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!CTIVE#AMPAIGN�IS�THE�SOLE�OWNER�OF�ALL�LOGOS��HELP�DOCS��CODE��AND�OTHER�RELATED�MATERIALS��4HIS�IS�A�NON
TRANSFERABLE�
OWNERSHIP��/BTAINING�A�LICENSE�DOES�NOT�PROVIDE�LEGAL�OWNERSHIP�OVER�ANY�OF�THE�ABOVE�

��
�#/0)%3�/&�3/&47!2%
!CTIVE#AMPAIGN�ALLOWS�YOU�TO�YOU�HAVE�ONE���	�UNUSED�COPY�OF�YOUR�SOFTWARE��4HE�COPY�MUST�BE�A�BACKUP�COPY�AND�
MUST�NOT�BE�USED�IN�ANY�WAY��9OUR�BACKUP�COPY�MUST�BE�KEPT�IN�YOUR�POSSESSION��)NSTALLED�COPIES�OF�THE�SOFTWARE�MAY�
NOT�EXCEED�THE�NUMBER�OF�LICENSES�PURCHASED�

��
�,)#%.3).'�$%4!),3
&OR�EACH�LICENSE�PURCHASED�YOU�MAY�USE�THAT�SOFTWARE�IN�ONE���	�LOCATION���DOMAIN��4HE�NUMBER�OF�ACTIVE�COPIES�OF�SOFT

WARE�MUST�MATCH�OR�BE�BELOW�THE�NUMBER�OF�LICENSES�THAT�YOU�HAVE�PURCHASED��7E�RESERVE�THE�RIGHT�TO�VOID�YOUR�TECHNI

CAL�SUPPORT���UPGRADES�AND�OR�PURSUE�LEGAL�ACTION�IF�THIS�IS�VIOLATED�

��
�,)-)4!4)/.3
7ITH�THE�PURCHASE�OF�A�LICENSE�YOU�MAY�NOT�DO�THE�FOLLOWING�
� 
��%XCEED�THE�NUMBER�OF�LICENSES�PURCHASED�BY�USING�MULTIPLE�COPIES�
� 
��#OPY�THE�SOFTWARE��HELP�DOCS��CODE��OR�GRAPHICS�
� 
��2EMOVE�COMMENTS�THAT�EXIST�WITHIN�THE�CODE��.OTE��4HESE�COMMENTS�ARE�NOT�VISIBLE�TO�USERS��
� � /NLY�IN�THE�SOURCE�CODE�
� 
��-AKE�ATTEMPTS�TO�DISCOVER�THE�SOURCE�AND�OR�ALGORITHMS�INVOLVED
� 
��$ISCLOSE�OR�RELEASE�ANY�CODE��DOCUMENTATION��PROPRIETARY�KNOW
HOW��OR�CONTENT�
� 
��2EVERSE�ENGINEER�OR�USE�ANY�CODE���ALGORITHMS�INVOLVED�IN�ANY�OTHER�WAY�THAN�DIRECT�USE�WITH�THE�SOFTWARE�
� 
��2ESELL�THE�SOFTWARE�DIRECTLY�WITHOUT�AN�INITIAL�AGREEMENT�WITH�!CTIVE#AMPAIGN
� 
��3UB
,ICENSE�OR�RENT�ANY�AREA�OF�THE�SOFTWARE��SCRIPT��OR�ANY�PART�OF�THE�SOFTWARE�PACKAGE�
� � ��5SERS�!LLOWED�"Y�$EFAULT�7ITH�A�3INGLE�,ICENSE
� 
��4RANSFER�OWNERSHIP�OF�THE�SOFTWARE�
� 
��#LAIM�OWNERSHIP�AND�OR�CREATION�OF�THE�SOFTWARE��
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�7(!4�7%�-!9�$/
!CTIVE#AMPAIGN�RESERVES�THE�RIGHT�TO�MONITOR�YOUR�LICENSE�USAGE��4HIS�INCLUDES�THE�MONITORING�OF�YOUR�LICENSE�AND�WE�WILL�
NEVER�COLLECT�ANY�INFORMATION�BEYOND�LICENSE�INFORMATION�SUCH�AS�SERIAL���S�AND�LOCATIONS�OF�USAGE��!CTIVE#AMPAIGN�ALSO�
RESERVES�THE�RIGHT�TO�VOID�YOUR�TECHNICAL�SUPPORT�UPGRADES�AND�OR�PURSUE�LEGAL�ACTION�IF�ANY�PART�OF�THIS�LICENSE�AGREEMENT�
HAS�BEEN�VIOLATED�
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4HIS�LICENSE�AGREEMENT�IS�AUTOMATICALLY�ACTIVATED�UPON�PAYMENT�AND�UPON�RECEIVING�THE�!CTIVE#AMPAIGN�SOFTWARE��9OU�
MAY�TERMINATE�THIS�AGREEMENT�BY�ERASING�ALL�COPIES�OF�THE�SOFTWARE��4HIS�INCLUDES�ALL�SOURCE�lLES��DOCUMENTATION��AND�
DATABASE�STRUCTURES�
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)N�NO�EVENT�SHALL�!CTIVE#AMPAIGN�BE�LIABLE�FOR�ANY�DAMAGES�AND�OR�LOSSES�INCLUDING�SECURITY�ISSUES��DATA��BUGS��LOSSES��
OR�ANY�OTHER�DAMAGES��

)F�YOU�HAVE�A�SITUATION�IN�WHICH�YOU�FEEL�YOU�MAY�BE�CONmICTING�WITH�THE�LICENSE�AGREEMENT��PLEASE�CONTACT�
LICENSES ACTIVECAMPAIGN�COM�WITH�THE�SOFTWARE�TITLE�AND�ANY�APPLICABLE�INFORMATION��%ACH�SITUATION�IS�MET�ON�A�CASE
BY

CASE�BASIS�
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)NTRODUCTION

�
�
!LL�%
MAIL�MARKETING�COMBINES�FEATURE�RICH��PROFESSIONAL�MAILING�LIST�MANAGEMENT�WITH�SUPREME�
EASE�OF�USE���%FFECTIVELY�MANAGE�YOUR�LISTS�UTILIZING�ALL�THE�ESSENTIAL�FEATURES�YOU�WOULD�EXPECT�FROM�A�
FRONT�OF�THE�LINE�EMAIL�MARKETING�SOLUTION���3AVE�TIME�AND�MONEY�WHILE�ENHANCING�THE�QUALITY�OF�YOUR�
MARKETING���!DVANCED�FEATURES�AND�STATISTICAL�TRACKING�ABILITIES�ALLOW�YOU�TO�GAUGE�THE�EFFECTIVENESS�
OF�YOUR�MARKETING�CAMPAIGNS���!�USER�FRIENDLY�INTERFACE��INCLUDING�MULTIPLE�VIEWING�OPTIONS��MAKE�
FEATURES�ACCESSIBLE�TO�AN�EVEN�WIDER�AUDIENCE���%MAIL�MARKETING�CAN�HELP�YOU�REALIZE�YOUR�GROWTH�
POTENTIAL��

3YSTEM�2EQUIREMENTS
� 0(0

� � �����OR�ABOVE�PREFERRED�	

� � !BILITY�TO�USE�0(0�MAIL�	�FUNCTION�
� � �!VAILABLE�BY�DEFAULT	

� � SET?TIME?LIMIT�	�FUNCTION
� � �!VAILABLE�BY�DEFAULT	

� � SAFE?MODE�TURNED�OFF
� � �!VAILABLE�BY�DEFAULT	

� -Y3QL

� � ������OR�ABOVE�PREFERRED�	

� � !BILITY�TO�SET�A�CRONJOB�IS�REQUIRED�FOR�THE�SCHEDULE�SENDING�FEATURES�

)NTERNET�%XPLORER����WITH�7INDOWS�/PERATING�3YSTEM�REQUIRED�TO�USE�OPTIONAL�793)79'�TEXT�EDITOR�


,IST�3IZE���3ENDING�3PEED
3ENDING�TIMES�DEPEND�ON�MANY�FACTORS�INCLUDING�SERVER�RESOURCES��LIST�SIZE��AVAILABLE�BANDWIDTH��
SERVER�CONlGURATION��PHP�MYSQL�CONlGURATION�AND�MORE�
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5NIX�,INUX�3ETUP�
� 5NZIP�THE���ALL�ZIP�lLE�

� 5PLOAD�THE�MAIN�DIRECTORY�h��ALLv�TO�YOUR�WEB�SERVER�
� � 50,/!$�!,,�&),%3�).�").!29�-/$%�/.,9�
� � 9OU�MAY�CHANGE�THE�DIRECTORY�NAME�h��ALLv�TO�WHAT�YOU�CHOOSE�

� 
#(-/$�ENGINE�INC�PHP�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����

� 
#(-/$�THE�FOLDER�IMAGES�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����
� 
#(-/$�THE�FOLDER�BACKUPS�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����
� 
#(-/$�THE�FOLDER�ATTACH�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����
� 
#(-/$�THE�FOLDER�GTMP�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����
� 
#(-/$�THE�FOLDER�TMP?IMP�LOCATED�IN�THE�MAIN���ALL�ADMIN�DIRECTORY�TO�����

� 2UN���OPEN�THE�INSTALL�PHP�lLE�LOCATED�IN����ALL�ADMIN�INSTALL�PHP�VIA�YOUR�WEB�BROWSER�
� #OMPLETE�ON
SCREEN�INSTRUCTIONS�
�
� 9OUR�BASIC�SETUP�IS�COMPLETE�
� 4O�LOGIN�TO�YOUR�ADMIN�CONTROL�PANEL�POINT�YOUR�BROWSER�TO�YOUR��
�
!LL�DIRECTORY�

� ��./4)#%��
� &OR�ADDITIONAL�SETUP�TO�UTILIZE�FEATURES�SUCH�AS�3CHEDULE�3ENDING��!UTO
2ESPONDERS��
� 3ENDING�-ONITORING��AND�AUTOMATED�BOUNCED�EMAIL�CHECKING��PLEASE�VIEW�CRON?SETUP�TXT
�
� 
#(-/$���4O�#HANGE�PERMISSIONS�

7INDOWS�3ETUP�
� 5NZIP�THE���ALL�ZIP�lLE�

� 5PLOAD�THE�MAIN�DIRECTORY�h��ALLv�TO�YOUR�WEB�SERVER�
� � 50,/!$�!,,�&),%3�).�").!29�-/$%�/.,9�
� � 9OU�MAY�CHANGE�THE�DIRECTORY�NAME�h��ALLv�TO�WHAT�YOU�CHOOSE�

� 2UN���OPEN�THE�INSTALL�PHP�lLE�LOCATED�IN����ALL�ADMIN�INSTALL�PHP�VIA�YOUR�WEB�BROWSER�
� #OMPLETE�ON
SCREEN�INSTRUCTIONS�

� 9OUR�BASIC�SETUP�IS�NOW�COMPLETE
� 4O�LOGIN�TO�YOUR�ADMIN�CONTROL�PANEL�POINT�YOUR�BROWSER�TO�YOUR���ALL�DIRECTORY�

� ��./4)#%��
� &OR�ADDITIONAL�SETUP�TO�UTILIZE�FEATURES�SUCH�AS�3CHEDULE�3ENDING��!UTO
2ESPONDERS��3ENDING�
� -ONITORING��AND�AUTOMATED�BOUNCED�EMAIL�CHECKING��PLEASE�VIEW�CRON?SETUP�TXT
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\�'ENERAL�3ETTINGS

#ENTRAL�,ANGUAGE�&ILE
�
�
!LL�IS�NOT�LIMITED�TO�%NGLISH��7ITH�THE�CENTRAL�LANGUAGE�lLE��ALL�TEXT�IS�LOCATED�IN�A�SINGLE�SOURCE�
PAGE�THAT�YOU�MAY�EASILY�ADJUST�TO�YOUR�LANGUAGE�AS�NEEDED��/R�USE�OUR�PRE
EXISTING�LANGUAGE�lLES�
FOR�THE�FOLLOWING�LANGUAGES��%NGLISH��#HINESE��$UTCH��&RENCH��'ERMAN��AND�3PANISH��

4O�CHANGE�THE�PRESET�LANGUAGE�lLE
!FTER�LOGGING�ON��USING�YOUR�ADMINISTRATIVE�USERNAME�AND�PASSWORD��CLICK�ON�h3CRIPT�3ETTINGSv�UNDER�
h!DMIN�3ETTINGSv�ON�THE�MENU�TO�THE�LEFT���5SE�ONE�OF�THE�PRE
EXISTING�LANGUAGE�lLES�FROM�THE�DROP�
DOWN�MENU�BELOW�h,ANGUAGE�v��/R�SCROLL�DOWN�TO�h#USTOMv�IF�YOU�ARE�USING�ANOTHER�LANGUAGE���

