Email Marketing Director




Table Of Contents

GELHING STAMEA ...ttt e e e ettt e e e e e e e bbb et e e e e e e e e aanbb b b e e e e e ennnbebeeaaaaaaaan 2
[aES =1 F= U1 T o PRSP PPRPR 2
SYSIEM REGUIFEIMENTS ...ttt e ettt e e e e e e e ekttt e e e e e e s e aa et b e et e e e e e e e e annbbeeeeaaeeesaannnbeeeeas 2
ACHIVALION/SEITAl NUMDET ...ttt e e e ettt e e e e e e et e e e e e e e annneees 2
VEISION NUMDET ...ttt e oottt e e e e e ettt e e e e e e s e aanb b e e e e e e e e e s e annnbeeeeeeeaannneees 3
General INfOMMELION. ......ueiii ettt e ettt e e ettt e e et e e e s nnbeeesnbeeee s 3
LY o T - (SRRSO PPSRRR 4
Backing Up your Campaigns and LISTS ......c.cicuriiiiiieeeiiiiiiiie e e e e sssineeeeae e e s s sssieeee e e e e s snnnnneaneaeee s 4

(O] aliTo 8 Te= a0 ] @I TA A - o SRR RSSRRR 5

Y =T YT o 1 SO SPR 7
g T IS o Lo g o L= I £ TP 8
Editing an Email SUDSCHDET LISt .......eeiiiiiieeeeie et e e e e 8

IS 0 =10 1 (0] ST ORI 9
TADIE VIBW ..ottt ettt e e e e e skttt e e e e e e e bb et e e e e e e e e e nnbbneeeeeeannneees 9
FFOIM VIBW ..ttt oottt et e oo oottt e e e e e e ek bbbttt e e e e e e s nbnbe e e e e e e e e snbeeeans 12
IMPOrtiNg an EMAIT LISt ......ueeiiiiieiiiieiie ettt e e et e e e e e e b eeeaeas 13
IMPOILING FTOM ZBOP ...ttt e e e ettt e e e e e e et r e e e e e e e e annnneeas 14
Removing Bounced & Unsubscribed EMailS ..........ccoooiiiiiiiiiii e 15
Schedule ManagemeENt SCIEEN .......ccuuiiiiei e e e ettt e e e e s e e e e e s e st r e e e e e ssntsareraeaeesannnnneeeees 16
[T 10 TSP PPPTRTTR 17
YU 0] = T2 = 01 18

= To U] o =N =T 0T o 18
UNSUDSCIIDE REPOI ... .ottt et e e e e e et e e e e e e e e annneee s 19
Email Domain DiStribution REPOIT .........iiiiiiiiiiiiiiie ettt e e e eee s 19
LISES & FIILEIS TaD ...ttt e e e e e ettt e e e e e e e e bt beeee e e e e ennneees 20
g T T TP 20
(T TP PP PR RTTTP 20
PIEVIEW LIST ... .t ettt ettt e e e ettt e e e e e e e e bbb et e e e e e e e e ntbbeeeeeeaeeannnees 21

I RIS TIT= T = 1= Lo SRR 22
Message Header INfOrMatioN ..........uuuiiiiieee e e e e e e e e e e e e e e e s e nnrneneeeeeas 22
MESSAGE ALACHMENT. ... .eeiiiiii e et e s et e e e s e st r e e e e e s assssterereeaeeeannnnanneeeans 22
Y FSTIT= Vo L= T U o] = od SRS 22
INSErt Merge Field BULION ......cciiiiiiieie ettt e ettt e e e e e et e e e e e s et e e e e e e e e e nnnannneennns 22
LTS Vo [T 1Y o= P 23

HTIML IMIESSBGE ..ttt e e e e 23
Message CONLrOl BULLOMNS .........eiiiiie ittt e et e e e e e e e e annbaeeeeaeeas 23
PIAIN TEXE MESSAGE .. .eeeieeiiiiiitiiie e ettt ettt e e e e e e ettt e e e e e e e e anbb e e e e e e e e e e e snnnbneeaaaeaas 24
Message CONLrOl BULLOMNS .........uiiiiieiiiiiiiie ittt e e et ee e e e e e e snnbaeeeeaeeas 24
HTML and Plain TEXt MESSATE «..ceeeiiiuiiiiiiieeee ettt e e ettt e e e e et e e e e e e e annnbeeeaeaeeas 24
Use Files for MeSSage BOIES. .....ccoi ittt e e 25
WYSIWYG HTML EQIEOF ...eeeiiiiiiiie ettt st e et e et e e s st e e e s snbneee e e 25

L= T 1= o T USRS SP 29

Y= 0] o OSSPSR 30
(@] 11T T8 1= o ] o S 30

Y T IST=T V=T ST 11 o 1 SRR 30
Bounce/Email-Based Unsubscribe Handling...........ccooiiiiiiiiiice e 32
Web-Based UNSUDSCIIDES ...ttt e e e e e e e 34
oS 111 T TR PRTTT T 35
Manage EMail TEMPIALES. .....coiii ittt e e e e et e e e e e e e nnbnreeeaeeeans 36
Instructions for Using Templates with Embedded Images..........cooouiiiiieiiiiiiiiiiiieeeeens 37
Instructions for Using Templates with Linked Images (hosted on a web server)............ 40

Manage GlODal BOUNCES .......ciiieeiiiiiiiiiteee e e ittt e e e s s st ae e e e e e s s st eaeeeesansnteeaeeeeeesannnsnneeaeeans 41
[D7= o 0T 1Y/ o T [ SRS 43



1= 10 o 1= SRR 43

0 Yo 1RSSR 44
T o U 1 (PPN 45
Check Bounce/UNSUDSCIDE ACCOUNT.........iiiiie ittt e e e et e s e e s e e e e eaaeeeeees 45
Process WED UNSUDSCIIDES ......oeeiiiiee ettt e e e e e e et e e e e e e e e s et e e eraaeeaes 45
LTAT AT o [0 AT 47
[ (= o TR PP UURT R 48
L0 TS TR 49
(€101 E7= L YU P U OO RTUURUPURRRT 50






Contact Information

.ng-!riwgﬁl

©2006 Arial Software, LLC

Customer Service / Sales Phone 307.587.1338 « Fax 307.587.7448
1501 Stampede Ave. ¢ Unit 9005
Cody, WY 82414



Getting Started

Email Marketing Director (EMD) is a software-based email marketing program specializing in
simple email message personalization and permission marketing. Email Marketing Director helps
you create and store your email lists, merge customer information in your message and deliver
email either directly or through your SMTP server. To use EMD you need to have a list of
addresses and a message to send.

Installation

Email Marketing Director needs to be installed on a computer running a Windows 98 SE /
Windows 2000 / NT workstation / NT server / 2000 Server / Windows XP / Windows 2003 / or
Windows 2003 Server.

Email Marketing Director is packaged in a compressed file called a .zip file. To open the file use
WinZip (www.winzip.com) or your operating system's zip utility. We recommend saving the
download to your hard drive in the event you need to rerun the installation. An install log records
the file installation and can be referred to if necessary. For a typical installation the install log can
be found in the following directory, C:\Program Files\EmailMarketingDirector.

The installation can be run directly from the zip file, you do not need to extract the installation
executable.

System Requirements

Minimum requirements:

e Atleast 5GB free disk space

* Bandwidth to the Internet (dial-up, DSL, T1, etc.)

e Access to an SMTP server. (Email Marketing Director works with any standard SMTP
mailer, including Imail Server, SendMail, LSMTP, MS IIS, Post.Office, Exim, MS
Exchange, etc.)

e Windows 98 SE / Windows 2000 / NT workstation / NT server / 2000 Server / Windows
XP/ Windows 2003

e Minimum 256MB RAM

Activation/Serial Number

After initial installation, an evaluation notice appears. This notice will appear each time the
program is started in evaluation mode. The notice will not be displayed after a serial number is
entered into the software.



Evaluation Motice

Email Marketing

DIRECTOR

YWhen Email Marketing Directar operates in evaluation mode;

1. EMD adds a zoftware evaluation mezzage to each outgoing email

2. rou are limited to a maximunm of 25 records per email list and can only zend 25
emailz per campaign
All ather features in ERD are fully functional during the evaluation, which does not expire. The listed

lirmitations are removed in the registered verzion of the software.

T o register thiz software and receive a serial number, vizsit www_analsoftware com

Have a Serial Number?

[f you have already purchazed a zenial number, please enter it now:

[EMALUATION

Continue

Version Number

The version number can be found on the initial program splash screen or on the Main Menu title
bar.

Verszion 4.0.121 Version 4.0.121

COFYRIGHT ARIAL SOF TWARE

@To view the splash screen, Select Help > About from the Main Menu to show the splash
screen, the version number appears in the lower left corner.

