Move Down, Edit, Delete
You can change the order of the fields usimyve Up/Down Buttons

You can edit the field witledit button (the edit dialog will popup)

You can delete the field witbeletebutton.Warning: If you delete the field you lose all
values which are set for contacts.

When you have fields in the system the edit cordadbg will show them and you can fill
the appropriative values.

e.g.:

Custom Fields in the system:

Express Edit contact dialog:

Custom fields look and aqt
like the common fields.
You can fill them with
data.

/ Note that required fields

are marked witl* sign

Filling Custom Fields with data doesn’t differ frditling other common fields.
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There are two different levels of Custom Fiel@$obal andList.
Global fields are used by all contacts in the syste
List fields are used by contacts in the speci8t li
For example:
Imagine you have two list€mployeesandClients.

Global Fields: Gender, Age, State, City, Zip, Address
“Employees” List Fields: Hire Year, Position, Division
“Clients” List Fields : Is Featured, Company Name, Company Address

So when you add a new contact in to “Employeest yaos will see only fields from
“Employees” List.(Hire Year, Position, Division the example above.) And when you add a
new contact in to “Clients” List you will see “Ché#’ List fields only (Is Featured, Company
Name, Company Address). Also you will see Globell for both lists as global fields are
used by all contacts in the system.

7 9

1. ChooseContact List Managementoption in the menu:

2. You will see theContact Lists page. You will see the list of the Contact Listghe
system. To edit custom fields click Edit Customldgebutton next to the category you
want to add fields to.

Click Edit Custom
< | Fields Button

3. You will see the fields list. You can add fieldsdescribed above in this manual under
“How to create a new field section (step #2)

These are the fields for
7 “Clients” List

7 *5 %
List fields are used the same way as Global Fiedds. will see List fields in the Express
Edit Contact dialog and can put data as in comredd. f
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Express Add Contact
/ Dialog

In “Clients” List

“Clients” List Custom
fields look and act like
other fields. Note that
required fields are

/ marked with* sign.

2 %
When the contact is in the system you can viewildetanfo at Contact Info Page (see
contacts section of the manual for more info). ange the contact info you need to click

the “Edit Contact” button on the top near ain Info header. The Edit Dialog will popup
where you can see custom fields global and liidigSee the screenshots below)

== Click “Edit Contact”
D/ || button to open the edit

contact dialog

Click “Add in Other
Lists” button to add this
contact in more Lists
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| Global Fields Section

Custom Fields for
“Employees” List and
“Clients” List.

Edit the values in the

textboxes and click Sav
button to update the
contact

You can add the contact in more Lists (see contsstgon of the manual for more info).
Click the “Add in Other Lists” button next to Lis& Custom Fields header on the right side
of the page. You can check as many lists as yau When you check the list the List
Custom Fields will appear under it. When you fikktfields click Save buttom\(arning: you
need to click save button even if the are no Cudtelas).

11
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«————— | Checkto add the contact

in to the list. When
checked the List Custom
Fields will appear.

To save the changes click
“Save” button. You need to
click the button even if there
are no custom fields.

You can perform a search using custom fields. Sippt the phrase in the appropriative
field and click Search button. (See search sedidhe manual for more info)

For Numeric fields you can search a range e.g.: Bgjveen: 18 and 25 will return all
contacts with the age greater or equal to 18 asglde equal than 25.

For Select List fields you can search for multifgens. Simply select an option from the
dropdown and it will be added below the dropdowr.bo

You can search within a specific list and includstom list fields in your search. Simply
check the box near the list name and custom ég&idiwill appear under it.

<

List custom fields

’\

Global custom fields

Global custom fields can be used in the messafjmerge” fields. (See the message section
of the manual for more info). You can include amynber of global custom fields in your
message. The fields will be replaced with the valiuem the contact info.

See image below:
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You can add Personal data in to

your message. Select the field from
the dropdown list and it will appeaf

as a placeholder in your message
will be replaced with the value
from the contact detai

It

R

This is how the above
message looks on the
recipients PC

All placeholders are
replaced with values from
the contact details
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