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Introduction: 

About this Guide 
❖ Appearance: Since your company can customize 1PointEmail by changing the screen 

appearance, words, and phrases used in the application, some images used in this guide may 

not be exactly matching those that appear on your screens.  

❖ Conventions: The 1PointEmail you use will often be referred to as the web application, or 

application, within this guide. 

❖ System Administrator: This is the person at your company who manages your 1PointEmail web 

application. The term System Administrator is used in this guide. 

❖ Application Modules: The 1PointEmail web application is divided into groups of user functions. 

For example, customer functions such as Adding or Viewing or Listing or Mailing particular 

Campaign. To access a particular Module, click on appropriate button on the Main Menu bar. 

Center Menu Modules  

 

                                                  

System Requirements 
The EMAIL MARKETING System can be used with the Microsoft Windows XP, Vista and 

Windows7 operating systems, using Chrome and Safari.
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Getting Started 
Welcome to EMAIL MARKETING Management. This Guide will explain how to set up your 

windows web application. 

The following assumptions apply to the use of this guide: 

➢ You should have a valid URL, User ID and Password for your EMAIL MARKETING. 

➢ Your computer must have an Internet access. 

➢ You should have a basic understanding of how to operate a supported version of 

Microsoft Windows, including how to use Internet Explorer or any Internet browser. 

➢ The best way to use this guide is to step through each section of EMAIL MARKETING 

configuration in the order to which it is presented in the guide. 

 

EMAIL MARKETING FEATURES: 
1PointEmail, you can take your marketing dollars further by sharing your ideas, strengthening   

your customer relationships, and increasing your brand awareness through Email. Our easy-to-

use tools to move you seamlessly from building Lists and designing Emails, to sending 

messages, tracking opens and clicks. Our Application is very user friendly. Anyone can use it 

easily without a User Guide. We have designed a simple GUI look and feel of application. Check 

out key features of our EMAIL MARKETING solutions. 

FEATURES LIST 
Email marketing is everywhere. It’s a key part of any marketing strategy and if you’re not using 

the proper tools and engaging in proper email behavior, you will get blacklisted by ISP’s and 

ultimately your deliverability rates will plummet. It’s important to make sure you partner with 

someone who is knowledgeable in the behaviors and technology required to maintain a good 

reputation and maximize deliverability. Our team is dedicated to helping you. 

With 1PointEmail, you can take your marketing dollars further by sharing your ideas, 

strengthening your customer relationships, and increasing your brand awareness through 

email. Our easy-to-use tools move you seamlessly from building lists and designing emails, to 

sending messages and tracking opens and clicks. Our Application is very user friendly. We 

designed a simple GUI look and feel for our application that our customers absolutely love. 

Check out key features of our email marketing solution. 
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VARIOUS IMPORT OPTIONS 

We have introduced numerous options for importing subscribers/recipients to your database: 

Add & Update – Add new recipients and update existing members 

Add Only – Add new recipients without updating existing members 

Update Only – Update existing recipients, but do not add new members 

CAMPAIGN MANAGEMENT 

Our user friendly UI and step by step campaign manager makes creating your mailings super 

simple. Create templates, simple text emails, or you can create campaigns with various types of 

creative including HTML. 

ANALYTICS REPORTS 

We have an extremely effective reporting system for all sent campaigns. We provide Targeted, 

Delivered, Bounced, Opened, Unopened, Clicks, Forwards, Unsubscribe, Tracking Links, and 

Advanced Reports by domains. You also have the ability to download all reports in various 

formats like Excel, CSV, and Text & PDF formats. Reporting is key for measuring your email ROI 

and improving your email marketing experience. 

USER ACCOUNT MANAGEMENT 

This feature will allow you to create client sub user accounts under each main user account and 

customize that user with a company Logo (white labeling). It also covers permissions level 

settings at client/user level. Have someone on staff dedicated solely to reviewing reports? 

Create a sub user account giving them access to only the reporting section of the application. 

DOWNLOAD/EXPORT CONTACTS 

Our product is designed to give you complete control over your information. You can export 

your full lists or entire contact database into csv or .xls format. 

AUTO MAPPING FOR IMPORT LIST 

We will make your import experience seamless with auto mapping. Simply assign your column 

headings to match one of the default or 50 custom fields and our system will automatically 

assign your column header field to the best matching available system field. This will reduce 
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time in mapping each field individually. Also you can add your desired custom field from the 

same screen at the time of mapping your fields. 

IMPORT NOTIFICATION VIA EMAIL 

We understand. You’re busy and don’t have time to sit and wait for your data to import. We 

will send you an email when your imports are complete so you can come back on your own 

time. It will contain an import status summary with the number of contacts imported 

successfully, and the number of rejected contacts due to invalid Email address. 

SEGMENTATION 

Segmentation is absolutely key to the success of any marketing campaign. We didn’t take this 

feature lightly. We allow list segmentation based off any query, as well as past campaign stats. 

For example, if you want to send a follow up message to those who didn’t open your last 

mailing, or didn’t click your Facebook link, you can create a fresh mailing with ease. 

CUSTOMER FIELDS CREATION 

Custom fields are important for running queries, segmentation, and making sure you can 

readily track what’s important to you. Our application comes with many standard fields already 

in place, and allows you to create up to 50 additional custom fields unique to your data. 

MERGE LISTS 

You can merge one or more of any list’s contacts to any existing List or a newly created list. Our 

list merge feature is easy to use and takes just seconds. 

BOUNCE RULES 

Bounce rules are important for list maintenance keeping a good online presence. You can set 

Hard bounce & Soft bounce rules according to your send volume, usability and understanding 

of emails. 

EMAIL SUPPRESSION 

Having a problem with a particular ISP? This feature allows users to suppress unwanted 

domains by campaign or unwanted email addresses globally (from the entire database) or 

locally (by list). You can suppress contacts manually or by import of Excel, CSV or Text file for 

bulk suppression. 
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DOMAIN SUPPRESSION 

This feature allows users to suppress domains that may be temporarily throttled, reducing the 

reputation impact of trying to deliver to a domain that may be blocking you. 

TEMPLATE 

Templates are fantastic for newsletters or repeat emails or just maintaining a particular design. 

Our design team can help you create a template that fits your campaign strategy. Create your 

own HTML/Text template using our extensive editor, or import previously designed html 

template. 

SUBJECT & EMAIL PERSONALIZATION 

Personalization is critical to establishing a personal relationship with your customers. This 

feature will allow you to personalize the subject line and content of your message to tailor to 

each targeted contact. 

SPAM CHECKING 

Our spam check tool allows you to check the spam scores of any campaign directly from the 

editor. It makes sure that your content adheres to the spam rules, ensuring successful delivery 

to the inbox. 

TEST MAIL 

Need to get your campaign approved before launch? We have a test mail feature that allows 

you to manually enter contacts or target a seed list for a test campaign. 

ACCOUNT ACTIVITY MONITOR 

We understand the big picture as well as budgeting is important. Our account activity report 

allows you to view the total number of emails sent within a specified time frame. It breaks 

down total targets, total delivers, total bounces and much more. 

CAMPAIGN COMPARISON 

Some strategies work better than others, and that’s why we created this tool. Comparison 

breaks down the differences between your sends. It’s very helpful for making the minor tweaks 
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necessary to take deliverability to the next level and ultimately make your email marketing 

experience more rewarding. 

 

GOOGLE/OMNITURE ANALYTICS & TRACKING 

Our system comes with out of the box Google analytics and Omniture analytics. Users can easily 

define global parameters for tracking their campaigns in either environment. 

Webhook Calls 

A webhook in web development is a method of augmenting or altering the behavior of a web 

page, or web application, with custom callbacks. These callbacks may be maintained, modified, 

and managed by third-party users and developers who may not necessarily be affiliated with 

the originating website or application. 

AUTOSCRAPE JOBS 

AutoScrape allows for the pulling of content from a webpage, chosen by the user at predefined 

intervals. Many senders use this feature to “scrape” a weekly blog post, or webpage updates 

into an email campaign, and send it to their subscribers. The entire process is automated and 

makes pushing your content very simple. 

Social Sharing 

The Social Share content block integrates with your social media channels, like Facebook and 

Twitter, allowing subscribers to share your campaign or an article right from the campaign.  

1POINT API 

Our platform supports a robust API that let’s you use all the essential features without needing 

to access the application. List management, campaign management, and reporting are all 

available through the 1Point API.
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Logging into window:  
Once you receive your login information you are ready to begin configuration of your EMAIL 

MARKETING. To obtain login credentials to your EMAIL MARKETING web application visit the 

URL: 

http://mta1.1pointinteractive.com/1point/pages/Login.aspx

Note: You have to login with the given credentials and proceed further. You can create 

different roles by adding up new campaign which is explained later in this user guide. 

To login into the system 
• Enter URL in any browser. Use Chrome or Safari for the best use. 

• Enter valid User Name and Password. 

 

• Click on  Button. 

• Dashboard will be open with User Name on top right corner. 

 

http://mta1.1pointinteractive.com/1point/pages/Login.aspx%0c
http://mta1.1pointinteractive.com/1point/pages/Login.aspx%0c
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To logout from the system 

• Click on logout link, then page will be redirected to the Login page. 
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Forgot Password 
• Click on  link. 

• It will open “Forgot Password” Window. 

• Enter the “User Name”. 

• Click on  button. 

• You will receive password to your registered Email Address. 

• If you click on  link you will be redirected to Login Page. 

•  

 
 

• You will get a Message “Your Password has been sent to you”. 

• If you click Login link, you will redirect back to Login Page. 

 

   
 

 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  21 

MANAGE ACCOUNT: 
Mange Account shows all the profile information of a particular account. With the help 

of Manage account you can update/edit your account profile information. 

• To go to Manage Account just click on link. 

• “Manage Account” page will be open. 

 

 

• Here you can see different types of information as User Information, Mailing 

information, Address Information and Contact Information. 

• You can change your account Password by clicking on link. 

• It will open “Password Change” window. 
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• Here you have to enter your Old Password and then enter your desired New 

Password and Confirm Password. (Password must be at least 4) 

• The New Password and Confirm Password should be same otherwise your 

password will not be changed. 

• Click on  button to save your changes or else click on  

button to close the window. 

• To edit your Account Information you have to click on  button. 

 

 
 

• Now you can edit all the information. Only User Name cannot be changed.  
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• Click on  button to save the changes or click on  button no 

changes will be made. 

 
 

Help: 

 

• To go to Help just click on  link. 

• New page will be open in new tab with link which added in Super Admin Help Url 

from client information. 
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HOME: 
Home tab contains following Sub-module links: 

➢ Dashboard 

➢ User 

➢ Account settings 

➢ Invoices 

Dashboard 
This is the Dashboard of the application. The Dashboard contains a “Last Five Mailings 

Sent graph”, “Recent Mailings” and “Recent Lists” With “More” link. By clicking on the 

“More” links, you will be redirect to particular module page. 

 

 

General Functions:                                                                                                

There are a couple of features common to most grids: Page Controls. 

Page Controls: 

Data grid also has navigation buttons. 
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First, Previous, Next and Last to check records, and also has facility to specify number of 

records display per page by applying Page Size. 

These allow you to move from one page of items to another easily. The Page size option 

allows you to specify the number of records you want to see per view. 

User 
In this section we can create Users of particular Client. User section contains following 

functions. 

• This page allows you to Create, Edit or Delete Users under Client account. 

• You can also manage all your Users and Password.  

• You can also search and view all created Users on this page. 

• You can give particular module access permission to user. 

• If API Key enable, then user used this key in API 2.0. 
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Create a New User 

 

• Click on  icon. 

•  “Create User” window will be open. 

 

 
 

• Enter all the required fields. (The red asterisk indicates that fields are required) 

• IsActive check box must be selected. 

• Click on  to create the User or else Click on  to exit without create 

a new User. 
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Edit User 

• Click on the User Name Hyperlink. 

•  “Edit User” window will be open. 

• You cannot Change the Username and Password, remaining fields can be 

changed. (The red asterisk indicates that  fields are required) 

• Click on  to save changes or else Click on  to close the 

window. 
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Reset Password 

• If you want to reset your Password, just click  the link of Reset 

Password. 

• You will get a message and your new password will be mailed to your registered Email 

Address. 

• Once you get the default Password you can login into the account and change to your 

desired password by clicking on Link. 

 
 

Delete User 

• Select the Check box  of any User(s),  

• Click on Delete  icon to Delete User(s). 

•  “Delete User” window will be open. 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  29 

• Click on  to Delete User(s) or else Click on  to Close Window. 
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Search User 

• Search panel is used to search Users on particular criteria. 

• Enter criteria such as User Name or Email Address or Created Date. 

• Click on  button it will display all Users based on the given criteria for 

search or else Click on  button it will clear all given search criteria and 

will again display all records. 
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Account Settings 
• The account settings page allows you to manage your account functionality. From 

here you can give different levels of access (Permissions) to each of your Users. You 

can also brand your account by adding a personalized Logo image. 

 

 
 

• If User does not like the Preview of Logo after Uploading then user can delete it by 

clicking on  button and then can add their desired Logo. 

• Click on button it will save your settings and display success 

message. 

 

Invoice 
An invoice is a bill sent by a provider of a product or service to the purchaser. The 

invoice establishes an obligation on the part of the purchaser to pay, creating an 

account receivable. An invoice will usually include the quantity of purchase, price of 

goods and/or services, date, parties involved, unique invoice number, and tax 

information. If goods or services were purchased on credit, the invoice will usually 
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specify the terms of the deal, and provide information on the available methods of 

payment. 