General Information

To see a short description of a feature, hover the cursor over the feature.



Schedule HeEgrts | Fun Selected Campaign

|'-.-'iew report For selecked campaign|

Hot keys are available for most features, press the Alt key and the underlined letter of the button
at the same time, for example in the above image you could press Alt+S to access the schedule
management screen, or Alt+U to run a campaign.

Live Update

Periodically Email Marketing Director is updated with bug fixes and minor improvements. These
are available via an update link from our website.

To run alive update:

e Click Help > Check for Updates
HEIp

Help

Enable Debug Mode
Debug Files »
Getting Started
Configuration Wizard

Check For Updates
About

You will be taken to a webpage that will tell you if an update is available and how to download it.

Backing Up your Campaigns and Lists

If you would like to make a backup of your campaigns and lists, browse to the Email Marketing
Director folder (usually in the following directory, C:\Program Files\EmailMarketingDirector) and
make a copy of the campaign.sto and campaignlists.sto files and the Logs, and Content folders
and save the copies to a different directory such as your My Documents folder. These two files
and two folders contain all your campaign settings, and lists, and backing them up on a regular
basis is a good idea.

Files and Folders to Backup Periodically
e campaign.sto file
e campaignlists.sto file
* Logs Folder
* Content Folder



Configuration Wizard

After installation the configuration wizard runs automatically the first time the software is started.

»
CONFIGURATION WIZARD = % ' *

Thank you for choozing Email Marketing Director

r and network,

[T Donat show this again [ ik ] [ i ]

Click Continue to detect your network settings. Click Cancel to exit out of the configuration
wizard, you will then need to enter your mail server settings in the configuration area.

Enter an email address, a test message will be sent to this email address, click Continue.

EMAIL SENDING TEST

Y'ou network, zettings have been su fully detected

temn can zend email, pleaze enter your email add

Email Addr email@yaurdomain. com

0 atternpt to send an email to the Arial Softwar r b0 insure
aof pour damain,

[ Cancel ] [ Caontinue ]

The test email is sent using EMD's built in sending engine. If the built in engine is unable to
detect your network settings you will need to enter your SMTP information.



zhll be able ta
qular m:

z the SMTF server. But, if you know that

eeds authentication, the

Uzemnarne email@yaurdomain. com
O

[ Cancel ] [ Continue ]

Click Continue to send the test email.



Main Menu
Email Campaigns and Email Subscriber Lists can be created or modified from the Main Menu.
Email Campaigns List

Email Campaigns

TestList 2 E 04:30 PM

The Main Menu displays the Campaign ID, Campaign Name, List, and Scheduled time for each
campaign. To sort the campaigns by ID, Campaign Name, List name, or Scheduled date, simply
click the column heading -

once for ascending order

|Campaign Marne /

Test

or twice for descending order.

Campaign Mame

Test

Email Campaign Buttons

[ Mew ] [ Edit ] [Delete] [Eop_l,l ] [Hename] [ﬁchedule] [Flepgrts] [ Fiun Selected Campaign

New - To create a new campaign click New, name the campaign and click OK. The campaign
will open to the Step #1 - Lists & Filters tab.

Edit - To edit a campaign, highlight a campaign and click the Edit button.

Delete - To Delete a campaign, highlight a campaign and click the Delete button. Click Yes to
confirm or No to cancel.

Copy - To copy a campaign, highlight a campaign to copy and click the Copy button. Name the
new campaign and click OK.

Rename - To rename a campaign, highlight the campaign to be renamed and click the Rename
button. Enter the new name for the campaign and click OK.

Schedule - To schedule a campaign, highlight a campaign and click the Schedule button. Enter
the date, time, and interval in the Schedule Management Screen.

Reports - To view the reports highlight a campaign and click Reports. Select the report to view
and click View.

Run Selected Campaign - To run a campaign click the Run Selected Campaign button, and
proceed through any prompts.

@The underlined letter of each button can be used as a hot key, so that the program can be
operated from the keyboard or by using the mouse. To use a hot key, press the Alt button and
the underlined letter at the same time. For example if you want to run a campaign using a hot

key instead of clicking the button press Alt and U at the same time.



@In order for a campaign to run Email Marketing Director program must be open. If the
program is closed in the middle of sending a campaign, the rest of the campaign will not be sent
out. If a campaign is scheduled to run at a specified time, Email Marketing Director must remain
open for the campaign to be sent.

Email Subscriber Lists

Email Subscriber Lists

Email Subscriber Lists are displayed in alphabetical order on the Main Menu. Lists can be
created or modified using the Email List Controls.

Email List Controls

| O Mewlit | | [ Edilis |
l% Copy List ] [ﬁ' Delete List ]

[% Import Records ] [ [T] PRename List ]

New List - Creates a new email subscriber list.

Edit List - Opens the selected email subscriber list.

Copy List - Copies the selected email subscriber list to a new email subscriber list.

Delete List - Deletes the selected email subscriber list.

Import Records - Imports a new email subscriber list into a new subscriber list, or appends the
information to an existing list.

Rename List - Renames the selected email subscriber list.

Editing an Email Subscriber List

To edit an Email Subscriber list from the Main Menu click the Edit List button or while editing a
campaign go to Step #1 - Lists & Filters and click the Edit List button.

There are two different views when editing a list, Table View and Form View, the list will open in
table view by default. Each of the list buttons described below is available in both table and form
view.




List Buttons

The list management buttons are displayed at the bottom of the page.

Add Record Dedste Aecord Find Export Recond: Remave Bounced Unsubsenbed Addiesses Remove Duphcates Impecit icen 1&@}' Cloze:

Add Record - Adds a new record to the table, start typing to add an email address, press tab to
go to the next field in the row, press the Enter key at any point to save the record.

Delete Record - To delete a record place the cursor in the record to delete and click Delete
Record. To delete a block of email addresses place the cursor in the first record to delete, press
and hold the Shift key, and click inside the last record to delete so that all the records in between
the two are highlighted. Click Delete Record.

Find - To find a record or records in the list, click the Find button and enter the criteria to search
for in the selected column. Then click Find First to find the first instance of the criteria in the list,
then click Find Next to find other instances of the criteria throughout the list.

Export Records - To export the table to a tab delimited text file click the Export List button and
specify the directory where the text file should be saved.

Remove Bounced/Unsubscribed Addresses - Click to remove the email addresses that have
Bounced or Unsubscribed from the list. You have the option to save them in a text file.

Remove Duplicates - Deletes duplicate email addresses in the list, one copy of each email
address will remain in the list, any additional records with the same email address will be
removed.

Import from ZEOP - Imports records from your ZEOP subscriber list.

Close - Closes the Email Subscriber List.

®To select multiple records scattered throughout the list, click in one record, hold the Ctrl key
down and click the other records you would like to select, all the records you want to focus on are
highlighted.

The underlined letter of each button can be used as a hot key, so that the program can be
operated from the keyboard or by using the mouse. To use a hot key, press the Alt button and
the underlined letter at the same time. For example if you want to add a record using a hot key
instead of clicking the button press Alt and A at the same time.

Table View

Table view displays the entire Email Subscriber list.

EmailAddressz FirstHame LaztName Title

emaillsdamain. ...

email2Edamair. c...

email3tedamain. ...

emailSieidamain. ...




Searching for a Record

You can use the Find button to search for specific criteria in the list, for example if you want to
find a record with the email address emaill@domain.com, you would enter the following for the
Find criteria,

Laak in Emailtddress

Find what: | emai Edomain.com

Direction |L|:u:|k Forward ﬂ

| EifiEne || i || Rl |

Then click Find First to find the first instance of the criteria in the list, then click Find Next to find
other instances of the criteria throughout the list.

Looking Forward searches down the list, and Looking Backward searches up the list.

Sorting Column Headings and Records

You can Drag and Drop the Column Headings in any order you would like, to make the list easier
to view. Simply drag the column heading to the area in the table where you would like it to
appear.

Before Dragging and Dropping the LastName field:

EmailAddress
3

emaill Edomain. ...

emailzisidamain. ...

email3ieidamain. ...

emailSiadamain. ...

After Dragging and Dropping the LastName field to the beginning of the table:

ermaill Edomain.c...

email2iEdamain.c. ..

emall d=idamain.c...

emailStEdomain.c. ..

You can also sort a column in either ascending or descending order, click the column name once
for ascending order,

10



dress /

Emailad

emaill @damain.c...

email2iEdomain.c...

email3=damain.c...

emailai@damair. c...
and twice for descending order
EmailAd

dress T

emailSiadomain.c...

email3Eidamain. ...

email2isdamain.c...

emaill @damain.c...

