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STEP 1 - sign in with your username and password.
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Image Library

My Messages My Surveys

Create a new message or wark from a
saved draft

Create a Message
T T

Learn more about your customers by
sending a survey.

Create a Survey My Surveys

My RSS-In Feeds

My Autoresponders Image Library

Automatically send a series of You can upload irmages here for use
messages to your customers on in your ernail newsletters.
scheduled days.

My Image Library
Create an Autoresponder

My Autoresponders
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E Live Support
Click here for help.

STEP 7 - click on the “Create” tab and choose “Create a Message”
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Create a New Message

FSS Feed or Web Page
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We provide multiple ways to create messages.

|news|atters.l’W'EHOAitemDIate htm\l

Create a New Email using Create a New Email from
MessageBuilder Scratch

If you like a little hand-halding, Choose this option if yvou'd like to
our MessageBuilder is your best beqgin creating an  email from
choice, MessageBuilder will allow scratch  using  our  WYSIWYG
vou to select a template from our editar,

library and will walk you through
creating your email with no HTHL
coding required. Templates are
also available.

Create a New Blog Post

Copy & Paste an Email

Select this option if you're using
Dreamweaver, FrontPage or any
other HTML editor, It's the perfect
choice if wou write your own
HTML because you won't be given
a WYSIWYG editor—just a place
to paste your HTML code, Use the
prexiew function to see how your
email will appear before sending.

& blog is the perfect place to communicate more persanally with your contacts. If your email is
where you talk about what you love, your blog is where you talk about why you love it. With
vour blog in the iCantact Community, the custormers come to you,
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Live Support

Click here for help

LFh Give Us Feedback
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STEP 3 - copy and paste in the URL of the Newsletter template (from your website).
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Email Type*

HTML allows you to format emails with calars and
images, However, you must still provide a text-only
email.

@ HTML Message
O Plain Text Message

Why would | send HTML?

HTHL allaws you ta format emails with colors and
images, HTML alsa allows us fo track how often your
ermail is opened,

Why do | have to send a text-only email?

Unlike HTML emalls, text-only emails can be read by
3l of your contacts.

Email Subject*

|kt ftheswaters edgers mm;’newslensi

Create your HTML Email

Ay cER=E2 Y@

- Font - Size -

Normal

Board Members

Bill Lee
FPresident, Section g Rep

Phil Mislzen
Vice President,
Section & Rep

w —

Enter your message here

Sending Options™®

our email will be sant uzing the following infarmation:
From Gampaign: The Water's Edge HOA
From Name: WEHOA

From Email: wehoa@thewatersedgecc.com
{Change my Sending Options)

Quicksave | | SpeliCheck

v

B Desian | @ html Code | Q& Preview

Create your Plain-Text Email*

‘fou must compose 5 plain-text email for contacts who cannot view HTML

emails,

Use Shift+Enter for a <BR> tag guidelines visibla

Copy Text ¥ |

STEP 4 - Enter your message text into the editable template area.
Don’t forget to hit the “Copy Text” button.
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Pending tMessages

Choose Destination @ Standard Mode () Advanced Mode  what i thist
http://thewatersedgecc.com

/newsletters/WEHOA _template. html

Campaign: The Water's Edge HOA

HTML Email: @ Plain-Text Email: @

Help {:

Send to Lists

[} My New List (389)

This message will be sent to ~389 contacts,

& Cur Privacy Policy % Prohibited Content

Proceed to Send »»

G Anti-Sparm Policy ﬁ License Agreement

: Live Support
Click here for help.

F Give Us Feedback

STEP 3 - After selecting “Choose Destination” you will have to select an address list to send to.
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Schedule Delivery

Spam-Free Certification

I certify with my initials that all recipients it permission to be sent this email,

Initials Re?ulred*

This message will be sent to ~389 contacts.

Deliver Immediately Schedule Delivery (Eastern Time)

Click to begin delivering your message, Date
[october | [20 +|[2008 v

Time

Deliver Immediately »» Schedule Delivery »»

Ej Qur Privacy Policy Sg Prohibited Content 6 Anti-Spam Policy ﬁ License Agreement Jh Give Us Feedback

: Live Support
Click here for help.

STEP B - After selecting an address list, enter your initials and choose to either deliver the message
immediately, or schedule the delivery for a later time and date.
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Track My Last Message

Find out how many people opened
your message, clicked on links,
unsubscribed or bounced.

Brief Report Full Report

Track My Sent Messages

View all messages you have sent,
compare two or more old messages,
or reuse them.

Yiew Sent Messages

Track My Autoresponders

Here you will find detailed,
per-message reporting for all of the
autoresponders you have created

View Autoresponder Results

ﬁ Welcome

g’ Upgrade  {GF Settings @ Logaout

@‘ Current Client Folder
Wake M Skate 5
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@ Tracking Dashboard

Tracking Dashboard

See how your email messages,
archived newsletters and blogs
perform over time

View Tracking Dashboard

Track My Survey Results

See a list of your surveys, view or
download their results & reuse an old
sumvey

Yiew Survey Results

B Qur Privacy Policy % Prohibited Content @ Anti-Spam Policy

Sj License Agreement

STEP 7 = Track the success rate of your messages by clicking on the “Track” tab. You can view results for

your latest message, or all previous messages.

F Give Us Feedback
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