4O�TRANSLATE�THE�SOFTWARE�INTO�YOUR�LANGUAGE
/PEN�THE�LANG�FOLDER�AND�CLICK�ON�CUSTOM�PHP�IN�YOUR���ALL�FOLDER���%DIT�THE�lLE�TO�CUSTOMIZE�IT�TO�YOUR�
OWN�LANGUAGE���3AVE�AND�CLOSE�THE�CUSTOM�PHP�lLE���!FTER�SELECTING�THE�LANGUAGE�THAT�S�RIGHT�FOR�YOU��
CLICK�ON�h3AVE�#HANGES�v�����
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"RANDING��
�
!LL
9OU�CAN�CHANGE�THE�LOGO��RENAME�THE�SOFTWARE��AND�FURTHER�BRAND�THE�SCRIPT�TO�YOUR�COMPANY�BY�
OPENING�THE�BRAND�INC�lLE���)NSTRUCTIONS�ARE�COMMENTED������FOLLOWED�BY�TEXT	�AND�EASY�TO�FOLLOW�

/PEN�UP�YOUR���ALL�FOLDER�AND�CLICK�ON��ADMIN�BRAND�INC�PHP���$ETAILED�INSTRUCTIONS�GUIDE�YOU�
THROUGH�EVERY�STEP�OF�THE�BRANDING�PROCESS���3ET�THE�NAME�OR�TITLE�OF�THE�MAILING�LIST�ADMINISTRATION�
AREA���"Y�DEFAULT��IT�IS��
�
!LL�"ROADCAST�%
MAIL�3OFTWARE���3UBSTITUTE�THE�DEFAULT�BRAND�LOGO�WITH�YOUR�
OWN�LOGO���!DDITIONAL�lELDS�ALLOW�YOU�TO�ADD�YOUR�BRAND�COPYRIGHT��BRAND�LINKS��AND�BRAND�MORE�

3ETTING�UP�#RONJOBS�
9OU�ARE�ABLE�TO�SET�A�CRONJOB�FOR�THE�FOLLOWING�lLES�TASKS�

CRON�PHP�� � � 
�2EQUIRED�FOR�SCHEDULED�SENDING�AND�WILL�ALSO�ELIMINATE
� � � � SERVER�TIMEOUTS�WHILE�SENDING�MAILINGS�

CRON?BOUNCE�PHP�� � 
�!UTOMATICALLY�RUNS�BOUNCED�EMAIL�CHECKER�

CRON?RESPONDER�PHP�� 
�2EQUIRED�FOR�AUTO
RESPONDERS�
� � � � �.OT�REQUIRED�FOR�INSTANT�AUTO
RESPONDERS	

CRON?POP�PHP� ���� 
�&OR�SUBSCRIBE�UNSUBSCRIBE�BY�EMAIL

3ETUP�

�	�3ET�PERMISSIONS�OF�THE�CRON�lLE�TO�BE�USABLE�VIA�CRON�
� #HMOD�CRON�lLE�TO����
�	�%NSURE�THAT�THE�lRST�LINE�OF�THE�CRON�lLE�IS�THE�LOCATION�OF�PHP�ON�THE�SERVER�
� $EFAULT�lRST�LINE�ENTRY�ON�THIS�lLE�IS�
� ���USR�LOCAL�BIN�PHP�
Q
� 4HE��USR�LOCAL�BIN�PHP�SHOULD�BE�THE�LOCATION�OF�PHP
0AGE��



�	�!DD�A�CRON�JOB�TO�RUN�THE�CRON�lLE�AS�OFTEN�AS�YOU�REQUIRE�
� 3UGGESTED�TIMES�FOR�RUNNING�CRON�
� CRON�PHP�EVERY����MINUTES
� CRON?BOUNCE�PHP�EVERY����HRS
� CRON?RESPONDER�PHP�EVERY����MINUTES

)F�YOU�ARE�UNSURE�HOW�TO�SET�THE�CRONJOB�TO�RUN��IT�IS�SUGGESTED�TO�CONTACT�YOUR�WEB�HOST�OR�
SYSTEM�ADMINISTRATOR�

9OU�SHOULD�NOT�SET�YOUR�CRON�JOB�TO�RUN�UNDER���MINUTES

.EED�ADDITIONAL�HELP�WITH�SETTING�UP�A�CRON�JOB�
7E�SUGGEST�TO�CONTACT�YOUR�WEB�HOST�SYSTEM�ADMIN�OR
VIEW�SOME�OF�THE�RESOURCES�BELOW�
HTTP���DAVID�DPITTS�COM�ARCHIVES��������HTML
HTTP���WWW�LINUX
TUTORIAL�INFO�CGI
BIN�DISPLAY�PL������������
HTTP���WWW�LINUXJOURNAL�COM�ARTICLE�PHP�SID�����
HTTP���WWW��WEBHELP�NET�TUTORIALS�MISC�CRON�PHP
HTTP���WWW�PHPFREAKS�COM�TUTORIALS������PHP

&ILES�4HAT�#AN�"E�-ODIlED
&OR�GREATER�CUSTOMIZATION��INCLUDING�BETTER�WEB�SITE�INTEGRATION��THE�FOLLOWING�IS�A�LIST�OF�lLES�THAT�CAN�
BE�MODIlED�

0UBLIC
� ��INDEX�PHP� � �MAIN�PUBLIC�INDEX�PAGE���LAYOUT	
� ��ARCHIVE�PHP� � �PUBLIC�ARCHIVE	
� ��BOX?PRESET�PHP� �DEFAULT�SUBSCRIPTION�FORM�LAYOUT	
� ��P?F�PHP� � �FORWARD�TO�FRIEND	
� ��P?M�PHP� � �UPDATE�SUBSCRIPTION�DETAILS	
� ��P?V�PHP� � �WEB�VIEWABLE�COPY�OF�MESSAGE	
� ��TEMPLATE�SUBSCRIBE?CONlRM�PHP� �DEFAULT�CONlRMATION�PAGE	
� ��TEMPLATE�DEFAULT�CSS� �GENERAL�#33�SETTINGS	

!DMIN
� ��ADMIN�TEMPLATE�TOP�PHP��TOP�HEADER�OF�ADMIN�INTERFACE	
� ��ADMIN�TEMPLATE�BOT�PHP��BOTTOM�FOOTER�OF�ADMIN�INTERFACE	

\�,IST�3ETTINGS�

'ENERAL

4O�CONTROL�YOUR�GENERAL�LIST�SETTINGS�CHOOSE�h'ENERALv�UNDER�h,IST�3ETTINGSv�ON�THE�MENU�AT�THE�TOP���
9OU�CAN�NAME�THE�NEWSLETTER�AND�SET�THE�SENDER�S�EMAIL�ADDRESS���9OU�CAN�CHOOSE�BETWEEN�THE�FOL

LOWING�LANGUAGE�OPTIONS��%NGLISH��#HINESE��$UTCH��&RENCH��'ERMAN��3PANISH��AND�#USTOM���&OR�MORE�
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ON�CUSTOMIZED�LANGUAGE�SETTINGS�SEE�h#ENTRAL�,ANGUAGE�&ILE�v

9OU�CAN�SET�MAXIMUM�IMAGE�UPLOAD��ATTACHMENT�SIZE��AND�MEMBERS�ALLOWED��9OU�CAN�DETERMINE�
ACCEPTABLE�lLE�FORMATS��NUMBER�OF�E
MAILS�PERMITTED�TO�SEND��LIST�EXPIRATION�DATE��SENDING�FORMATS�
ALLOWED��WHETHER�TO�KEEP�DEFAULT�STATUS�OF�AUTOMATIC�UNSUBSCRIPTION�LINK�CHECK�BOX��AND�NUMBER�OF�
ATTACHMENTS�ALLOWED�PER�MAILING���9OU�CAN�SPECIFY�AN�ADDRESS�TO�SEND�COPIES�OF�MAILINGS���9OU�CAN�
ALSO�HAVE�EMAIL�ALERTS�SENT�TO�YOU�WHEN�A�NEW�USER�SUBSCRIBES��

9OU�CAN�SET�PERMISSIONS�FOR�THE�ABILITY�TO�UPLOAD�IMAGES�AND�ATTACHMENTS��GENERATE�(4-,�&ORM�
#ODE��USE�TEMPLATES��LINK�TRACKING��AND�OPEN�READ�TRACKING��PERSONALIZE�MAILINGS��BLOCK�SUBSCRIBERS��
CHANGE�DOUBLE�OPT
IN�OUT��RE�QUEUE�MAILINGS��SCHEDULE�MAILINGS��HIDE�LIST�FROM�DEFAULT�SUBSCRIPTION�
PAGE��AND�ALLOW�DUPLICATES���7HEN�YOU�HAVE�COMPLETED�SETTING�YOUR�GENERAL�LIST�SETTINGS�CLICK�ON�
h3AVE�#HANGES�v

/PT�)N�/UT�
/PT
)N�/UT�SETTINGS�ALLOW�YOU�TO�CONlRM�THAT�THE�EMAIL�ADDRESS�ATTEMPTING�TO�SUBSCRIBE�ACTUALLY�IS�
THE�OWNER�OF�THE�ADDRESS���7HEN�TURNED�ON�A�MESSAGE��THAT�YOU�SPECIFY	�WILL�BE�SENT�TO�THE�POTENTIAL�
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SUBSCRIBER�S�EMAIL�ADDRESS���4HIS�EMAIL�CONTAINS�A�LINK�THAT�THE�SUBSCRIBER�MUST�CLICK�ON�FOR�THE�EMAIL�
ADDRESS�TO�BE�SUBSCRIBED���)F�THE�LINK�IS�NOT�CLICKED�ON�THE�EMAIL�WILL�NOT�BE�PART�OF�THE�LIST���9OU�ARE�
ABLE�TO�ENTER�THE�EMAIL�ADDRESS�IT�IS�FROM��SUBJECT��AND�CUSTOMIZE�THE�ENTIRE�MESSAGE�THE�USER�RE

CEIVES�FOR�BOTH�THE�OPT
IN�AND�OPT
OUT�MESSAGES���!DDITIONALLY��YOU�CAN�TURN�EITHER�OR�ON�OFF�AS�YOU�
LIKE���)%��/PT
)N�/N�AND�/PT
OUT�/FF�

4O�TURN�THIS�ON�OFF�CLICK�ON�h/PT
)N�/UT�3ETTINGSv�UNDER�h,IST�3ETTINGv�ON�THE�ADMINISTRATIVE�MAIN�
PAGE���4O�TURN�THEM�ON�SELECT�h9ESv�OR�TURN�THEM�OFF�SELECTING�h.O�v�4HE�793)7'�TEXT�EDITOR�ON�THE�
PAGE�ALLOWS�YOU�TO�CUSTOMIZE�YOUR�/PT
)N�/PT
/FF�MESSAGE���#LICK�ON�h0ERSONALIZEv�TO�EASILY�ENTER�
TAGS�TO�A�NUMBER�OF�lELDS��h3UBSCRIBER�S�.AMEv��h3UBSCRIBER�S�%MAILv��h3UBSCRIBER�S�)0��h5PDATE�0RO

lLE�,INKv��AND�h5NSUBSCRIBE�,INK���7HEN�YOUR�MESSAGES�ARE�SPECIlED�TO�YOUR�LIKING��CLICK�ON�h3AVE�
#HANGEv�TO�UPDATE�YOUR�MAILING�LIST�

3UBSCRIBER�&IELDS
9OU�CAN�GET�ADDITIONAL�SUBSCRIBER�INFORMATION�FROM�YOUR�SUBSCRIPTION�FORMS�BY�ADDING�ADDITIONAL�
SUBSCRIBER�lELDS���4HESE�SUBSCRIBER�lELDS�ARE�USED�TO�GATHER�ADDITIONAL�INFORMATION�BEYOND�NAME�
AND�EMAIL����9OU�CAN�GATHER�SUBSCRIBER�INFORMATION�USING�RADIO�BUTTONS��CHECK�BOXES��TEXT�lELDS��TEXT�
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BOXES��AND�DROP�DOWNS���9OU�CAN�SPECIFY�A�DEFAULT�VALUE�AND�CHOOSE�WHETHER�OR�NOT�TO�REQUIRE�YOUR�
SUBSCRIBERS�TO�ENTER�IN�THE�ADDITIONAL�INFORMATION���9OU�CAN�EVEN�APPLY�THESE�SUBSCRIBERS�TO�OTHER�
LISTS�THAT�YOU�HAVE�SET�UP���3ELECT�ALL�THE�LISTS�YOU�WANT�TO�APPLY�SUBSCRIBER�lELDS�TO�BY�HOLDING�DOWN�
ON�THE�h#TRLv�BUTTON���9OU�CAN�ADD�ANY�NUMBER�OF�THESE�OPTIONAL�lELDS���

#LICK�ON�h3UBSCRIBER�&IELDSv�UNDER�h,IST�3ETTINGS�ON�THE�MENU�AT�THE�TOP���5SE�THE�DROP�DOWN�MENU�
UNDER�h!DD�A�NEW�lELDv�TO�ADD�SUBSCRIBER�lELDS�THAT�INCLUDE�TEXT�BOX�lELDS��TEXT�lELDS��CHECK�BOX�
lELDS��RADIO�BUTTON�lELDS��AND�DROP�DOWN�lELDS���

"LOCKING�!DDRESSES
"LOCK�ANY�ADDRESS�FROM�SUBSCRIBING�TO�YOUR�LIST���#LICK�ON�h"LOCKED�!DDRESSESv�TO�VIEW�A�LIST�OF�ANY�
BLOCKED�ADDRESSES���!DD�TO�THIS�LIST�BY�TYPING�NEW�ADDRESSES�INTO�THE�TEXT�lELD�AND�CLICKING�ON�h3AVE�
#HANGES�v��!DDRESSES�SHOULD�BE�SEPARATED�WITH�A�RETURN���NEW�LINE���4HIS�FEATURE�IS�USEFUL�FOR�KEEP

ING�OUT�UNWANTED�SUBSCRIBERS���
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2EMOVE�,IST

4O�REMOVE�A�LIST�GO�INSIDE�THAT�LIST�AND�CLICK�ON�h2EMOVE�,ISTv�UNDER�h,IST�3ETTINGS�v��9OU�WILL�BE�
ASKED�TO�CONlRM�WHETHER�YOU�WANT�TO�REMOVE�THIS�LIST���/NCE�REMOVED��THE�LIST�CAN�NOT�BE�BROUGHT�
BACK�

�

%MAIL�(EADERS

9OU�CAN�ADD�SPECIlED�INFORMATION�TO�CUSTOM�EMAIL�HEADERS�THAT�ARE�ADDED�WITHIN�EACH�OF�YOUR�MAIL

INGS��9OU�CAN�UPDATE�THE�NAME�OF�THE�MAILING��HEADER�INFORMATION�AND�THE�DATE�THAT�THE�MAILING�WAS�
CREATED��9OU�CAN�ALSO�CREATE�NEW�CUSTOM�EMAIL�HEADERS�WITH�NAME�AND�HEADER�INFORMATION�
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3UBSCRIBE�5NSUBSCRIBE�BY�%MAIL
9OU�CAN�SET�UP�ANY�NUMBER�OF�0/0�ACCOUNTS�FOR�SUBSCRIBING�AND�UNSUBSCRIBING�TO�EMAILS���4HIS�WAY�
YOUR�SUBSCRIBERS�CAN�SEND�THEIR�FORM�INFORMATION�DIRECTLY�TO�A�SPECIlED�EMAIL�ADDRESS���

#LICK�ON�h0/0�!CCOUNTSv�UNDER�h,IST�3ETTINGSv�ON�THE�MENU�AT�THE�TOP��4YPE�IN�THE�REQUIRED�TEXT�
lELDS��%MAIL�!DDRESS��0/0�3ERVER��5SER��0ORT��AND�0ASS����5SE�THE�DROP�DOWN�TO�SPECIFY�WHETHER�THIS�
0/0�ACCOUNT�IS�TO�BE�USED�FOR�SUBSCRIBERS�OR�UNSUBSCRIBERS���

�'ENERAL�2EPORTS�

/NE�WAY�TO�GAUGE�THE�EFFECTIVENESS�OF�YOUR�MARKETING�CAMPAIGN�IS�THROUGH�A�SERIES�OF�GENERAL�RE

PORTS���4HESE�REPORTS�FEATURE�DETAILED�GRAPHS�FOR�THE�FOLLOWING�����$AY�3UBSCRIPTION�4REND�����$AY�
-AILINGS�4REND��,IST�#OMPARISONS�n�3UBSCRIBERS��AND�,IST�#OMPARISONS
�-ESSAGES�3ENT���4O�VIEW�
THESE�GRAPHS�CLICK�ON�h'ENERAL�2EPORTSv�UNDER�h,IST�3ETTINGS�ON�THE�MENU�AT�THE�TOP���&IND�THE�REPORT�
THAT�YOU�ARE�LOOKING�FOR�AND�THEN�CLICK�ON�h.EXT�v
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���$AY�3UBSCRIPTION�4REND

�

���$AY�-AILINGS�4REND

,IST�#OMPARISONS
�3UBSCRIBERS
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,IST�#OMPARISONS
�-ESSAGES�3ENT

���

\�3UBSCRIBERS

5SING�THE�!DD�&ORM
#LICK�ON�h!DDv�UNDER�h3UBSCRIBERSv�ON�THE�MENU�AT�THE�TOP�OF�THE�CONTROL�PANEL���9OU�CAN�TYPE�IN�THE�
EMAIL�ADDRESS�AND�NAME�OF�THE�SUBSCRIBER���!NY�SUBSCRIBER�lELDS�THAT�YOU�HAVE�ALREADY�SETUP�WILL�AP

PEAR�HERE�AS�WELL���&ILL�IN�THE�REQUIRED�OPTIONAL�lELDS�FOR�SUBSCRIBERS�ACCORDINGLY�
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&INDING�3UBSCRIBERS�
3ELECT�h6IEW���-ODIFYv�UNDER�h3UBSCRIBERSv�ON�THE�MENU�AT�THE�TOP�TO�VIEW�YOUR�SUBSCRIBERS�IN�LIST�
FORMAT���3EARCH�THROUGH�THE�LIST�TO�lND�THE�SUBSCRIBERS�YOU�ARE�LOOKING�FOR��9OU�CAN�ARRANGE�YOUR�LIST�
OF�SUBSCRIBERS�IN�ORDER�BY�EMAIL��NAME��OR�DATE���4O�DELETE�A�SUBSCRIBER�CHECK�THE�BOX�BY�THEIR�EMAIL�
AND�CLICK�hDELETE�CHECKED�v��4HERE�IS�ALSO�AN�h%DITv�OPTION�AND�IF�YOU�CLICK�ANY�lELD�AROUND�THE�SUB

SCRIBER�LINE�YOU�CAN�VIEW�DETAILED�INFORMATION��4HIS�INFORMATION�INCLUDES��$ATE�OF�3IGNUP��#OMPUTER�
$ETAILS��INCLUDING�/3�AND�BROWSER	��)0�!DDRESS��AND�3TATUS��

���
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3EARCH

3ELECT�h3EARCHv�UNDER�h3UBSCRIBERSv�ON�THE�MENU�AT�THE�TOP�TO�BEGIN�SEARCHING�FOR�SUBSCRIBERS���9OU�
CAN�SEARCH�THROUGH�YOUR�LIST�OF�SUBSCRIBERS�BY�NAME��EMAIL��AND�OPTIONAL�lELDS���%NTER�IN�YOUR�SEARCH�
TERM�AND�THEN�USE�THE�DROPDOWN�TO�SEARCH�BY�NAME�AND�EMAIL�

)MPORTING
%ASILY�IMPORT�YOUR�SUBSCRIBER�S�DATA�SUCH�AS�EMAIL��NAME��AND�OPTIONAL�lELDS�USING�A�SIMPLE�COPY�
PASTE�METHOD�OR�VIA�A�lLE�FROM�YOUR�COMPUTER���3ELECT�FROM�A�LIST�OF�IMPORTING�OPTIONS��)F�YOU�ARE�ONLY�
IMPORTING�EMAIL�ADDRESSES�YOU�WILL�BE�TAKEN�TO�A�BASIC�IMPORTING�PAGE��/N�THIS�PAGE�YOU�CAN�CUT�AND�
PASTE�FROM�A�LIST�OF�lLES�OR�IMPORT�A�LIST�FROM�A�lLE��&OLLOW�THE�FORMATTING�OPTIONS�ON�THE�SCREEN��9OU�
CAN�CUSTOMIZE�THE�FORMAT�AS�YOU�SEE�lT��)F�YOU�ARE�IMPORTING�A�LIST�WHICH�HAS�A�VARYING�FORMAT�YOU�
CAN�SET�THE�PREFERENCES�IN�ACCORD�WITH�WHAT�YOU�HAVE��9OU�CAN�CHOOSE�WHETHER�TO�SEND�CONlRMATION�
MAILING�/PT
)N	�TO�SUBSCRIBERS�THAT�YOU�ARE�IMPORTING�INTO�YOUR�LIST�OR�TO�NOT�TO�IMPORT�DATA�FROM�SUB

SCRIBERS�WHO�HAVE�UNSUBSCRIBED�IN�THE�PAST��9OU�CAN�ALSO�CHOOSE�WHETHER�YOU�WANT�THE�DATA�THAT�
YOU�ARE�IMPORTING�TO�GO�TO�YOUR�SUBSCRIBED�LIST�OR�YOUR�UNSUBSCRIBED�LIST��
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&OR�ALL�OTHER�SELECTIONS�YOU�WILL�BE�TAKEN�TO�AN�ADVANCED�IMPORTING�PAGE��9OU�CAN�CHOOSE�WHETHER�
TO�SEND�CONlRMATION�MAILINGS��/PT
)N	�TO�SUBSCRIBERS�THAT�YOU�ARE�IMPORTING�INTO�YOUR�LIST�OR�TO�NOT�TO�
IMPORT�DATA�FROM�SUBSCRIBERS�WHO�HAVE�UNSUBSCRIBED�IN�THE�PAST���9OU�CAN�ALSO�CHOOSE�WHETHER�YOU�
WANT�THE�DATA�THAT�YOU�ARE�IMPORTING�TO�GO�TO�YOUR�SUBSCRIBED�LIST�OR�YOUR�UNSUBSCRIBED�LIST���

)N�!DVANCED�)MPORTING�MODE��AS�IN�BASIC��CHECK�h2EQUIRE
/PT�)Nv�IF�YOU�WANT�YOUR�USERS�TO�BE�RE

QUIRED�TO�CONlRM�THEIR�SUBSCRIPTION�BY�CLICKING�ON�A�LINK�TO�BE�EMAILED�TO�THEM���)F�YOU�CHECK�THIS�
BOX��ENSURE�THAT�YOU�HAVE�YOUR�CONlRMATION�MAILINGS�TURNED�ON�AND�SET�TO�YOUR�PREFERENCES���!LSO�
VERIFY�YOUR�OPT
IN���OUT�SETTINGS�ARE�SET�LIKEWISE����

"Y�CHECKING�h$O�NOT�IMPORT�ADDRESSES�WHICH�HAVE�BEEN�UNSUBSCRIBED�IN�THE�PASTv�ALL�EMAIL�AD

DRESSES�PREVIOUSLY�UNSUBSCRIBED�IN�THE�PAST�WILL�NOT�BE�IMPORTED��4HIS�ONLY�INCLUDES�EMAIL�ADDRESSES�
THAT�WERE�UNSUBSCRIBED�BY�THE�USER���%MAIL�ADDRESSES�THAT�WERE�UNSUBSCRIBED�BY�THE�ADMIN�ARE�STILL�
IMPORTED��



"ROWSE�TO�lND�IMPORT�LIST���)MPORTING�FROM�A��#36�lLE�IS�A�SIMPLE�MATTER�OF�ALIGNING�THE�lRST�ROW�AND�
COLUMNS�OF�YOUR�lLE�WITH�YOUR�SUBSCRIBER�lELDS�USING�A�SIMPLE�DROP�DOWN�METHOD��9OU�DO�NOT�HAVE�
TO�SPECIFY�AN�IDENTIlER�LINE�$ATA�CAN�TAKE�ALL�FORMS��4HERE�IS�NO�SPECIlC�REQUIREMENT��

&OR�EXAMPLE�ALL�OF�THE�FOLLOWING�WOULD�WORK�

SOMETHING�lELD�SOMETHING�ANOTHER
hEMAILv�vSECONDv�vTHIRDv
EMAIL�vA�NAMEv�LAST�lELD
AND�MORE����

9OU�DO�NOT�HAVE�TO�ENTER�THE�DELIMINATOR�OR�THE�ENCLOSURE�CHARACTER��)T�AUTO
DETECTS�BOTH��)F�ONE�ROW�
IS�INVALID�THE�PROCESS�WILL�NOT�STOP�ENTIRELY�
9OU�CAN�CHOOSE�WHETHER�TO�SEND�CONlRMATION�MAILINGS��/PT
)N	�TO�SUBSCRIBERS�THAT�YOU�ARE�IMPORTING�
INTO�YOUR�LIST�OR�TO�NOT�TO�IMPORT�DATA�FROM�SUBSCRIBERS�WHO�HAVE�UNSUBSCRIBED�IN�THE�PAST���9OU�CAN�
ALSO�CHOOSE�WHETHER�YOU�WANT�THE�DATA�THAT�YOU�ARE�IMPORTING�TO�GO�TO�YOUR�SUBSCRIBED�LIST�OR�YOUR�
UNSUBSCRIBED�LIST���
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%XPORTING
4HE�EXPORTING�FEATURE�ALLOWS�YOU�TO�EASILY�EXPORT�YOUR�SUBSCRIBERS�INTO�A��#36�lLE���#LICK�ON�h%XPORTv�
UNDER�h3UBSCRIBERSv�ON�THE�MENU�TO�THE�LEFT��#OPY�AND�0ASTE�INTO�A�TEXT�BOX�OR�EXPORT�INTO�A��#36�
lLE�BY�CLICKING�ON�h%XPORT�TO��#36�lLE����4HE�SUBSCRIPTION�DATE�IS�INCLUDED�IN�THE��#36�lLE