Grouping a List

You can group information in a list by dragging a column heading to the group heading area, then

the list will be grouped using the information in that column, for example here is the list

ungrouped, and grouped by occupation,
Ungrouped:

[rag a column header here to aroup by that calum.

Emaildddrezs © |Occupation LazstHame

emailfi@domain.c... | Doctor

email3@domain.c... |Doctor

emal2i@damain.c... |Murze

emaill(@damain.c... |Secretany

Grouped:

Dccupation ¢

Emaildddress +

=| Dactar

email3@domain.c... |Doctor

ernailS@dormain. c... |Doctor
=l Murse

|email2@dnmain.c... |Nurse |
= Secretary

| emaill Edomain.c... |Secretary |

You can then sort the Grouped field in ascending or descending order by clicking on the column

heading once for ascending order and twice for descending order.

11



Identifying Bounces & Unsubscribes

In each list email addresses that bounce will be displayed in red and email addresses that have
unsubscribed will be displayed in blue.

emailli2@damain. com

email2&damain. com

email3&damain. com

emailld=damain. com

emails@damain. com

These email addresses can be removed from the table using the Remove Bounced/Unsubscribed

Addresses button.

Form View

[EmailAddress:  emall@doman com
FirstM ame:
LastName:

Curency:
Humeric]:
Numeric2:
Humetic3:

Textl:

| Text2:

Textd:
| LastEmailD ale:
| AddedD ate:
| BounceDate:
Unaubacribelate:
D 1

RecodID; 2
i E

e

513/2005 85331 AM

emailEdoman. com

. Furtlame:

Humericl:
Humerie2:

| Humernic3:

| Teatl;

| TemZ

| Tewd:

| LasEmailD ate:
| AddedDate:

| BounceDate:

| UnsubscribeD ate:
D 2

BS1AS005 &5% 40 MM
Brrarans

Occupation: Doclor

LaztEmaill ate:
AddedD ate:
Bouncel ate:
UnzubacribeD ate:
1D: 3

5132005 85347 AM

Recod ID: 5
Emaildddress:
Firsth ame:

Diochor

5713720065 0003

You can view each record in form view, and then tab through the fields to add information to each
record. Bounces will be displayed in red, and unsubscribes in blue.

To scroll to the next, first, or last record in the list use the scroll bar at the bottom of the Table

View or Form View.

Record: HI 4|| 1 of 15 P|H|He

4 Moves to the beginning of the list.
[+l Moves to the end of the list.

12



Importing an Email List

Comma separated text files can be imported into the built in database in Email Marketing
Director. If your database is not in this format it will need to be exported to a .csv text file and
then imported into EMD.

1.
2.

4,

To import an email list from the Main Selection screen click the Import List button.
Browse to the file to import the email list from. This file needs to be a comma separated
text (.txt, .csv) file, the formatting on the file should look like the following,

"Email”, "Firstname", "LastHame"

ema’ T@yourdomain. com, Test, Email

You can append the imported file to an existing list or enter a name for a new email list.

Step #1 - Browse to File

|E: SDocuments and SettingssupporthD ezktophbest bt Browsze...

Step #2 - Hame of list v Add new records to existing email izt

ITest'I j

Match the fields in the imported list to the corresponding ones in the EMD table.

— List Field Matching

Fleaze match the fields in your izt to the figldz in EMD

Email Address IEmaiI j Address Line 1 I j
First Marne IFirstName j Address Ling 2 I j
Last Mame [ et ame City I j
Camparwy I j State I j
Phaone Mumber I j Zip Code I j
Fax Mumnber I j Country I j
fed cibile M urnber I j CC Emaill Address I j
Title I j Oecupation I j
Currency I j

Cusztom Fields

Murenic: 1 I j Text1 I j
Murneric 2 I j Text 2 I j
MHumernc 3 I j Text 3 I j

The Currency field will use the currency settings from your operating system, and the
Custom Fields can be used for any Numeric or Text field that you would like to include in
the list that is not part of the List Fields.

If you would like Email Marketing Director to delete duplicate emails from the database
after the file is imported check De-dupe the list after import.

[¢ De-dupe the list after the irmpart

13



7. If you would like to run the list you are importing against the Global Bounce list, check the
Check records against global bounce list check box.
[w Check records against global bounce list

Any email addresses that match those in the global bounce list will be marked as a
bounce (in red) when the list is imported into the table.

Keep in mind running a list against the global bounce list during the import process
will slow down how quickly the list is imported into the software.

8. Click Import Now. This process may take awhile depending on the size of

your list.
9. In evaluation mode the following warning will appear,

Email Marketing Director

L J Import complete, & maximum of 25 records can be loaded during an evaluation of the software,

Importing from Zeop

Zeop is a free service that allows you to place a form on your website to collect subscriber
information. Zeop stores the subscriber list, and the list can either be exported, or imported into
Email Marketing Director.

To import your subscriber list from Zeop, edit your list and click the Import from Zeop button,

| Impnrtfrnm‘.(_lap |

Then enter your Zeop account information, if you do not select import entire subscription list, then
only the new subscribers to your list will be imported.

14



. ZEOP Import

Import from Zeop

Thiz form ig uzed to import zubscribe emails from the ZEOP sustern. ZEOF iz a free
zervice offed by Arial Software that allows vou ta integrate a subscribe feature into
wour webszite, |f you want ko setup a ZE0P account or learn more about the free
ZEOF zervice, go to the ZEOF website by clicking on the hyperlink, below far maore
informatiorn,

1eap hitbpe A iy, 2E0n. com

In order ta link ta the ZEOF system, enter pour ZEOP webmazter email addrezs and
pazzwiord below,

ZEOP Webmaster email addiess: | amail @yourdomain, com

EEREEEETY

Pazzwiord:

[v Import entire subscrphion list
[v De-dupe the lizt after the import
[v Check records againzt global bounce st

| Cancel | | [rpart [ o

The records are appended to your current list, if you select de-dupe the list after import, any
duplicate records will be removed after they are imported. If enable check records against global
bounce list, any records that match those on the global bounce list, will be marked as a bounced
record when imported.

@For more information on how to setup an account using zeop, visit http://www.zeop.com

Removing Bounced & Unsubscribed Emails

To remove bounced and/or unsubscribed emails from a list, in the Edit List area,
emalll @damain. cam

email2&damain. com

email3&damain. com

emailld=damain. com

emails@damain. com

Click the Remove Bounced/Unsubscribed Addresses button.

Bemove Bounced/Unsubscribed Addreszes

A list of email addresses that have bounced or unsubscribed is displayed. You can view
unsubscribes or bounces, or both.

15



) SRR RS ¥ Eoth ™ Unsubscribes " Bounces

Click the Purge Selected button to delete the selected records or the Purge All button to delete all
the records from the table. To select multiple records scattered throughout the list, click in one
record, hold the Ctrl key down and click the other records you would like to select, all the records
you want to focus on are highlighted. To select a block of records, click the first record in the
block you want to select then hold to the Shift key and click in the last record in the block, this will
highlight all the records in between the first and last record selected.

Purge All | |F'urge Selected| | Cloze |

You can export the records that are being deleted to a text file or continue without exporting the
records. If you choose to export the records select a directory to save the file to and click OK.

Do wou wank ko export these records ko a text file before purging them?

Mo Cancel

Click Yes if you want to delete the records or No to cancel deleting the records.

Are wou sure you wank to delete all the unsubscribe recordsy

Schedule Management Screen

To schedule a campaign to run at a specified time:

1. Highlight the campaign on the Main Menu and click Schedule.

2. Then enter the time. The time can be written in AM/PM format, 01:00:00 PM, or military
time for example 1:00 PM would be 13:00:00.

3. Choose the day the campaign should run using the interactive calendar.

4. If the campaign needs to be run only once then click the OK button, if the campaign
needs to run at a specified interval then uncheck Run one time only and enter the interval
information.

16



5. Campaigns scheduled in the past will produce a warning message and will run if the date
and time are not changed.

i Schedule - TestCampaign

Tirne to start campaigr: ||:|1 0 PM [Exarnple: 1230k, Clear time to cancel]

Da-lrl o Campaign |_

Sun Mon Tue “Wed Thu Fri Sat
226 27 28 023 30 1
2 3 4 B B F 8
3 10 11 12 13 14 15
16 17 18 19 20 2 22
23 24 25 2% E 28 29
;nm AN 1 345

= Today: #/27/2006

v Run one time only

Repeat every  [3 I Diayls] j

| Caricel | | k. |

The scheduled time will be displayed on the Main Menu.

Schedule
FA2FA2006 07:00 P

®Email Marketing Director must remain running for scheduled campaigns to be sent. If the
program is closed the scheduled campaigns that were set to run while the program is closed will
not be sent. You do not need to click run to send a scheduled campaign. Do not set the date
and time in the past.

