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1. Introduction to Email Marketing Campaign Services

Avalon Solution introduces Email Marketing Campaign, a must have service to grow your business. Email
marketing is the most effective and cost-efficient way to enhance relationships with your existing
customers as well as attract prospects early in the purchasing cycle. With Avalon's Email Marketing, you
can quickly and easily communicate with, as well as generate an immediate and measurable response
from your customers and prospects.

Utilizing this service, you can easily create, manage and track your Email Marketing Campaigns. Using
attractive and professional looking emails, along with your company logo, store information and high
quality images, will enable you to stay in touch with existing customers as well as encourage new and
repeat business.

In this User Manual, we will learn how to create and perform an Email Campaign. This manual will help
you get started quickly by using the basic features of the application.
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1.1. How to Get Started

@ Open the following URL with the help of any standard web browser
http://emailmarketing.avalonsolution.com/

AVA O N e devon S0 ki ion. o

S Q' LEMT I O TURMNING BROWESERS INTO BUYERS! B200E720mid | T EealiMurosiin g avalon Sot ion. o om

Email Marketing Campaign Service

Bignin  signin] Forgm eer Mams of Pisssinl .
Mlv “lrwa e

L v

Parawai

D Ramambar W

Suakod Solutaan’s Emal Markating Campagn, & must have serics 1o grow your businesa. With this servies, o can oadily croats,
marege and track your Email Marceting Campaigne. Usirg attractive ard professional inoking emals, dong with your company logo,
stowa vl rmatiaon and hgh quaity images, sl andble you 1o stay in toweh with existirg tustomers 4% well & encourage new and
rapaat basnie

Have Questions or Heed Help? Flease Call 8006222744

@ Enter the valid User Name and Password and press Login button.

Slgn In Sign In | Forgot User Mame or Password =l

UszerMame

Fassword

O remember e

acD

18 East 48th Street | 14th Floor | New York, NY 10017 | ECommerce@AvalonSolution.com | Tel: 212-319-8291- 800-622-2744 | Fax: 212-319-4341
Page 4 of 44


mailto:ECommerce@AvalonSolution.com

AVALON Email Marketing Campaign Services User Manual
T M

50 LU a

1.2. Dashboard

@ On successful Login, you will get Email Marketing Campaign Services — Dashboard or Landing Page.
:

The Top Navigator helps you to shift between Lists, Subscribers, :
Campaign and Reports Modules

2y Campaigns |l Rapeis

‘o Halg Qi

ARG 1218

.........

@ The Application provides Four modules to work on:

Lists
This Module allows you to manage your Email Marketing Subscribers List. You can create or

import a Subscribers List very easily. A List is required to create or import into the application
before creating an Email Campaign.

Subscribers
This Module allows you to manage your Subscribers. You can add, edit or manage your

Subscribers here.

Campaigns
This Module allows you to create and send Email Marketing Campaigns. You can use Email
Templates provided by Avalon Solution and update them as per your requirements or take
Avalon Solution’s Professional Services for designing a HTML Email Template based on your idea
or requirements.

Reports
This Module allows you to view detailed report for Email Marketing Campaigns.

18 East 48th Street | 14th Floor | New York, NY 10017 | ECommerce@AvalonSolution.com | Tel: 212-319-8291- 800-622-2744 | Fax: 212-319-4341
Page 5 of 44



mailto:ECommerce@AvalonSolution.com

AVALC

N Email Marketing Campaign Services User Manual
Sa LU M

a

2. Create List and Add Subscribers

2.1 How to Create a Subscribers List

@ Creating a Subscribers List is very easy:

Mouse Over on Lists on the top of the Navigator
Click on Manage Lists

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

H_'_:j Lists E; Subscribers @ Campaigns G Reports

Manage Lists

Manage Subscriber Actions

@ Your Account will display one default List — Avalon Solution (Please Do Not Edit / Delete this List)
This list contains all the Avalon Solution Default Email Templates and editing or deleting this list will
stop you to accessing all Email Templates.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

¥ Uists | o Sabscribers § 5 Compaigs | 8 miegraiion | @ Fepois
Lists {1)
Bwmeh 2 1
E S b it | i frem A Vi L] Tt
O e A g ANALON SOLLTHON (PLEASE Do NOT BOAT (AL ETE THIE LIET) i 0 o
T AL AT L. ] -
[ Add || Delete Selecied

@ To create a List, click on Add button.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

fa subscribers | (3] Campaions Integration | & Reports

Lists (1)
[0 options List Mame
[ Edit Reports Copy Delste L5 8LON SOLUTION (PLEASE DO MOT EDIT / DELETE THIS LIST)

| 4dd ]|[ Delete Selected |
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@ Provide a List Name and click on Add Button.

Lists

General | Opt-niOpt-Out External

Mame of List | | TestList

@ On clicking Add button, it will give you options for Add or Import Subscribers.

Your list has been added

Nowe that your list has been added vou can start adding subscribers to your
list =0 that vou can send a campaign.

I Add Subscriber H Import Subscribers ” Manage Lists J

@ By clicking Add Subscriber button, you can add each and every Subscriber manually.

Subscribers

Subscribed to Lists

—

V] TestList

Active -

E Do not send any future autoresponders

Select: All - Hone

Email jeffi@gmail.com
First Name Jeff
Last Name Hardy

@ On clicking Add button, you will get list of all the Subscribed that you have added in all lists. If you
need to add more Subscribers in your newly created List then click Add button and it will allow you
to add more subscribers in the same manner.

@ You can add a Subscriber in more than one List by selecting multiple Lists.
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2.2 How to Import a Subscribers List

@ By clicking Import Subscribers, you can import all your Subscribers in one shot (we recommend this).

Your list has been added

Mow that your list has been added vou can start adding subscribers to your
list g0 that you can send a campaign.

Add Subscriber ]|[ import Subscribers || Manage Lists |

@ On clicking Import Subscribers button, you will get Subscriber Import Tool to import a CSV File.

Subscriber Import Tool

import Options /
Import Into /
/

XMAS 2010
TestList

Select: All - None

Import As
Active -

Autoresponder Options

@ send Auterespenders to these subscribers =1

@ Mever send any Autoresponders to these subscribers =

Import Settings /

El Do not import previously bounced addresses =1

Do not import addresses which have been unsubscribed in the past =
El Update existing subscribers 71
Send the last breadcast campaign when importing =

Import Source

@ Import from a file

Browse. ..