 

• Select your desired Time Period and click on  button, it will display 

the search result according to selected Time Period. 

• Click on  button for clear search result(s).  

 

 

• Select on  link it will display the preview of particular invoice. 
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• Click on  button if you want to print out for this invoice. 

• Click on  button then invoice will be emailed to your registered 

Email Address. 

• Click on  button it will download invoice in PDF format. 
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Make a Payment 

• Select any outstanding Invoice and Click on  button. (Verify 

your invoice Amount should be correct) 

 

 

• Click on  button and Page will be redirected to PayPal’s payment 

gateway. (You can make a payment by PayPal) 

• Click on  button page will be redirected to the Manage Invoices page. 
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LISTS: 
Click on the Lists tab, it should display following links Lists contains following different 

links: 

➢ Lists 

➢ Contacts 

➢ Import 

➢ Segments 

➢ Snapshots 

➢ Manage Fields 

➢ Merge Lists 

➢ Download Contacts 

➢ Opt-in Form 

➢ Welcome/Unsubscribe 

The “Lists” module provides many useful options. 

From the "Lists" Page you can: 

➢ Create a new list. 

➢ Edit and Delete Lists. 

➢ Add New or Existing contacts to the list. 

➢ Search your list. 

➢ Import a contact file to the list. 

➢ Add Contact (Including Custom Fields). 

➢ Edit and Delete Contacts. 

➢ Download Active, Unsubscribed, Undeliverable, Suppressed and other contacts from 

List(s) or all contacts (Global Data based). 

➢ Create Segments from List(s) or Mailing(s). 

➢ Create Snapshots of large list. 

➢ Merge List(s). 

➢ Set up Welcome/Unsubscribe customized mails. 

From "Manage Fields" Page you can: 

➢ Create custom Fields (used for contact account).There are certain type of custom 

fields (Text Box, Check Box, Dropdown list, Radio button, Date field). 

➢ Edit and Delete Fields. 
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Lists 
This is the “Lists” Module where you can Create, Edit, Delete List(s). List is necessary for 

sending. Without List you can’t send mails from system.  

 

 
 

Page Controls: 

• Data grid also has navigation buttons. 

 

• First, Previous, Next and Last to check records. 

Search 

• Here User can search the particular records based on searched criteria. 

• Enter the List ID or List Name or List Description or Creation Owner or Created 

Date. 
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• Click on  button and it will display the total records that are found in 

particular search value or else Click on  button to clear search results. 

 

Create List 

• Click on the Create list  button. 

• It will open the “Create List” Window. 
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• Enter details for the Create List. (The red asterisks indicate fields that are required) 

• Click on  button your list will be Created Successfully or else Click on 

 button to close the window. 
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Edit List 

• Click on the List Name Hyperlink. 

• It will open an “Edit List” window. 

 

• You can change the required fields. (The red asterisks indicate  fields that are 

required) 

• Click on  to save changes or else Click on  to exit without 

saving. 
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Delete List 

• Select the particular List(s) check box . 

• Click on Delete  button. 

• It will open “Delete List(s)” window. 

 
 

 

• There are two options when window will be opened: 

1. Delete selected List(s) but keep list members in the global database. 

➢ In this option the selected list will be deleted but the contacts remain 

as it is in the global database. 

 

2. Delete selected List(s) and remove list members from global database. 

➢ In this option the selected list and its contacts both will be deleted 

from the global database. 

 

• Click on  to delete or else Click on  to exit without deleting. 
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View List 

• Select the list for which you want to view the details. 

• Click on  button. 

 

• It will open the “List Details” window. 
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• Here you will find all the details of the particular List which you selected. 

• In List Details you can find six buttons Search, Clear, Export, Remove, Add 

Existing Contacts, Add Contacts and Refresh. 

• If you click on  button, you can search the contacts present in the 

selected list by its Contact Id or First Name or Last Name or Email. 

• If you click on  button, it will clear the “Enter search criteria” and will 

display all the contacts. 

• Select your desired fields then click on  button it will open the 

“Column Selection” Window. 
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• If you not select any field then all the fields will be exported by default. 

• Click on  button Contact(s) will be downloaded or else click on 

 button the window will be closed.  

• Select one or more contacts and click on  button then “Remove 

Contacts” window will be opened. 
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• Click on  button if you wish to remove or else click on  

button to close the window. 

• If you click yes then selected contacts will be removed from the particular List.  

• If you wish to add existing contacts in the selected list then just click on 

 button. 

• It will open “Add Contact” window. 

 

• You can add multiple contacts by selecting the desired contacts check box  

• Or you can add desired contact(s) by entering into Search Criteria with Email or First 

Name or Last Name by clicking on . 

• Click on  to clear the Search Criteria. 

• Also you can select your contacts with the help of page navigation. 

• Then click on  button. 

• After clicking on Add button selected contact(s) will be added to the List. 

• Click on  button once your contact(s) are added. 

• If you wish to add contacts in the selected list then just click on 

button. 

• It will open the “Add Contacts” Window. 
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• Enter First Name (Optional), Last Name (Optional) and Email Address*. (The red 

asterisks indicate fields that are required) 

• Click on button data will be saved and User can add more 

details in the selected list. 

• Click on button data will be saved and User can exit the window. 

• Click on   button window will be closed. 

Mass Desc. Update 

• If you select more than one list then  button will be 

activated. 

 

• Click on  button. 
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• It will open” Mass Desc Update” window. 

 

• Add the text you want to add in the List Description. 

• Click on  button then there will be effect in the entire selected List or 

else if you click on  the window will be closed. 

Note: Details of “Import History” Section is given at Page 66. 

Add Contacts 

• Select the list in which User want to add contacts then click on . 

 

• It will open “Add Contact” window. 
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• Enter First Name (Optional), Last Name (Optional) and Email Address*. (The red 

asterisks indicate fields that are required) 

• Click on button data will be saved and User can add more 

details in the selected list. 

• Click on button data will be saved and User can exit the window. 

• Click on   button window will be closed. 

 

Add Existing Contacts 

• Select the particular list in which you want to add existing contact(s) select list then 

click on . 

 

• “Add Contacts” window will be opened. 
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• You can add multiple contacts by selecting the desired contacts check box  

• Or you can add desired contact(s) by entering into Search Criteria with Email or First 

Name or Last Name by clicking on . 

• Click on  to clear the Search Criteria. 

• Also you can select your contacts with the help of page navigation. 

• Then click on  button. 

• After clicking on Add button selected contact(s) will be added to the List. 

• Click on  button once your contact(s) are added. 

Import 

• Click on   option after selecting list, then page will be redirected to the 

Import module with the selected list and will open “Manage Imports” Page. 
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Note: Go to Page No. 59 for next steps of Import. 
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Contacts 
This is the contact page under the “Lists” which allows you to search your contact using 

the search panel, Add new contacts, Edit, Delete or Export contacts to the List. Contact 

management is critical to any Email Marketing solution and we aim to make this task as 

easy as possible. You can import many types of file including .xls, .csv, and .txt. Once 

your Lists are in our system, they would manage themselves with simple Bounce rules.  

 

Search Contacts 

• Here user can search the particular records. 

 

• For Searching contacts there are two modes. 

1. Enter Search Criteria 

➢ Search will be performed on Contact Id or Email Address or First 

Name or Last Name fields. 
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2. Filter by Status 

➢ Select one of the options from Drop down list. It will search on the 

basis of its status. 

✓ Active 

✓ Unsubscribed 

✓ Undeliverable 

✓ Suppressed 

✓ Others 

 

• Click on  button it will display total information how many records are 

found from the particular Search Criteria or else Click on  button to 

clear search result(s). 

 

 
 

Create Contact 

• Click on  button. 

• “Add Contact” window will be opened. 
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• Enter the details for the Create Contact  First Name, Last Name, Email Address*, 

Address1, Address2, City, State, Postal Code, Country, Company Name, Work 

Phone, Home Phone, Mobile Phone, Fax. Select the Marital Status, Gender, 

BirthDate,Email Content Type,Is Active ,Is Verified ,Select List(s) in Contact 

Details.Signup Date,Signup Method,Signup URL,IP Address in Subscription Details 

and your desired custom fields. (The red asterisk indicates that  fields are required). 

• Select the List(s)  button it will open up the “Select Lists” window. 

• You can assign one or more list from  to Particular contact. 
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• You can see the recent created list in Select Lists window. 

• You can search your desired list by search panel or by clicking on  Page 

Navigation Link. 

•  Click on  button, it will fetch the list based on your search criteria. 
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• Select your desired list(s) and click  button. Then selected List(s) will be 

displayed in the Select List(s) box or else Click on  button window will be 

closed. 

 

Add List 

• Click on  icon. 

 

• “Add List” window will be opened. 

• Enter the details for the Add List, List Name* (The red asterisks indicate fields that 

are required) 
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• Enter the List Description, Creation Owner. 

• Select the Check if Suppression List, Check if SeedList. 

• Click  button to create list or else Click  button and Add List 

window will be closed. 

Note: Details of Suppression List and Seed List are given on the page 61.  

Custom Fields: 

• Here you can enter the custom fields details. 

• You can add the custom fields for your particular contact. 

• Click on  button data’s will be saved with a successful message and 

Add Contacts page will be displayed again.  

 

• Click  button to create contact or else Click  button and Add 

Contact window will be closed. 
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Edit Contact 

• If you want to edit any contact details then click on the Hyperlink of contact. 

 

• The “Edit Contact” page will be opened. 

• Here you can edit your desired fields. 

• Click  button to save changes or else Click  button and 

window will be closed. 

• Click on  button datas will be saved and Add Contacts page will 

be displayed again. 
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• If you click on  button then you will be redirected to the 

Report for Contact Page. 

Note: Detail summary of View Engagement is given in Contact Reports Section on 

page 56. 
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Delete Contacts 

• Select the particular contact(s) check box. 

• Click on Delete  icon for the contact(s) you want to delete. 

• It will open “Delete Contact(s)” Window. 

 

 
 

• Click on  button contact(s) will be deleted or else click on  

window will be closed. 
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Export Contacts 

• Click on  it will display the “Column Selection” window. 

 

• Here you can select  the format in which you want to export the contacts like 

CSV, Excel or Tab. 

• You can also select  the fields that you desire. 

• If you don’t select any fields then all fields will be exported by default. 

• Click on  button to export contacts or else click on  button the 

window will be closed. 
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Contact Report 

• Select particular Email Address check box. 

• Click on   

 

• It will open “Report for Contact” window.  

 

• Here you can see all the Mailing information of the particular contact that you 

selected. 

• You can also use Page Navigation to see the information. 
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• If you click on  button it will open a Download Report window or else if 

you click on  button it will close the window. 

 

• Here you can select the desired type of file format that you want to download. 

• There are three formats CSV, Excel and Text. 

• If you click on  button it will download report or else if you click on 

 button it will close the window. 
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Import 
This is the import page under “Lists” which allows you to import Excel, CSV, or Text type 

contact file of the List. You can see mapping when you click on “Get Filed Map” as well 

as send import notifications to your Email Address. We understand you’re busy and 

don’t have time to sit and wait for your data to import. We will send you an Email which 

you gave at time of importing and when your imports are complete then you can come 

back on your own time. It will contain an import status summary with the number of 

contacts imported successfully and the number of rejected contacts due to invalid Email 

address. 

 

• Select List(s)  button. 

• It will open “Select List” Window. 
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• You can see the recent created list in Select Lists window. 

• You can search your desired list by search panel or by clicking on  Page 

Navigation Link. 

• Click on  dropdown, it will fetch the list based on your 

select criteria. 

•  Click on  button, it will fetch the list based on your search criteria. 

• Select your desired List(s) and click  button. Then 

selected List(s) will be displayed in the Select List(s) box or else click on  

button to close the window. 
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• Select your desired list(s) and click  button. Then selected List(s) will be 

displayed in the Select List(s) box or else Click on  button window will be 

closed. 

 

Add List 

• Click on  button. 

 

• Enter the details for the Add List, List Name* (The red asterisks indicate the fields 

that are required) 

• Enter the List Description, Creation Owner. 

• Select the Check if Suppression List, Check if SeedList. 

• Click  button to create list or else Click  button and Add List 

window will be closed. 

Suppression List: 

This list is of suppression category and would be used to block the recipients containing 

in this list by selecting it on the mailing options. This is not global level suppression. This 

is one off suppression that can be used dynamically for specific campaigns only. 
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Import List: 

In our system seed list used to send test mails to the contacts which are available in 

seed list. So that sender can send test mail to that contacts and verify how the final 

email will look. However user can select seed list as target list also. 

 

• You have to Choose File Path from browsing your computer. 

• You have to choose a file type as given below. 

 

 
 

• Then select  check box. 

 

• Click on  button it will generate the Mapping fields. 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  68 

• At the right hand side top of the Filed Map it will show an  

button. 

• If you click on  it will open a Create Field window. 

 

• Here you can add a custom field Text Box. 

File header Fields: 

• Select any one File Header Field.  

• There are many Fields like Email, First Name, Last Name, Add1, Add2 etc. but Email 

is the mandatory Filed. 

• If you select  then that filed will be not added in you contact. 

 

Import options 

• Select any one  option from below: 
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➢ Add & Update - Add new recipients and update existing members. 

➢ Add Only - Add new recipients without updating existing members. 

➢ Update Only - Update existing recipients but do not add new members. 

 

Notification 

• Select Send Notification Email after Importing Contact List. 

 

• Enter the Email Address on which you want the Notification. 

• You can enter multiple Email Address separating with Commas (,). 