Reports

To view the Reports; from the Main Menu highlight the campaign and click the Reports button.

Then highlight the report to view and click View.

17



Reports

:Sdmta nepit Success Log Fles
summgiFepot 0 0 | 0802/ 2006 [ 41:22
Bounce Repo 0802/ 2006 0341:11
Ursubocbe Fepedt
Eriad Do Disinbubor
View Wiew
Pravicus Campengn Log Files Faded Log Fies
D006 04122
DU D006 034111
Y iaw
Close

The reports can be viewed within Email Marketing Director or can be exported in PDF, HTML,
TXT, or RTF format. Adobe or another PDF reader must be installed to view a report using PDF
format.

Summary Report

The Summary Report gives an overview of the statistics for each campaign.

Campaign Summary Report

Campaign 1D 1

Campaign Mame TestCampaign

List Testlist

Last Hun On F252006 21853 FM
Message Count 1

Success Count 1

Failed Count

]

Unsubscribe Count 0
Bounce Count 1]

Bounce Report

The bounce report gives a total count on the number of bounces for the email list to which the
campaign you are working with is connected. It displays the list name, the email address that
bounced, and the date the bounce was recorded.
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Bounce Report

List name: TestList

Bounce Count: 1

Ermail Address Bounce Date

bogusaddress@yourdomain. cam 71252006

Unsubscribe Report
The Unsubscribe Report displays the unsubscribe statistics for the email list to which the

campaign is connected, it lists the email address that unsubscribes and the date they
unsubscribed.

Unsubscribe Report

List name:  TestList

Unsubscribe Count: 1

Ermail Address Unsubscribe Date

ernaill@dormain.com 712572006

Email Domain Distribution Report

This report breaks down the records in your list by domain name, it lists the domain name and
how many records have that domain name.

Email Domain Distribution Summary

List name: TestList

E mail Address Count

arialsoftware. com 1
dormain. com 1
yourdomain. com 1
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Lists & Filters Tab

The Lists & Filters tab connects a table to an email campaign, and allows you to filter the table to
send to specific records.

Email List

On the Lists & Filters tab you can create a new list, edit a list, or select an existing list to use with
the current Email Campaign.

Step #1 - List & Filters I Step #2 - The Meszage I Step #3 - Extraz I

Select an email list

Create a Mew List ] [ Edit List ]

Filters

Use the filter area to send to specific email addresses in the table to which the campaign is
connected.

i List Filter x|

Orly send to people

where email address

Icontains j
|_l,lahoo OR |hotmai| OR |aol

In the above example, only email addresses that contain yahoo, hotmail, and aol will be sent an
email.

Send only to people. ..
where email address contains "pahoo’ OF "hotmail* OR "aal”

MHew Filker

Edit Filter

Bemowve Filter

1l

List before filter: List after filter:
Presiew Presiew
1D |Emailtddress FirstMame | LastMame | Comy ID | Emailtddress | Firstame: | LastName |
(B =riliEyahon. com E mail “ahoo 1 emailEyahoo.comn E mail Yahoo
2 email@hatmailcom | Email Haotrmail 2 email@haotmail.com | Email Hotrnail
3 | email@earthlink.com  Email Earthlik: 5  emailacl.com E mail A0L
4 email@mzn. com E rrail RS M B emal2@yahoo.com | Email2 t'ahoo
5 email@anl com E il AalL
B emailZ@yahoocom  Email? 'ahioo

2
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Preview List

After selecting an email list, the entire list is displayed in the Preview area. This list automatically
excludes bounces and unsubscribes. The number of bounces and unsubscribes are displayed
below the preview area.

Preview
ID | Emaildddress Firzth ame | LaztHame | Corng
I =rnaili=iyabion. com E il 'ahioo
2 email@hotmal.com | Email Hatrnail
3 email@earthlink.com | Email E arthlink,
4 emaili®imsn, com Ernail MSH
5 email@aol. com Ernail anL
B emailZ@yahoocom  Email? 'ahioo

Mate: Bounces and Unsubscribes are automatically filkerad 2 Unzubscribes 0 Bounces
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The Message Tab

The Message Tab is where you create or import your message.

Message Header Information

From Name - The From Name is the name that will appear in the From line of email that is
received. This is an optional setting. If you want the from email address to show, leave this text
box blank.

From Address - This is the address from where the message is sent. If the From Name is left
blank this email address is displayed in the From field of the email recipient's email client.

Reply-To Address - This is an optional feature. Specify an address to which replies from the
email recipients are sent. This address can be the same as the From address or different.

Message Attachment

Attachment: | C:\Documents and SettingshsupportiMy D ocumentshhest, bt Browse...
To attach a file to each email message, browse and select the file in the attachment area.

Message Subject

Subject: ITESting EtD

The message subject should be clear and concise. Make sure that the email message has a
subject, messages without a subject may not be accepted by some SMTP servers. You can use
a merge field from the table for the message subject.

Insert Merge Field Button

Insert Merge Field - To insert a merge field, [ el FIEld]

e click the Insert Merge Field button.

e Highlight the merge field to insert

» click the Insert Field button, double-click the merge field, or drag and drop it into

the email message.

Unsubscribe Merge Field - The Unsubscribe merge field allows you to replace the default
text that is entered for the unsubscribe hyperlink in the email message, {UNSUBSCRIBE
"unsubscribe"}. To change the hyperlink text from "unsubscribe" to the desired text, simply
erase "unsubscribe" and enter the hyperlink text in between the quotes. For example, if
you want the unsubscribe hyperlink to say Click Here to Unsubscribe, change the wording
in the merge field and place the merge field in the message the hyperlink should appear,
{UNSUBSCRIBE "Click Here to Unsubscribe."}
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Message Types
There are two types of messages available in Email Marketing Director, HTML and plain text .

HTML Message

Edit HTHML keszage

To create an HTML message click the Edit HTML Message button,
The message body opens with a template pre-loaded. Simply replace the text with your company
information, and insert your company logo. The HTML message can be formatted just like a web
page with features such as hyperlinks, images, character formatting, tables, and more.

To create your own HTML message in the editor, first clear out the default template, by click the

[ Clear Meszage ] . .
clear message button, and then begin creating your own message. If you do
not want to keep the background color from the default template, click the Page Properties

Fage Propertiez |

button, , and un-check the Use Background Color check box.
To insert your own HTML code into the message body, click the Toggle Design/Code View

= ] I Code View )
button, =, or the Code View Button, and remove the HTML code that is

displayed and replace it with your own HTML code.

. ) [E Impaort Meszage ]
To import your own HTML template click the Import Message button, , and

browse to the .htm, .html, or .txt file and click Open. The file you select will replace any existing
content in the HTML message body area.

Message Control Buttons

[Insert Merge Field] [E Impart Meszage ] [ Clear Meszage ] [ ..... TR T ]

Insert Merge Field - To insert a merge field,
» click the Insert Merge Field button.
» Highlight the merge field to insert
e click the Insert Field button, double-click the merge field, or drag and drop it into
the email message.
Unsubscribe Merge Field - The Unsubscribe merge field allows you to replace the default
text that is entered for the unsubscribe hyperlink in the email message, {UNSUBSCRIBE
"unsubscribe"}. To change the hyperlink text from "unsubscribe” to the desired text, simply
erase "unsubscribe" and enter the hyperlink text in between the quotes. For example, if
you want the unsubscribe hyperlink to say Click Here to Unsubscribe, change the wording
in the merge field and place the merge field in the message the hyperlink should appear,
{UNSUBSCRIBE "Click Here to Unsubscribe."}
Import Message - Browse to the .html or .txt file to import into the HTML message and click
Open, and Yes to import the file. If you import a new message, any content that was previously
in the message body will be replace with the imported message.
Clear Message - Clears the content that is currently in the message body text box.
Use a Template - Allows you to browse to the templates folder.
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Plain Text Message

The plain text message has no formatting or style options available, you may however insert
merge fields into the plain text message. All email clients will accept Plain Text format. To use a
Plain Text only message without an accompanying HTML message, check the Enable Plain Text
only check box on the message tab, and then click Edit Plain Text Message, to create your plain
text message.

[+ Enable Plain Test Onl | Edit Plain Text Meszage

To copy the text only out of your HTML message into your plain text message, click the Copy
Text from HTML button.

Copy Tewxt Frorn HTRL |

This will copy over the text but none of the formatting from your HTML message. For example,
HTML Message

Type Your Own Headline Here.

Plain Text Message Copied from HTML

Type Your Dwn Headline Here.