Delimiter: Comma @

) Import using copy/paste
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@ Your List should contain Email Id, First Name and Last Name of the Subscriber.

@ Browse the file on the local machine to upload the subscribers into the List. You need to browse the
file just created and saved in .CSV Format.

Mame [Dite modfied Trpe Sipe » | o |

Moo 5 — sl E 3 .
B et (i T ke - Wi 3, K]

B s SH1Finl Te Inchids - May 22, 2000
E Picturs:

Pohiic
B Beceatly Changed
[ semches [
5y Recent Phces
| I Dadkteg
M Compute

Foldeny L -
Flnpome: Pl To irchode « Mo 28, 2010000 " ._-. He;l"l I'-:

@ If you are not clear on How to Create a CSV Format Excel Sheet, please read “How to Create CSV File

Format” available on Page # 13 — Point # 2.6

@ If you want to change the file after uploaded on the server, you can do it by uncheck the against the
file name. After few seconds you will again find the browse button.

@ Import from a file
7] Final_To_include - May_28,_2010.csv - 36 KB
Delimiter: Comma | -

' Import using copy/paste
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@ When we import a CSV Formatted Subscribers List, application ask us to map the List data fields with
the System data fields. Its shows data available in the first row of all the columns. Your List should
contain Email Id, First Name and Last Name of the Subscriber.

Subscriber Import Tool

¥our External Databaze
Email { text }
First Hame [ text )

Last Mame [ text )

nto Field
Do not synchronize this field -
Do not synchronize this field - <

Do not synchronize this field -

/

20000

The fields on the Left Side will
be headers of your CSV file

You can map your CSV file
fields with the drop down

|

Test

@ You need to ensure that you have created subscriber fields for all of the fields you intend to import.
To create a subscriber field go to List Settings and click on Subscriber Fields. On clicking Import
Subscribers button, you will get Subscriber Import Tool to import a CSV File.

@ The importer utilizes a simple drop down method that makes it easy for each column to be matched
with the corresponding subscriber field.

@ Ensure that you have created subscriber fields for all of the fields you intend to import. To create a
subscriber field go to List Settings and click on Subscriber Fields. On clicking Import Subscribers

button, you will get Subscriber Import Tool to import a CSV File.

@ Map the fields as shown in below screenshot and click on Import Button.

Subscriber Import Tool

Select which fields

Last Name { text }

W'our External Database Map Into Field
Email { text Email Address hd
First Hame ( text } First Mame -

Do not synchronize this field -
Do not synchronize this field
Email Address

First Name

Create Date
IP Address
Computer Info
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@ You can view the progress of the import Map the fields as shown below.

Subscriber Import Tool

0%
“our import has been started...

Y'ou can monitor the progress here or leave this page and let it run in the background.

@ Once all the subscribers are imported, mouse over Lists and select Mange Lists option.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

I Lists | fa Subscribers | ) Campaigns

Manage Lists
Manage List Segments |
lianage Subscriber Fields

cribe Trend

Manage Subscriber Actions

@ You will see the TestList in your Lists.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

&a Subscribers N Ccampaigns | @ Reports

Lists (2)
earch  Advanced Search
D Optionz - Subscribers Campaigns Sent Emailz Sert
[0 Edit Reports Copy Delete SLOMN SOLUTICN (PLESSE DO MOT EDIT £ DELETE THIS LIST) 1 i} 0
[0 Ecit Reports Copy Delste Testlist 1 1} 0

Fage 1 0f 1 Frevious 1 | 10 per page [
[ add | [ Delete Selected -
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2.3 Manage List Segments

@ You can segment your List to send a targeted Email Campaign. You can create a segment for people
in a certain age range and location or even based on previous actions of a subscriber such as creating
a segment for all subscribers who clicked on a particular link in the past or forwarded your past Email
Campaign to a friend.

Subscribers who match all these conditions -

Email Address - s

&3 Add another condition

i [

2.4 Manage Subscriber Fields

@ You can include optional fields such as text fields, text boxes, check boxes, radio buttons and drop
downs. You can even specify whether a field is required or not. Personalize your mailings with the
optional field data or use optional fields to create sending filters. You can allow a subscriber field
into multiple lists. Also you can search subscribers by subscriber fields.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

& Subscribers Q Campaigns @ Reports

Manage Lists

Manage List Segments

Manzge Subscriber Fields

Etibe Trend

Manage Subscriber Actions

Last Mame |

Location |

Age Rang

| 2da || Back |
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2.5 Manage Subscriber Actions

@ Subscriber Actions allow you to set certain things to happen when a subscription or un-subscription
occurs, a link is clicked, a campaign read, etc. You can setup subscriber actions to update subscriber
info, perform subscription tasks, send campaigns, and more. Each set of actions can be for any
campaigns in a specific list or just for a specific campaign in a specific list.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

Fa Subscribers § ) Campaigns | @ Reports

Manage Lists
Manage List Segments
Manage Subscriber Figlds Liibe: Trend

Manage Subscriber Actions

_Nﬁr‘l"lE.
Test Action

SelEct &an aclion type:

Wanen Subscriber readsopeEns & CF
Wilnen sulbxkscriber clicks on a link

Wihen subscriner subscribestoa b
WERnen Subscriber unsubkscribes fro

000®

Wuhere should this sction take place™
L= CaaTipEicn
macpte st et || | Ay
vohal should bappen when this action takes o

[ Update subscriber info ~ || Fasvorite
Subscribe to list | synclist

Send campaign | instant rg

2.6 How to Create CSV File Format

@ In order to import a List, you need an Excel Sheet in .CSV Format. First you need to create a
Microsoft Excel Sheet which must contain the proper and essential information of all of your
Subscribers. This Excel Sheet must contain the following three basic fields:

i. Email Address of Subscriber
ii. First Name of Subscriber
iii. Last Name of Subscriber
Excel Sheet may have more than above given fields.