 

List Opt-in Permission 

• Before you import your email list to 1Point Email, you must verify that the list you 

are importing only contains email addresses from individuals that you have express 

permission to email. These email addresses must "opt-in" to your list. Sending email 

to purchased lists or harvested lists is against our Email Sending Policy. 

• By selecting the "I Agree"  checkbox below you are verifying that the email list 

you are uploading contains "opt-in" email addresses only. 

 

• Click on  button your contacts will be imported and Importing window 

will be opened. 
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• Click this hyperlink   page will redirect to the selected List details page or click 

on  button you will be redirected to Manage List Page. 

 

Import History 

• When after clicking  you will be redirected to List Details Page, at the bottom 

you can see your Import History. 
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• Under  it displays the status of the contacts whether it is Success, Pending 

or In Process. 

• Under  there is a link of  if you click it, it will download an 

excel file containing the history of Rejected Emails that you import with specific 

reason. 
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Segments 
This is the “Segments” page under “Lists” which allows you to make a Segment list with 

different filter types. We allow list Segmentation based off any query, as well as past 

campaign stats. For example, if you want to send a follow up message to those who 

didn’t open your last mailing, or didn’t click your Facebook link, you can create a fresh 

mailing with ease. 

 

Search 

• Here you can search the particular segments records. 

 

• Enter the Segment Name, Create Date. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  73 

• Click on  button it will display all the records according to Searched 

Criteria or else click on  button it will clear the Search criteria and will 

display all Segments. 

 

 

Create Segment 

• Click on create list  button. 

• It will open “Create Segment” Window. 

• In Create Segment there are three Tabs Name It, Build It and Preview Results. 

• Under “Name It” tab user can create the new segment by various Segment Options 

and Segment Types as below: 

• Segment Options: 

➢ Segment List Members Only 

➢ Segment Mailing Recipients Only 

➢ Segments based on GeoIP Data 

➢ Segment List Based on Subtraction 

➢ Segment List based on Zipcode/Radius 

• Segment Type: 

➢ Static Segment 

➢ Dynamic Segment 
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• Enter Segment Name in field. (The red asterisks indicate fields that are required) 

• Enter the Description. 

• Select the  Segment Options,  Segment Types. 

• Click on button. 

• It will open the “Build It Tab”. 

• Here user can select one or more list(s) by selecting the Check box  

• If user select  check box then he can segment against all the contacts 

in the system. 

 

• Then Click . 
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• Here user can add the filters. 

• You can also give your desire conditions. 

• Click on  to display the result. 

 

 

• Click on  button to edit conditions or change List selection. 

 

 

• Click on  button Segment is created and user will be redirected 

to the Manage Segments page. 
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Edit Segment 

• User can edit a Segment by Clicking the Hyper link of a Segment. 

 

• It will open the Edit Segment Window. 

• User can change the Segment Name, Description, Segment Options or Segment 

Type. 

• Then Click on  to save the changes and redirect Manage Segments 

page or else click to  button. 

• Here User have to follow the same steps that is done while creating Segment. 
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Note: Please Refer Page 71 “Create Segment” for further steps. 

 

View Segment 

• Select the check box click view list. 

• It displays the particular List details. 

• Here you can manage your contacts in the particular list. 

Note: Please Refer Page 39 “View List” for further steps. 
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Delete Segment 

• Select the Segment Name check box click  button. 

• “Delete Segment(s)” window will be opened. 

 

• Click on  button to delete Segment or else click  button to 

close the window. 
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Snapshots 
This is Snapshot module under “Lists”. From here you can make a Snapshot list. 

Functionality includes: You can make up to 10 parts from 1 Large List. (So you can create 

10 Snapshots based on “%” and Count Methods.  

Search Snapshots 

• Here user can search Snapshot by entering Snapshot Name. 

 

• Click on  button it will display all Snapshots records with particular 

name. 

• Click on  button to clear search result(s). 
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Create Snapshots 

• Click on create Snapshots  button. 

• It will open New Snapshot Window. 

 

 

• Enter the Snapshot Name and select a list from dropdown of Select Based on List 

(The red asterisks indicate fields that are required). 

• The list you select must be at least 100 or greater than 100. 

• If you want your contacts in your list in random order then select the Randomize 

Check box. 
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• There are two radio buttons Percentage and Count. 

• Select any one according to your need. 

• You can make up to 10 parts of your main list by clicking on 

 link. 

• Click on  button to create a Snapshot or else click on  to close 

the window. 

 

Edit Snapshots 

• Click on the Hyperlink of the Snapshot Name that you want to edit. 

 

• “Edit Snapshot” window will be opened. 
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• You can edit your Snapshot Name or you can select another list. 

• The remaining process is same as creating a Snapshot. 

• Click on  button to save changes to a Snapshot or 

else click on  to close the window. 

 

View Snapshots 

• Select the Snapshot check box and click  button. 

• It will open the “Snapshot Detail” Windows. 

 

• Here select any one List ID check box. 

• Again click on  button. 
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• You will be redirected to List Details Page. 

• Here you can manage your contacts in the particular list. 

Note: Please Refer Page 39 “View List” for further steps. 

 

Delete Snapshots 

• Select the Snapshot ID check box that you desire to delete. 

• Click this  icon. 

• “Delete Snapshot List(s)” window will be opened. 

 

• Click on  button if you want to delete the list or else click  

button to close the window. 
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Manage Fields 
This manages fields which allow you to “Create” a custom field for contact profile 

information. You can create such as Text box, Number, Check box, Dropdown list, Radio 

button & Date fields. You can also Edit and Delete custom fields.  

 

Search Manage Fields 

• Here user can search the particular records by entering its Field name or by help of 

Navigation Page. 

 

• Click on  button it will display the records of the Fields or else Click on 

 button to clear search result(s). 
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Create Custom Fields 

• Click on   button. 

• Create Field will be opened. 

 

• Enter Name in the fields Field Name* (The red asterisks indicate fields that are 

required) 

• Select the Field Type like Textbox, Checkbox, Dropdown List, Radio Button List and 

Date. 

• Select the  Required Field, Personalized Field and IsNumber if you want. 
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➢ Required Field: It is used for making a mandatory Field. 

➢ Personalized Field: It is used for making a personalized Field. 

➢ IsNumber: It is used to make a Numeric Field (0-9) no alphabets or symbols 

can be added. 

• Enter the Max Length (to give Maximum Length of Field) if you want. 

• If you select Dropdown List it will open a Section. 

 

• Click on  to add list. 

• Both Text and Value must be same. 

• If you want to remove any list then click on the  and then click on  to 

remove the desired list. 

• If you select Radiobutton List it will open a Section. 
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• Click on  to add list. 

• Both Text and Value must be same. 

• If you want to remove any list then click on the  and then click on  to 

remove the desired list. 

• Click on  button to save the details or else click on  button to 

close the window. 

 

Edit Fields 

• Click on Hyperlink of Filed Name that you want to edit. 

• It will open “Edit Field” window. 

• Edit the field that you desire. 

• You cannot edit Field Type. 

• Click on  button to save the changes or else click on  button 

to close the window. 
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Delete Fields 

• Select the Field Name check box that you desire to delete. 

• Click on  button. 

• It will open “Delete Field(s)” window. 

 

• Click on  button to delete the Fields or else click on  button to 

close the window. 
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Merge Lists 
This is the “Merge Lists” page which allows you to merge one or more Lists contacts into 

a particular List. You can also “Add New List” from here to merge. You can merge one or 

more Lists contacts to any existing List or a newly created list. Our List Merge feature is 

easy to use and takes just seconds. 

 

 

Search Merge Lists 

• Here user can search the particular List records. 

• There are two search bars one above “From List(s)” and second above “To List” 

Tabs. 

• In both the Search Bars User can enter the list name if he knows or else User can use 

the navigation page to search the list.  

• Click on  button it will display the particular List records or else Click on 

 button it will clear the search criteria and will show all the lists. 
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Add New List 

• Click on  icon. 

• It will open “Add List” window. 
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• Enter field List Name*. (The red asterisks indicate the fields that are required) 

• Enter the List Description, Creation Owner. 

• Select the check boxes Check if Suppression List, Check if Seed List. 

• Click on  button list will be saved or else Click on  button 

window will be closed. 

 

Merge List 

• User can select One or more check boxes  from “From List(s)” Tab and only one 

radio button  from “To List” Tab.    

• The list(s) from “From List(s)” Tab will remain the same only the contacts will be 

transferred to the selected list from “To List”. 

• Click on  button to merge the list(s) successfully. 

• Successfully done List Merging. 
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Download Contacts 
This is the “Download Contacts” page under “Lists“ which allows you to download 

Contacts. User Have to select which type of Contact he wants to download. Here there 

are two options for download: 

➢  All Contacts (Global Database): In which user can download all the contacts 

present in the database. 

➢ List(s) Contacts: In which user can select the Particular List(s) contacts which he 

desires to download. 

There are also some options that Includes in Download they are: 

➢ All Records 

➢ Active 

➢ Unsubscribe 

➢ Undelivered 

➢ Suppressed 

➢ Others 

 

• If User select the option  All Contacts (Global Database). Then User can select any 

one from four Options in Include in Download they are Unsubscribe, Undelivered, 

Suppressed and Others. 

• If you select All Contacts (Global Database) then All Records and Active will be 

disabled. 
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• Click on  button. 

• It will open “Column Selection” Window. 

 

• User can select the desired fields check box(s). 
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• Click on  button to download or else Click on  button to close 

the window. 

• If User select the option  List(s) Contacts. 

 

 

• Click on  button. 

• It will open the “Select Lists” Window. 
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• You can see the recent created list in Select Lists window. 

• You can search your desired list by search panel or by clicking on  Page 

Navigation Link. 

•  Click on  button, it will fetch the list based on your search criteria. 

• Select your desired list(s) and click  button. Then selected List(s) will be 

displayed in the List(s) box or else Click on  button window will be 

closed. 

• Now User has to select any one options from Include in Download they are All 

records, Active, Unsubscribe, Undelivered, Suppressed and Others. 

• Click on  button. 

• It will open “Column Selection” Window. 
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• User can select the desired fields check box(s). 

• Click on  button to download or else Click on  button to close 

the window. 

One zip/rar files Downloaded.    
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• Double click on this or extract zip file. 
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Opt-In Form 
The Opt-in Form Module allows you to build signup forms for a website or blog so that 

visitors may join your mailing list. Here user can make their desired type of Sign Up 

forms with the help of different tools given. Simply select your email solution, pick a 

form design and customize its appearance. After creating the form user can get a 

preview before sending a mail. 

Search Opt-in Forms 

• To search Opt-in Form there are various Methods. 

• User can Search with the help of FormID, Form Description, Form Name, Created 

Date. 

• User can use anyone of this method. 

• Click on  button to complete the search criteria or else Click on 

 to clear the search criteria and show all the Forms. 

 

Create Opt-in Form 

• Click on  button to create a new Opt-in Form. 

• The following are the different type of Tab included under Create Opt-In Form. 

➢ Name It 

➢ Build It 

➢ Assign List 

➢ Publish 
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• Name It: 

 

• Enter the “Form Name”* and Description. (The red asterisks indicate the fields that are 

required) 

• Fill all the columns then click on  button it will go to the “Build It” tabs. 

 

• Build It: 

• Build It tab will be displayed with following options. 

 

• Enter the Title Text Name, Submit Button Text name. (The red asterisks indicate the 

fields that are required) 

• Click on  button to select your desired Logo. 

• If User wants to delete the logo then click on . 

• Here Under Change Color Panel User can select the Border Color, Background Color and 

Text Color. 

• Click on  to Open the Color picker. 

 
• Click on desired color. 
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• It will show the color code of the selected color in  box. 

 
• Select your desired fields under the dropdown list as Email Address, First Name, Last 

Name, Company Name, Address1, Address2, City, State etc. (Email Address is 

Mandatory Field) 

• Select the Required  Check Box if you want. 

• Give a Suitable Form Name in Form Label. 

• Click on  pop up will be displayed on user screen. 

 

• Click on   button to delete or else click on  to close the window. 

• Click on button to add new Fields if you want to add more fields. 

• You can see your Preview of Form by clicking on  button. 
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• Click on   button to redirect to Assign List Tab or else click on 

 to redirect to “Name It” Tab. 

 

• Assign List: 

• Click on Assign list. 

• It will open “Assign List” Tab. 

• There are two Options. 

• New List 

• Existing List 
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• Selected Existing List(s) Option by default. 

• You can also select New List option and give your desired ListName. 

• Fill all the details then click on   button. 

 

• Publish: 

• In Publish Tab there are two Publishing Options and three Submit actions. 

• Below are the publishing Options. 

➢ From Link: It will generate Opt-in form Link 

➢ From Code: It will generate Opt-in form code. 

 

• Below are the Submit actions. 

➢ Display ‘thankyou’ message: After Submit it will display given thank you 

message. 

➢ Redirect to a custom URL: After Submit it will redirect to given URL. 

➢ Redirect to a landing page in 1Point: After Submit it will redirect to selected 

Landing page. 
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• Copy link and paste in any browser, your created form will be generated. 

 

• Select Form Code radio button. 

• It will open “Form Code”. 

• Copy Code use for your customized content. 

 

• Click on  button, you will redirect to the “Manage Opt-in” Form page and 

your form is published. 
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• Preview: 

• Select the FormID check box click on  button. 

• Form URL also displayed with Preview. 

• You can also copy URL from Preview. 

 

Edit Opt-in Form 

• Click on the Hyperlink of Form Name. 

• It will open the “Edit Opt-in Form” Window. 

