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ETTING
STARTED
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Welcome to Maxmalll

Email should be simple. So we've made getting started
with this guide simple. The next few pages will help you in
creating your first campaign.

We'll tell you the basics you need to know to send emails
that get read and get responses. Emails that grow your
business.

Here you will learn how to:

e Create and import contacts

o Create content

e Preview and test your campaign

e Send an email campaign

e How to make sense of your reports

If you have any questions, speak to one of our support
team or visit our online resource centre.

Now, let’s get started.
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How to Create and
Import Contacts

With Maxmail, you have the freedom to create as many
lists as you would like. But to increase the performance of
your email campaigns you should use our segmenting
features.

How to create a new list

1. In the navigation menu click on the Manage
Subscribers tab. Then click Create New List.

2. Fill in the list name and the email where notifications
are sent to. Continue to next step.

3. Define custom fields in your list. Custom fields can
either be in the form of plain text, drop-down list of
pre-defined options, date, check box or a paragraph.

Share This Ebook!


http://www.linkedin.com/shareArticle?mini=true&url=http://www.maxmailhq.com/email-marketing-guides/getting-started-with-maxmail.pdf
http://www.facebook.com/sharer/sharer.php?u=http://www.maxmailhq.com/email-marketing-guides/getting-started-with-maxmail.pdf
http://twitter.com/home?status=Download+this+ebook+Getting+Started+With+Maxmail+http://www.facebook.com/sharer/sharer.php?u=http://www.maxmailhq.com/email-marketing-guides/getting-started-with-maxmail.pdf

Create a new custom field Type of field

ropdown Option Field

Default Value:

Create Custom Field

Field Name Active Required Actions

How to add subscribers to a list

Now you have created a new list you can add subscribers
to your list. Select the newly created list and select from the
left side menu Add Subscribers.

You can add subscribers by

1. Manually, one by one into Maxmail
2. Uploading a CSV file
3. Import from Outlook or email account

Select your option and follow the steps.
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Add Manually CSV File Microsoft Access Database

K ] (A

This is the simplest way to add subscribers. CS8V or Comma Separated Value files can be Using this method you can import your
While adding subscribers manually is time generated from most database systems contacts straight from an MS Access database
consuming, its a good way to test things. including MS Excel, MySQL and SQL Server. MDB file in a few clicks, just as it is.

Best way to import big lists.

Select Select Select

Once you have added subscribers to your list, you have the
option to build an HTML sign up form that can be added to
your website. When people sign up, their data will be
automatically added to your subscriber list.

Click Build an HTML Form Now and follow the
instructions.
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How to Create a
Campaign

You've got a good list of subscribers, now send them
something awesome! Create your first campaign.

1. On the homepage, click Create a Campaign.

2. Fill'in the fields. Name your campaign and the email
subject line.

3. Next select the design format for your campaign. You
can either import your own design, use the HTML
editor or the drag & drop editor. We are going to use
the Drag & Drop Editor.
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Easy Drag & Drop Designer HTML Editor My Templates

)
5

&

Use our new and improved drag and drop Use this editor to code or paste in your own Use a template to add content to one of your
designer to select predefined content block code. Also great if you want to send out plain pre-gesigned email templates.

layout. Just add your images, text and links to emails that look like they have been sent from

create great looking emails. a personal email client.

so soec

Import My Own Design

Import an HTML email design from your
computer or the web.

4. Once you have chosen your template you will remain
in the design step on the campaign builder process.

How to change the layout

In the Drag & Drop Editor you can choose one of the
available template layouts or select a previously created
campaign to get started.
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Subject Design Layout Theme EBlocks Elock Settings

i Mote: existing content blocks may shift when changing layouts

Basic Banner 2 columin

Content-heavy Gallery Blank

How to Add Content

You can drag and drop content blocks into your layout to
customize your email campaign. The types of content
blocks you can work with are:

e Image
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¢ Image and text
o Text

e Video

e Social follow
e Divider

Customise Your D+

Subject  Design  Layout Thems | Biocks | Block Sattings
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How to select a colour theme

You can choose from one of the many colour themes
available under the Theme tab in the campaign builder. To
choose a colour them just click on the desired colour
palette.
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Subject Design Layout Theme Elocks Elock Settings

i Note: your existing color and background settings will be reseted.

Bl E N s

Default Contrasting Grays Ocean Ripple
I Bl N I
| Gradient Green Warm Brown | Red Embrace
Hl BN .

Grays | Blue Grotto | Hung Up
B e Em
Coney Island | | Beach At Dusk | La Vie En Rose |

Customize your design

You can customize colours, text, borders, headings,
background colours and links in the Design tab.
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How to Preview and
Test your Campaign

To check your web view, in the navigation panel, click on
Preview & Test. Specify the email address to which you
want to send the test email and click send.

How to preview on mobile

To preview what your email will look like on a mobile
device, select Mobile View.

Hide Toolbar Customise Your Di Preview & Test Save as Template

@ Content blocks will help you create your email. Drag any block in the e}
drop in the place you wish to insert it.

Email not displaying correctly? View Online

Click here to change this text using build-in html editor.

Image
You can click to image icon to insert new image using
file manager.
Also see toolbar on the left with available block
settings.
Single Image Two Images Three Images
Image & Text
tion to activate block editing and to change this text using
ble block settings.
Right Caption Left Caption
Text
Single Text Two Columns | | Three Columns
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How to Send an Emall
Campaign

Once you have finished creating your email click Save and
Exit. Select recipients, either from a previously created list
or Create a New List. Add your selected recipients. Select
Send Email Now.

How to schedule your email campaign

Want to send your email campaign later? To optimize your
open rates, it is a good idea to schedule your campaign for
a specific date and time. Select date and time and click
Schedule Campaign.
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How to Make Sense of
Your Reports

You've sent your first campaign, now use the reports to
help you analyse your campaign performance. You can
view your email campaign statistics by clicking on the
Reports tab and then on your sent campaign.

You can also access campaign statistics from the Email
tab. Select Sent Campaigns from the left menu. From the
Actions column click on the graph icon.
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What you can see in your reports

On the overview page you can see the number of opens,
clicks and bounces.

To find out more about your subscribers, use the left menu
to see who opened and clicked on links in your email or
which subscribers bounced. Use these insights to modify
your future email campaigns.

Overview Email Report for James Average Test
openc Sent on Friday, 26 July 2013 at 01:28 pm to 8 recipients

Clicked

Bounced

Export Report

M Opens M Clicks

5 Unique opens 75.00% Opened
0 Bounced 80.00% Clicked on a link
3 Not Opened 0 Unsubscribed
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