\�-ESSAGES

3ENDING�A�-ESSAGE
/NCE�YOU�HAVE�SETUP�YOUR�LIST���OBTAINED�OR�INSERTED�A�SUBSCRIBER�BASE��YOU�ARE�READY�FOR�BROADCAST�
MAILING���&OR�INFORMATION�ON�HOW�TO�DO�THIS�SEE�ADDING�E
MAIL�ADDRESSES���,ARGER�LISTS�MAY�REQUIRE�
ADDITIONAL�CRON�JOB�SETUP�TO�EASE�MESSAGE�SENDING�
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4O�SEND�A�MESSAGE�FOR�YOUR�SELECTED�LIST��CLICK�ON�h#REATE�.EW�-ESSAGEv�UNDER�h-ESSAGESv�ON�THE�
MENU�AT�THE�TOP����9OU�HAVE�THE�CHOICE�OF�THREE�FORMATS�FROM�WHICH�TO�SEND�YOUR�MAILING��)T�IS�RECOM

MENDED�THAT�YOU�SEND�USING�THE�(4-,�AND�4EXT�COMBINATION���-OST�CLIENTS�SUPPORT�THIS�OPTION�

�
-ULTI
&ORMAT��-)-%	��(4-,�AND�4EXT

4HIS�FORMAT�ALLOWS�YOU�TO�SEND�THE�MESSAGE�IN���DIFFERENT�FORMATS���/NE�FORMAT�IS�(4<-,�CAPABLE�
AND�THE�OTHER�IS�TEXT
ONLY���"OTH�VERSIONS�ARE�EMBEDDED�IN�A�SINGLE�E
MAIL�AND�THE�USER�S�E
MAIL�CLIENT�
DECIDES�WHICH�VERSION�THE�USER�IS�CAPABLE�OF�VIEWING���)F�THE�USER�HAS�AN�(4-,�CAPABLE�E
MAIL�CLI

ENT�IT�WILL�DISPLAY�THE�(4-,�VERSION���/THERWISE�IT�WILL�DISPLAY�THE�TEXT�ONLY���)F�THE�USER�S�E
MAIL�CLIENT�
DOES�NOT�SUPPORT�-)-%�E
MAILS�IT�WILL�DISPLAY�BOTH�VERSIONS�

(4-,�/NLY

!LLOWS�YOU�TO�SEND�AN�(4-,�FORMATTED�E
MAIL�USING�THE�6ISUAL�4EXT�%DITOR�OR�YOUR�OWN�(4-,�CODE�

4EXT�/NLY

!LLOWS�YOU�TO�SEND�TEXT�ONLY�E
MAIL���4HIS�OPTION�DOES�NOT�SUPPORT�(4-,�TAGS�OR�THE�VISUAL�TEXT�EDI

TOR�
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7HEN�AVAILABLE�YOU�CAN�SELECT�A�TEMPLATE�TO�USE�WITH�THE�CREATION�OF�A�MESSAGE��"EGIN�BY�#LICKING�
ON�h3UBMIT�v��%NTER�THE�h3UBJECTv��h&ROMv�AND�BODY�CONTENT�IN�THE�NEXT�SCREEN��9OU�HAVE�THE�OPTION�
AT�THE�BOTTOM�TO�ENTER�BODY�TAGS�TO�ALTER�THE�BACKGROUND�COLOR���IMAGE�AND�OPTIONS�DESIGNATED�TO�
CHANGE�THE�FEEL�OF�YOUR�MESSAGE���$O�./4�ADD�HEAD�TAGS�OR�(4-,�OPEN���CLOSE�TAGS���#ERTAIN�MAIL�
SERVERS�WILL�NOT�READ�E
MAIL�WITH�THOSE�TAGS��#LICK�ON�h0REVIEW�-ESSAGEv�TO�VIEW�HOW�YOUR�MESSAGE�
SHOULD�LOOK��)F�YOU�ARE�READY�TO�SEND�CLICK�ON�h3END�.OWv��

!�SMALL�POPUP�WINDOW�MAY�OPEN���)F�SO��CLOSE�THIS�WINDOW�AS�STATED�IN�THE�WINDOW��9OUR�MESSAGE�
IS�NOW�QUEUED�AND�SENDING�HAS�BEGUN���#LICK�ON�h-ESSAGE�1UEUEv�TO�SEE�THE�MESSAGE�S�SENDING�
STATUS��4HERE�IS�NO�NEED�TO�KEEP�YOUR�BROWSER�OPEN�OR�YOUR�COMPUTERS�ON�TO�HAVE�THE�SENDING�CON

TINUE�
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2EAL
4IME�-ESSAGE�1UEUE
7ATCH�AS�YOUR�MAILINGS�ARE�SENT��4HE�VISUAL�MESSAGE�QUEUE�ALLOWS�YOU�TO�VIEW�YOUR�MESSAGE�SEND

ING�STATUS�AND�RE
�QUEUE�YOUR�MESSAGE�AS�NEEDED�

9OU�CAN�VIEW�THE�NUMBER�AND�PERCENT�OF�EMAILS�COMPLETE�ALONG�WITH�THE�NUMBER�LEFT�TO�GO����)F�SEND

ING�STALLS�OVER���MINUTES�YOU�CAN�CLICK�ON�THE�2E
1UEUE�-ESSAGE�LINK�TO�RE
START�YOUR�SENDING���$O�
./4�CLICK�ON�THIS�MESSAGE�UNLESS�IT�STOPS�SENDING�FOR���MINUTES�

%ASILY�PAUSE��STOP��OR�RESUME�YOUR�MAILINGS�IN�PROGRESS��!NYTIME�YOU�HAVE�A�MESSAGE�QUEUED�CLICK�
ON�h-ESSAGE�1UEUEv�TO�VIEW�YOUR�MESSAGE�IN�PROGRESS����!�BAR�GRAPH�DISPLAYS�THE�PROGRESS�OF�YOUR�
MAILINGS

0ERSONALIZED�-AILINGS
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#LICK�ON�h0ERSONALIZEv�ON�THE�793)7'�TEXT�EDITOR�PAGE�IN�h#REATING�.EW�-ESSAGE��TO�EASILY�APPLY�
TAGS�TO�A�NUMBER�OF�lELDS��h3UBSCRIBER�S�.AMEv��h3UBSCRIBER�S�%MAILv��h3UBSCRIBER�S�)0��h5PDATE�0RO

lLE�,INKv��h5NSUBSCRIBE�,INKv��h7EB�#OPY�,INKv��AND�h3ENT�TO�A�&RIEND�,INK�v��/R�ENTER�THEM�MANU

ALLY�

�0%23?5.35"���� 
�UNSUBSCRIBE
�0%&3?7#/09���� 
�WEB�COPY�OF�MAILING
�0%23?88888888��� 
�OPTIONAL�lELDS���
������ � � � � 8�SHOULD�BE�REPLACED�WITH�THE�OPTIONAL�lELD�ID�
�0%23?.!-%��� � 
�SUBSCRIBERS�NAME
�0%23?)0��� � 
�SUBSCRIBERS�IP�ADDRESS
�0%23?50��� � 
�UPDATE�PROlLE�SUBSCRIPTION�INFO
�0%23?&2)%.$���� 
�FORWARD�TO�A�FRIEND

&ORWARD�TO�&RIEND�&EATURE
4O�CREATE�A�LINK�THAT�ALLOWS�TO�YOU�TO�FORWARD�TO�A�FRIEND�USE�THE�TAG��0%23?&2)%.$����4HIS�DIRECTS�
YOU�TO�A�PAGE�THAT�ASKS�YOUR�NAME��FRIEND�S�EMAIL��FRIEND�S�NAME��AND�A�PERSONALIZED�MESSAGE���!FTER�
lLLING�OUT�THE�FORM�THE�FRIEND�RECEIVES�A�hTHOUGHT�YOU�MAY�BE�INTERESTED�IN�THIS�MAILINGv�LETTER�WITH�A�
LINK�ON�THE�BOTTOM���4O�CREATE�A�CLICKABLE�LINK�THAT�WILL�FORWARD�THE�MAILING�TO�A�FRIEND�YOU�CAN�USE�THE�
FORMAT�
�A�HREF�v�0%23?&2)%.$�v�#LICK�HERE�TO�FORWARD�TO�A�FRIEND��A�
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5PDATE�0ROlLE�4AG
4HE�UPDATE�PROlLE�TAG��0%23?50��CREATES�A�LINK�THAT�ALLOWS�SUBSCRIBERS�TO�UPDATE�THEIR�NAME�AND�
OPTIONAL�lELDS�ON�A�h-ODIFY�3UBSCRIBER�$ETAILSv�PAGE�WITH�THE�CLICK�OF�A�BUTTON��

7EB�#OPY�,INK�
7HEN�YOU�INSERT�A�WEB�COPY�LINK��0%&3?7#/09��YOU�CREATE�A�LINK�TO�A�WEB�VERSION�OF�THE�MAIL

ING���5SEFUL�TO�INCLUDE�IF��FOR�EXAMPLE��SUBSCRIBER�S�EMAIL�CLIENT�DOES�NOT�SUPPORT�FULL�(4-,���,INK�
TRACKING�AND�READ�OPEN�TRACKING�STILL�WORKS�WITH�THE�WEB�VERSION�
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3UBSCRIBER�&IELDS�IN�-AILINGS

�%NHANCE�THE�LOOK�AND�FEEL�OF�YOUR�MAILINGS�BY�USING�OPTIONAL�lELDS��4HESE�lELDS�ADD�A�PERSONAL�AP

PEAL�TO�YOUR�MAILINGS��9OU�CAN�CREATE�RADIO�BUTTONS��CHECK�BOXES��TEXT�lELDS��TEXT�BOXES��AND�DROP�
DOWNS�USING�YOUR�EXISTING�SUBSCRIBER�lELDS�

4O�INCLUDE�AN�OPTIONAL�lELD�IN�YOUR�MAILING�CLICK�ON�THE�h0ERSONALIZEv�BUTTON�ON�THE�MESSAGE�COM

POSITION�PAGE�AND�SELECT�THE�lELD�TO�INSERT���)N�ADDITION��YOU�CAN�CREATE�A�SENDING�lLTER���&ILTER�YOUR�
SENDING�TO�A�CERTAIN�GROUP�OF�SUBSCRIBERS��)%��SUBSCRIBERS�WITH�THE�NAME�BOB�AND�AN�OPTIONAL�lELD�
BEING�)LLINOIS	�

3CHEDULED�3ENDING
7HEN�YOU�CREATE�A�NEW�MESSAGE�YOU�HAVE�THE�OPTION�TO�SCHEDULE�SENDING���9OU�SET�YOUR�MAIL�TO�
BE�SENT�AFTER�CLICKING�ON�h0REVIEW�-ESSAGE�v��3CHEDULE�YOUR�MAIL�TO�ARRIVED�AT�A�SPECIlED�DATE�AND�
TIME��3ELECT�h9ESv�UNDER�h3CHEDULE�&OR�3ENDINGv�AND�TYPE�IN�THE�DATE��IE�USE�THE�SCROLL�DOWN�MENUS�
0AGE���



TO�SPECIFY�THE�YEAR��MONTH��DAY��HOUR�AND�MINUTE�YOUR�MESSAGE�IS�TO�BE�SENT���#LICK�ON�h3END�.OWv�
AND�A�CONlRMATION�SCREEN�TELLS�YOU�THAT�YOUR�MESSAGE�IS�NOW�IN�THE�SCHEDULED�TO�QUEUE��4O�VIEW�
YOUR�SCHEDULED�MAILING��GO�TO�h3CHEDULED�-AILINGS�v��9OUR�QUEUED�MESSAGE�APPEARS�ON�THE�SCREEN���
9OU�HAVE�THE�OPTION�TO�SEND�YOUR�MAILING�IMMEDIATELY�BY�CLICKING�ON�h&ORCE�3END�.OWv�OR�TO�REMOVE�
IT�BY�CLICKING�h$ELETE�v

5SING�!LREADY�3ENT�-ESSAGES�AS�A�4EMPLATE
#LICK�ON�h!RCHIVE�3TATSv�UNDER�h-ESSAGESv�TO�BRING�UP�A�LIST�OF�YOUR�PREVIOUSLY�SENT�MESSAGES��9OU�
CAN�ALSO�CLICK�ON�THE�h-ESSAGE�!RCHIVEv�SHORTCUT�ON�THE�LIST�STARTUP�PAGE��4O�CREATE�A�TEMPLATE�US

ING�ONE�OF�THOSE�SENT�MESSAGES�CLICK�ON�THE�h4v�TO�THE�RIGHT�OF�THE�MESSAGE�����3ELECT�ANY�ADDITIONAL�
MAILING�LISTS�TO�INCLUDE�IN�THE�MAILINGS���#LICK�ON�h3UBMIT�.EXT�v��9OUR�MESSAGE�APPEARS�AS�A�TEM