18 East 48th Street | 14th Floor | New York, NY 10017 | ECommerce@AvalonSolution.com | Tel: 212-319-8291- 800-622-2744 | Fax: 212-319-4341
Page 13 of 44



mailto:ECommerce@AvalonSolution.com

AV

50 LU

LON

a

Email Marketing Campaign Services User Manual

@ For example, see the below screenshot:

et enuUine Office Hpa Ingeer PEgs LAwaLT F e L Dints e
3 n 3 m = 2| Conmertisng o S J’
e e L] L -~ o HF e
Fram  From From  Brom Othes Existing Redresh fl Cpat Filkes .
acrest  Wep  Tedt  Sounces* | Conmecions - - = 4y
Gett Extrmal Datn Comnedions Tout & Filler
A8 - E
& B L+
1
bl i et | Brad P
Fs
BN mail.com Joanna Veigaes
d
dndrews n ) Andrew E.annlj';
4
_ |haEogmail com LE L Taytar

@ You can include as many customer and their details in this excel sheet. All will be imported into the
software in just one single click. The first row is considered as Header which will be mapped when
you import the Excel Sheet into the Application.

@ Email Address is mandatory field and if any of the email address is missing or not in proper format
then that entire row will not be imported into the List.

@ You have to save the Excel Sheet as .CSV format. For this, click on File > Save as

L Save a copy of the document

| New
: = Excel Workbook
~ [Eill| Save the file as an Excel Workbook.
|7 Qpen
[r;' Excel Macro-Enabled Workbook
e [E31] Save the workbook in the ¥ML-based and

macro-enabled file format,

Excel Binary Workbook

=
H Save |mosn| Save the workbook in a binary file format
optimized for fast loading and saving.
@ Excel 97-2003 Workbook

[EHl | Save a copy of the workbook that is fully
rommatible weith Fyesl @7 300
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@ From Save as type drop down, select CSV (Comma Delimited)(*.CSV) and save a copy on your local

machine.
Save As
Save in |u:i My Documents V| @ - 3| X O EE
My Recent IE’:B TestList
« Documents
@’ Desktop
ar
Documents
9
Compuker
‘;‘i Iy Metwork.
Places
<) 2
File name: iTestList - |
Save asbpe! | Excel 97-2003 Warkbook [~
B Unicode Text ~

AML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
i omma delimited}
|Formatted Text (Space delimited)
| Text {Macintosh)

1«

@ Your .CSV File is ready to import into the application.

2.7 Subscribers

@ To add, edit or delete any subscribers to any existing lists, you need to select Subscribers from the
top of the page and select appropriate option:

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

&a subscribers || (7] Campaigns | & Reports

Manage Subscribers
Welcol ring subscriverts)

Subscr Add Subscriber

Import Subscribers
1,80

160 Export Subszcribers
1,40 Exclusion List

1.20 Bateh Actions
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@ Manage Subscribers option is used to edit or delete any existing Subscriber from a single list or from

multiple lists.
Subscribers (1)
Testlist - Aotve - Search Clear
D Options Email &  Name
|:| Edit View Delete jeffi@gmail.com Jeff Hardy
| Add || DeleteSelected | | import || Export.. || Exportto Mew List

@ Search Subscribers option is used to find subscribers by email address, name and other fields.

Search Subscribers

Searchin o Emad
ol Firat Hama
W LAal e
¥ Cusiom fieids

e Lats :
Tasl s ustormGroup Cusinmar

Eelect &] - Bgos

wen simtes T
Aclive
Unesnfirmind
\nsubscribe

Smlact &l - Hane

[ Sawren| [ camcat. |

@ Add Subscriber is used to add a new subscriber manually to one or more than one list.

Subscribers
Subscribed to Lists
TestList
Active -
D Do not send any future autoresponders
TestlListCustomGroupCustomer
Active -
D Do net send any future autoresponders
D Send the last broadcast campaign
Select: All - None
Email jeff@gmail.com
First Mame Jeff
Last Mame Hardy

@ Import Subscribers option is used to add subscribers by importing a CSV Format Subscribers List to
one or more than one list.
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@ On clicking Import Subscribers, you will get Subscriber Import Tool to import a CSV File.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

& Subscribers | (3] Campaions | @ Reports
Manage Subscribers

Welcol fing subscriner(s)

Subser Add Subscriber

Import Subscribers
18

4 .BE: Export Subscribers
140 Exclusion List

120 Bateh Actions
I

Subscriber Import Tool

Impaort Options

Import Into

XMAS 2010
TestList

Select: All - None

Import As
Active -

Autoresponder Options
) Send Autoresponders to these subscribers &

@ Mever send any Autoresponders to these subscribers =

Import Settings

El Do not import previously bounced addresses =1

Update existing subscribers 71
Send the last breadcast campaign when importing =

Import Source

@ Import from a file

Browse. ..

Delimiter: Comma @

) Import using copy/paste

Do not import addresses which have been unsubscribed in the past =

/
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@ On clicking Export Subscribers, you will get Export Subscriber Tool to export your existing
subscribers and save on your local machine.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

&3 Subscribers | (5] Campaions

Manage Subscribers
Welcol ring subscriberts)

Suhecy Sdd Bubscriber

Import Subscribers
1,80
- Export Subscribers

1.40 Exclusion List

120 Batch actions

@ You can export to a file, or to a new mailing list. Choose which fields you'd like to export, as well as
the scope of how many.

Export Subscribers

Format:

I CSY 'l

Fields:

¥ ¥ E-mail ¥ First Mame
! Last Name ¥ status V' Date mdded
I Date Subscribed ICd P Address v User Agent

Hiy bary:

IThiS Page Only Yl
Export | Cloze I

@ Exporting to a file: You can export subscribers to any of the following file types:

Csv
XLS
XML
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3. Create and Send Campaigns

3.1 Create New Campaign

@ Now let us create a Test Campaign and see what features do the application provides:

Mouse Over on Campaigns on the top of the Navigator
Click on Create New Campaign

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

Sa subscribers | ) Campaigns

Create Mew Campaign
Welcome, AVALON  yiey campaigns
Subscribe Trend Unsubas Email Messages

Meszage Templates
1,200 !