Message Control Buttons

[InsertMerge Field] [E lmpnrtMessage] [ Clear Meszage ]

Insert Merge Field - To insert a merge field,
* click the Insert Merge Field button.
e Highlight the merge field to insert
e click the Insert Field button, double-click the merge field, or drag and drop it into
the email message.
Unsubscribe Merge Field - The Unsubscribe merge field allows you to replace the default
text that is entered for the unsubscribe hyperlink in the email message, {UNSUBSCRIBE
"unsubscribe"}. To change the hyperlink text from "unsubscribe” to the desired text, simply
erase "unsubscribe" and enter the hyperlink text in between the quotes. For example, if
you want the unsubscribe hyperlink to say Click Here to Unsubscribe, change the wording
in the merge field and place the merge field in the message the hyperlink should appear,
{UNSUBSCRIBE "Click Here to Unsubscribe."}
Import Message - Browse to the .txt file to import into the plain text message and click Open,
and Yes to import the file. If you import a new message, any content that was previously in the
message body will be replace with the imported message.
Clear Message - Clears the content that is currently in the message body text box.

HTML and Plain Text Message

To send an HTML and Plain Text Message, modify the HTML message and the plain text
message, a multi-part message will be sent that includes the HTML and plain text versions.
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Use Files for Message Bodies

If you have message files that you would like to use for the message bodies, instead of entering
information into the HTML and/or plain text message areas, check the Use Files For Message
Bodies check box.

Meszzage v Usze Files Far Meszage Bodies

Then browse to your HTML and/or plain text message files.
HTML Message File [C:nest bt
Flain Te:t Mesrage File: [CMesl b

®You can edit your files from within the software, by clicking the Edit HTML Message or Edit

Plain Text Message button, keep in mind these changes will be saved to the file you are pulling
into the software.

WYSIWYG HTML Editor

The WYSIWYG HTML editor is a basic HTML editor, it does not support advanced coding or
scripting of the email message, it should be used to make simple modifications to your email
message. To modify portions of text, change fonts, underline, bold etc. highlight the text to
change and click on the appropriate button.

Hover over the buttons for a description of their functionality in the text box below.

Toggle between Design View and HTML
Code View

Print file
Copy
Cut
Paste

Justify left
Justify center
Justify right
Bold

Italics
Underline

Strike Through the highlighted text

it (o ie (W B e L (R

Indent Paragraph
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i= Outdent Paragraph

= Change Font or Font Color

v Spell Check

Gyl Undo

u Redo

= Insert/Edit Hyperlink

(a Insert Image - Insert an image stored on
the local computer

;;—{ Insert Image from remote server - Insert
an image stored on a website or public
folder.

1= Insert Numerical List

i—

= Insert Unordered List

] Insert/Edit Table

= Horizontal Line

Page Properties
To view or change the default page properties, click the Page Properties button at the bottom of

| Fage Properties |
the HTML Editor,

image, or hyperlink colors.
B ackaground colar: |_| By v Usze Background Color
Hypeilink colar: |_| [ ] | [ Usze Hyperlink Calar

Active Hyperlink colar: - Choaosze Calar v Usze Active Huperlink Caolor
Yizited Hyperlink caolor: - (B v UszeVisited Hyperlink Colar

B ackground Image URL:

. You can change the background color, background

|http:.-".-"www._l,lcuun:h:umain.-:u:um.-"images.-"l:uau:kgru:uund.gif Browse... |
| Edit HEAD Section | Corcel | | Save |

To change the contents of the <head></head> tags click the Edit HEAD Section, most advanced
scripting and style sheet information is placed in the head tags and any modifications you wish to

26



make can be done in this section.
w, HEAD Editor - 1

HEAD Saetien Edit

Ftthec Evnasl Toarnplabeec ftitle
< mesta bitpraguies"Contert-Type'" contents"text il cho setsso-BESE-1"

Muct: Sihylert wall st b mppibecd i the eibor ipel, and wall ot ditplay untl you st b the preyvisss Corwcel L

Edit View/Code View Buttons

Edit View shows the editable message body, whereas Code View shows the actual HTML code
of the message body.

E dit Wiewm Code Wiew

How to Create a Hyperlink
Highlight the text that you want to use for the hyperlink and click the Insert/Edit Hyperlink button
=

Select the type of hyperlink, enter the URL for the hyperlink and click OK.

More Headlines, Just Smalle
22 Hyperlink

Hyperink [nformation
Tupe: | hitp: -

LRL: |http:a’a’www.yuurdnmain.cnm

How to Insert an Image from the Web
To insert an image place the cursor where you want the image to appear and click the Insert

u
Image from remote server button ﬁ

Enter the URL where the image is publicly stored.
%

Insert Image From URL

Enter the url of the image

Cancel

hittp: A e yourdomain, comdimagesdago. gif
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How to Insert an Image stored on the same computer as the software (Locally)

To insert an image place the cursor where you want the image to appear and click the Insert

o
Image button = . Browse to the directory where the image is stored.

@Keep in mind using images not stored on the web will slow down sending, since each
picture stored locally has to be embedded in the email message during sending. If you move any
of the images you are embedding, you will need to change the file path to the image in Email
Marketing Director.

Using your Default HTML Editor (External Editor)

To use your default HTML editor instead of the editor included with Email Marketing Director, click
the Use External Editor button and your message will then be loaded in your default HTML editor.
Make changes to the message, and then save the changes in your editor, close the editor, and
then click the Refresh button to reload your HTML message in Email Marketing Director.

Changing the Default HTML Editor (External Editor)

Click Start > My Computer and click Tools > Folder Options

Click on the File Types tab and find HTM (HTML will change with the HTM modifications)
Click Advanced

Double click on Edit in the Actions menu

Browse to the application you want to set as the default editor, for example

"C:\Program Files\microsoft frontpage\bin\fpexplor.exe"

Click Ok, and Ok to get back to the main folder properties page

Highlight HTM and note the details for 'HTM' below. It says "Opens with:" and indicates the editor
to change this back to your web browser, click change, and select the program to use to View
(Internet Explorer, FireFox etc.) and click OK.

Repeat for HTML then close.

Open EMD and click the use External Editor button and it should open to your new default.

®To disable the WYSIWYG editor check the Use HTML only check box.
[+ Use HTML Only [Dizable visual editar]
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Extras Tab

The Campaign Extras tab is where you can specify the email address or email addresses to send
a summary report, you can also chain campaigns together, and throttle how many emails are sen

per hour.

Step #1 - List & Filters ] Step #2 - The Message ] Step #3 - Extras I

Send summary repart to: |email1 @domain. com,.email2@domain. com

Separate multiple email addresses with commas [example: email@danain.com,accounti@domain. con,ete... ]

Rur this campaigh next: ITesU-‘-. j

Thrattling - Meszages Per Hour: |5gg [Set ta O far o thrattling)

In this example a summary report will be sent to emaill@domain and email2@domain.com.
When the campaign is finished running TestA will run immediately after this campaign. The
campaign will only send out 500 messages per hour.

Throttling is used for sending to SMTP servers that have limits on how many messages they will
accept per hour.

t
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Settings

To change the Configuration of global settings or import or set a default template, select Settings
on the Main Menu.

Execute  ‘Window Fr:

Configuration
Manage Templates
Manage GElobal Bounces

Configuration

To change the global settings, from the Main Menu select, Settings > Configuration.

Actions  Window Fral

Configuration
Manage Templates
Manage GElobal Bounces

Mail Server Settings

There are two sending options Direct Mode or SMTP Server.

®If you have completed the Configuration Wizard and it detected your network settings or you
entered your SMTP server information, some of these settings may already be set.

Direct Mode
The default configuration uses Direct Mode. This allows Email Marketing Director to deliver email
directly to the recipients' mailboxes with no intermediate mail server involved.

Send using Direct Mode
1. Select Direct Mode from the drop-down menu
2. Enter your Domain Name Server (DNS) or the DNS IP address that you will use to send
emails directly to the recipients.

bail Sending Mode: I Direct Maode j

DMS Server |ns. HaME. GO

®If you are having trouble finding your Domain Name Server, go to www.dnsstuff.com.
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SMTP Server

An SMTP server delivers the mail to the remote email servers. To use this feature you must have
access to and permission to use an SMTP server, either on your network or through your Internet
Service Provider (ISP). Email Marketing Director works with any standard SMTP server that is
configured correctly. Arial Software does not provide support on how to configure your SMTP
server software.

Send using an SMTP Server

1. Select SMTP Server from the drop-down menu.

2. Enter the name or IP address of your SMTP Server.

3. If your SMTP server requires you to connect with an encrypted connection check the SSL
check box.

4. If your SMTP server requires a username and password to be able to send email, enter
the username and password under SMTP Authentication and click OK.

