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Importing an audience list from an Excel or CSV file

The easiest way to bring contacts into your account is from an Excel (.xls or .xIsx) spreadsheet or from a Comma
Separated Values (.csv) file. You can import up to 65,000 members from an Excel file or any number of members from

a .csv file,
1. From the main audience screen, click Import.

2. After reading the permissions reminder, click yes and then Continue.

3. On the next screen, click Upload a File and browse your computer
to pull up your file.

4.Match your file's data (on the right) to audience fields (on the left) by following
the directions on the import screen, or click Guess to let the import tool make the
matches for you. If your file contains a header row, use the ‘Skip’ option to exclude
it from your import. Click Continue.

Now match your file source’s data (on the right) with the corresponding account audience field (on the left).
Ignore any data you don't want to import. Treat the first row of your data as a column header by checking "skip” on row 1.

Audience Fields File Fields

Row1l M s, Row2 Row 3 Row 4 Row 5

First Name First Name Baob Fred Sally Tina

Last Name Last Name Smith Williams Brown Janes

Email Email address bob@domain.com fred@domain.com sally@domain.com tina@domain.com

5. Next, choose your import style. Add only, and we'll simply add the new email addresses in your
file. Add & update, and we'll update every member record to match the member fields in your
file. (Since this is likely your first import, choose Add only.)

6. Create a new group for the import, or select an existing group in your audience. Click Continue.
Once you've reviewed your import summary, click Import to start the process.

7.You can refresh the screen to see its progress, or work elsewhere in your account and revisit
the import screen later to check the import stats.
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Posting your signup form on your website

There are a few different options for posting your signup form on your site. Which one you use is completely up
to you. You can access these options by choosing ‘Add this to your site’ from the options button to the right of
the signup form’s name on the main audience page. A menu will appear with all of the methods.

Link to Your Signup Screen

Tie your Web-based signup screen to your database with one of these options.

Link to It
Create a simple link to your signup page, perfect for inserting into a Web page or an email.

https://app.e2ma.net/app/view:Join/signupld:20857 facctld: X000

Use a Popup
Link to a pop-up sized version of your signup screen from any Web page.

<a href="https://app.e2ma.net/app/view:Join/signupld: X300 acctld: X000 onclick="window.open('https:/ fapp.e2ma.r

Use an iframe
Use this code to embed the signup screen in your website.

<iframe src="https://app.e2ma.net/app/view:Join/signupld: X000 acctld 20000 width="580" height="500" frameborde

Use a JavaScript Object

Insert a javascript object, choosing the width that suits your site. Add it to your site as-is with our default styles, or use CSS to
customize it. For class names and details, see our help section.

Small (optimized for sidebars - 180 pixels)

<link href="https://app.e2ma.net/css/signup.sml.css” rel="stylesheet” type="text/css > <script type="text/javascript” sr
Medium (optimized for center wells - 360 pixels)

<link href="https:/fapp.e2ma.net/css/signup.med.css” rel="stylesheet” type="text/css"> <script type="text/javascript” s
Large (optimized for full pages - 580 pixels)

<link href="https://app.e2ma.net/css/signup.irg.css” rel="stylesheet” type="text/css > <script type="text/javascript™ src

1. Link to It — This is a simple link to your signup form that you can incorporate into
your website. Just copy the link and insert it into the HTML code of your site.

2. Use a Popup — Insert this code, and the user will get a pop-up window containing
your signup screen.

3. Use an iframe — This iframe option embeds the screen directly on your webpage.

4. Use a JavaScript Object — This option allows you to build your form directly on
your webpage and customize it completely using CS5.
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Getting started with your first campaign

# From the main campaign screen, click Create a New Mailing and give it a mailing name (for
internal reference) and a subject line (what your recipients will see).

# Click Change to choose the stationery and layout that you'd like to use.

Your Layouts

To select a content layout, click on the corresponding icon.

Simple 1 Simple 4

# Scroll to the Your Mailing section when you're ready to add content to your campaign. In the
top right corner, click Add Social Sharing Options to enable social sharing if you'd like your
recipients to be able to share your campaign with their social networks.
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Q Your response section is where you'll track how your audience is responding
to your campaigns, including opens, clicks, shares, bounces and opt outs.

In progress mailings

Just after sending a campaign, you'll notice it appears on the ‘In Progress’ tab in your account. Most emails arrive
to your recipients within minutes, but a full mailing cycle can take up to twenty-four hours, depending upon the

number of emails you've sent. If we cannot reach an address the first time, we'll make up to four delivery attempts
within the cycle.

Completed mailings

Once all emails have sent, the mailing will show up on the ‘Completed’ tab. Click the mailing’s name to see a
delivery overview.

% An interactive chart at the top of the page shows the mailing’s opens and clicks over time.
On the left, you'll see a thumbnail image of the campaign, mailing details and a link
to the Online Version.

% Underneath The Send Off, you can view how many emails were received and the
number of emails that bounced (or, were rejected by the receiving server).

% Below The Response, view the number of folks who opened, clicked through,
forwarded or shared your campaign, signed up and opted out.

The Response

45.13% of people opened the email. 1,354 opens
13.07% of people clicked through. 177 unique clicks
7 people used the send-to-a-friend feature. 0.52% of emails opened
4 new people signed up. 0.30% of emalls opened

12 people opted out. 0.40% of emalls received

This information is tracked at the reciplent level.

% The Clicks section provides a link-by-link breakdown across all links in your campaign.

% Keep in mind that the response numbers are clickable, and you can see more details by visiting the
specific tabs labeled: Opens, Clicks, Shares, New Sign-Ups and Opt-Outs.
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Account settings

Contact us if you need to adjust your account's timezone, manage your RSVP address (the physical mailing address
that appears in the footer of your stationery) or change your password.

Enjoy getting started!

We're here to help you make the most of your account, and to share resources that will help
you on your way to effective email marketing this year. If you have questions along the way,
don't hesitate to contact us.
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