PLATE�WHICH�CAN�BE�MODIlED�USING�THE�793)7'�EDITOR���7HEN�YOUR�TEMPLATE�IS�TO�YOUR�LIKING�CLICK�ON�
h0REVIEW�-ESSAGEv�9OUR�SENT�MESSAGE�IS�NOW�A�TEMPLATE�WHICH�YOU�CAN�INCLUDE�IN�A�FUTURE�MAILING��
3END�IT�AS�YOU�WOULD�ANY�OTHER�MESSAGE���
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0REVIEWING�-ESSAGES
7HEN�YOU�PREVIEW�A�MESSAGE�YOU�CAN�VIEW�AN�(4-,�AND�A�SEPARATE�4EXT�MESSAGE�VERSION���9OU�
CAN�SEND�AT�A�SPECIlC�DATE�AND�TIME���9OU�HAVE�THE�FREEDOM�TO�ADD�ATTACHMENTS�TO�YOUR�MESSAGE��
SAVE�YOUR�MESSAGES�FOR�LATER�IF�THEY�ARE�NOT�COMPLETE���GO�BACK�AND�EDIT�IF�YOUR�MESSAGE�NEEDS�REVI

SION��AND�SEND�A�TEST�EMAIL���7HEN�YOU�ARE�lNISHED�AND�YOUR�MESSAGE�IS�COMPLETE��CLICK�ON�h3END�
.OW�v

4EST�3ENDING
"EFORE�SENDING�A�MESSAGE�YOU�CAN�RUN�A�TEST�USING�AN�EMAIL�ADDRESS�YOU�HAVE�ACCESS�TO��6IEW�YOUR�
MESSAGE�THROUGH�THE�EYES�OF�THE�SUBSCRIBER�BEFORE�DECIDING�TO�SEND�IT���"EFORE�SENDING�A�MESSAGE�
YOU�WILL�BE�BROUGHT�TO�A�PREVIEWING�MESSAGE�SCREEN���!T�THE�BOTTOM�TO�THE�FAR�RIGHT�OF�THE�SCREEN�
TYPE�IN�THE�EMAIL�ADDRESS�YOU�WANT�TO�USE�AND�CLICK�ON�h3END�4EST�%MAIL�v��!�POPUP�TELLS�YOU�THAT�h!�
TEST�EMAIL�HAS�BEEN�SENT�v��3UCH�AREAS�AS�BOUNCED�MANAGEMENT��ATTACHMENTS��AND�OTHER�FEATURES�
MAY�NOT�BE�INCLUDED�IN�THE�TEST�MAILING��WHEREAS�IT�WILL�BE�INCLUDED�IN�THE�lNAL�MAILING�
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!FTER�THE�3ENDING
!FTER�YOUR�MESSAGE�IS�SENT�CHECK�THE�MESSAGE�QUEUE�TO�ENSURE�THAT�IT�COMPLETED�WITHOUT�YOUR�SERVER�
STALLING�THE�MAILING���

���

)F�YOU�HAVE�ENABLED�YOUR�LINK�TRACKING�YOU�CAN�CHECK�YOUR�LINK�STATS�AT�ANY�TIME��'O�TO�YOUR�MESSAGE�
ARCHIVE��#LICK�ON�hIv�BESIDE�A�MESSAGE�TO�VIEW�ITS�STATISTICS���#LICK�ON�hVIEWv�BESIDE�,INK�3TATS�TO�
VIEW�LINK�STATS�AND�THE�NUMBER�PERCENT�TO�VIEW�2EAD�/PEN�STATS��

!RCHIVES��0UBLIC�AND�!DMIN	
#LICK�ON�h-ESSAGE�!RCHIVEv�TO�VIEW�A�LIST�OF�SENT�MESSAGES���/NCE�THERE�CLICK�ON�hIv�TO�VIEW�A�HOST�
OF�DETAILS�INCLUDING��WHO�IT�WAS�SENT�TO��HOW�MANY�TIMES�IT�BOUNCED��PERCENTAGE�OF�SUCCESSFUL�TRANS

MISSIONS��WHO�READ�IT��CLICKED�ON�LINKS��AND�HOW�MANY�TIMES��CURRENT�STATUS��DATE�AND�TIME��WHO�IT�
WAS�FROM�AND�WHAT�THE�SUBJECT�WAS��ALONG�WITH�AN�HTML�AND�A�TEXT�VERSION�OF�THE�MESSAGE���#LICK�ON�
h4v�TO�TAKE�AN�OLD�MESSAGE�AND�USE�IT�AS�A�TEMPLATE��SEE�USING�A�MESSAGE�AS�A�TEMPLATE�FOR�ADDI

TIONAL�DETAILS	���#LICK�ON�h8v�TO�DELETE�THE�MESSAGE�FROM�THE�ARCHIVES�
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!N�AUTOMATIC�PUBLIC�ARCHIVE�IS�CREATED�BY�DEFAULT���4O�ACCESS�THIS�ARCHIVE��POINT�YOUR�BROWSER�TO�
DOMAIN�COM���ALL���#LICK�ON�h!RCHIVEv�ON�THE�TOP�AT�THE�FAR�RIGHT���&ROM�THERE�YOU�CAN�SELECT�A�LIST�
AND�THEN�A�SPECIlC�MAILING�TO�VIEW���4O�MAKE�YOUR�LIST�PRIVATE�AND�PREVENT�IT�FROM�APPEARING�IN�THE�
ARCHIVES�GO�TO�h'ENERAL�3ETTINGSv�AND�#LICK�h9ESv�WHERE�IT�ASKS�h+EEP�PRIVATE�v

-ESSAGES�CAN�BE�VIEWED�IN�THE�PUBLIC�ARCHIVES�IF�YOU�LINK�UP�SO�THAT�YOUR�SUBSCRIBERS�HAVE�ACCESS��
,ISTS�ARE�GIVEN�BY�NAME�ALONG�WITH�THE�NUMBER�OF�MESSAGES���5SERS�CAN�VIEW�MESSAGES�BY�CLICK

ING�ON�THE�LIST�AND�THEN�THE�MESSAGE�ITSELF��!�SUBSCRIBE�LINK�AT�THE�BOTTOM�ALLOWS�USERS�TO�SIGN�UP�FOR�
SINGLE�OR�MULTIPLE�GROUP�OF�LISTS���9OU�CAN�USE�THE�SAME�PAGE�TO�UNSUBSCRIBE�FROM�SINGLE�OR�MULTIPLE�
GROUPS�OF�LISTS�
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3AVE�-ESSAGES�&OR�,ATER
)F�YOUR�MESSAGE�IS�NOT�READY�TO�BE�SENT�YOU�CAN�SAVE�IT�FOR�LATER�AND�MODIFY�IT�AT�YOUR�CONVENIENCE���
/N�THE�PREVIEWING�MESSAGE�SCREEN�CLICK�ON�h3AVE�&OR�,ATERv�AT�THE�BOTTOM�OF�THE�PAGE��4O�RETRIEVE�
YOUR�SAVED�MESSAGE��CLICK�ON�h3AVED�-ESSAGESv�FOR�A�LIST�OF�YOUR�SAVED�MESSAGES���#LICK�h5SE�
3AVED�-ESSAGEv�NEXT�TO�THE�MESSAGE�YOU�ARE�WORKING�ON���9OU�CAN�MODIFY�YOUR�MESSAGE�USING�
THE�SAME�OPTIONS�YOU�HAD�WHEN�CREATING�A�NEW�MESSAGE���!FTER�COMPLETING�YOUR�MESSAGE�YOU�CAN�
h3END�.OWv�OR�SET�A�SCHEDULE�FOR�SENDING���)F�YOU�ARE�STILL�NOT�lNISHED�h3AVE�&OR�,ATER�v

4HE�%DITOR�FOR�#OMPOSING�,ETTERS
�
�
!LL�INCLUDES�A�POWERFUL�TEXT�EDITOR�FOR�COMPOSING�(4-,�RICH�MESSAGES��4HERE�S�NO�NEED�TO�KNOW�
(4-,�CODE��5SING�OUR�EASY�TO�UNDERSTAND�-3�7ORD�STYLE�EDITOR�ANYONE�CAN�COMPOSE�A�COMPELLING�
(4-,�MESSAGES�COMPLETE�WITH�IMAGES��TABLES��TEXT�FORMATTING�AND�MORE�AT�THE�CLICK�OF�A�BUTTON���)F�
YOU�DO�NOT�SEE�THE�EDITOR�IT�MEANS�YOUR�BROWSER�OR�COMPUTER�DOES�NOT�MEET�MINIMUM�REQUIREMENTS�
FOR�THE�EDITOR���4HE�EDITOR�REQUIRES�)%������ON�A�WINDOWS�PLATFORM���#LICK�ON�h0ERSONALIZEv�ON�THE�
793)7'�TEXT�EDITOR�TO�EASILY�ENTER�A�NUMBER�TAGS���&OR�MORE�DETAILS�SEE�0ERSONALIZED�-AILINGS�
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,INK�4RACKING
,INK�TRACKING�TELLS�YOU�WHO�YOUR�SUBSCRIBERS�ARE�AND�WHAT�PERCENT�OF�THEM�CLICK�ON�YOUR�LINK�AFTER�YOU�
SEND�A�MAILING���9OU�GET�A�LIST�WITH�EMAIL�ADDRESSES�ALONG�WITH�THE�DATE��TIME��AND�NUMBER�OF�TIMES�
THAT�THEY�CLICKED�ON�YOUR�LINK���

9OU�ARE�NOT�REQUIRED�TO�SPECIFY�WHAT�LINKS�ARE�TO�BE�TRACKED���!NY�LINK�WITH�THE�FORMAT�HREF��
h,INK(EREv�IS�AUTOMATICALLY�TRACKED�BY��
�
!LL�AS�LONG�AS�YOU�CHECK�hINCLUDE�LINK�TRACKINGv�WHEN�
SENDING�A�MAILING�

4O�VIEW�LINK�TRACKING��CLICK�ON�h-ESSAGE�!RCHIVEv�OR�h!RCHIVE�3TATSv�ON�THE�MENU�AT�THE�TOP���#LICK�
ON�hIv�BESIDE�A�MESSAGE�TO�READ�ITS�STATISTICS���#LICK�ON�h6IEWv�RIGHT�BESIDE�h,INK�3TATS�v�!�BAR�GRAPH�
TELLS�YOU�HOW�MANY�VIEWERS�CLICKED�ON�YOUR�LINK���#LICK�ON�THE�LINK�ABOVE�TO�CONTINUE�VIEWING�STATIS

TICS��(ERE�YOU�CAN�CREATE�A�NEW�LIST�FEATURING�RESPONSIVE�SUBSCRIBERS�WHO�CLICKED�ON�THE�LINK���9OU�
CAN�ALSO�EXPORT�THIS�LIST�TO�A��#36�lLE�AND�WORK�ON�IT�USING�%XCEL���9OU�CAN�CREATE�A�PIE�GRAPH�DISPLAY�
YOUR�h���-OST�0OPULARv�LINKS�IN�THE�REPORT�GENERATOR�TO�THE�RIGHT���
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2EAD�/PEN�4RACKING���
7HEN�THIS�FEATURE�IS�TURNED�ON�DURING�A�MAILING�YOU�BUILD�STATISTICS�EACH�TIME�A�USER�OPENS�AND�READS�
YOUR�(4-,�OR�MULTI
FORMAT�MAILINGS��4O�VIEW�THIS�FEATURE��CLICK�ON�h-ESSAGE�!RCHIVEv�OR�h!RCHIVE�
3TATSv�ON�THE�MENU�AT�THE�TOP���#LICK�ON�hIv�BESIDE�A�MESSAGE�TO�READ�ITS�STATISTICS��9OUR�2EAD��/PEN�
STATISTICS�ARE�BESIDE�h2EADSv�AT�THE�TOP�OF�THE�SCREEN���%ACH�TIME�A�USER�OPENS�AN�EMAIL�IT�S�COUNTED�
AS�A�READ���#LICK�ON�THE�NUMBER�OF�READS�FOR�GREATER�DETAIL���(ERE�YOU�CAN�VIEW�STATISTICS�DETAILING�
WHICH�USERS�OPEN�AND�READ�YOUR�MAILING��WHEN��AND�HOW�MANY�TIMES���!S�WITH�LINK�TRACKING�YOU�CAN�
THEN�CREATE�A�LIST�BASED�ON�THOSE�STATISTICS�AND�EXPORT�THE�LIST�TO�A��#36�lLE�FOR�FURTHER�WORK�ON�PRO