• You can Change the Form Name and Description.  

• Click on  to redirect to “Build It” page. 

Note: Remaining is the Same Process as Create “Opt-In Form” from Page 96. 
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Delete Opt-in Forms 

• Select any Form and click on   Button. 

• It will open “Delete Form(s)” Window. 

 

• Click on  button the selected forms will be deleted or else Click on  

 button forms window will be Closed. 

 

Page Controls: 

• Data grid also has navigation buttons. 

 

• First, Previous, Next and Last to check records. 
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Welcome/Unsubscribe 
The Welcome/Unsubscribe Module allows you to build customized mails while 

subscriber added into the system/List/db or Leave/Unsubscribe. 

Welcome Mail: When people subscribe to your list, send them an email welcoming 

them to your List. 

Unsubscribe Mail: Send subscribers a final ‘Goodbye’ email to let them know they have 

unsubscribed. 

Search Welcome/Unsubscribe Mail 

• User can Search with the help of ID and Name. 

• Click on  button to complete the search criteria or else Click on 

 to clear the search criteria. 

 

Create Welcome/Unsubscribe Mail 

• Click on  button to create a new Welcome/Unsubscribe Mail. 

1. Enter Mailing Name 

2. Enter From Address, From Name, Reply-to Email 

3. Enter Subject 

4. Select Template from Dropdown. 

5. Select Global/List Level condition. 

6. After Select Condition Click on Active then you’re Welcome/Unsubscribe Mail will 

be activated. 
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Note: Set up information will be same for Welcome and Unsubscribe both type of 

email. 

 

• The following are the different Condition of Welcome mail 

➢ Global Level 

 

➢ List Level 
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• The following are the different Condition of Unsubscribe mail 

➢ Global Level 

 

➢ List Level 

 

Note: Global Level mailings are created only one time. Multiple Global Level is not 

allowed for Welcome/Unsubscribe, While you can create multiple Mailings for List 

Level.  

Edit Welcome/Unsubscribe Mail 

• Click on the Hyperlink of Welcome/Unsubscribe Name. (When 

Welcome/Unsubscribe Mail on Active Status) 

• It won’t allow to edit and shows validation message “Active Status 

Welcome/Unsubscribe Mail cannot be edited. Deactivate first if you want to edit.” 

• Click on the Hyperlink of Welcome/Unsubscribe Name. (When 

Welcome/Unsubscribe Mail on Inactive Status) 

• It will allow to edit Welcome/Unsubscribe mail and open with exiting selected 

values/template. 

• Make your desired changes and Click on button. 

Delete Welcome/Unsubscribe Mail 

• Select any Welcome/Unsubscribe Mail and click on   Button. 
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• It will open “Delete Welcome/Unsubscribe Mails” Window. 

 

Click on  button the selected mails will be deleted successfully or else Click on  

 button delete window will be closed. 

View Action of Welcome/Unsubscribe Mail 

• Select any Welcome/Unsubscribe Mail and click on  Button. 

• It will display “Selected Action for Welcome/Unsubscribe Mail” Window. 

 

 

Click on  button to close window. 
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Preview of Welcome/Unsubscribe Mail 

• Select any Welcome/Unsubscribe Mail and click on  Button. 

• It will display “Preview” Window. 

Page Controls: 

• Data grid also has navigation buttons when more than 10 Mails are available. 

 

• First, Previous, Next and Last to check records. 

Welcome/Unsubscribe Reports 

This is the Welcome/Unsubscribe Reports module. Here you can view reporting of your 

sent mailings. There are several option on this sections like Preview, Refresh, Download, 

View Action. 
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Let’s get idea for each option: 

• Select Welcome/Unsubscribe Mail (Dropdown): From here you can select the 

mails whish has sent and reports generated. Deleted mailings will not be displayed 

in dropdown. 

 

• Preview: on clicking on Preview it will display Preview of selected mail. 

• Refresh: on clicking on Refresh it will refresh the page and data will be refreshed. 

• Download: on clicking download it will open “Download report” pop up. 

 
• From here you can download CSV or PDF file. 

• View Action: For detail steps of View Action go to page no 105. 

• If you click on hyperlink of Email Stats report it will allow downloading particular 

report. 
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• On clicking hyperlink of label it will open “Download Report” pop up. 
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CAMPAIGNS: 
 

Campaigns Module provides options for easy Campaign process. From campaigns 

module you can 

➢ Create Templates, Campaigns, Mailings, AutoScrape, Landing Pages, A/B Test 

Mailings, Triggers, SMS Campaigns. 

➢ Preview for Templates, Mailings, AutoScrape, Landing Pages, A/B Test Mailings, 

Trigger, SMS Campaigns. 

➢ Edit and Delete Templates, Campaigns, Mailings, AutoScrape, Landing Pages, A/B 

Test Mailings, Triggers, SMS Campaigns. 

➢ Search Templates, Campaigns, Mailings, AutoScrape, Landing Pages, A/B Test 

Mailings, Triggers, SMS Campaigns from search panel entering search result. 

➢ Save as “Draft” Mailings. 

➢ “Clone” of Sent Mailing. 

➢ View reports for Sent Mailings. 

➢ Sent Immediately or Schedule Mailing. 

➢ Domain Suppression. 

Note: Option named Archived Mailings contains 90 days old Mailings and manual 

Archived mailings to prevent performance issues. And it allows to View Reports, 

Preview and Clone. 

• The following are the different type of modules included in CAMPAIGNS Module 

are: 

➢ Mailings 

➢ Campaigns 

➢ Templates 

➢ Archived Mailings 

➢ AutoScrape Mailings 

➢ A/B Test Mailings  

➢ Trigger mailings 

➢ SMS Campaigns 

➢ Landing Pages 

Mailings 
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This is a module from where you can Create Mailing using existing template or prepare 

your own. There are many more useful options in Content editor to build campaign. You 

can save Mailing as “Draft”. Also you can Edit, Delete, Preview and you can also View 

Reports of Sent Mailings. Also you can search desired Mailing and assigned Campaigns 

as well. 

 

Page Controls: 

• Data grid also has navigation buttons. 

 

• First, Previous, Next and Last to check records.  

Search 

• Here user can search the particular records. 

• Under Manage Mailings there are Two Tabs. 

➢ Draft 

➢ Sent 
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• Under both Tabs Search Panel a User can search by Mailing ID, Mailing Name or 

select the Filter by Campaign. 

• Under Filter by Campaign Dropdown list user can select the Campaign and on that 

basis user can search Mailings in Particular Campaign. 

• User can also search by Page Navigation . 

• Click on  button it will display the search result or else Click on 

 button for clear the search criteria. 

• If User click on  button. 

• The Draft Tab → Manage Mailings Page will be opened where user can see the 

Mailing Lists  and also  on which mail would be send. 

• Under  of Campaign user can see the status of Mailings whether it is in 

Editing, Pending, In Process or Error. 

• Under  user can see the List of Mailings assigned to any Campaign 

if not assigned it will display . 

 

• If User click on  button. 

• Sent Tab → Manage Mailings page will be opened where user can see the 

where it will show the Mailing Sent Details or the Mailing Scheduled 

Details. 

• Under  it will Show the Sent Status. 
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• Under  it will show the total no of Targeted Mails, 

 will show successful delivered mails,  will show total 

number of Bounced mails. 

• Under  user can see the List of Mailings assigned to any Campaign 

if not assigned it will display . 

 

DRAFT TAB 

Create Mailing 

• Click on  button. 

 
 

• It will open the “New Mailing” window. 
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• There are six major Tabs in New Mailing window they are Mailing Details, Content 

Editor, Tracking Editor, Preview & TestMail, Delivery Options and Confirmation. 

• After click  Mailing Details Tab will be opened. 

 

 

 

1. Mailing Details 

• Here user can create a New Mailing. 

• User has to enter Mailing Details like Mailing Name, Mailing Description, From 

Name and Subject. (The red asterisks indicate fields that are required) 
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• User has to select from the drop down list for Assigned Campaign, From Address, 

Reply- to Email. 

• Click on   it will open Create Campaign Window. 

 

• Fill the Details Campaign Name and Campaign Description. (The red asterisks 

indicate fields that are required) 

• Click on  it will create the Campaign or else click on  to 

close the window. 

• Select From Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Informations. 

• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 

 
 

• User Has to Select the Desired Field from the Drop Down for personalization. 
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• By default the Track Links Checkbox is ticked . It is used for tracking the Mail. 

• At the bottom you can find Unsubscribe Info from where you can give your desired 

text and Link label by clicking   Link. 

• We are providing following Link Labels. 

 

 
 

Third Party Tracking (Google Analytics / Omniture Tracking) 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 
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• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you measure 

your advertising ROI as well as track your Flash, video, and social networking sites 

and applications. 

 

➢ Enable Google Analytics Tracking:  

• If you click on  it will open a Section where you 

can enter your desired Tracking Parameters. 

 
 

• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a Section where you can 

enter your desired Tracking Parameters. 
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• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will open the Content Editor Tab. 

 

2. Content Editor 

After entering Campaign Details you have to Insert Template or you can create your 

own template with the help of Editor. There are two types of templates HTML and Text. 

You can insert personalize field and Standard links. Also you can do “Spam Check” to get 

the rating of your content before sending.  
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• Select a pre-existing template for your E-Mail design: Select from dropdown any 

design. 

 

• It will show the preview of design in the body part. 

 

• In HTML mode you can edit with the help of this tool bar. 

 

• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 

• If you click on  button you can add your text version along with your 

HTML Design or you can convert your HTML to text. 

• Under TEXT if you click on  button. 

• It will open the Insert Link window. 
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• Here you can insert the desired URL Link into text version. 

• Click on  button to save the URL or else click on  button to close the 

window. 

• At the bottom of the window you will find two drop down list. 

 

• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  
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• Here you can Insert Standard Link and place in any location of the design where you 

desire.  
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• Before sending your mail click on  to check the Spam Score. 

• Spam score will let you know whether the template will be worth to send or not. 

• If your score is high then there are more possibilities that mail(s) you send to your 

customers will reach their Spam box. 

 

• It is Mandatory to check this check box before sending 

Mail.  

• If you won’t check and will click on then it will show an Error message. 

 

• If you click on  it will automatically add the Unsubscribe link and Mailing 

Address at footer. 
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• If you click on  it will redirect back to the Content Editor Tab.  

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to the Mailing Details tab. 

• Fill the details and Click on  button page will redirect to the Tracking 

Editor tab.  

 

3. Tracking Editor 

Tracking Editor is used for editing the URLs that are present in the Template and also 

you can Label the URL. 

• In Tracking Editor User can change URL under Edit URL and under Reporting Label 

can give a Label Name to URL. 

• Validated column displayed with Cross and Tick mark sign. If your link is not valid 

then displayed Red cross sign beside link and if Link is valid then displayed Green tick 

beside link. 

(Note : Validated column displayed in mailing tracking editor if it is enable under 

Advance module) 

 

• Click on   one pop up will be display on user screen. 
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• Click on  to close the Pop up Window. It will save the URL and Reporting 

Label section will be reset. 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to the Content Editor tab.  

• Fill the details and Click on  button Preview & TestMail will be opened. 

 

4. Preview & TestMail 

Here User can Preview the Created Mail and can Send Test Mail to ensure that 

Campaign Mail is designed perfectly or not. 

 

 

• To verifying the Mailing before Final launch there are two Options 

1. Type your Email Address manually 

2. Select your Seed list 
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Type your Email address manually: 

• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 

• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 

• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 

 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select SeedLists Window. 
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• Here user can search the particular records. 

 

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Preview & TestMail page. 

• Click on  button and Success message Pop up will be displayed. 
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• Click on  to close the Pop up Window. 

• Click on  button it will open the Preview of Template content in a new 

Preview HTML Content Window. 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to Tracking Editor Tab. 

• Fill all the details & Click on button Page will redirect to Delivery 

Options page.  

  

5. Delivery Options 

This is “Delivery Options” from here you can select the Target List on which you want to 

send Mailings. You can Suppress Domain(s) , Domain Suppress List(s) , Suppress List(s) 

and MD5 Suppress List(s) which you do not want to send. There are two options of 

Delivery i.e. “Immediate” and “Scheduled”. You can send campaign immediately or you 
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can Scheduled date and 

time

 for Campaign. 

 

• The following are the different type Delivery Options. 

➢ Target 

➢ Suppress Domain(s) 

➢ Domain Suppress List(s) 

➢ Suppress List(s) 

➢ MD5 Suppression List(s) 

 

 

Target: 

• It displays the target list details. 
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• Click on  button. 

• It will open Select Snapshot Lists window. 

 

• Select the snapshot and click on  button. 

• Click button and window will be closed. 

 

• Now Click on  button and Select Lists window will be opened. 
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• Enter the List Name and click on  button it will display the particular list 

details. 

 

• Select the check box and click on  button the list will be selected. 

• SortBy drop down displayed for list sorting. 

-  ListName(A to Z) & (Z to A). 

           -  ListID(Low to High) & (High to Low). 

           -  CreatedDate(Oldest to Newest) & (Newest to Oldest). 

Suppress Domain(s): 

• It displays the suppressed domain details. 

• Here you can suppress a particular domain on which you don’t want to send the 

mail. 
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• Click on  of Suppress Domain(s) button it will open Select 

Domains for Suppression window. 

 

• Enter the domain name click on  button it will display the particular 

record details. 

• Select the check box button and click on  button it will display the 

data. 

• Click on  button window will be closed. 

• Click on   button it will suppress the Selected. 
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Domain Suppression List(s) : 

• It will display the Domain Suppress Lists details. 