1600 :! Me.ssage Varlalt.nles

@ You will get below screen and by default One-Time Mailing option will be selected.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

. vists | f2 subscribers | (5] campaians | @ Reports
Create a New Campaign

Select the type of campaign you would fike to create

Q i . .l
}!-"“ Ry,
One-Time Mailing Recurring Mailing AutoResponder Split Testing AutoReminder
Send a one-time email. An email that will send An email te be sent after Send a one-time email An email to be sent fora
Now or scheduled. more than once. a et time frame. using split testing. 5ub5criber$ﬁsed date.
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@ We suggest try sending a One-Time Mailing. You can further resend the Campaign according to your
choice. Once you choose your Campaign Type and enter Name of your Campaign, click Next button.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

% Lists ﬂa Subscribers Q Campaigns

Create a New Campaign

oQ & [T

One-Time Mailing Recurring Mailing AutoResponder Split Testing AutoReminder
Send a one-time email. An email that will send An email to be sent after Send a one-time email An email to be sent fora
Now or scheduled. more than once. a set timeframe. using splt testing. subscriber based date.

Name This Campaign to Continue:
One Time Mailing - Test

Next

@ You will be now asked for the mailing list(s) you wish to send to. Choose the list or lists and click

Next button. Since we created Test List therefore it shows in select box. It will show multiple List
based on what you created.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

3:, Subscribers I_fj Campaigns

Create a New Campaign

slect the list{s) that this campaign is for

¥MAS 2010 .

Select: All - Mone

[ Segment my selected list{s)

| Back || Next |
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@ The campaign guide will now direct you on how to create the message contents.
You have three options to create a Campaign:

i. Start New (Blank, from scratch)
This is all new fresh start to create a campaign message. You will be redirected to HTML and Text
Editor to create your Campaign Message.

ii. Based on a Message
This option provides you facility to utilize your saved messages. You can create the messages and
utilize them for sending your Campaign.

iii. Based on a Template
You can use Templates to start your Campaign. Avalon Solution provides you more than 50
professional looking HTML Email Templates to start with your Email Campaigns.

W Lists Ij:q Sl e e l Ty Canapailong I & Fepons .

Create 2 New Campaign

(EF chart Plaray (48R, TFieR BT8R

2} Based on o Me= sEge

Diremon Bridal Collection om sale® -
) Basad on & Tarmpiaie
Al on Tarmplaty - 100 .
Hext || Cancal

@ Select appropriate option and click on Next button.

@ For example we have selected Based on a Template option. All the default templates provided by
Avalon Solution will be shown in the drop down menu. You can select existing Template or request
Avalon to create Customized Template exclusive with your branding and requirements.

& Lists I& Subscribers I ) campaigns I@ Reports .

Create a New Campaign

O Start Mewe (Blank, from scratch)
O Based on a Message
; it

@ Based on & Template o
:Awalon Template - 10 i
/ in Termg 100
@ Avalon Template - 400
Awalon Template - 405
Avalon Template - 410
Avalon Template - 415
Awalon Template - 420
Avalon Template - 425
Ayalon Termplate - 105
Avalon Template - 110
Avalon Template - 720
Avalon Termplate - 715 b
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@ Enter the From Name, From Email, Subject, and Message Contents and continue to the next step.
Please Note: you must enter the correct email address. Your Customer may get back to you using

From Email Address.

W Lists | fa Subscribers | [ Campaigns | @ Reports

Create a New Campaign

Farmat | HTML Ernaidl bt |

Subject | Awalon Template - 145 |

From Mame | |

Fram Email | |

Additional Settings

@ Your selected Email Template will appear in the Visual Editor.

HTML Version Of ¥ our Mestage
(1 Cisute mbessage

2 Fstoh o LRL

) tplosd donterd

VR — & mgetTorpnn ) rawtesi o rosiconcionmconsn g P eeasie Messaoe

e B 7 O ax | IFF W B | Foms v Forft [aredy = Font sise )
A | 8= IE iE = LB A-w.
HE| e 2= x| 0=

MYI‘::"‘J IFWFIFR Failowuz on I I

Hurry!
Sale Ends 'y
Tomorrow! 35"3;5

3 15%on

Vet o Crulme Store ot woww MvTeweler com to browse our
ibrant gemstone jewely o add colors to vom romance

Ftoew Lovetfou T2 Mirie Sioeet *MpGily, Stale 11345 * Tef T23-456-TROE " Sovail? (i Sasyoopa y i
Etoer Mowes: Mvadey - Feiday, % bien - B 00 * Salavaisy « Saedae & Suar - T e b

Pt L o Heody » W a b > Labbe o thody » 32 d o lable = tody » s
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@ You will get three options to add contents to your Campaign.

i. Create Message
Edit the HTML editor with your choice and options.

This is the basic editing using HTML Editor or Text Editor.

ii. Fetch from URL
You have options to fetch the contents of the template from any specific URL of your choice.
For example: Here it is entered an URL for HTML Emailer. Click on Push it to Editor button.

HTML Message

@ Create a Message

@) Fetch from URL
Uge HTML from my url below for the HTML version of the meszage:

http:/fashidiamonds. comMailer/AshiForevermoreiailer. ntm| Fetch At Send - or| Push it to Editor

! Upload Content

TEXT Message

@ Create a Meszsage (Convert from HTML)
! Fetch from URL
@ Upload Content

Please Note: once you click on Push it to Editor button, the current contents of the Editor will be
replaced by the contents of URL.

HTML Message

@) Create a Meszage

@ Fetch from URL
_Llse I-!Tr._'IL _fru:lm my url below for the_HTML version of the messags:

http:/fashidiamonds. com/Mailer/AshiFerevermoreMailer.html Fetch At _Send w or| Push itto Editor

The page at http://emailmarketing.avalonsolution.com says:

r

T e |Data you have in editor will be replaced. Are you sure you wish to fetch this cr:rntent?|

Ok | ’ Cancel

iii. Upload Content
This option provides you the facility to direct upload the contents into the Campaign. Click on
Browse button and locate the file from your computer.

HTML Version Of Your Message

'G' Create a Meszage
) Fetch from URL
{51 Upload Cortert
| |[ Browse.. ]
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Please Note: The Text Message will be uploaded only with Text File. The file may be MS Word or
simple Text.