5. Test the connection to the SMTP. If the connection fails, verify the username and
password, or try removing the username and password. Also check that the name or IP
address of the SMTP server is correct.

@If you are connecting to your SMTP server using SSL on a non-standard port then you will
need to add a colon and the port number after your SMTP server name or IP address (for
example, 192.36.54.78:63) and make sure the SSL check box is checked.

M ail Sending Made: |SMTF‘ S erver j

SMTF Server |smitp. arialsoftware. com

[w Thiz zerver requires an encrypted connection [S5L]

. SMTP Authentication @

[f your SMTP zerver requires authenication, enter the
uzername and pazsword below:

U zernarne: |email@_l,lu:uuru:|u:umain.u:u:um

KERENHNK

Pazzword:

| Cancel | | ] |

Sending on a Non-Standard port

To send emails out on a port other than 25, add a colon and the port number to the end of the
name or IP address of your mail server. For example, if you mail server name is
mail.yourdomain.com and you want to send emails out on port 40 you would enter
mail.yourdomain.com:40 for the SMTP Server.
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Mail Sending Mode; I SMTP Server j

SMTF Server |mail yourdomain. com: 40

Bounce/Email-Based Unsubscribe Handling

Bounce and Unsubscribe Email handling are two optional features that may be used in Emalil
Marketing Director. Only one POP3 email account needs to be created, bounces and
unsubscribes will be sent back to the same email account and Email Marketing Director will
process all the email in that account.

Make sure that you do NOT use a personal email account for the Bounce/Unsubscribe account
email address. Itis best to create a dedicated account to handle bounces and unsubscribes,
such as responses@yourdomain.com. The email account that is created should be for use by
Email Marketing Director only.

Bounces
Bounces can occur for many reasons including destination mail server outages, general Internet
outages, full mailboxes, etc.

Enable Bounce Email Checking
1. Check Enable Bounce Email Checking on the Configuration page.

¥ Enable Bounced Email Checking

2. Enter areturn path email address, this should be the email address of the account that
has been set up to handle the bounces and unsubscribes.

Ermail address for bouncedunsubsoribe responses |,Espﬂnses@yuu,dﬂmain_,3,:,,-,-,

3. Enter the POP Server name or IP address, this is the name or IP address of the
computer where the email account for bounces and unsubscribes resides.

4. If your POP server requires you to connect with an encrypted connection check the SSL
check box.

5. Enter the username for the Bounce/Unsubscribe email account.

6. Enter the password for the Bounce/Unsubscribe email account.

7. Test the connection to the POP3 account.

Each bounce that is recorded by Email Marketing Director will be reflected in all the lists that have
been created. That means that if there is an email address that is in three lists and it bounces,
the address will be shown as a bounce in all three lists. For example,

Table 41 | bouncel@yahoo.com Table 8 bouncel@yahoo com
1- 2.

both the bouncel@yahoo.com email addresses are displayed as bouncing even though they are
in different tables. Bounces are undeliverable email so there is no reason to continue sending to
this address that is why the bounces are updated in every table.
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POF Server name or [P |mail.yu:uurdu:umain.u:nm

[vw This server requires an encrypted connection [S5L]

FOF Usemame |responzes@yourdomain, com

POP Paszword

EEREEEETY

@If Bounce processing is not enabled and a return path email address is not entered, the
bounces will be sent back to either the From address or Reply-to address.

Email-Based Unsubscribes
Unsubscribe emails will be sent back by the recipients, requesting that they be removed from a
specific email list.

Enable Unsubscribe Email Checking

1.

E

©No O

Check Enable Unsubscribe Email Checking on the Configuration page.
¥ Enable Unsubsciibe Email Checking

Enter a return path email address, this should be the email address of the account that
has been set up to handle the bounces and unsubscribes.

Email address for bouncefunsubsonbe responses Irespnnses@ynurdumain.u:u:um

Enter the POP Server name or IP address, this is the name or IP address of the machine
where the email account for bounces and unsubscribes resides.

If your POP server requires you to connect with an encrypted connection check the SSL
check box.

Enter the username for the Bounce/Unsubscribe email account.

Enter the password for the Bounce/Unsubscribe email account.

Test the Connection to the POP3 account.

*IMPORTANT** On Step #2 - The Message tab for each campaign where you want to
use the Unsubscribe feature, place the {UNSUBSCRIBE "unsubscribe"} merge field in
the message body. If you are using a built-in template the Unsubscribe merge field is
already included in each template.

The unsubscribe requests are list specific by default. That means that the list that is connected to
the campaign they are unsubscribing from will be the only one that is updated. If the recipient
has their email address in three lists, only the list that is connected to the campaign from which
they are unsubscribing will be marked, the other two lists will not reflect an unsubscribe. For
example, Campaign 1 is connected to Table 1 and email@yourdomain.com has unsubscribed
from Campaign 1 but not Campaign 2 which is connected to Table 2.

Campaign 1 8 emal@yourdomain.com Campaign 2 20 email@yourdomain. com
& Table 1 & Table 2

Bounce/Unsubscribe Pop Checking Cycle

The Bounce/Unsubscribe Pop checking cycle is the interval at which Email Marketing Director will
log in and check the POP3 account that has been created for bounces and unsubscribes. The
default is every 5 minutes, this can be changed to range from every minute to every 15 minutes.
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BouncesUnzubzcnbe POP checking cucle 5 Mirutes j

@Email Marketing Director must be running for POP checking to take place, if EMD is closed
the emails will stay in the POP3 account until the program is started again and POP checking
resumes.

Enable Global Unsubscribe Feature

The Global Unsubscribe Feature allows the software to update all lists when an email recipient
has unsubscribed, instead of the unsubscribe request being campaign specific (meaning the
recipient is only unsubscribed from the list the campaign they are unsubscribing from is
connected). With the Global Unsubscribe Feature enabled, the unsubscribing email recipient will
be unsubscribed from all lists in which their email address is listed.

For example with the Global Unsubscribe Feature enabled, the emaill@yourdomain.com
address which occurs in List 1 and List 2, would be unsubscribed from both lists, even though
they only unsubscribed from List 1.

List 1 - emaill @paurdom. .. List 2 - emaill @paurdom. ..

Without the Global Unsubscribe Features enabled, the emaill@yourdomain.com address would
only be unsubscribed from List 1, which is the list connected to the campaign from which they are
unsubscribing.

List 1 - emaill @Epourdom. .. List 2 - emaill Eyourdom...

Web-Based Unsubscribes

To enable Web-Based Unsubscribes check the check box in the Configuration area.

¥ Enable "#eb Unsubscribe Handling

Then create your email message making sure the {UNSUBSCRIBE "unsubscribe"} merge field is
in the message body (by default the merge field is placed at the bottom of each built-in email
template).

Send the email message and then whatever you have in double quotes in the merge field will
show up as the unsubscribe hyperlink, by default the link will say unsubscribe. Then the recipient
can click the link, and they will be taken to a web-based confirmation page.

email1@cdomain.com, you have been unsubscribed

@If for any reason you have to uninstall and re-install the software, before you uninstall the
software, make sure to process all web-based unsubscribes, if you are using that feature, so that
your lists will be as up to date as possible. Then make sure to save the campaign.sto file,
campaignlists.sto file, the Logs folder, and Content folder from the Email Marketing Director folder
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to a safe place, so that you can drop them into the new installation. All your campaigns, settings,
and lists will be transferred.

Misc Settings

Custom Labels

To setup default labels for the Custom Fields (Textl, Text2, Text3, Numericl, Numeric2,
Numeric3) enter the text for the fields in the Custom Labels area. The field headings are
displayed in each list, keep in mind this is a global settings and will be applied to all your lists.

Custom Labels

Text 1 INntes

Text & |

Test 3 |

Murneric 1: |,-i'-.m|:|unt Due

Murnernic 2 |

Murnenc 3 |

List Editor with Custom Labels displayed.
[Notes | Numeric2 | Numeric3 |Amount Due | Text2 Text3

Serial Number

To enter a serial number, go to the bottom of the Misc. Settings tab and enter the serial number
included in your purchase confirmation. Include the hyphens when entering the serial number.

Serial Mumber |

A warning message appears, click Yes to automatically shut down the software.

Restart Necessary

1 J EMD must be restarted For the Serial Mumber to take effect
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Alternate Import Method

Check the Alternate Import Method check box if you have larger lists and would like to speed up
the import process. If you have dates, times or special characters in your list, we recommend
using the primary import method, only use the alternate import method for increased import
speed with simple lists.

v Enable altemate import method

Switch to alternate import mode For larger lists.

Details of Alternate Import Method:

Alternate Import Method

i The alternate import method is & much Faster method, but it has limikations regarding Formatting, Dates, Times, and
Fip Codes with leading zeros may experience problems with this method.