• Here you can suppress the whole  Domain List. 

 

• Click on  button it will open the Select  Domain Suppress List(s) 

window. 

 

 

• Enter the list name click on   button it will display the particular record 

details. 
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•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

 

Suppress List(s) :  

• It will display the Suppress List details. 

• Here you can suppress the whole List. 

 

• Click on  button it will open the Select Suppress List window. 
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• Enter the list name click on   button it will display the particular record 

details. 

 

•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

MD5 Suppress List(s) :  

• It will display the Suppress List details. 

• Here you can suppress the whole List. 
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• Click on  button it will open the Select Suppress List window. 

 

 
 

• Enter the list name click on   button it will display the particular record 

details. 
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•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

• At the Bottom of window there is a small Section of Launch Date. 

• Here user can select the mode of sending. 

• If you select Immediate then the Email will be send immediately. 

• But if you select Scheduled then you can send the mail on the desired date and time. 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• If you click on  button it will redirect to Preview & TestMail. 

• Fill the details and after clicking on  button page will be redirected to 

the Confirmation tab. 

6. Confirmation 

This is the Final Step of Mailing. You can verify at the final step. If there is any 

mistake/pending in process it will indicate sign or if all process has done properly it 

will indicate  sign. 

 

• If you click on  it will send a test mail before finalize sending. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  142 

• If you click on  it will show the preview of mail before finalize 

sending. 

• Social Share on confirmation page allow you to share your email content over social 

media. 

• Advance module > social share enable > Social share enable/disable option will 

display on confirmation tab. 

• Advance module > Social share disable > Social share option will not display on 

confirmation tab. 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• If you click on you will be redirected to Deliver Options Tab. 

• If you click on   then your finalize Mail will be send to your 

List(s). 
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• If you click on  it will close the window and redirect to Manage 

Mailings page. 

 

Edit Mailing 

 

 

 

• Just click on the Mailing Name Hyperlink. 
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• It will open the “Edit Mailing” Window. 

 

Note: Remaining process in Edit Mailing will be same as “Create Mailing”. Refer from 

Page 114. 

Delete Mailing 

• Here user can delete the Mailings. 

• Select the Mailing check box clicks this  button. 

• It will open the Delete Mailing Window. 

 

 

• Click on  the Mailing(s) will be deleted or click on  button to 

close the window. 
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Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

Mailings→ Draft Tab window.  

• Select the particular mail check box and click on  button. 

 

• It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

 

• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Clone 

Clone means it will copy same mailing and create new mailing. When you Clone any 

mailing it will copy the entire data of HTML and Text Mail and create a replica of it.  

• Select a particular Mailing Name check box click on  button.  

• It will open the Edit Mailing Window.  

Note: Follow the Same process which you done while “Create Mailing”. Refer page 

115. 
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Recipients summary 

It will show how many valid contacts will be going to receive mails as there is 

suppression selected in mailing, so those contacts will exclude from targeted. 

• Select the check box and click on  . 

• It will open the Contacts targeted Summary Window. 

 

• It will show a Tabular and a graphical information. 
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• Click on  button it will close the window. 

 

SENT TAB 

Create Mailing 

• Click on  button. 

 

• It will open the “New Mailing” window. 

Note: Follow the Same process which you done while “Create Mailing” in DRAFT TAB. 

Refer page 115. 

Delete Mailing 

• Here user can delete the Mailings. 

• Select the check box clicks this  button. 

• It will open the Delete Mailing Window. 
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• Click on  the Mailing(s) will be deleted or click on  button to 

close the window. 

View Report 

• View Report Comes Under Manage Mailings → Sent. 

 

• Click on a Particular Mailing Check box then click on . 

• It will redirect to CAMPAIGN REPORTS → Dashboard. 

 

• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 
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• Click on button it will open the Preview of that particular Mailing in 

Separate Window. 

• Click on  to refresh the page. 

• Click on  button it will open an Download Report window 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 

• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 

Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

Mailings→ Sent Tab window.  

 

• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Clone 

Clone means it will copy same mailing and create new mailing. When you Clone any 

mailing it will copy the entire data of HTML and Text Mail and create a replica of it.  

• Select a particular Mailing Name check box click on  button.  

• It will open the “Edit Mailing” Window.  

Note: Follow the Same process which you done while “Create Mailing”. Refer page 

115. 
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Assign Campaign 

• Select a particular Check box and click on . 

 

• It will open the Assign Campaign Window. 
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• You can select the Campaign from the drop down list for the Particular selected 

Mailing. 

• If you click on  button. 

• It will open the Create Campaign window. 

 

• You can create a new Campaign by giving Campaign Name and Campaign 

Description. (The red asterisks indicate the fields that are required) 

• Click on  to save the Campaign or else click on  to close the 

window. 

• You will get a Success message. 

 

• You can now select the Created campaign from the drop down list assign. 

• Click on  to assign the Campaign or else click on  to close the 

window. 

  

Campaigns 
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This is Campaigns section under “CAMPAIGNS” module. Basically Campaigns is a group 

of certain mailings. User can assign mailings to desired Campaign by creating new 

Campaign or in existing Campaign. 

Search Campaigns 

• Here user can search all the created campaigns by particular fields. 

 

• Enter Campaign Name or Campaign Description or Created Date. 

• Click on  button it will display all campaigns based on search criteria 

or else Click on  button it will clear the search criteria and again display 

all campaigns. 

Create Campaign 

• Click on  button. 

• It will open the Create Campaign window. 
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• Enter Campaign Name and Campaign Description. (The red asterisks indicate the 

fields that are required) 

•  Click on  to create the campaign or else click on  button to 

close the window. 

 

Edit Campaign 

• Select a Particular Campaign Name and click on the Hyperlink. 

• It will open the Edit Campaign window. 

 

• Click on  to create the campaign or else click on  button to 

close the window. 
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View Campaign 

• Select a Particular Campaign Name check box from Campaigns list. 

 

 

• Click on  button. 

• It will open the Manage Mailings window in which it display all the Mailings List 

assigned to that particular campaign. 
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• If user has multiple Mailings in a particular Campaign then user can Search by Search 

criteria like Mailing ID and Mailing Name. 

• Click on  button it will display all campaigns based on search criteria 

or else Click on  button it will clear the search criteria and again display 

all campaigns. 

• Click on  to refresh the Page. 

 

Delete Campaign 

• Select the Campaign Name by selecting check box. 

• Clicks on  button. 

• It will open the  Delete Campaign(s) window. 

 

• There are two options. 
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➢ Delete selected Campaign(s) but keep associated mailings: It will delete only 

campaign and not the assigned mailings. 

➢ Delete selected campaign(s) and remove associated mailings: It will delete 

campaign as well as assigned mailings to this campaign.  

• Click on  button to delete selected campaigns or else click on  

button to close the window. 

 

View reports 

• Select the check box of a particular campaign click on . 

• It will redirect to “Dashboard” section of the “CAMPAIGN REPORTS” module with 

selection of that campaign and show report of that particular Campaign. 

 

• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 

• Click on button it will open the Preview of that particular Mailing in 

Separate Window. 

• Click on  to refresh the page. 
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• Click on  button it will open an Download Report window 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 

• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 

 

Mass Desc. Update 

• User can give same description to multiple Campaigns at a same time. 

• Select multiple campaigns check box then this  button will be 

activated. 

• Click on  Button. 

• It will open a Mass Desc Update Campaigns window. 

 

• Enter text in Campaign Description fields. 
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• Click on  button to update description of all selected campaigns. 

• Click on  button to close the window. 

 

Templates 
This is Templates section here you can create new Templates. Also you can upload pre-

made HTML template. You can also create your own desired designed templates with 

the given tools. 

 

Search Templates 

• Here user can search all the created templates by various fields. 

• If Private? Field is True then that template only show to that owner only.(Created by 

client then only that client can show other user of that client not able to see). 

• If Private? Field is False then its visible to all user of that client. 

 

 

• You can Search by Template ID or Template Name or Description or Created Date 

or Modified Date fields. 

• Click on   button, it will display all templates based on search criteria 

with all details. 
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• Click on  button, it will clear the search criteria and again display all 

templates. 

• Check to enable Template thumbnails Option > If enable, all template displayed with 

preview. 

• Check to enable Template thumbnails Option > If disable, Template preview not 

display. 

 

 

 

Create Template 

• Click on  button. 

• It will open Build Template Page. 

• While click on create button it display two editor choice 1. Advance responsive 

Editor & 2. WYSIWYG editor. 

• Advance Responsive Editor - redirect to Responsive editor and WYSIWYG will 

redirect to Rad editor.  
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WYSIWYG Editor 

 

 

 

• Enter Name and Description fields. (The red asterisks indicate the fields that are 

required) 

•  You can choose any custom template by clicking on . 

• After choosing the HTML file click on  to upload. 

• In HTML  mode you can edit with the help of this tool bar. 
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• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 

• If you click on  button you can add your text version along with your 

HTML Design or you can convert your HTML to text. 

• Under TEXT if you click on  button. 

• It will open the Insert Link window. 

 

• Here you can insert the desired URL Link into text version. 

• Click on  button to save the URL or else click on  button to close the 

window. 

• At the bottom of the window you will find two drop down list. 

 

• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  
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• Here you can Insert Standard Link and place in any location of the design where you 

desire.  

 

 

⚫ Switch to Advance Editor > will allow you to switch from Rad editor to Responsive 

editor 
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Responsive Editor 

 

 
 

• You can create Responsive template by drag and drop left module. 

 

• Click on  button template created and page redirected to the 

Manage Templates.  

• Click on  button template will be created and new window will be 

opened where user can again create new template.  
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• Click on  button page redirected to the Manage Templates page without 

creating template.   

Edit Template 

• Click on the Name Hyper link. 

 

• It will open the Edit Template window. 
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Note: Follow the Same process which you done while “Creating a Template”. Refer 

page 160. 

 

Delete Templates 

• Select Templates Check box and Click on    button. 

• It will open the Delete Template(s) window. 

 

 

• Click on  button to delete selected templates.  

• Click this button. Selected templates are not deleted and pop up are 

closed. 
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Preview Template 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

Templates window.  

 

• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Archived Mailings 
Option named “Archived Mailings” contains 90 days old Mailings to prevent 

performance issues. And it allows to View Reports, Preview and Clone. Archived Mailing 

act as a Storage of Old Mailings. 

Search Archived Mailings 

• Here user can search the Mailings with the Help of Mailing Name.  

 

• User can also use Page Navigation to search the Mails. 

• Click on  button it will display the Mailings according to search criteria. 

• Click on  to clear the screen and all Mailings will be seen again. 

View Reports 

• Select the check box of a particular Mail click on . 

• It will redirect to “Dashboard” section of the “CAMPAIGN REPORTS” module with 

selection of that campaign and show report of that particular Campaign. 
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• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 

• Click on button it will open the Preview of that particular Mailing in 

Separate Window. 

• Click on  to refresh the page. 

• Click on  button it will open an Download Report window 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 
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• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 

Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

Archived Mailings window.  

 

• Select a 

particular Mail Check box and click on  button. 

• It will open 

preview in Preview HTML Content Window. 
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⚫ If you click on  you can get the Email Id of your first 

contact present in your Target list. 

⚫ Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

⚫ When you click  it will replace  

with the contact details that is been saved in your database. 

⚫ It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

⚫ If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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⚫ If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Clone Archived Mailings 

Clone means it will copy same mailing and create new mailing. When you Clone any 

mailing it will copy the entire data HTML and Text Mail and create a replica of it. 

• Select a particular Mailing Name check box click on . 

• It will open the Edit Mailing Window.  

Note: Follow the Same process which you done while “Create Mailing”. Refer page 

105. 
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Auto Scrape Mailings 
User can send AutoScrape Mailings based on day time period as per given. Like if you 

created AutoScrape for one week then 7 mailings will be created in scheduled tab with 

pending status and it will send automatically daily basis on the time which you selected 

while creating.  

 

Search AutoScrape Mailings 

• Here user can search all the created AutoScrape Mailings by particular fields. 

• There are mainly three Tabs in Manage AutoScrape Mailings AutoScrape, Schedule 

and Sent. 

AutoScrape Tab 

• Click on  Tab. 

• Enter Scrape ID or Mailing Name fields. 

•  Click on  button it will display all Auto Scrape Mailings based on 

search criteria. 
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• Click on  button it will clear the search criteria and again display all Auto 

Scrape Mailings. 

 

Create AutoScrape Mailing 

• Click on   button, page redirected to the “New Auto Scrape Mailing page. 

 

• In “New Auto Scrape Mailing” page, there are five tabs as  

1. Mailing Details  

2.  Scrape Html  
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3. Preview & Testmail  

4. Delivery Options and  

5.  Confirmation. 

 

1. Mailing Details 

• By default it will open Mailing Details Window. 

• Here user can create a New Mailing. 

 

• User has to enter Mailing Details like Mailing Name, Mailing Description, From 

Name and Subject. (The red asterisks indicate fields that are required) 

• User has to select from the drop down list for Assigned Campaign, From Address, 

Reply- to Email. 

• Click on   it will open Create Campaign Window. 
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• Fill the Details Campaign Name and Campaign Description. (The red asterisks 

indicate fields that are required) 

• Click on  it will create the Campaign or else click on  to close 

the window. 

• Select Form Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Informations. 

• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 

• User Has to Select the Desired Field from the Drop Down for personalization. 
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• By default the Track Links Checkbox is ticked . It is used for tracking the Mail. 

• At the bottom you can find Unsubscribe Info from where you can give your desired 

text and Link label by clicking   Link. 