GRAMS�LIKE�%XCEL���

5NSUBSCRIBE�,INK
7HEN�YOU�CREATE�A�NEW�MESSAGE�AN�AUTOMATIC�UNSUBSCRIBE�LINK�IS�CHECKED�h9ESv�BY�DEFAULT���4HIS�
CREATES�A�LINK�ALLOWING�USERS�TO�EASILY�UNSUBSCRIBE�TO�A�MAILING���4O�CUSTOMIZE�YOUR�UNSUBSCRIBE�LINK��
TYPE�IN�THE�MESSAGE�YOU�WANT�TO�USE�FOR�YOUR�UNSUBSCRIBE�LINK�AND�HIGHLIGHT�IT���#LICK�ON�THE�HYPERLINK�
BUTTON�ON�THE�TOP�OF�THE�793)7'�EDITOR��HYPERLINK�IS�SHOWN�WHEN�YOUR�MOUSE�SCROLLS�OVER�THE�RIGHT�
BUTTON	�AND�ENTER�h�0%23?5.35"��AND�CLICK�h/+v����9OU�HAVE�JUST�CREATED�AN�UNSUBSCRIBE�LINK�
THAT�SHOULD�NOW�BE�HIGHLIGHTED�

0AGE���



)NCLUDING�!TTACHMENTS
!DD�A�lLE�OR�SEVERAL�lLES�TO�YOUR�MAILINGS�SUCH�AS�A�0$&�OR�PICTURE�FOR�DISTRIBUTION�ON�YOUR�LIST���9OU�
CAN�ADD�ANY�NUMBER�OF�ATTACHMENTS�TO�YOUR�MESSAGE���"EGIN�BY�CLICKING�ON�h'ENERALv�UNDER�h,IST�
3ETTINGSv�ON�THE�MENU�AT�THE�TOP���(ERE�YOU�CAN�SET�YOUR�MAX�ATTACHMENT�SIZE��ACCEPTABLE�lLE�FOR

MATS��AND�NUMBER�OF�ATTACHMENTS�ALLOWED�PER�MAILING��#REATE�YOUR�MESSAGE�AND�CLICK�ON�h0REVIEW�
-ESSAGE�v�#LICK�ON�h"ROWSEv�BESIDE�THE�/PTIONAL�!TTACHMENT�lELD�TO�ATTACH�YOUR�lLE���/NCE�YOUR�lLE�
IS�ATTACHED�PROCEED�AS�YOU�WOULD�FOR�ANY�NEW�MESSAGE��

\�0RESETS

!UTO�2ESPONDERS
%ASILY�ADD�ANY�NUMBER�OF�TIME
SENSITIVE�AUTO�RESPONDERS�TO�ANY�OF�YOUR�LISTS��&OR�INSTANCE��YOU�CAN�
HAVE�AN�INSTANT�AUTO�RESPONDER�THAT�WELCOMES�A�NEW�SUBSCRIBER��HAVE�A�MESSAGE�AUTOMATICALLY�SENT�
���HRS�AFTER�THEIR�SUBSCRIPTION��AND�HAVE�ANOTHER�MAILING�SENT�A�WEEK�LATER��!DD�HTML�OR�TEXT�AUTO�
RESPONDERS�TO�ANY�OF�YOUR�LISTS�WITH�EASE��

4O�ADD�A�RESPONDER��CLICK�ON�h!UTO�2ESPONDERSv�UNDER�h0RESETSv�ON�THE�MENU�AT�THE�TOP���#HOOSE�
THE�TYPE�OF�!UTO�2ESPONDER��(4-,�OR�4EXT���3ET�THE�4IMING��.UMBER�OF�HOURS�AFTER�THIS�RESPONDER�IS�
SET�TO�SEND����SENDS�THIS�RESPONDER�INSTANTLY	��#LICK�ON�h3UBMIT�.EXT�v�
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!�793)7'�TEXT�EDITOR�ON�THE�PAGE�ALLOWS�YOU�TO�CUSTOMIZE�YOUR�h!UTO�2ESPONDERSv�MESSAGE���
#LICK�ON�h0ERSONALIZEv�TO�EASILY�ENTER�TAGS�FOR�A�NUMBER�OF�lELDS��h3UBSCRIBER�S�.AMEv��h3UBSCRIBER�S�
%MAILv��h3UBSCRIBER�S�)0��h5PDATE�0ROlLE�,INKv��AND�h5NSUBSCRIBE�,INK�v�&OR�MORE�DETAILS�SEE�0ERSON

ALIZED�-AILINGS�UNDER�-ESSAGES��!FTER�COMPLETING�YOUR�MESSAGE�CLICK�ON�h3UBMIT�.EXTv�TO�ADD�YOUR�
AUTO�RESPONDER���

4EMPLATES�
!�MESSAGE�TEMPLATE�IS�CONVENIENT�IN�CASES�WHERE�YOU�SEND�A�SIMILAR�MAILING�MORE�THAN�ONCE���
9OU�CAN�CREATE�EITHER�TEXT�OR�(4-,�TEMPLATES���&IRST��CLICK�ON�h4EMPLATESv�UNDER�h0RESETSv�ON�THE�
MENU�TO�THE�LEFT���!�LIST�OF�TEMPLATES�AND�lLTERS�THAT�YOU�CAN�DELETE�OR�MODIFY�APPEAR�ON�THE�SAME�
PAGE��$ETERMINE�WHICH�TYPE�OF�TEMPLATE�YOU�WISH�TO�USE��(4-,�OR�4EXT���4YPE�YOUR�CODE�OR�MESSAGE�
INTO�THE�TEMPLATE�CONTENT���4O�USE�THE�TEMPLATE�YOU�SIMPLY�SELECT�THE�TEMPLATE�NAME�FROM�THE�DROP�
DOWN�MENU�ON�THE�lRST�PAGE�OF�THE�h#REATE�.EW�-ESSAGEv�SCREEN���4HIS�WILL�INSERT�YOUR�TEMPLATE�
INTO�THE�MESSAGE�BODY�AND�YOU�CAN�SIMPLY�EDIT�AND�THEN�SEND�
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(EADERS�&OOTERS
(EADERS�&OOTERS�ARE�ANOTHER�FORM�OF�PRESETS�BEYOND�TEMPLATES���5NLIKE�THE�TEMPLATES�FEATURE��THE�
HEADERS�FOOTERS�MAY�NOT�BE�MODIlED�DURING�THE�SENDING�PROCESS���4HE�HEADER�AND�FOOTER�ARE�IDEAL�
FOR�STANDARD�INFORMATION�AT�THE�BEGINNING�OR�END�OF�YOUR�MAILING��SUCH�AS�YOUR�STANDARD�UNSUBSCRIBE�
LINK���3ELECT�h(EADERS�&OOTERSv�ON�THE�MENU�AT�THE�TOP�TO�ADD�A�NEW�HEADER�OR�FOOTER��4YPE�IN�A�NAME�
AND�SELECT�h(EADERv�OR�h&OOTER�v��4YPE�OR�PASTE�THE�HEADER�OR�FOOTER�CONTENT�IN�THE�TEXT�lELD�PRO

VIDED���9OU�CAN�USE�(4-,�TAGS��INCLUDE�IMAGES��ETC��IF�YOU�PLAN�ON�USING�THIS�HEADER�OR�FOOTER�IN�AN�
(4-,�MAILING���#LICK�ON�h3UBMITv�WHEN�YOU�ARE�DONE��4HE�NEXT�TIME�YOU�CLICK�ON�h(EADERS�&OOTERSv�
YOUR�HEADER�OR�FOOTER�APPEARS�IN�A�LIST��%ASILY�DELETE��X	�OR�MODIFY��E	�ITEMS�IN�THIS�LIST�BY�CLICKING�ON�
THE�APPROPRIATE�ICONS�TO�THE�LEFT�OF�THEM��

0LEASE�NOTE���(EADERS�FOOTERS�ARE�CURRENTLY�ADDED�TO�BOTH�HTML�AND�TEXT�VERSIONS�

)NCLUDING�CUSTOM�HEADER�OR�FOOTER�IN�MAILINGS�
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/PTIONS�FOR�INCLUDING�SAVED�HEADERS�OR�FOOTERS�ARE�INCLUDED�IN�THE�FORM�OF�A�SCROLL�DOWN�MENU�WHEN�
YOU�SEE�THE�793)7'�TEXT�EDITOR�DURING�h#REATE�.EW�-ESSAGE�v

3ENDING�&ILTERS
)F�YOU�ONLY�WANT�TO�SEND�UP�TO����SPECIlC�E
MAILS�IN�YOUR�LIST�YOU�CAN�CREATE�A�SENDING�lLTER��#HECK�
THE�E
MAILS�YOU�WISH�TO�SEND�TO�AND�WHEN�COMPOSING�A�MAILING�YOU�WOULD�SELECT�THAT�SENDING�lLTER�

!LSO��YOU�CAN�CREATE�SENDING�lLTERS�BASED�ON�NAME��EMAIL��SUBSCRIPTION�DATE��AND�ANY�OPTIONAL�lELDS�
YOU�MAY�HAVE���&OR�INSTANCE��YOU�CAN�CREATE�A�SENDING�lLTER�THAT�ONLY�INCLUDES�SUBSCRIBERS�WHO�HAVE�
SIGNED�UP�AFTER�A�PARTICULAR�DATE�OR�A�lLTER�THAT�INCLUDES�EVERYONE�WITH�BOB�IN�THEIR�NAME�OR��COM�IN�
THEIR�E
MAIL�ADDRESS�

4O�BEGIN�ADDING�SENDING�lLTERS�SELECT�h3ENDING�&ILTERS�v��4O�ADD�A�NEW�lLTER��CLICK�ON�THE�h!DD�A�NEW�
CUSTOM�lLTERv�LINK�AT�THE�BOTTOM�OF�THE�PAGE��3ET�PARAMETERS�FOR�THE�SENDING�lLTER�BASED�ON�NAME��
EMAIL��AND�SIGNUP�DATE��9OU�HAVE�THE�OPTION�TO�MAKE�IT�A�UNIVERSAL�TEMPLATE��USER�ADMIN�ONLY�OR�ALL�
USERS	�
�USED�BY�ALL�CURRENT�AND�FUTURE�LISTS���#LICK�h3UBMITv�TO�ADD�YOUR�lLTER�TO�THE�LIST��/NCE�YOU�
HAVE�CREATED�SENDING�lLTERS�YOU�CAN�CLICK�ON�h6IEW�MATCHING�EMAIL�ADDRESSESv�BELOW�ONE�OF�YOUR�
lLTER�FOR�A�LIST�OF�EMAIL�ADDRESSES�MATCHING�THE�PARAMETERS�SPECIlED�BY�THAT�lLTER��%ASILY�DELETE�ANY�
lLTER�BY�CLICKING�THE�RED�CIRCLE�WITH�THE�hX�v���7HEN�YOU�CLICK�ON�h#REATE�.EW�-ESSAGEv�THERE�IS�A�
h3ENDING�&ILTERSv�DROP�DOWN�MENU�SO�THAT�YOU�CAN�BEGIN�APPLYING�THAT�lLTER�TO�THE�MESSAGE�
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"ODY�4AG�4EMPLATES

4O�ADD�THIS�TEMPLATE��CLICK�ON�h"ODY�4AG�4EMPLATEv�ON�THE�MENU�AT�THE�TOP��$URING�MESSAGE�COM

POSITION�THE�BODY�TAG�AREA�IS�ENTERED�IN�A�DIFFERENT�BOX�THAN�THE�ACTUAL�MESSAGE��)F�YOU�WISH�TO�USE�A�
CERTAIN�CSTYLE�OR�PARTICULAR�BODY�TAG�FORMAT�YOU�MAY�CREATE�A�BODY�TAG�TEMPLATE�

4O�USE�A�BODY�TAG�TEMPLATE�YOU�SIMPLY�SELECT�THE�TEMPLATE�NAME�FROM�THE�DROPDOWN�ON�THE�lRST�
SCREEN�OF�THE�hCREATE�A�NEW�MESSAGEv�PAGE�

\�5TILITIES

"ATCH�2EMOVAL
"ATCH�2EMOVAL�ALLOWS�YOU�TO�CLEAR�ALL�ADDRESSES�FROM�THE�LIST�YOU�ARE�CURRENTLY�WORKING�ON���!LL�LIST�
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SETTINGS�WILL�BE�RETAINED�EVEN�AS�YOU�REMOVE�ALL�ADDRESSES�THAT�ARE�SUBSCRIBED�TO�THE�LIST��#LICK�ON�
h"ATCH�2EMOVALv�UNDER�h5TILITIESv�ON�THE�MENU�AT�THE�TOP���9OU�CAN�REMOVE�SPECIlC�EMAIL�ADDRESSES�
USING�THE�BATCH�REMOVAL�PAGE��0ASTE�THE�EMAIL�ADDRESSES�TO�BE�REMOVED�INTO�THE�TEXT�BOX�AND�CLICK�
ON�h3UBMITv���4O�REMOVE�ALL�ADDRESSES�CLICK�ON�hDELETE�ALL�ADDRESSES�IN�THIS�LIST�v�

�

7ARNING��ONCE�YOU�REMOVE�ALL�ADDRESSES�USING�hDELETE�ALL�ADDRESSES�IN�THIS�LISTv�IT�CAN�NOT�BE�UN

DONE��

#LONING
4HE�#LONE�LIST�FEATURE�ALLOWS�YOU�TO�EASILY�COPY�EITHER�THE�LIST�SETTINGS�OR�THE�LIST�SUBSCRIBERS�TO�A�NEW�
LIST��/R�COPY�BOTH�THE�LIST�SETTINGS�AND�THE�LIST�SUBSCRIBERS�TO�A�NEW�LIST���#LICK�ON�h#LONEv�TO�SHORTCUT�
TO�CLONE�UNDER�GENERAL�SETTINGS�

2EMOVE�$UPLICATES
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#LICK�ON�h2EMOVE�$UPLICATESv�TO�HAVE�THE�SYSTEM�CHECK�YOUR�LIST�FOR�DUPLICATES��!NY�DUPLICATES�WILL�
BE�REMOVED�WHEN�YOU�RUN�THIS�PAGE�AND�THE�RESULTS�WILL�BE�SHOWN�ON�SCREEN���

0LEASE�NOTE��!T�TIME�OF�SENDING�THE�SYSTEM�AUTOMATICALLY�CHECKS�FOR�DUPLICATES���4HIS�FUNCTION�IS�FOR�
CLEANING�UP�THE�LIST��BUT�IS�NOT�REQUIRED�TO�BE�RUN�

0URGE�.ON
#ONlRMED����
)N�ORDER�TO�MAINTAIN�A�CLEAN�DATABASE��WE�SUGGEST�THAT�ONCE�YOU�ACCUMULATE�MANY�NON�CONlRMED�
MEMBERS�YOU�PURGE�THEM��3ELECT�h.ON
�#ONlRMED�%MAILSv�TO�BEGIN�PURGING�YOUR�NON
CONlRMED�
EMAILS���4HERE�IS�A�DROPDOWN�MENU�FOR�SETTING�UP�A�PURGING�CUT�OFF�DATE�TO�REMOVE�ALL�NON�CONlRMED�
MEMBERS�FROM�THE�DATABASE��

9OU�CAN�EVEN�SEND�AN�EMAIL�REMINDER�TO�YOUR�NON�CONlRMED�MEMBERS�REMINDING�THEM�THAT�THEIR�
SUBSCRIPTION�NEEDS�TO�BE�CONlRMED��
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5NSUBSCRIBED�,IST
&OR�EACH�LIST��ALL�USERS�WHO�HAVE�UNSUBSCRIBED�ARE�ADDED�TO�AN�UNSUBSCRIBED�LIST��4HIS�WORKS�IN�CON

NECTION�WITH�THE�IMPORT�FEATURE�IF�YOU�WISH�TO�ONLY�IMPORT�USERS�WHO�HAVE�NOT�UNSUBSCRIBED�IN�THE�
PAST��3ELECT�h5NSUBSCRIBED�,ISTv�ON�THE�MENU�AT�THE�TOP�TO�VIEW�YOUR�UNSUBSCRIBED�LIST���!�TEXT�lELD�
SHOWING�SUBSCRIBERS�WHO�HAVE�UNSUBSCRIBED�NOW�APPEARS���

)MPORTING�SUBSCRIBERS�INTO�THE�UNSUBSCRIBED�LIST��WORKS�IN�MUCH�THE�SAME�WAY��AS�ADDING�NEW�SUB

SCRIBERS���#LICK�ON�h)MPORTv�AND�THEN�ONE�OF�THE�IMPORTING�OPTIONS���4YPE�IN�THE�SUBSCRIBER�S�INFORMA

TION�THE�SAME�WAY�YOU�WOULD�IF�YOU�WERE�ADDING�THEM�TO�THE�LIST���!T�THE�BOTTOM�CHECK�THE�BOX�THAT�
READS�h)MPORT�DATA�INTO�UNSUBSCRIBED�LIST�v����

0AGE���



5SING�THE�3UBSCRIPTION�&ORM
4O�SETUP�A�SUBSCRIPTION�FORM�YOU�MUST�GENERATE�THE�NEEDED�(4-,�CODE�AND���OR�LINK���#LICK�ON�
h3UBSCRIPTION�&ORMSv�FOR�A�VARIETY�OF�OPTIONS�ALLOWING�USERS�TO�SUBSCRIBE�AND�UNSUBSCRIBE�

3UBSCRIPTION�&ORMS
'ENERATE�#USTOM�&ORM�#ODE�OR�5SE�3YSTEM�'ENERATED�#ODE��9OU�CAN�HAVE�A�GENERATED�FORM�
EMBEDDED�INTO�ANY�PAGE�ON�YOUR�WEB�SITE�AND�SET�THE�52,�S�FOR�REDIRECTION��4HIS�INCLUDES��SUCCESS�
52,��ERROR�52,��AWAITING�OPT
IN�52,��AND�MORE��4HUS�THE�USER�NEVER�LEAVES�YOUR�DESIGN�AND�YOU�
HAVE�TOTAL�CONTROL�
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4O�GENERATE�A�CUSTOM�HTML�FORM��SELECT�h3UBSCRIPTION�&ORMSv�AND�THEN�h#REATE�.EW�&ORM�v��3ELECT�
WHICH�LISTS�TO�INCLUDE�ON�THE�FORM��ADDITIONAL�lELDS�TO�REQUEST��DECIDE�WHETHER�OR�NOT�TO�ALLOW�THE�
USER�TO�SELECT�LISTS�THEY�WISH�TO�SUBSCRIBE�OR�UNSUBSCRIBE�TO��AND�OPTIONAL�REDIRECTION�PAGES�

/PTIONAL�REDIRECTION�PAGES�ARE�PAGES�THAT�THE�USER�IS�FORWARDED�WHEN�THEY�SUBMIT�THE�INITIAL�SUB

SCRIPTION�FORM��)F�THEIR�REQUEST�IS�SUCCESSFUL�THE�SYSTEM�SENDS�THEM�TO�YOUR�SUCCESSFUL�REDIRECTION�
52,��)F�UNSUCCESSFUL�IT�SENDS�THEM�TO�THE�NON
SUCCESSFUL�52,��%NTER�YOUR�52,S�IN�FULL��)%��HTTP���
WWW�SITE�COM�THANKS�PHP	�AND�NOT�WITH���OR���SYMBOLS�HTTP���WWW�SITE�COM�THANKS�PHP�PG�NEW	�

)F�YOU�CHANGE�THE�REDIRECTION�52,S�YOU�MUST�UPDATE�YOUR�FORM�CODE�AS�WELL�AS�THE�CHANGES�TO�TAKE�
PLACE��)F�YOU�ENTER�ONE�REDIRECTION�52,�ENTER�A�52,�FOR�ALL�REDIRECTION�OPTIONS�

#LICK�h'ENERATEv�AND�THEN�COPY�AND�PASTE�THE�RESULTING�CODE�ANYWHERE�INTO�YOUR�WEBSITE��%VERY�
TIME�YOU�REGENERATE�OR�CHANGE�YOUR�FORM�CODE�USING�THE��
�
!LL�ADMINISTRATIVE�MAIN�PAGE��YOU�MUST�
REPLACE�YOUR�OLD�CODE�BY�COPYING�AND�PASTING�THE�NEWLY�GENERATED�CODE�INTO�YOUR�WEB�SITE��)F�YOU�
DON�T�THEN�THE�OLD�CODE�WILL�KEEP�USING�THE�OLD�SETTINGS��

4O�USE�THE�DEFAULT�SUBSCRIPTION�PAGE��TYPE�HTTP���DOMAIN�COM���ALL��ON�THE�ADDRESS�BAR�OF�YOUR�
BROWSER�OR�READ�THE�OPTIONS�ON�THE�BOTTOM�OF�THE�GENERATE�HTML�FORM�CODE�PAGE

\�!DMIN�3ETTINGS

#REATING�A�.EW�5SER

#LICK�ON�h!DMIN�5SERSv�UNDER�h!DMIN�3ETTINGv�ON�THE�MENU�AT�THE�TOP�IF�YOU�HAVE�JUST�LOGGED�ON��/R��
SELECT�h!DMIN�3ETTINGSv�FROM�THE�OPTIONS�AT�THE�BOTTOM�AND�THEN�h!DMIN�5SERS��#REATE�A�USERNAME�
AND�PASSWORD�AND�ENTER�IT�ALONG�WITH�A�NAME�AND�EMAIL�ADDRESS����3ET�USER�PRIVILEGES�AND�CLICK�ON�
h3UBMITv�TO�ADD�THE�NEW�USER���
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0RIVILEGES
9OU�CAN�SET�SPECIlC�USER�PRIVILEGES�BY�CLICKING�ON�h!DMIN�5SERS�v�9OU�CAN�ADD�MULTIPLE�ADMIN�US

ERS�WITH�UNIQUE�PERMISSIONS��9OU�CAN�ALSO�MODIFY�EXISTING�USERS��9OU�CAN�SET�NUMBER�OF�LIST�THEY�ARE�
ALLOWED��NUMBER�OF�EMAILS�ALLOWED�TO�SEND��AND�WHICH�LISTS�ARE�AVAILABLE�TO�THEM��4O�SELECT�MULTIPLE�
LISTS�HOLD�DOWN�THE�#TRL�BUTTON��

3ET�PERMISSIONS�FOR�THE�FOLLOWING��GENERAL��OPT
IN�OUT��SUBSCRIBER�lELD��BLOCKED�ADDRESS��REMOVE�
LIST��EMAIL�HEADER��0/0�ACCOUNT��AND�GENERAL�REPORT�LIST�SETTINGS��ADD��VIEW��MODIFY��SEARCH��IMPORT��
AND�EXPORT�SUBSCRIBERS��COMPOSE��SAVE��QUEUE��SCHEDULE��ARCHIVE��AND�STATISTICALLY�TRACK�MESSAGES��
AUTO
RESPONDER��TEMPLATE��HEADER�FOOTER��SENDING�lLTER��AND�BODY�TAG�TEMPLATE�PRESETS��BATCH�RE

MOVAL��CLONE��CHECK�FOR�BOUNCES��REMOVE�DUPLICATES��NON
CONlRMED�EMAILS��UNSUBSCRIBED�LIST��AND�
SUBSCRIPTION�FORM�UTILITIES��CREATE�LISTS��TYPE�OF�USER
�REGULAR�OR�REPORTS�ONLY��AND�SIMPLE�OR�ADVANCED�
STARTUP�MODE���2EPORTS�ONLY�MODE�IS�IDEAL�FOR�MARKETING���9OU�CAN�CREATE�USERS�UNDER�REPORTS�ONLY�
MODE�THAT�THAT�ONLY�HAVE�ACCESS�TO�STATISTICAL�FUNCTIONALITY�OF��
�
!LL���3IMPLE�STARTUP�MODE�ENLARGES�
ICONS�FOR�YOUR�BASIC�FUNCTIONS�FOR�GREATER�EASE�OF�USE���7HEN�YOU�HAVE�SET�PERMISSIONS�CLICK�ON�
h3UBMIT�v
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2EPORTS�/NLY�-ODE

3IMPLE�3TARTUP�-ODE

!DVANCED�3TARTUP�-ODE
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\�3CRIPT�3ETTINGS
9OU�CAN�ENTER�IN�YOUR�SCRIPT�SETTINGS�BY�SELECTING�h3CRIPT�3ETTINGSv�UNDER�h!DMIN�3ETTINGS�v��3ET�YOUR�
SOFTWARE�52,�7EB�,OCATION��LANGUAGE�PREFERENCE��SENDING�METHOD��DISABLE�THE�PUBLIC�SECTION��FORCE�
GRAPH�DETECTION��AND�DISABLE�PASSING�VARIABLES�DURING�SUBSCRIPTIONS��

7HAT�TO�USE�FOR�SENDING�MAIL
5SING�THE�$EFAULT�MAIL�	�SETTING

"Y�DEFAULT��SENDING�IS�ALL�DONE�USING�THE�PHP�MAIL�	�FUCTION��4HIS�WILL�TYPICALLY�UTILIZE�THE�SENDMAIL�OR�
QMAIL�ON�YOUR�SERVER��)F�RUNNING�WINDOWS�YOU�WILL�HAVE�TO�SET�A�3-40�SERVER�IN�YOUR�PHP�INI�lLE��)F�RUN

NING�LINUX�UNIX�YOU�WILL�HAVE�TO�ENSURE�THE�SENDMAIL�PATH�IS�CORRECT�IN�YOUR�PHP�INI�lLE���!T�THE�BOTTOM�
THERE�IS�AN�AREA�THAT�INCLUDES�YOUR�0(0�INCLUDE�PATH��

5SING�THE�OPTIONAL�3-04�SETTING

%NTER�IN�YOUR�INFORMATION�AFTER�CHECKING�THE�h3-40v�OPTION��)F�YOUR�3-40�SERVER�REQUIRES�AUTHENTICA

TION��ENTER�THE�USERNAME�AND�PASSWORD��)F�YOUR�3-40�SERVER�DOES�NOT�REQUIRE�AUTHENTICATION�LEAVE�
THE�USER�AND�PASSWORD�lELDS�BLANK
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(OW�TO�SEND�MAIL
9OU�CAN�SET�PAUSES�AFTER�A�NUMBER�OF�SECONDS�FOR�EVERY�NUMBER�OF�MESSAGES����SECONDS�AND����
MESSAGES�BY�DEFAULT	���3LOWING�MESSAGES�SENDING�EASES�TRAFlC�ON�YOUR�SERVER���9OU�CAN�SET�PAUSES�
AFTER�A�NUMBER�OF�SECONDS�FOR�EVERY�NUMBER�OF�MESSAGES����SECONDS�AND����MESSAGES�BY�DEFAULT	��
3LOWING�MESSAGE�SENDING�EASES�TRAFlC�ON�YOUR�SERVER��4HE�7INDOW�OPTION�IS�IDEAL�FOR�SMALLER�SIZED�
LIST�AND�FOR�WHEN�CRON�JOBS�ARE�UNAVAILABLE�ON�THE�SERVER�

\�$EFAULT�2EDIRECTIONS
3ELECT�h$EFAULT�2EDIRECTIONSv�UNDER�h!DMIN�3ETTINGS�v�4HESE�SETTINGS�WILL�ONLY�BE�USED�IF�YOU�LINK�TO�
THE�GENERIC�SUBSCRIPTION�FORM�AND�DO�NOT�HAVE�USERS�SUBSCRIBE�VIA�GENERATED�FORM�CODE��3UCCESS

FUL�#OMPLETED�3UBSCRIPTION�52,�FOR�AFTER�THE�FORM�HAS�BEEN�SUCCESSFULLY�COMPLETED��0RE
CONlRMED�
SUBSCRIPTION�52,�TAKES�YOU�TO�A�PAGE�THAT�LETS�YOU�CONlRM�THAT�YOUR�FORM�IS�ACCURATE�BEFORE�SUB

MITTING��3UCCESSFUL�#ONlRMED�3UBSCRIPTION�TAKES�YOU�TO�A�PAGE�THAT�LETS�YOU�KNOW�THAT�YOU�HAVE�
SUCCESSFULLY�CONlRMED�YOUR�SUBSCRIPTION��3UBSCRIPTION�%RROR�52,�TAKES�YOU�TO�A�PAGE�THAT�LETS�YOU�
KNOW�THAT�THERE�IS�AN�ERROR�IN�THE�FORM�THAT�YOU�ARE�TRYING�TO�SUBMIT��4HE�UNSUBSCRIPTION�REDIRECTION�
52,S�ARE�ALSO�AS�FOLLOWS���#LICK�h5PDATEv�WHEN�YOU�ARE�lNISHED�
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\�"OUNCED�-ANAGEMENT
3ELECT�h"OUNCED�3ETTINGSv�UNDER�h!DMIN�3ETTINGSv�TO�SET�UP�BOUNCED�MANAGEMENT��"Y�SETTING�UP�
THE�BOUNCED�E
MAIL�MANAGEMENT�FEATURE�WITH��
�
!LL�YOU�CAN�DETECT��AND�DELETE�ALL�BOUNCES�THAT�
OCCUR�AFTER�YOUR�MAILING��4HE�SYSTEM�WILL�THEN�mAG�BOUNCED�ADDRESSES��!FTER�8�TIMES�BOUNCING��WILL�
ONLY�mAG�AN�ADDRESS�ONCE�PER����HOURS	��THE�ADDRESS�WILL�BE�REMOVED�FROM�YOUR�LIST��KEEPING�YOUR�LIST�
CLEAN�OF�BAD�ADDRESSES���4O�TAKE�ADVANTAGE�OF�THIS�NECESSARY�FEATURE��CLICK�ON�h"OUNCED�3ETTINGS�v��
9OU�MAY�USE�ANY�0/0�ACCOUNT���4HE�0/0�ACCOUNT�DOES�NOT�EVEN�HAVE�TO�BE�ON�THE�SERVER�THAT�YOU�
ARE�SENDING�FROM��

#LICK�ON�h#HECK�FOR�"OUNCESv�UNDER�h5TILITIESv�ON�THE�MENU�TO�THE�LEFT�TO�CHECK�YOUR�0/0�ACCOUNT�
FOR�THE�BOUNCED�ADDRESSES���&OR�AUTOMATED�BOUNCE�CHECKING�REFER�TO�CRON?SETUP�TXT���"OUNCED�
EMAILS�DO�NOT�STAY�ON�THE�0/0�SERVER�AFTER�CHECKING�BOUNCED�MAIL���)F�THE�BOUNCED�EMAIL�IS�DETECT

ED��THE�SYSTEM�WILL�mAG�THAT�EMAIL�ADDRESS�AND�DELETE�THAT�MESSAGE���4HIS�PROCESS�DOES�NOT�AFFECT�
ANY�OTHER�MAIL�IN�YOUR�0/0�ACCOUNT���/NLY�MAIL�THAT�IS�BOUNCED�FROM�YOUR�MAILING�SYSTEM�WILL�BE�
PROCESSED���SCANNED���

h.O�BOUNCE�MANAGEMENTv��SELECTED�BY�DEFAULT��IS�RECOMMENDED�FOR�NOVICE�USERS���"OUNCED�EMAILS�
ARE�SENT�TO�THE�SENDER�OF�THE�MAILING���.O�CONlGURATION�IS�NECESSARY��
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0LEASE�NOTE��7HEN�CHECKING�FOR�BOUNCED�MESSAGES�THROUGH�THE�CONTROL�PANEL��THE�SYSTEM�WILL�ONLY�
CHECK�AROUND�����MESSAGES�PER�TIME�THE�PAGE�IS�EXECUTED���4HE�SCRIPT�WILL�AUTOMATICALLY�REFRESH�
EVERY����SECONDS�

\�$ATABASE�5TILITIES

!LL�INFORMATION�INCLUDING�LIST�SETTINGS��STATISTICS��AND�SUBSCRIBER�LISTS�ARE�STORED�IN�YOUR�-Y31,�DA

TABASE���)F�YOUR�DATABASE�IS�FALTERS�IN�ANY�WAY�IT�CAN�RESULT�IN�THE�LOSS�OF�IMPORTANT�INFORMATION���)T�IS�
SUGGESTED�THAT�YOU�BACKUP�YOUR�DATABASE�REGULARLY����
�
!LL�HAS�TOOLS�FOR�BACKING�UP��OPTIMIZING��
AND�REPAIRING�YOUR�DATABASE���4O�TAKE�ADVANTAGE�OF�THESE�FEATURES�YOU�MUST�HAVE�YOUR�-Y31,�IN

FORMATION�READY��HOST��DATABASE�USERNAME��DATABASE�PASSWORD��AND�DATABASE�NAME���3ELECT�h$A

TABASE�5TILITIESv�UNDER�h!DMIN�3ETTINGS�v��9OU�CAN�BACKUP��OPTIMIZE��AND�REPAIR�YOUR�DATABASE�BY�
SELECTING�THOSE�OPTIONS�AFTER�ENTERING�IN�YOUR�-Y31,�INFORMATION��

\�5SER�,ICENSE�-ANAGEMENT
!�SINGLE�LICENSE�FOR��
�
!LL�ARRIVES�WITH���SUB
LICENSES���!�SUB
LICENSE�IS�IN�ESSENCE�A�USER
LICENSE�OR�
USER�SLOT���"Y�DEFAULT�YOU�CAN�CREATE���USERS�PER�COPY�OF��
�
!LL���!DDING�SUB
LICENSES�IS�EASY���#ON

TACT�LICENSES ACTIVECAMPAIGN�COM�OR�LOGIN�TO�THE�SUPPORT�CENTER�AT�HTTP���WWW�ACTIVECAMPAIGN�
COM�SUPPORT���!FTER�PURCHASING�A�SUB
LICENSE��CLICK�ON�hCHECK�FOR�UPDATED�LICENSE�INFORMATIONv�ON�
THE�ADMINISTRATIVE�PAGE�OF�YOUR��
�
!LL���4HIS�TAKES�YOU�TO�A�PAGE�THAT�DISPLAYS�THE�NUMBER�OF�SUB�
LICENSES�AVAILABLE�AND�ALLOWS�YOU�TO�SELECT�HOW�MANY�YOU�WANT�TO�ACTIVATE�TO�THAT�CURRENT�INSTALL���
#LICK�NEXT�AND�YOUR�NEW�ADDITIONAL�USER�SLOTS�ARE�AVAILABLE���

� CRON?BOUNCE�PHP������ 
�!UTOMATICALLY�RUNS�BOUNCED�EMAIL�CHECKER��

� CRON?RESPONDER�PHP�� 
�2EQUIRED�FOR�AUTO
RESPONDERS���
� � � � � �.OT�REQUIRED�FOR�INSTANT�AUTO
RESPONDERS	
3ETUP�
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\�'ENERAL�)NFORMATION

(OW�TO�PROVIDE�FEEDBACK
7E�D�LIKE�TO�HEAR�WHAT�YOU�THINK���&EEDBACK�CAN�BE�GIVEN�THROUGH�ACCESSING�OUR�SUPPORT�CENTER�AT
HTTP���WWW�ACTIVECAMPAIGN�COM�SUPPORT

0ROVIDE�YOUR�NAME��EMAIL�ADDRESS��52,��COMPANY��ALONG�WITH�YOUR�COMMENT�OR�SUGGESTION���

7HERE�TO�'O�&OR�3UPPORT�1UESTIONS
!LL�EXISTING�!CTIVE#AMPAIGN�CUSTOMERS�HAVE�ACCESS�TO�OUR�ONLINE�SUPPORT�CENTER�AT

HTTP���WWW�ACTIVECAMPAIGN�COM�SUPPORT

/NCE�THERE�LOGIN�TO�THE�SUPPORT�CENTER�USING�YOUR�SERIAL�NUMBER�AND�PASSWORD��4HERE�YOU�CAN�VIEW�
THE�KNOWLEDGE�BASE��VIEW�OUR�FORUM��DOWNLOAD�PRODUCT�UPDATES��AND�SUBMIT�A�SUPPORT�REQUEST��4O�
RECEIVE�PRIORITY�PRODUCT�SUPPORT�IN�THE�MOST�TIMELY�AND�EFlCIENT�MANNER��PLEASE�SUBMIT�A�SUPPORT�
REQUEST��/UR�TROUBLE�TICKETING�SYSTEM�PROVIDES�THE�MOST�EFlCACIOUS�MEANS�OF�DELIVERING�PRODUCT�SUP

PORT��)F�YOU�EXPERIENCE�ANY�TECHNICAL�DIFlCULTIES��OUR�SUPPORT�TEAM�WILL�WORK�WITH�YOU�UNTIL�YOUR�PROB

LEM�IS�RESOLVED�

&OR�ALL�NON
URGENT�MATTERS�YOU�CAN�ACCESS�OUR�SUPPORT�FORUM��3UPPORT�ENQUIRES�IN�THIS�FORUM�SHOULD�
BE�KEPT�TO�NON
URGENT�MATTERS�
��

!BOUT�!CTIVE#AMPAIGN��)NC�
&OCUSED�MARKETING�AND�SOLUTION�PACKAGES�DEMAND�RESULTS��!CTIVE#AMPAIGN�COMPLIMENTS�A�POW

ERFUL�SUITE�OF�SOFTWARE�TOOLS�WITH�HIGH�END�SERVICE�OPTIONS��/UR�CLIENT�ORIENTED�CULTURE�IS�COMMITTED�
TO�PROVIDING�STABLE�SOFTWARE�THAT�IS�AGILE�YET�POWERFUL��#LIENTS�ARE�IMPRESSED�NOT�ONLY�BY�THE�QUALITY�
OF�OUR�SOLUTIONS�BUT�BY�THE�OVERALL�VALUE��/UR�CLIENTELE�RANGES�FROM�&ORTUNE�����COMPANIES�TO�SMALL�
BUSINESSES�WORLDWIDE�

,ET�OUR�RESOURCEFUL�TECHNOLOGY�INVEST�YOUR�DAY�WITH�MORE�PRODUCTIVITY�AND�EFlCIENCY�

3UPPORT4RIO���������������������������������������������������HTTP���WWW�ACTIVECAMPAIGN�COM�SUPPORTTRIO
+NOWLEDGE"UILDER�����������������������������������������HTTP���WWW�ACTIVECAMPAIGN�COM�KB
VISUAL%DIT�� � � � ����������������HTTP���WWW�ACTIVECAMPAIGN�COM�VISUALEDIT

"Y�NOW�YOU�ARE�AWARE�OF�HOW��
�
!LL�CAN�MAKE�YOUR�MARKETING�CAMPAIGN�MORE�EFlCIENT����
�
!LL�HAS�
DEVELOPED�A�REPUTATION�FOR�PROVIDING�A�MULTITUDE�OF�ROBUST�FEATURES�AT�UNPARALLELED�VALUE��4O�ENSURE�
THAT�YOU�GET�THE�MOST�OUT�OF�YOUR�PRODUCT�OUR�SUPPORT�REMAINS�RESPONSIVE�TO�SERVING�ALL�YOUR�NEEDS����
4HANK�YOU�FOR�RELYING�ON�!CTIVE#AMPAIGN�TO�SERVICE�YOUR�MARKETING�AND�PRODUCTIVITY�NEEDS���
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