Please review the contents of the Campaign and Click on Add Message button on the bottom of
the page to get to the next step. Please do not attach any file along with your Campaign as it may
spam your Email Campaign.

Message Attachments

| |[ Browsze... ]

| Add Message || cancel |

3.2 Visual Editor / HTML Editor

@ You can edit the text, images and content of the HTML Email Template in the Visual Editor or HTML
Editor.

Wimnia it % matTercils B esif5s 08 GedCmSooe Criedl g Esisewalie Bes st
drs B 5 [ s | BEE M | Fomnat = Forll famdy = Fond size
A s = I i B | A2
Baalfas it ol 2w o=
A
MY.' : .JEWEI_ER Faltow us on I 13

Hurry!
Sale Ends
Tomorrow!

Viset o Chabine Stose al woww MyvTeweler e o Bo browse o
vibrant gemstone jeweby o add colars o vou romance
Shove Lovatien: 733 Minis Slrsst " RipCily, Stale TTHIS * Tod: F23-4567098 = I-Mmm
Steie Frsre Sowday « Foiday: B « 1o * Saloidoy « Sy % M « w
Fathr il 3 dhandy 3 013 td 3 b s ok = 11 5 1 o tebber » body = 0

@ Email Template editing is very easy with Visual Editor or HTML Editor. Most of the edit options are as
same as available in MS Word. You can update your Company Logo, Text, Address, Images and Text

as per your requirements.
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@ Update Company Logo or Other Images
You can easily update your Company Logo or other images.

i. Selectthe “My Jeweler” Logo.

ii. Click the Image icon on the toolbar that says “Insert/edit Image”.

+ Font Family  + Font size

L[E] A-2-
|2 |x x* |2 =&

iii. This will open the Insert/edit image dialog box.

Insertledit image

General ” Appearance || Advanced |

rGeneral

Irnage URL |http:.-".-"ernai|marketing.aualonsolution.coma"imi|
Irmage description | |

Title [ |

r Preview

My ¥ Jeweler

Update Cancel |

=T e e e L R TTEY =T orIT T

wvibrant cemstone teweln: to add colors to vomr romance

iv. Click on the button available for the Image URL. It will show you the Image Manager containing
all images. Press “Upload” button for your Company Logo if it’s not yet uploaded to the server.

!“ Moxiecode Image Manager N ——
Filker — Selected Folder —
Tavalonnewyork m Create Folder Upload Fﬂ Refresh
| Page IIl of 1 |» views mode: | Thumbnails |, [25 | |imagesiage

Categories
E' avalonnewyork

ﬁ Histary
Wi Faworites

Folders

P10 FC-BCjpg “ | FX10 Innerjpg |

o el
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v. You can upload your Company Logo from your computer. You can upload .gif, .jpg and .png file
formats with 10MB maximum size. Once you browse and select the Company Logo, it will give
you an option to upload it to server.

[ga Upload
Use the form to upload files,

Valid extensions: gif, jpg, png
Max upload size: 10 ME
Path: fawalonnesyork

File Size Status
Avalon Logo Image.jog 20KB Remove

You have 1 files (total 20 KB) eagerly walting to be uploaded. Add more?

I Upload to server ]

vi. Once your Company Logo is uploaded to the server, you will be able to see it in your Image

Manager.
Moxiecode Image Manager W "

Filter —_— Selected Folder —_—

: Tavalonnewyiork, 3 Create folder Uplaad @ Refresh
CoksicritE  Page 1 |oft s “iewy mode; | Thumbnails 7, 25 v |imagezipage
D avalonnewyork
o IBE . a
L Histary .| |, -_P. I [ES=a 9 4‘:

0 Favorites VALO P o Saitis
SO LUTIAOHN Ta +* 4 i . L
= R | | ENETET Y
Folders
Avalon_Solution * | FX10_FC-BC.jpg * | FX10_Inmerjpg =
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vii. On clicking your Company Logo, it will be selected.

| General || Appearance || Advanced
- General
Image URL |ht|:p:.l’.l’ernailrnarketing.aualonsolution.comfim4

Irnage description |Al.'a|c\n Solution Logo |

Titla |Aua|0n Solution Logo |

r Preview

AVALON"®

5 OLUTION

viii. On clicking Update button, Company Logo will get updated on your Email Template.

AVA O N Follow us on I3 3

Sale Ends
Tomorrow!

ix. You can update the Images of your Email Template in the same manner.
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@ Text or Image Links
Any text or image within your email can be turned into a link.

i. Select the text or image you want to link.

ii. Click the Chain Link icon on the toolbar that says “Insert/edit Link”.

: | Format = Font family = Fonk s

(=[5 L[2]|A-22-
| HE 2% x| Q=G

iii. This will open the Insert/edit Link dialog box.

Insertledit link
| General "_'_F'Dpup i Events | Advanced |
- General properties
Link URL | | [EE]
Anchors | 5 v|
Target | Open in this window / frame V|
Title | |
Class | -- Mot set -- V|

iv. Type in the web address to which you want to link. Be sure to include the http:// portion of the
link like so: http://www.example.com

v. There are more options available or customization. You can open the hyperlink in a new window.
You can name that new window of your choice and many more.

vi. Click Insert button.

vii. Your text or image will work as a link now.

@ Email Address Links
In addition to linking to your website, you can also link both text and images to an email address.

i. Choose the image or text you want to link.

18 East 48th Street | 14th Floor | New York, NY 10017 | ECommerce@AvalonSolution.com | Tel: 212-319-8291- 800-622-2744 | Fax: 212-319-4341
Page 28 of 44


mailto:ECommerce@AvalonSolution.com

AVALON Email Marketing Campaign Services User Manual
=

50 LU I @ M

ii. Click the chain link icon on the top row of the toolbar. This will open the Insert Hyperlink dialog
box.

| Farmat + | Fonk family = Fonk =

=% L[=]A-2-
jHE|2|x x|2=8

iii. Type in the email address to which you’d like to link. The address should be preceded by the
phrase mailto:, making the end result look like mailto:support@example.com

iv. Click Insert button.

v. Your text or image will have a link to an email address now.

@ You remove hyperlink by click on broken chain button present near hyperlink button.

| Format ~ |Font family |~ Font size -

=E]|w (2] A - 22-
| EE 2| % x| Q=&

@ You need to update your Store Location, Phone Number, Email Address and Store Hours.