• We are providing following Link Labels. 

 

• User can select any one of them. 

 

Third Party Tracking Google Analytics / Omniture Tracking 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 

• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you measure 

your advertising ROI as well as track your Flash, video, and social networking sites 

and applications. 
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➢ Enable Google Analytics Tracking:  

• If you click on  it will open a window. 

 
 

• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a window. 
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• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your work in Drafts and redirect to the Manage 

AutoScrape Mailings ( AutoScrape Tab. 

• Click on  button you will be redirected to Scrape Html Tab. 

 

2. Scrape Html 

• Here User inserts the URL in the URL to Scrape box. 

 

• Click on  it will display the HTML code in the View AutoScrape 

HTML box. 

• There is an Option with Scheduled Start Date and Time, Scheduled End Date and 

Time. 

• Here you can give your desired Date and Time from when to start, till when to stop 

sending the mails. 

• There is an option of recurrence. 

 

• You can select the check boxes on the day(s) that you desire to keep the recurrence 

of mail. 

• If you select the check box of Add Date Based Subject Lines? 

• One window will be opened. 
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• Here you can give your desired subjects for your desired days. 

• Click on  it will save your work in Drafts and redirect to the Manage 

AutoScrape Mailings ( AutoScrape Tab. 

• Click on  button it will redirect to Mailing Details Tab. 

• Click on  button you will be redirected to Preview & Testmail Tab. 

 

3. Preview & TestMail 

Here User can Preview the Created Mailing and can Send Test Mail to ensure that 

campaign is designed perfectly or not. 

 

• To verifying the Mailing before Final launch there are two Options 

3. Type your Email Address manually 

4. Select your Seed list 
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Type your Email address manually: 

• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 

• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 

• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select SeedLists Window. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  193 

 

• Here user can search the particular records. 

• SortBy drop down displayed for list sorting. 

          -  ListName(A to Z) & (Z to A). 

          -  ListID(Low to High) & (High to Low). 

          -  CreatedDate(Oldest to Newest) & (Newest to Oldest).   

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Preview & TestMail page. 

• Click on  button and Success message Pop up will be displayed. 
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• Click on  to close the Pop up Window. 

• Click on  button (Preview means you can see preview of your HTML 

mailer which you selected in Content editor) one pop up of Preview will be display 

on the user screen. 
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• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to Tracking Editor Tab. 

• Fill all the details & Click on button Page will redirect to Delivery 

Options page.  

 

4. Delivery Options 

This is “Delivery Options”. From here you can select the List on which you want to send 

Mailings. You can suppress domain and List which you do not want to send. There are 

two options of Delivery i.e. “Immediate” and “Scheduled”. You can send campaign 

immediately or you can Scheduled date and time for Campaign. 

 

• The following are the different type Delivery Options. 

➢ Target 

➢ Suppress Domain 

➢ Suppress List(s) 

➢ Domain Suppression List(s) 

➢ MD5 Suppress List(s) 

 

Target: 

It displays the target list details. 
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Click on  button. 

• It will open Select Snapshot Lists window. 

 

 

• Select the snapshot and click on  button. 

• Click button and window will be closed. 
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• Click on  button and Select Lists window will be opened. 

 

 

 

• Enter the List Name and click on  button it will display the particular list 

details. 
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• Select the check box and click on  button the list will be selected. 

Suppressed Domain: 

• It displays the suppressed domain details. 

• Here you can suppress a particular domain on which you don’t want to send the 

mail. 

 

• Click on  button it will open Select Domains for Suppression 

window. 
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• Enter the domain name click on  button it will display the particular 

record details. 

• Select the check box button and click on  button it will display the 

data. 

• Click on  button window will be closed. 

• Click on   button it will suppress the Selected. 

 

Suppress List Target: 

• It will display the Suppress List details. 

• Here, you can suppress the whole List. 

 

• Click on  button it will open the Select Suppress List window. 
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• Enter the list name click on   button it will display the particular record 

details. 

•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

• Click on  it will save your work in Drafts and redirect to the Manage 

AutoScrape Mailings → AutoScrape Tab. 

• If you click on  button it will redirect to Preview & TestMail. 

• Fill the details and after clicking on  button page will be redirected to 

the Confirmation Tab.  

5. Confirmation 

This is the Final Step of AutoScrape Mailing. You can verify at the final step. If there is 

any mistake/pending in process it will indicate sign or if all process has done 

properly it will indicate  sign. 
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• If you click on  it will send a test mail before finalize sending. 

• If you click on  it will show the preview of mail before finalize 

sending. 
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• Click on  it will save your work in Drafts and redirect to the Manage 

AutoScrape Mailings → AutoScrape Tab. 

• If you click on you will be redirected to Deliver Options Tab. 

• If you click on   then your finalize Mail will be send to your List(s) 

as per desired Start Date and End Date. 

• If you click on  it will close the window and redirect to Manage 

AutoScrape Mailings page. 

Delete AutoScrape Mailing 

•  Select one or multiple AutoScrape Mailing Check box. 

• Click on   button. 

• It will open Delete AutoScrape Job Confirmation window. 

 

• Click on  button to delete selected Auto Scrape. 

• Click on button to close the window. 

Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

AutoScrape Mailings → AutoScrape Tab window.  
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➢ Select a particular Mail Check box and click on  button. 

➢ It will open preview in Preview HTML Content Window. 

 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  204 

➢ If you click on  you can get the Email Id of your first 

contact present in your Target list. 

➢ Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

➢ When you click  it will replace  

with the contact details that is been saved in your database. 

➢ It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

➢ If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

 

➢ If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Schedule Tab 
• Here User can see the list of mails that have been scheduled but not yet sent. 

• Click on  Tab. 

• In Search Panels User can search by Mailing ID, Mailing Name or select the Filter by 

Campaign. 

• Under Filter by Campaign Dropdown list user can select the Campaign and on that 

basis user can search Mailings in Particular Campaign. 

• User can also search by Page Navigation . 

• Click on  button it will display the search result or else Click on 

 button for clear the search criteria. 

• Click on  to Refresh the Page. 
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Delete AutoScrape Scheduled Mailing 

•  Select one or multiple Scheduled Mails Check box. 

• Click on   button. 

• It will open Delete Mailing window. 

 

• Click on  button to delete selected Scheduled Mails. 

• Click on button to close the window. 

 

Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

AutoScrape Mailings → Schedule Tab window.  
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• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 

 

 

• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 
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• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

 

 

• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Sent Tab 

• Click on  Tab. 

• In Search Panels User can search by Mailing ID, Mailing Name or select the Filter by 

Campaign. 

• Under Filter by Campaign Dropdown list user can select the Campaign and on that 

basis user can search Mailings in Particular Campaign. 

• User can also search by Page Navigation . 

• Click on  button it will display the search result or else Click on 

 button for clear the search criteria. 

• Click on  to Refresh the Page. 
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Delete Mailing 

• Here user can delete the AutoScrape Mailings. 

• Select the AutoScrape Mails check box clicks this  button. 

• It will open the Delete Mailing Window. 

 

 

• Click on  the Mailing(s) will be deleted or click on  button to 

close the window. 
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View Report 

• View Report Comes Under Manage AutoScrape Mailings → Sent. 

 

• Click on a Particular Mailing Check box then click on . 

• It will redirect to CAMPAIGN REPORTS → Dashboard. 
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• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 

• Click on button it will open the Preview of that particular Mailing in 

Separate Window. 

• Click on  to refresh the page. 

• Click on  button it will open an Download Report window. 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 

• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 
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Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

AutoScrape Mailings → Sent Tab window.  

 

• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

 

 

• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Assign Campaign 

• Select a particular Check box and click on . 

 

• It will open the Assign Campaign Window. 

 

• You can select the Campaign from the drop down list for the Particular selected 

Mailing. 

• If you click on  button. 

• It will open the Create Campaign window. 
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• You can create a new Campaign by giving Campaign Name and Campaign 

Description. (The red asterisks indicate the fields that are required) 

• Click on  to save the Campaign or else click on  to close the 

window. 

• You will get a Success message. 

 

• You can now select the Created campaign from the drop down list. 

• Click on  to assign the Campaign or else click on  to close the 

window. 
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A/B Test Mailings 
A/B is testing, also known as split testing, is a way of working out which of two campaign 

options is the most effective in terms of encouraging opens or clicks. In an A/B test you 

set up two variations of the one campaign and send them to a small percentage of your 

total recipients. Half of test group is sent Version A and the other half gets Version B. 

The result, measured by the most opens or clicks, determines the winning campaign and 

that version are sent to the remaining subscribers. 

 

• The following are the different type of tab included in A/B Test: 

➢ A/B Test 

➢ Schedule 

➢ Sent 

➢ A/B Test Reports 

 

A/B Test Tab 
A/B testing is a simple way to test your page against the current design and determine 

which once produce positive results. It is a method to validate that any new design or 

change to an element on your web pages are improving your conversion rate before you 

make that change to your site code. 
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Search A/B Test 

• For Search criteria in A/B testing there are two ways by A/B Test ID or A/B Test 

Mailing Name. 

• User can also use Page navigation. 

• Click on  button it will display the particular search details. 

 

 

• Click on   button to clear the search results and all mailings will be seen 

again. 

• Click on   button and page will be refreshed. 
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Create A/B Test Mail 

• Click on   button and page will redirect to the new A/B test page. 

• The following are the different type of tab included in A/B Test. 

➢ A/B Testing Details 

➢ Content Editor 

➢ Tracking Editor 

➢ Preview & Test mail 

➢ Delivery  Options 

➢ Winner Criteria 

➢ Confirmation 

1. A/B Testing Details 

• User has to enter Mailing Details like Mailing Name, Mailing Description, From 

Name, Subject A, Subject B. (The red asterisks indicate fields that are required) 

 
• User has to select from the drop down list for Assigned Campaign, From Address 

and Reply-to Email. 

• Click on   it will open Create Campaign Window. 
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• Fill the Details Campaign Name and Campaign Description. (The red asterisks 

indicate fields that are required) 

• Click on  it will create the Campaign or else click on  to 

close the window. 

• Select one Option from A/B Type. By default first option Test Multiple Subject Lines. 

 

• Here if you select First option → Test multiple Subject Lines then it will display two 

Subjects below i.e. Subject A, Subject B. 

  

• If you select Second option → Test multiple from Names. 
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• Two new columns will be opened they are From Name A and From Name B and 

there will be only one Subject. 

• If you select Third option → Test multiple Email Contents then it will take effect in 

Content Editor Tab. 

 
 

• You can see there are now two different Tabs Content: Version A and Content: 

Version B. 

• Here both A and B can Add and Edit Templates simultaneously. 

• If you select fourth option → Test multiple Emails (Subjects & Contents both) then 

you can see both Subject A and Subject B in A/B Testing Details Tab and Content: 

Version A and Content: Version B in Content Editor Tab. 

• Select From Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Information. 
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• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 
 

 
• User Has to Select the Desired Field from the Drop Down. 

• By default the Track Links Checkbox is ticked . It is used for tracking the Mail. 

• At the end there is a  Link if clicked user can change the Default Unsubscribe 

Info and also can change the Link text. 

• The Provided Link Texts are as below. 
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• User can select any one of them. 

Third Party Tracking Google Analytics / Omniture Tracking 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 

• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you 

measure your advertising ROI as well as track your Flash, video, and social 

networking sites and applications. 

➢ Enable Google Analytics Tracking:  

• If you click on  it will open a window. 
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• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a window.  

 

• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• Click on  button it will open the Content Editor Tab. 
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2. Content Editor 

After entering A/B Testing Details you have to Insert Template or you can create your 

own template with the help of Editor. You can insert templates HTML. You can insert 

personalize field and Standard links. Also you can do “Spam Check” to get the rating of 

your content before sending. 

 

• Select a pre-existing template for your E-Mail design: Select from the dropdown the 

design templates. 

• Or you can create your own or paste HTML code using the editor. 
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• It will show the preview of design in the body part. 

 

• In HTML mode you can edit with the help of this tool bar. 

 

• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 

• At the bottom of the window you will find two drop down list. 
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• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  

 

   

• Here you can Insert Standard Link and place in any location of the design where you 

desire.  
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• Before sending your mail click on  to check the Spam Score. 

• Spam score will let you know whether the template will be worth to send or not. 

• If your score is high then there are more possibilities that mail(s) you send to your 

customers will reach their Spam box. 

 

 

• It is Mandatory to check this check box before sending 

Mail.  
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• If you won’t check and will click on next then it will show an Error message. 

 

• If you click on  it will automatically add the Unsubscribe link and Mailing 

Address at footer. 

• If you click on  it will redirect back to the Content Editor Tab.  

• If you click on  button it will save your work. 

• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• Click on  button it will redirect to the A/B Testing Details tab. 

• Fill the details and Click on  button page will redirect to the Tracking 

Editor tab.  

 

3. Tracking Editor 

• In Tracking Editor User can see the URLs present in the Templates. 
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• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• Click on  button it will redirect to the Content Editor tab.  

• Fill the details and Click on  button Preview & TestMail will be opened. 
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4. Preview & TestMail 

Here User can Preview the Created A/B Test Mail and can Send Test Mail to ensure that 

Campaign Mail is designed perfectly or not. 

 

• To verifying the Mailing before Final launch there are two Options 

1. Type your Email Address manually 

2. Select your Seed list 

 

Type your Email address manually: 

• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 

• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 

• Click on  button it will send the Test Mail of Version A. 

• Click on button it will send the Test Mail of Version B. 
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• Click on  to close the Pop up Window. 