Manage Email Templates

To import a template into the Template list or set a default template, go to Settings > Email
Templates.

Actions  indow Frarn

Configuration
Manage Templates
Manage GElobal Bounces

Set a template as the default for new campaigns,

= Templaies I"Sc

[
[T
COMPANY MEWSLETTER e prar

et el Temgiste | | Raiesh

Rore Fies Tegilains It Tanplater
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or browse to a template of your own that you would like to import.
£ Template Import El

This fom can be wsed to mport rew templates inlo Email Marketing Diractor for wse inany
campaign. Selact the file bo mpot balow:

Felder HTHML Files

=8 o e T |
{4 Documents and Setlings
i canie
B e
1 BasicDiama
] Campaign Fines
1 Copy of Help Files
] demos
1 DemaSciesns
] Demandl
—IEMD w

Digh.

|9c: ll

Concel | | OK |

@When you import your own template, a thumbnail of your template will not be displayed.

More Free Templates

The More Free Templates button will only be displayed after a serial number has been entered
into the software. To obtain the free templates, click the More Free Templates button, view one
of the collections of templates, if you would like to download the collection, click the Download
Collection button under Download for EMD.

w—m Busimess & Profescional, wol. 1
F i Thaie high:laval buginais tharmes land
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Wi el resssage o web nemslatier,
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! pou peisced and respected
|
4] lwad for EMD

Instructions for Using Templates with Embedded Images

Each template collection is optimized for instant use using your software's embedded image
capabilities. Separate instructions for transferring the images to your websites image folder, and
modifying your HTML files can be found below.
1. Download the zip File and save it to some directory on your computer, each Collection
has 12 templates and their corresponding images.

37



38

You have chosen to open
“J) BPVLzip
which is & WinZip File
from: E:\JimsDiskArchive\EmailDesignTemplates\downloads

~ What should Firefox do with this file?

() Open with | WinZip (default) M
@

[ ] Do this automatically for files like this from now on.

| ok || cancel

2. Open the zip file and Extract everything to the appropriate program file:
To Email Marketing Director program file, C:\Program
Files\EmailMarketingDirector\Templates
The arial_images folder will be created automatically and placed inside the Templates
folder, with all the necessary images.

File Actions Options Help
|8 & & U e & ¢
Mew Open Favorites Add Extract Encrypt View ChedkOut  Wizard
Name | Type = | Modified Size | Ratio | Ft’
Data Base File  5/22/2006 12:53 PM 22,018 4%

E arrow41.gif GIF Image 5/17/2004 3:54 PM 108 0%
Earmw?l. aif GIF Image 5/17/2004 3:54 PM 108 0%

%] body_btm11.gif GIF Image 5/17/2004 3:54 PM %2 0%

%] body_tite11.qif GIF Image 5/17/2004 3:54 PM 1,996 0%
Bbodytext_midll. aif GIF Image 5/17/2004 3:54 PM 269 0%

%] bottom_fade11.qif GIF Image 5/17/2004 3:54 PM 2,603 5%

%) bullet121.gif GIF Image 5/17/2004 3:54 PM 301 11%

(] bullet31.gif GIF Image 5/17/2004 3:54 PM 717 15%

E bullet41.gif GIF Image 5/17/2004 3:54PM 100 7%

%] dear11.gif GIF Image 5/17/2004 3:54 PM 49 18%
.E“.ﬁ'ﬂwj" L 2TE Trmzna SFMAnA wcADM 40 REC L M
L4 T il ] [l]
Selected 0 files, 0 bytes Total 169 files, 5,569K8 a0




My Documents

Bxtract to: |C:‘~.F‘mgmm Files"EmailMarketing Director'templates

=1-{C5) EmailMarketingDirector

{3 BACKUP
-{J) contert

-{J) debug

&) editor

-3 logs

# ) femplates |

-{J) temporary

({7 FileMalcer
({3 fmdriver

My Computer ~ Files

| Selected files folders
= Al filesAclders in archive

Ome ]

e o T S

[[]Open Explorer window
[]ovenwrite existing files
(] Skip older files

[+#] Use folder names

Simply open your program and go to the templates area. You will see the templates
listed, and will be able to preview and apply them right away.

File

€]

Edit

-0 -3|llPe

View Favorites

Tools

v

Help

Address |[-|f3 C:\Program Files\EmailMarke tingDirector \templates
e g

File and Folder Tasks

i G

2 Make anew folder

e Publish this folder to the
Web

I Share this folder

Other Places

[ EmailMarketingDirector
My Documents

|3 Shared Documents

i§ My Computer

g My Network Places

Details

templates
File Folder

Date Modified: Friday, May 26,
2006, 10:03 AM

I
J

D, (=2, (=, (=, [=, [0 (o,

Go | Links ™
L™ Basid ayoutot.himl o
arial_images ! HTML Document =
6 KB
BasicLayoutd1.jpg L™ Basid ayoutna.himl
390 x 470 . HTML Document
JPEG Image 3KB
BasicLayoutd2.jpg L™ Basid ayoutoa.himl
390 x 470 . HTML Document
JPEG Image 3KB
BasicLayoutd3.ipg L™ BpvITemplaten1.him
390 x 470 ! HTML Document
JPEG Image 14 KB
BPV 1TemplateD 1.ipg L™ BpvITemplaten2.him
582 x 1398 Y HTML Document
JPEG Image SKB
BPV 1TemplateD2.ipg L™ BpvITemplatens.him
581x 1120 Y HTML Document
JPEG Image 12KB
BPV 1Template03.ipg L™ BpvTemplatens.him
580 x 356 Y HTML Document
JPEG Image SKB
BPV1Templat=04.jpg p ‘_hl BPV ITemplate05. htm

L
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@If you installed Email Marketing Director to a different directory than the default directory,
you will need to change the file path to the images in the HTML code for the template you wish to
use, so the file path points correctly to the images folder.

Instructions for Using Templates with Linked Images (hosted on a web server)

In order to use the templates with links to the images stored on the Internet, the template itself will
need to be modified slightly, and the images placed in a publicly accessible web folder.

1.

2.

Download the zip File and save it to some directory on your computer, each Collection
has 12 templates and their corresponding images.

Open the zip file and Extract everything to the appropriate program file:

To Email Marketing Director program file, C:\Program
Files\EmailMarketingDirector\Templates

The arial_images folder will be created automatically and placed inside the Templates
folder, with all the necessary images.

Open the HTML file and find the following image paths file:///C:/Program
Files/EmailMarketingDirector/templates/arial_images/banner_topll.jpg (These are the
default image path that points to the folder which allows you to use embedded images.)

o

File Edit Format View Help |

<trs> w
=<td width="580" height="138" class="banner"
ba;k%&gund;" z///C /P o
<p=COmpany
Name or Logo...</p>
</ td>
=/tr>
<trs>

<td=<img_src="file:///C:/Programi
20Files /EmaiIMarketingDirector /templates/arial_images /banner_midll. jpg"
height="14" width="580"></td> MJ

Replace the first part "file:///C:/Program
Files/EmailMarketingDirector/templates/arial_images/ in front of the image name, with the
FULL URL PATHWAY to your website's image folder. For Example:
"http://www.domain.com/arial_images/".

File Edit Format View Help |
<Trs w
<td width="5380" height="138" class="banner"”
background="http://www.domain.com/arial_images /banner_topll. jpg =<p=Comp

any =
Mame or Logo...</p>

</ td>
=/tr>
<trs

flarial_images /banner_midll. jpg"

B

5. Repeat for ALL images referenced in the HTML file.
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6. Post all images to a folder on the Internet somewhere so they are publicly accessible.
You should be able to use the same process you typically use to post images to your
website.

Manage Global Bounces

To manage or edit the global bounce list, go to Settings > Manage Global Bounces.
Actions  Window Frar

Zonfiguration
Manage Templates

Manage Global Bounces

Bounces from all the lists in Email Marketing Director will be displayed in the Global Bounce
table, if you remove the bounce records from your individual tables, they will still be retained in
the Global Bounce table. Bounces will only be record to the Global Bounce table, at the time they
are processed by the POP checker, and written to the tables. When the bounces are written to
the individual tables, they will also be written to the Global Bounce table. This will allow you to
run imported lists against the Global Bounce list.

List name: Global Bounces

[rag a column header here to group by that colum.

EmailAddressz +  |FirstM.ame LastHam

P bogus1Edomain co
boguz2@Edomair.. ..

You can edit the Global Bounce list in the same way you would an email subscriber list.

Add Record - Adds a new record to the table, start typing to add an email address, press tab to
go to the next field in the row, press the Enter key at any point to save the record.