Store Location: T23 Main Stroat * My City, State 12345 * Tel: T23-456-7800 * Epmail: Info Dy Ccompany.com
Store Hours: Monrday - Friday: R:00as - &:00pm = Saturday - Sunday: R00am - 7:00pm

@ Email Campaigns are required to have Unsubscribed Link. Email Templates provided by the Avalon
Solution contains this unsubscribed link.

Click Here to Unsubscribe

@ The email message created by you should also have Unsubscribed Link. You may provide the default
un-subscription link available in the system or manually type the link in the message.

@ To give Unsubscribed Link available in the system, click on the “Personalize Message” on the top of
the Visual Editor or HTML Editor.

1 Inzert Template a Inzert RES I:E Inzert Conditional Corterit % Personalize Message
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@ On clicking “Personalize Message” link, Personalize Tags will appear. You can select the Unsubscribed
Link and click on “Close” button.

Insert Personalize Tag

Inzart a perzonalization tag into wour meszage =0 3 mailing can be zent
using subscribers info in it's place.

Subscriber Personalization Tags

Subscriber's Email Address
Subscriber's First Mame
Subscriber's Last Mame
Subscriber's Full Mame
Subscriber's IP Address
Date and Time Subscribed
Date Subscribed

Time Subscribed
Subscriber ID

System Personalization Tags

Unsubscribe Link
Uplate Profile Lin

Wieh Copy Link

Send to Friend Link
Social Submit Links
Today's Date

Today's Date +/- ¥ day(=)

Close

@ On clicking “Close” button, an option will appear for you to provide the Text for your Unsubscribed
Link. You can edit the Text and click “Ok” button.

r \
4

0WEE o
vibr4 9 Enter the text For this link: nance
Store Location: T23 [ =m e e | pafo @y CompINY.COM
Store Fouw, e = L poger - Fr0lpm
I Ok, ] [ Cancel
O =

@ On clicking “Ok” button, Unsubscribed Link will be added to your Email Message.

Click Here to Unsubscrikbe
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@ If you are familiar with HTML Code then you can also work with the Code Editor and make the
changes in your HTML Email Template.

VisialEditer CD(lEE(lI‘lOr B Insert Template E]:I Inzert RES I:E Inzert Conditional Cortent & Personalize Message
Set as default editor mode

<!DOCTYPE htrml PUBLIC "-//W3C//DTD XHTML 1.0 Transitional//EN"™ "http://wyw.w3d.org/TR/xhtmll A
/DTD/xhtmll-transitional.dod"s
<html>

<head:>

<titlexMy document title</titlex

</ heads>

<body>

<table style="width: 600px;" border="0" cellspacing="0" cellpadding="0" align="center">
<thodys<tr><td style="border: 1lpx solid #elelel;":»<table style="width: 600px:" border="0O"
gellspacing="0" cellpadding="0" align="center"><thody><tr><td style="padding-top: Spx:
padding-right: Spx; padding-hottowm: Spx; padding-left: Spx; ™ height="50"><table

style="yidth: 100%:" horder="0" cellspacing="0" cellpadding="0" align="center"><thody>
<trx<td aligh="lefr"><img style="border: Opx;" title="Avslon Jolution Logo™

@ Please review the contents of the Campaign and Click on Add Message button on the bottom of the
page to get to the next step. Please do not attach any file along with your Campaign as it may spam
your Email Campaign.

Message Attachments

Browse...

Add Message || Cancel |
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3.3 Ready with your Customized Email Message

@ The campaign which we just created will be shown in select campaign box. If you have more than
one message will appear accordingly in this box. Select the “Holiday Sale Ends Tomorrow” and click
on Next button.

AVALON SOLUTION - TURNING BROWSERS INTO BUYERS

£a Subscribers | (3] Campaigns | @ Reports

Create a New Campaign

. Holiday Sale Ends Tormorrow!

Create new message Find Shovwy all Edlit Selected

@ You have the option to track the links, number of clicks on the links from your Customer in the HTML
Template. Choose the options accordingly. We will recommend tracking all the links of the HTML
Template. Also select the Additional Message Options as selected in the below shown screen. Select
the appropriate option and click on Next button .

[T s 3 e o o

Create a New Campaign

Yes - Track All Links, | want to track all links in this campaign.
Yes - Track Specific Links, | want to choose the links to track in this campaign & have the option to set actions if a subscriber clicks on a link.

Mo, | do notwant to track any links in this campaign.

o 0@

3]

Enable readiopen tracking { 0 Actions ) =

O

Emhbed images

3]

Enable Bounce Tracking

3]

Show in public archive -
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@ You can either send the campaign on the same time or you can schedule it for later.

Sg Subscribers ['_'j Campaigns @ Reports

Create a New Campaign

&) Send Now | Iwantto send this campaign right now.

{1 Setadate &time to send | wantto choose a specific date & time for this campaign to start sending.

3.4 Schedule a Campaign

@ If you select the option to schedule it, you will be asked to set a date and time to send. Enter a date
and time on that you want to send that Email Campaign and click on Next button.

Create a New Campaign

7y Send Now | |wantto send this campaign right now.

& Setadate &time to send , |wantto choose a specific date & time forthis campaion to start sending.

o i
[Cate

201012722

Back wk | Sun Mon Tue Wed Thu Fri Sat

47 1 2 3 4
45 5 3} 7 g 9 1 11
49 12 13 14 15 16 17 1&
a0 19 20 Z1) 22 23 24 5
51| 26 27 23 29 30 31

Wed,
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3.5 Send a Campaign Now

@ If you select the option to send it now, you will be able to see the Campaign Summary and final
check options before you send this campaign to your subscribers.

Sg, Subscribers Q Campaigns | & Reports

Create a New Campaign
g’ Campaign Hame One Time Mailing - Test
g List(s) Testlist
& Segment Hane
g Message(s) Haoliday Sale Ends Tomorray! (Edit)
& will Send Immedistely
g Recipients 1
c-:; Previeyy this campaign
@ Inkace presvisy
[g_ﬂ Send test email
(&) Check agsingt spam fiters
| Back || Send Now

@ The Summary will show you important information about your campaign.