 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select SeedLists Window. 
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• Here user can search the particular records. 

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Preview & TestMail page. 

• Click on  button it will send the Test Mail of Version A. 

• Click on button it will send the Test Mail of Version B. 

 

• Click on  to close the Pop up Window. 

• Click on button it will give preview of HTML of Version A. 

• Click on button it will give preview of HTML of Version B. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  235 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• Click on  button it will redirect to Tracking Editor Tab. 

• Fill all the details & Click on button Page will redirect to Delivery 

Options page.  

 

5. Delivery Options 

This is “Delivery Options” from here you can select the Target List on which you want to 

send Mailings. You can Suppress Domain(s) and Suppress List(s) which you do not want 

to send. There are two options of Delivery i.e. “Immediate” and “Scheduled”. You can 

send campaign immediately or you can Scheduled date and time for Campaign. 
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• The following are the different type Delivery Options. 

➢ Target 

➢ Suppress Domain 

➢ Suppress List 

➢ Domain Suppression List(s) 

➢ MD5 Suppress List(s) 

Target: 

• It displays the target list details. 

 

• Click on  button. 

• It will open Select Snapshot Lists window. 
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• Select the snapshot and click on  button. 

• Click button and window will be closed. 

 

• Now Click on  button and Select Lists window will be opened. 
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• Enter the List Name and click on  button it will display the particular list 

details. 

• Select the check box and click on  button the list will be selected. 

Suppressed Domain: 

• It displays the suppressed domain details. 

• Here you can suppress a particular domain on which you don’t want to send the 

mail. 
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• Click on  button it will open Select Domains for Suppression 

window. 

 

• Enter the domain name click on  button it will display the particular 

record details. 

• Select the check box button and click on  button it will display the 

data. 

• Click on  button window will be closed. 

• Click on   button it will suppress the Selected. 
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Suppress List Target: 

• It will display the Suppress List details. 

• Here you can suppress the whole List. 

 

Click on  button it will open the Select Suppress List window. 

 

• Enter the list name click on   button it will display the particular record 

details. 
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•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

• At the Bottom of window there is a small panel of Launch Date. 

• Here user can select the mode of sending. 

• If you select Immediate then the Email will be send immediately. 

• But if you select Scheduled then you can send the mail on the desired date and time. 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• If you click on  button it will redirect to Preview & TestMail. 

• Fill the details and after clicking on  button page will be redirected to 

the Winner Criteria tab. 

 

6. Winner Criteria 

In this page, User can declare the winner criteria for A/B Test Mailing, based on 

recipient’s activities. User can give the size of Recipients Group in Percentage wise. The 

remaining will be send to the Winner Criteria.  
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• Select the size of Recipient Group. 

• Divide your Targeted Contacts Percentage to A, B and Winning Version. 

 

• Select the criteria for the winning campaign. 

 

• User can select any radio button. 

Highest Unique Opens: It will judge according to the highest unique opens by 

the user. 

Highest Unique Clicks: It will judge according to the highest unique clicks by a 

user. 
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Highest Unique Opens & Clicks: it will judge on both Opens and Clicks by the 

user. 

 

• Here two options are available for declaring the winner i.e. Automatically in some 

hours after sending A/B Test mailings & Later Manually. 

 

• In 1st option, Winner campaign will trigger to remaining subscribers. In 2nd option, 

Winner will declare manually by user whenever users want. 

• System will send the winner details to users registered email address if user has 

added the email address in “Notify the Winning details to email” field. 

 

• User can add multiple email address by (,) commas. 

• Click on  it will save your work in Drafts and redirect to the Manage 

A/B Test Mailings. 

• If you click on  button it will redirect to Delivery Options . 

• Click on  button page it will redirect to the Confirmation tab. 

7. Confirmation 

• Confirmation tab will display the A/B Test Mailings details. Here User can send the 

final version of the Mail. 

• Click on  button it will send the Test Mail of Version A. 

• Click on button it will send the Test Mail of Version B. 

• Click on button it will give preview of HTML of Version A. 

• Click on button it will give preview of HTML of Version B. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  244 

 

• Social share allow you to Share your mailing content socially on facebook and 

Twitter. 

• Social Share on confirmation page allow you to share your email content over social 

media. 

• Advance module > social share enable > Social share enable/disable option will 

display on confirmation tab. 

• Advance module > Social share disable > Social share option will not display on 

confirmation tab. 

• If you click on  button it will redirect to Winner Criteria Tab. 

 

• Click on  button it will send the A/B Test Mail. 
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• Click on  button page will redirect to the Manage A/B Test Mailings 

page. 

 

 

Edit A/B Test Mail 

• To Edit click on the Mailing Name Hyper Link. 

• If the  is in “Editing” mode then only it is possible to Edit A/B Test Mail. 
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• It will open Edit A/B Test window. 

 

Note: Follow the Same process while “Creating A/B Test Mail” Refer page 213.  

Delete A/B Test 

• To delete click the check box against Mailing Name. 

• It will open a Delete A/B Test Confirmation Window 
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• Click on  button to delete or else click on  button to close the 

window. 

Preview - Version A 

• In this tab you can see your Information or HTML Contents that you added in Mail A. 

 

• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Preview - Version B 

• In this tab you can see your Information or HTML Contents that you added in Mail B. 
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• Select a particular Mail Check box and click on  button. 

• It will open preview in Preview HTML Content Window. 

 

• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will 

replace  with the contact details that is been saved in 

your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Edit Winner Criteria 

• Here user can edit the winning Criteria if he desires. 

• Click on a particular Mail checkbox and click on . 

• It will open Edit A/B Test Winner Criteria window. 
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• Select the Size of Recipients Group. 

• Divide your Targeted Contacts Percentage to A, B and Winning Version. 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  255 

• Select the criteria for the winning campaign. 

 

• User can select any radio button. 

Highest Unique Opens: It will judge according to the highest unique opens by 

the user. 

Highest Unique Clicks: It will judge according to the highest unique clicks by a 

user. 

Highest Unique Opens & Clicks: it will judge on both Opens and Clicks by the 

user. 

Here two options are available for declaring the winner i.e. Automatically in some hours 

after sending A/B Test mailings & Later Manually. 

 

• In 1st option, Winner campaign will trigger to remaining subscribers. In 2nd option, 

Winner will declare manually by user whenever users want. 

• System will send the winner details to users registered email address if user has 

added the email address in “Notify the Winning details to email” field. 

 

• User can add multiple email address by (,) commas. 
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Declare Winner Manually 

• This function is used if User desires to declare the Winner Manually. 

• There are three modes under  they are Editing, Result Awaiting and Sent. 

• The  will be only activated when  would be in 

Result Awaiting Mode. 

• Select the particular mail and click on  button. 

• It will open the Declare Winner manually Window. 

 

• Select the Winning version from the Dropdown list it must be either A or B. 

• Here there are two options under Winning Version Schedule Date. 

➢ Immediate : The Email will be send immediately 

➢ Schedule: The Email will be send on the specified Date and Time. 

• Click on  button it will send the result. 

• Click on  button to close the window. 
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Schedule Tab 
• It will display scheduled mailings of Version A, Version B and Winning version mailing 

which are scheduled for future sending. 

• To see the Schedule Tab click on  button. 

 

Search A/B Test Mailings 

• Under Search Panels User can search by Mailing ID, Mailing Name or select the 

Filter by Campaign. 
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• Under Filter by Campaign Dropdown list user can select the Campaign and on that 

basis user can search Mailings in Particular Campaign. 

• User can also search by Page Navigation . 

• Click on  button it will display the search result or else Click on 

 button for clear the search criteria. 

  

 
 

Delete A/B Test Mailings 

• Select the Mailing check box and click on  button. 

It will open Delete Mailing window. 

 

• Click on  button it will delete the Mail(s) or else Click on  button 

window will be closed. 

Preview A/B Test Mailing 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

A/B Test Mailings → Sent Tab window.  
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• Select a particular Mail Check box and click on  button. 

It will open preview in Preview HTML Content Window. 

 

• If you click on  you can get the Email Id of your first contact 

present in your Target list. 
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• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace   

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

 

• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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SENT TAB 

Search 

• Under Search Panels User can search by Mailing ID, Mailing Name or select the 

Filter by Campaign. 

 
• Under Filter by Campaign Dropdown list user can select the Campaign and on that 

basis user can search Mailings in Particular Campaign. 

• User can also search by Page Navigation . 

• Click on  button it will display the search result or else Click on 

 button for clear the search criteria. 

Delete Mailing 

• Here user can delete the Mailings. 

• Select the check box clicks this  button. 

• It will open the Delete Mailing Window. 
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• Click on  the Mailing(s) will be deleted or click on  button to 

close the window. 

View Report 

• View Report Comes Under Manage A/B Test Mailing→ Sent Tab. 

 

• Click on a Particular Mailing Check box then click on . 

• It will redirect to CAMPAIGN REPORTS → Dashboard. 
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• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 

• Click on button it will open the Preview of that particular Mailing in 

Separate Window. 

• Click on  to refresh the page. 

• Click on  button it will open an Download Report window 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 
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• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 

Preview 

• You can see preview of your HTML, Text mail mailer which you selected in Manage 

A/B Test Mailings → Sent Tab window.  

 

• Select a particular Mail Check box and click on  button. 

It will open preview in Preview HTML Content Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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Assign Campaign 

• Select a particular Check box and click on . 

 

• It will open the Assign Campaign Window. 

 

• You can select the Campaign from the drop down list for the Particular selected 

Mailing. 

• If you click on  button. 

• It will open the Create Campaign window. 
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• You can create a new Campaign by giving Campaign Name and Campaign 

Description. (The red asterisks indicate the fields that are required) 

• Click on  to save the Campaign or else click on  to close the 

window. 

• You will get a Success message. 

 

• You can now select the Created campaign from the drop down list assign. 

• Click on  to assign the Campaign or else click on  to close the 

window. 
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A/B Test Reports Tab 

• Click on  Tab. 

• It will open A/B Test Reports Window. 

 

• Now select from 

 dropdown list. 

• Select your desired mail from the list. 

• It will display all the details with a graphical statistics. 
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• To download a report click on  button. 

•  It will open a Download Report window. 

 

• Select the file type from dropdown list.  

• There are two file types CSV or PDF. 

• Click on  to download your desired report(s). 

• Click on  to close the window. 

• Click on  to Refresh the page. 
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Triggered Mailings 
A Trigger based emails are a branch of email marketing that can make a big difference in 

your email marketing results. Triggered messages are sent out automatically based on 

important or momentous events that are related to your subscriber's actions. Trigger 

based messages can make subscribers feel valued - whether in the form of a welcome 

email, a reminder to repurchase a needed product, a message to let the subscriber 

know you miss their business, or even a celebratory birthday email, among others. 

 

 

Search Trigger Mail 

• For Search criteria there are two ways by Triggered ID or Mailing Name. 

• Click on  button it will display the particular search details. 
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• Click on   button to clear the search results and all mailings will be seen 

again. 

Create Trigger 

• Click on   button and page will redirect to the new Trigger Mailing. 

• The following are the different type of tab included in Trigger Mailing. 

➢ Trigger Rule Tab 

➢ Mailing Details 

➢ Content Editor 

➢ Preview & Test mail 

➢ Confirmation 

1. Trigger Rule Tab 

• You have to Enter Trigger Name, Select any Trigger Option, Select Trigger Rule, 

Select Trigger Launch Action. 

 
• There are two types for Trigger.  
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➢ Mailing Level 

➢ Global Contact Level 

➢ List Contact Level 

 

• Mailing Level: For Mailing Level you have to select your desired Mailing from “Select 

Mailing” section. And then select your desired Trigger Rule. 

➢  Opens/Clicked Radio button 

         You can select Unique Opens,Clicked-Any Link and Clicked-Any Specific Link option 

from drop down. 

➢   UnOpen/DidNotClick Radio Button 

         You can select UnOpen and Did Not Click option from drop down. 

 
 

• Global Contact Level: For Global Contact Level you have to select your desired 

Contact Attribute from “Add Rule” section.  

 
• List Contact Level: For List Contact Level you have to select desired list from “Select 

list” section. 
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• Select “Trigger Mailing Launch Action”  

➢ Immediate 

➢ Schedule 

 

 
 

2. Mailing Details 

• User has to enter Mailing Details like From Name, Reply-to Email and Subject. (The 

red asterisks indicate fields that are required) 
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• Select From Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Information. 

• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 

 
 

• User Has to Select the Desired Field from the Drop Down for personalization. 
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• At the bottom you can find Unsubscribe Info from where you can give your desired 

text and Link label by clicking   Link. 

• We are providing following Link Labels. 

 

Third Party Tracking (Google Analytics / Omniture Tracking) 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 

• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you 

measure your advertising ROI as well as track your Flash, video, and social 

networking sites and applications. 

 

➢ Enable Google Analytics Tracking:  
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• If you click on  it will open a Section where you 

can enter your desired Tracking Parameters. 

 
 

• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a Section where you can 

enter your desired Tracking Parameters. 
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• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will open the Content Editor Tab. 

 

3. Content Editor 

After entering Details you have to Insert Template or you can create your own template 

with the help of Editor. There are two types of templates HTML and Text. You can insert 

personalize field and Standard links. Also you can do “Spam Check” to get the rating of 

your content before sending and “Save” content. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  280 

 

• Select a pre-existing template for your E-Mail design: Select from dropdown any 

design. 

 

• It will show the preview of design in the body part. 

• In HTML mode you can edit with the help of this tool bar. 

 

• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 
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• If you click on  button you can add your text version along with your 

HTML Design. 