Delete Record - To delete a record place the cursor in the record to delete and click Delete
Record. To delete a block of email addresses place the cursor in the first record to delete, press
and hold the Shift key, and click inside the last record to delete so that all the records in between
the two are highlighted. Click Delete Record.

Eind - To find a record or records in the list, click the Find button and enter the criteria to search
for in the selected column. Then click Find First to find the first instance of the criteria in the list,
then click Find Next to find other instances of the criteria throughout the list.

Export Records - To export the table to a tab delimited text file click the Export List button and
specify the directory where the text file should be saved.

Remove Bounced/Unsubscribed Addresses - Click to remove the email addresses that have
Bounced or Unsubscribed from the list. You have the option to save them in a text file.

Remove Duplicates - Deletes duplicate email addresses in the list, one copy of each email
address will remain in the list, any additional records with the same email address will be
removed.

Import from ZEOP - Imports records from your ZEOP subscriber list.
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Close - Closes the Email Subscriber List.

@Keep in mind, adding an email address to the Global Bounce table, will not cause the email
address to show up as a bounce in the email subscriber tables, you would need to add the
bounce date to the email address in the email subscriber tables manually. Likewise, adding a
bounce date to an email address in an email subscriber table, will not add that email address to
the Global Bounce table, you would need to manually add the email address to the Global
Bounce table.
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Debug Mode

To enable Debug Mode, from the Main Selection Screen select Debug > Enable Debug Mode.

Enable Debug Mode I

Wiemw Trace,log
View Tracepop.log
Wiew Tracesmtp. log

A message appears stating that Debug Mode has been turned on, and the file path to the trace
files will be displayed. The debug files can be viewed by going to Debug and selecting the file
ou would like to view.

Help
Enable Debug Mode

Yiew Trace.log

View Tracepop.lag
Yiew Tracesmtp.log

The trace.log, tracesmtp.log, and the tracepop.log files for a typical installation may be found in
the following directory, C:\Program Files\EmailMarketingDirector\Debug.

If for any reason you have to uninstall and re-install the software, before you uninstall the
software, make sure to process all web-based unsubscribes, if you are using that feature, so that
your lists will be as up to date as possible. Then make sure to save the campaign.sto and
campaignlists.sto files from the Email Marketing Director folder to a safe place, so that you can
drop them into the new installation. All your campaigns, settings, and lists will be transferred.

@When you are done with the debugging process make sure to turn debug mode off by going
to Debug > Enable Debug Mode, turning off debug mode ensures that the log files do not
continue to record the entire conversation between the database and SMTP server.

Debug Files

The debug files can be viewed by going to Debug > and selecting the file you would like to view.
Help

Enable Debug Mode

Yiew Trace.log
Wigw Tracepop.log
Wiew Tracesmkp.log

Trace.log: This log file records errors when writing to the database. Debug mode does not need
to be turned on in order to write to the trace.log file. It may be found in the following path for a
typical installation

C:\Program Files\EmailMarketingDirector\debug\trace.log
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When Debug Mode is turned on, two other log files are generated, containing information about
any problems that may be occurring.

Tracesmtp.log: When Debug Mode is enabled, EMD will write the entire conversation with the
SMTP server to this log file. 1t may be found in the following path for a typical installation
C:\Program Files\EmailMarketingDirector\debug\tracesmtp.log

TracePOP.log: When Debug Mode is enabled, EMD will write the entire conversation with the
POP server used for Bounces, and Unsubscribe handling. It may be found in the following path
for a typical installation

C:\Program Files\EmailMarketingDirector\debug\tracepop.log

Install.log: During the Email Marketing Director installation a log file is generated. It may be
found in the following path for a typical installation C:\Program
Files\EmailMarketingDirector\install.log

®When you are finished debugging, make sure to turn Debug Mode off by going to Settings
> Debug Mode so that the trace.log files will not continue to record information about every email
that is sent

Log Files

The success/fail log files show which emails were sent to the SMTP Server and which emails
were not sent. These files along with a summary report for each campaign, are stored in the
following directory,

C:\Program Files\EmailMarketingDirector\logs, and can also be viewed in the Reports area.

Successful Emails for Campaign #1

C:\Program Files\EmailMarketingDirector\logs\CampaignID1-Success-
20060507194149.TXT

Failed Emails for Campaign #1

C:\Program Files\EmailMarketingDirector\logs\CampaignID1-Failed-20060507194149.TXT
Log File for Campaign #1

C:\Program Files\EmailMarketingDirector\logs\CampaignID000001-LogFile-
20060507194149.TXT
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Execute

To check for web-based unsubscribes, or check the bounce/unsubscribe POP account, select
Actions from the Main Menu.
FEWNEN Window Frame Debug  Help

| Check BouncefUnsubscribe POP Account I

| Process Web Unsubscribes

Check Bounce/Unsubscribe Account

To force the POP checker to check the Bounce/Unsubscribe account and to view the process
while it is checking, use the check Bounce/Unsubscribe account option under Actions. This will
bring up the POP Reader window that displays the POP checking process.

= POP Reader X]
Close

FAET2006 9:43:52 AM - POP account check start ~
FLETH2008 9:43:52 &M - Logaing in =
FA2T20068 3:43:52 &M - Log in successful

FLET2006 3:43:52 &M - Obtaining meszage count

FA2T2006 3:43:52 AM - Processing meszage #1

FA2TA2006 9:42:53 AM - Unsubscoiibe recorded far: 2

FLET2006 9:43:53 &M - Clozing POP account

FLETA2006 3:43:53 &M - Hard bounced emailz : 0 B
TA2T/2006 9:42:53 AM - Soft bounced emails : 0
FLETA2006 9:43:53 &AM - Unsubzcribed emails - 1

[

Process Web Unsubscribes

To process the Web-Based Unsubscribes, from the Main Menu click Actions > Process Web
Unsubscribes.

Then click Yes to import the unsubscribes.
Weh Unsubscribes

Ready ko import web unsubscribes?

Then a message with the number of unsubscribes is displayed,
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Email Marketing Director, E|

Updated 14 unsubscribe requests

and the records in the tables that unsubscribed are marked in blue.

u emaill Edomain.c...

®When you have web-based unsubscribes enabled, and you click Run Selected Campaign
you will be prompted to process the web unsubscribes before running the campaign.

Web LUnsubscribe

Before sending the campaign, do vou want to update unsubscribes From the web unsubscribe system?
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Window

On the Main Menu select Window from the menu bar to change the focus to a different page. For
example when working on the configuration page the Window option looks like this,

Window Frame WglEls)

1 Email Marketing Directar
v 2 Configuration

the check-marked option is the page the focus is currently on and the other options are pages the
focus can be changed to. Clicking Email Marketing Director in this example will change the focus
to the Main Menu.
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Help

To view these help files click Help on menu bar.

Help Files
Getting Started
Configuration Wizard
Forums at Arial Software

Check For Updates
About

Help - Displays the help files.
Getting Started - Displays the Getting Started guide.
Configuration Wizard - Starts the Configuration Wizard program.

Forums at Arial Software - Opens the forums page at arialsoftware.com, so that you can share

information and view up to date posts about Email Marketing Director
Check For Updates - Checks for updates to the software.
About - Displays the splash screen with the version number in the lower left corner.
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Glossary

A

Authentication: The process of identifying an individual, usually based on a username and
password.

D

Database: A file system where your email addresses are usually stored.

DNS: Short for Domain Name System (or Service or Server), an Internet service that translates
domain names into IP addresses. Because domain names are alphabetic, they're easier
to remember. The Internet however, is really based on IP addresses. Every time you use
a domain name, therefore, a DNS service must translate the name into the corresponding
IP address. For example, the domain name www.example.com might translate to
198.105.232.4.

E

Email-Based Unsubscribes: Uses an email message to unsubscribe from email subscriber list.

F

Flat file: A text (.txt) or comma separated values (.csv) file.

H

HTML: Hypertext markup language, the "coding" used to create web pages.

M

Merge Field: A character string generated by putting brackets around the field names in a
database. Email Marketing Director uses them in the message body to replace the string
with the actual information in the record that corresponds to that field.

P

Plain Text: ASCII characters. Basically it does not allow any formatting.

POP: Short for Post Office Protocol, a protocol used to retrieve email from a mail server. Most
email applications (sometimes called an email client) use the POP protocol.

S

SMTP server: A mail server that uses SMTP protocol to deliver email.

W

Web-Based Unsubscribes: Uses a hyperlink to unsubscribe from an email subscriber list
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WYSIWYG: What You See Is What You Get, an HTML editor where the user types the
information in the editor and the HTML code is generated in the background.

Z

ZEOP: A free service that creates a form to be added to your website to collect subscriber
information.
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