@ You can preview the campaign before sending and you can also send a test email. We recommend
you to send a Test Email before sending Email Campaign to double check the formatting and
contents of the Email Message.

Send test email

Type in @ name or email of a subscriber that wou wish to send the test email
to. Partial search phrases are allowed. ou can also type an email that does
not exist in your list. If the email is found in any list, it will be personalized

To email

’ Send Test ” Cancel ]
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@ If you check the Test Email and everything looks proper then you can click on Send Now button to
send the Campaign.

@ Once you click on Send Now button, your Email Campaign will start delivering to your subscribers. If
you have hundreds of subscribers in your List then Campaign may take some time to deliver Emails
to Subscribers. You can click on View Campaigns button to view details of your recent Email
Campaign as well as you can view Campaign Report for your recent Campaign.

fa Subscribers || (5] Campaigns | & Reports

Create a New Campaign

Your campaign hasz been initisted. The sending process has started.

Create Another Campaign || View Campaigns || wiew Report

@ Please Note: There is a progress bar on the top right corner of the application. This Side Bar shows
the progress of Campaign right from the starting to completion.

. T P— 5 T LI S T I . S — D
ma oto aooana T Cehadinla Srmmar
| SR~ e Pl ek ol el et el ' -l '’ 1- Tt bl 1 Tt J.-. DnE
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3.6 View Campaigns

@ You can view all Email Campaigns that you have sent so far. In order to view previously sent
campaigns, please Mouse Over on Campaigns and click on View Campaigns.

fa subscribers | (3] Campaigns | @& Reports

Create Mew Campaign

Welcome, AVALON I vicw campsigns

Subscribe Trend Unsubss Email Messages
bl Termplat
o | Message Templates

1,500 Messzane Variables

@ You can view all Email Campaigns that you have sent so far. In order to view previously sent
campaigns, please Mouse Over on Campaigns and click on View Campaigns. You can Resend a
campaign, view campaign Reports, Delete campaign, view the campaign, its contents, its lists of
subscribers and many more options.

£a Subscribers

Campaigns (1)

Lizt Fileer... % Campaigh Type... % Status.. b Search  Adwanced Search
|:| Ciption: Type Status hame First Sent Date Last Sent Date o
|:| Reszend Repors Delste one-Time Mailing Completed  Cne Time Mailing - Test 12M 320101710 12M 320101710

FPage 1 of 1 20 per page (M
[ Create Hew J[ Delete Selected ]
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3.7 Create an Email Message

@ Email Messages provide you the facility to create and save the email messages. You can utilize the
message for any of your Campaigns. To select this option, mouse over on Campaigns and click on
Email Messages.

fa Subscribers | () Campaigns | @ Reports

Create Mewy Campaign

Welcome, AVALON I i\, campsigns

Subscribe Trend

1,800 —

1,600 —

Lnzubac Email Messages
Mezzage Templates

Mezzage Variables

1 400 -

@ Here you can see all previously sent Email Campaigns along with Edit and Delete option.

B, Lists | fia Subscribers | £ Campaigns | & Reports

Manage Messages (1)

List Filter.... % lMessage Format.. % Search  Adwanced Search
|:| Cptions Erom Subject Format List(s)

D Edit Delete "Test Campaign” =supportid@ayalonzolution.coms Holicday Sale Ends Tomorrowy! HThL 1

Ao Delete Selected

Fage 1 of 1 F20 per page (M

@ Click on Add Button to create a new Email Message. There are same options to create an Email
Message as you create a New Email Campaign. The only difference is the saved email message can
be utilize any time to send in any of the campaign.

Wy Lists | Sa Subscribers § [ Campaigns | & Reports

Manage Messages

'@' Start Mewy (Blank, from scratch)
{:} Bazed on & Mezzage

[ﬁvalun Template - B50 e |
{:} Bazed on a Templste
|ﬁvalun Template-100 b
Start
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3.8 Avalon Solution’s Default Email Templates
@ Message Templates provides you more than 50 professional looking Email Templates that Avalon
Solution has designed and created for you. To select this option, mouse over on Campaigns and click

on Message Templates.

AVALON SOLUTION - TURNING BROWSERS INTC BUYERS

&; Subscribers Q Campaigns f§ & Reports

Create Mews Campaign

Welcome, AVALON * vicw campsions

Subszcribe Trend Unzubac Email Messages
Message Templstes

1,800 _I : i
S— hessage Variables

@ You can use these Email Templates for your Campaigns. Avalon Solution has created these Email
Templates specifically to fulfill your business needs.

Templates (52)
List Filter. .. W Search  Advanced Search
O] options Maime & Format List(s)
|:| Edit Export Delete Avalon Template - 100 html 1
|:| Edlit Export Delete Loyalon Template - 105 html 1
|:| Edit Export Delete Aoalon Template - 110 hitml 1
|:| Edit Export Delete Lvalon Template - 115 html 1
|:| Edlit Export Delete Loyvalon Template - 120 hitml 1
|:| Edit Export Delete Aovalon Template - 125 hitml 1
|:| Edit Export Delete Loyalon Template - 130 html 1
D Edit Export Delete Sovalon Template - 1335 hitml 1
|:| Edit Export Delete Aoalon Template - 140 hitml 1
|:| Edit Export Delete Lovalon Template - 145 html 1
D Edlit Export Delete Loyvalon Template - 150 hitml 1
|:| Edit Export Delete Aoyalon Template - 155 hitml 1
|:| Edit Export Delete Aoyalon Template - 300 hitml 1
D Edlit Export Delete Soyvalon Template - 305 hitml 1
|:| Edit Export Delete Avyalon Template - 310 hitml 1
|:| Edlit Export Delete Ayalon Template - 315 hitml 1
D Edit Export Delete Soyvalon Template - 320 html 1
D Edlit Export Delete Avalon Template - 325 hitemil 1
|:| Edlit Export Delete Aoyvalon Template - 330 hitml 1
|:| Edit Export Delete Loyvalon Template - 335 html 1
[ acd | [ mport ][ Delste Selected Fagelol? Med 128 .
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4. Reports

@ This feature provides you the facility to view the Reports of Campaigns you sent. You can check how
many Customers opened your email campaign, clicked on links, forward the campaign etc.

&fa Subscribers | [7) Campaigns | @ Reports

Campaign Reports
WEICﬂmE. A\H'IIALDN Lizt Reparts
Subzcribe Trend  Unsubscribe Trend fEhepais
1.800 —

@ To access the Report feature, please mouse over on Reports and you will get below three report
options:

i. Campaign Reports
ii. List Reports

iii. Trend Reports

4.1 Campaign Reports

@ Campaign Reports provides Campaign-wise Report information. To view Reports for a specific
Campaign, click on View Reports link against that Email Campaign.

Campaigns (1)
List Fileer... % Campaign Type.. % Search Clear | Advanced
Status... b Search
|:| Cptions Type Status IMatne First Sert Date Last Serit Date .
D “ieww Repaorts One-Time Mailing Completed  Cne Time hailing - Test 12132001710 121320101710

[ create Hew |[ Delete Selected | [ Expart Selected Fage1of1 (20 perpage %

@ This screen shows the information like type of the campaign, status of the campaign, name of the
campaign and when it was sent for the first time and the last time. Since we have sent only one
campaign, therefore it will show only one in the report box.

@ The view the detailed report of the Campaign, click on the View Report link.
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@ Overview Tab gives you the summary of the Campaign. This page shows you campaign overview in
charts and graphs. By looking at this, you can easily find out the campaign status and its results.
tﬂmpah:n Rgpr,n-: Cipe Tlme Ma||||-1g - Te=t Priee Meserd  Sockl Sharc Shars Repsn
Lo sk Se s - Rl
Uyarview  [Resoyd |SRe RN kS| Frsausid | Hoenaes 0 | L R s 107 | | UpaEs LY
My Fga: T P laETrad =1t vk Tuen Tram Huylak T
14
2
"
-
.|_
k]
- 1 I I I
a4 [ | 10T b (e A Eln 15
.- Crad mcifdoas 4 Al
1 Sedfokrs
1 =uaus dyEal
000, 2ocnze Tode Compalir 0
ETEE TR 0.00%, mtreiacgy
OV Cnsubecr sec 00
0.00%, firsbe I
000 o=
O0Y%, Suaaza:i
@ Message Tab gives you the Message Content along with From Email Address and Subject of the

LON

Email Marketing Campaign Services User Manual

Email Campaign.

Campaign Report: One Time Mailing - Test

Bt i

HTHL Wersion

Prid Basen] Socid Baie  Shse Begeit

Eturwr Courinir Shony Emrme

Fallow Us On [i' 3 ]

Sale Ends

lomorrow!
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@ Opens Tab shows you how many subscribers opened your Email Campaign and how many times they
opened. This also shows many do not open your Email. You can also export the list in CSV Format
Excel Sheet to target the Customer who showed interest in your Product and Company. In order to
export the contents please click on Export on the right top corner of the tab.

Carmpalgn Repart: COne Time Malllng - Tast rrim Megend  fSocldlShare  Share Ropom Expan

1 .

! opens i L

| Telnpers 1 IrkeLcgre: l'} I rpered
Seaet
Sl Licd - ETmes
radanddazne lalan el g Rl R R RN e | I
Faya |- 'Lh' Hud 2% o« b

@ Links Tab provides the facility to track the links you provided in your Campaign. It shows how many
customers clicked on any of the links, total Number of clicks and many more options to track your
customers who showed interest in your product and company. If you click on respective link, it will
show the details of the Subscriber who clicked on the link. The report will contain subscribers email
address and total number of clicks they performed on the Link.

Camgpasin Report: Ong Time Bakng - Test Neuman T T —
| LS
| Teialacka 1 Uriue Dica { Dem1ci 4,00 Sz ota

Faash

@ Remaining four Tabs — Forwards, Bounces, unsubscriptions and updates gives you more detailed tracking of
your Email Campaigns.
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4.2 List Reports

@ List Reports provides over all as well as List specific Subscribe, Unsubscribe and Open by Hour

Trends.
Ligt Sending Activity Pamil  Faprr ARTime:
sE ety - cahw e 1
maarc1s erd Lanubsnbe el Cpste LR IRLT rere
e
L
-
<
amn
I 1 T T T
[ B Sl 1A 1Lvas (PR ]

Faands
led a I::J_n‘_rnﬁ Uthn"e_:‘ Iheacianad Fias:: Tu dFmd:5iad ez T Mo
avpl LU D TLEAZE Il " - ¢ . 0z
KELIPJICLTTT B JAZT) b B B
L - . a 2 “ . L

Sazes et [Tl e e (e

4.3 Trend Reports

@ Trend Reports provides over all as well as List specific Open By Hour and Open By Week Day Trends.

Trend Reports Eugl  Bapost &1 T

Reewt Trends

Chperen B oo Trened

= Croaioy Brad Hies Berl ¥earh Dty o O
12T 43 ] Tudio H
ATLIE 12010533 [:} WV Lok 1
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5. Account Information

Email Marketing Campaign Services User Manual

@ To view your Account Details, click on Your Account link on the right side of the bottom of the page.

AVALON 3OLUTICN - TURNING BROWSERS INTO BUYERZ

b suortan | 5 Compamn

Welzoma, Avalea

Sabweria Traed

X

ol

Corwme- Aciom
i & & &
rakln Carpagy  Corpoige Miporty S Dubgoriber 0013 ibd Sl

[

i)

@ You can view Your Account Information, Settings and Stats. You can also update your Account Password here.

Your Account

Username
E-mail

First Names
La=st Name

Passwrord

Users Limit

Li=t=s Limit

Subscribers Limit

Kail Limit

Mes=ages Sent In This Cycle
Total Messages Sent
Attachments Limit

Campaign Limit

Total Campaigns Sent

[ Uupdate | [Back |

I TestAcocount
Test@xyz.com
. Test

Account

{Leave blank if you do not want to change)

Unlimited
Unlimited
Unlimited

1000 per month
o

19

Unlimited
uUnlimited

o
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Avalon Solution

18 East 48th Street, 14th Floor
New York, NY 10017
212-319-8291 | 800-622-2744
www.AvalonSolution.com | ECommerce@AvalonSolution.com
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