• You can convert HTML to text. 

 

• Under TEXT if you click on  button. 

• It will open the Insert Link window. 

 

• Here you can insert the desired URL Link into text version. 
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• Click on  button to save the URL or else click on  button to close the 

window. 

• At the bottom of the window you will find two drop down list. 

 

• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  
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• Here you can Insert Standard Link and place in any location of the design where you 

desire.  

 

• Before sending your mail click on  to check the Spam Score. 

• Spam score will let you know whether the template will be worth to send or not. 

• If your score is high then there are more possibilities that mail(s) you send to your 

customers will reach their Spam box. 

 

• It is Mandatory to check this check box before sending 

Mail.  
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• If you won’t check and will click on then it will show an Error message. 

 

• If you click on  it will automatically add the Unsubscribe link and Mailing 

Address at footer. 

• If you click on  it will redirect back to the Content Editor Tab.  

• Click on  it will save your work in Drafts and redirect to the Manage 

Trigger Mailings. 

• Click on  button it will redirect to the Mailing Details tab. 

Fill the details and Click on  button page will redirect to the Preview & 

Testmail tab. 

 

4. Preview & TestMail 

Here User can Preview the Created Mail and can Send Test Mail to ensure that 

Campaign Mail is designed perfectly or not. 

 

• To verifying the Mailing before Final launch there are two Options 

➢ Type your Email Address manually 

➢ Select your Seed list 

 

Type your Email address manually: 
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• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 

• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 

• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select Seed Lists Window. 
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• Here user can search the particular records. 

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Confirmation tab. 

• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 
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• Click on  button it will open the Preview of Template content in a new 

Preview HTML Content Window. 

 

• Click on  it will save your work in Drafts and redirect to the Manage 

Trigger Mailings. 

• Click on  button it will redirect to Content Editor Tab. 

Fill all the details & Click on  button Page will redirect to Confirmation tab. 

 

5. Confirmation 

This is the Final Step of Trigger Mailing. You can verify at the final step. If there is any 

mistake/pending in process it will indicate sign or if all process has done properly it 

will indicate  sign. 
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• Click on  it will save your work in Drafts and redirect to the Manage 

Trigger Mailings. 

• If you click on you will be redirected to Preview & Testmail Tab. 

• If you click on  then your finalize Trigger Mail will be Activated. 

• If you click on  it will close the window and redirect to Manage 

Trigger Mailings page. 

Edit Trigger Mailing 

• Just click on the Mailing Name Hyperlink. 
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• It will open the “Edit Triggered Mailing” Window. 

 

Note: Remaining process in Edit Mailing will be same as “Create Trigger Mailing”. 

Refer from Page 259. 

Delete Trigger Mailing 

• Select the Mailing check box clicks this  button. 

• It will open the Delete Triggered Job Confirmation Window. 

 

 

• Click on  the Mailing(s) will be deleted or click on  button to 

close the window. 

Preview 

• You can see preview of your HTML, Text mail which you selected in Manage Trigger 

Mailings. 

• Select the particular mail check box and click on  button. 
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It will open preview in Preview HTML Content Window. 

 

• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Information below in 

personalized fields. 
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• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 

• If you click  check box you can see the Mailing Details of 

the HTML Content. 

 

View Trigger Rule 

• You can see Trigger rule which has been set up for selected trigger. 

• On clicking “View Trigger Rule” pop up window will be open. 
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Trigger Reports Tab 

This is the Trigger Reports Tab. Here you can view reporting of your sent trigger 

mailings. There are several option on this sections like Preview, Refresh, Download, 

View Action. 

 

Let’s get idea for each option: 

• Select Trigger Mail (Dropdown): From here you can select the mails whish has 

sent and reports generated. Deleted mailings will not be displayed in dropdown. 
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• Preview: on clicking on Preview it will display Preview of selected mail. 

• Refresh: on clicking on Refresh it will refresh the page and data will be refreshed. 

• Download: on clicking download it will open “Download Report” pop up. 

 
• From here you can download CSV or PDF file. 

• View Rule: For detail steps of View Action go to page no 275. 

• If you click on hyperlink of Email Stats report it will allow downloading particular 

report. 
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• On clicking hyperlink of label it will open “Download Report” pop up. 
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Automated Workflow 
 

Mainly used for creating more than one triggered mailing which is connected with the 

previous one. 

 

Here, steps for how to be done in 1Point are as following. 

 

 
 

Click on Create button > Automated Workflow window open with “Select Workflow 

type”. 

There are three types for the workflow type: 

 

1) Based on sent/draft mailing 

2) Say ‘happy birthday’ 

 

 

 
 

Here you can select any one option else click on  button to close the window. 
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1) Based on sent/draft mailing 

 

If user choose ‘Based on sent/draft mailing’ workflow type then below screen will 

be displayed. Here user have to give workflow name and choose mailing. 

 

 

 
 

Then click on  button. You can see that trigger is created else click on 

 button to close the window.  
Now here you can edit that trigger & design template (by design email). 

 

 
 

Here , you can also edit the automated workflow name by click on the automated 

workflow name. 
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Then click on  button. You can see that workflow name is updated else click 

on  button to close the window.  
 
 

1. Edit Trigger 

2. Design Email 

3. Delete 

 

1) Edit Trigger 

 

Below screen will be open while click on “Edit Trigger” button. 

 

•  Mailing for Final launch action there are two Options 

1.Immediately 

2.Schedule 

    For Schedule you can select by Hour(s) and Day(s). 

 

 

 
 

For Change trigger link 
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Here you can see that there are Workflow activity modules for Change trigger. 

 

1. Workflow activity  

 

• Previous email sent 

• Previous email opened 

• Previous email not opened 

• Previous email clicked 

• Previous email not clicked 

• Specific link in previous email clicked 
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If user click on “Cancel new trigger” link then page should be redirect on Edit 

Triggered page. 

 

 
Here,  

 

If user choose “Previous email sent”, below screen will be displayed. 
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If user choose “Previous email opened”, below screen will be displayed. 

 

 
 
 

If user choose “Previous email not opened”, below screen will be displayed. 
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If user choose “Previous email clicked”, below screen will be displayed. 

 

 
 
 
If user choose “Previous email not clicked”, below screen will be displayed. 

 
 

If user choose “Specific link in previous email clicked”, below screen will be 

displayed. 
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Here user can select any one option for the trigger.  

Then Click on  for updating trigger else click on   button for 

close the window. 

 

 

 

 

2) Edit “Design Email” 

 

Here we must put some mailing information and choose the template. 

 

Step:1 Give information about From Address, From Name, Subject, Unsubscribe 

Info, Google Analytics & Omniture Tracking. 
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• User has to enter Mailing Details like From Name and Subject. (The red asterisks 

indicate fields that are required) 

• User has to select from the drop down list for From Address, Reply- to Email. 

• Select From Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Informations. 

• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 

 
 

• User Has to Select the Desired Field from the Drop Down for personalization. 

 

• At the bottom you can find Unsubscribe Info from where you can give your desired 

text and Link label by clicking   Link. 

• We are providing following Link Labels. 
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Third Party Tracking (Google Analytics / Omniture Tracking) 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 

• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you measure 

your advertising ROI as well as track your Flash, video, and social networking sites 

and applications. 

 

➢ Enable Google Analytics Tracking:  

• If you click on  it will open a Section where you 

can enter your desired Tracking Parameters. 
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• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a Section where you can 

enter your desired Tracking Parameters. 

 

 

• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your details and redirect to the workflow 

page.. 

• Click on  button it will open the Content Editor Tab. 

 

 

Step:2 Choose previously created template from dropdown or create new template 

with HTML/Text code. 

 

After entering Campaign Details you have to Insert Template or you can create your 

own template with the help of Editor. There are two types of templates HTML and Text. 

You can insert personalize field and Standard links. Also you can do “Spam Check” to get 

the rating of your content before sending.  
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• Select a pre-existing template for your E-Mail design: Select from dropdown any 

design. 
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• It will show the preview of design in the body part. 

 

• In HTML mode you can edit with the help of this tool bar. 
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• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 

• If you click on  button you can add your text version along with your 

HTML Design or you can convert your HTML to text. 

• Under TEXT if you click on  button. 

• It will open the Insert Link window. 

 

• Here you can insert the desired URL Link into text version. 

• Click on  button to save the URL or else click on  button to close the 

window. 

• At the bottom of the window you will find two drop down list. 

 

• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  
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• Here you can Insert Standard Link and place in any location of the design where you 

desire.  
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• Before sending your mail click on  to check the Spam Score. 

• Spam score will let you know whether the template will be worth to send or not. 

• If your score is high then there are more possibilities that mail(s) you send to your 

customers will reach their Spam box. 

 

• It is Mandatory to check this check box before sending 

Mail.  

• If you won’t check and will click on then it will show an Error message. 

 

• If you click on  it will automatically add the Unsubscribe link and Mailing 

Address at footer. 
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• If you click on  it will redirect back to the Content Editor Tab.  

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to the Mailing Details tab. 

Fill the details and Click on  button page will redirect to the Preview & 
TestMail tab. 
 

 

Step:3 After click on next button “Preview & TestMail” window open. Here user 

verified template preview and test email with manually email address and seed list. 

 

Here User can Preview the Created Mailing and can Send Test Mail to ensure that 

campaign is designed perfectly or not. 

 

 
 

• To verifying the Mailing before Final launch there are two Options 

5. Type your Email Address manually 

6. Select your Seed list 

 

Type your Email address manually: 

• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 
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• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 

• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select SeedLists Window. 
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• Here user can search the particular records. 

• SortBy drop down displayed for list sorting. 

          -  ListName(A to Z) & (Z to A). 

          -  ListID(Low to High) & (High to Low). 

          -  CreatedDate(Oldest to Newest) & (Newest to Oldest).   

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Preview & TestMail page. 

• Click on  button and Success message Pop up will be displayed. 
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• Click on  to close the Pop up Window. 

• Click on  button (Preview means you can see preview of your HTML 

mailer which you selected in Content editor) one pop up of Preview will be display 

on the user screen. 
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• Click on  it will save your work in Drafts and redirect to the 

workflow Tab. 

• Click on  button it will redirect to Content Editor Tab. 

 

User click on “Add Mailing” button 

Below screen open while user click on “Add Mailing” button with mailing name 

Automation Email#2. 

 

 

 

Below screen displayed after completed Edit Trigger, Schedule & Design. 
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If user click on  or  then page redirect on automated 

workflow home page. 

 

3) “Delete” 

 

If user click on  button then one pop-up window will be open. 

 

 

• If you click on  it will delete the particular trigger. 

• If you click on  it will not delete the trigger and redirect on workflow 

page. 
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If user Click on Disable workflow all the created trigger’s status changed to 

inactive and  will be displayed. First one pop-up box will open as 

below. 

 

Note: If triggered status is active then “Pause” button displayed in red 

color. And If triggered status is Inactive then “Activate” button displayed in 

red color. 

 

 

If user again want to activate the workflow then click on Save & Activate 

Workflow button. 

 

 

 
 

 
 

 

 

Note: Now email sent successfully while match automated triggered 

condition. 

 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  318 
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2)  Say ‘happy birthday’ 

 

Here, steps for how to be done in 1Point are as following. 

 

 
 

Click on Create button > Automated Workflow window open with “Select Workflow 

type”. 

There are three types for the workflow type: 

 

3) Based on sent/draft mailing 

4) Say ‘happy birthday’ 

 

 
 

 

 

 

 

If user choose Say ‘happy birthday’ workflow type then below screen will be 

displayed. Here user have to give workflow name and Select List. 
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Then click on ‘Create’ button. You can see that trigger is created. Now here you can 

edit that trigger, design template (by design email) and edit the schedule time. 

 

 
  

Here , you can also edit the automated workflow name by click on the automated 

workflow name. 

 

 
 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  321 

4. Edit Trigger 

5. Design email 

6. Delete 

 

1) Edit trigger 

 

Below schedule screen open while click on “Edit Trigger” button. 

 

There are two options :  

1. On the day of Birthday 

2. Wait for days before/after birthday 

  

Here , if you select 1st option then only trigger will send immediately. 

Otherwise if you select 2nd option , then you have the functionality to schedule the 

workflow by days.  

 

 
 

5) Design Email 

Here user must put some mailing information and choose the template. 

 

Step:1 Give information about From Address, From Name, Subject, Unsubscribe 

Info, Google analytics & Omniture tracking. 
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• User has to enter Mailing Details like From Name and Subject. (The red asterisks 

indicate fields that are required) 

• User has to select from the drop down list for From Address, Reply- to Email. 

• Select From Address and Reply-to Email from Dropdown list that has been created 

by User while creating of the Account or else User can add Email(s) in Manage 

Account → Mailing Informations. 

• Beside Subject Text Box there is a small Icon  of Insert Personalization Fields. If 

User clicks on this button it will open an Insert Personalization Fields window. 

 

 
 

• User Has to Select the Desired Field from the Drop Down for personalization. 
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• At the bottom you can find Unsubscribe Info from where you can give your desired 

text and Link label by clicking   Link. 

• We are providing following Link Labels. 

 

 
 

Third Party Tracking (Google Analytics / Omniture Tracking) 

• At the Right hand upper top Corner of the Window there are two Check boxes of 

Enable Google Analytics Tracking and Enable Omniture Tracking. 
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• Google Analytics / Omniture Tracking: Google Analytics / Omniture lets you measure 

your advertising ROI as well as track your Flash, video, and social networking sites 

and applications. 

 

➢ Enable Google Analytics Tracking:  

• If you click on  it will open a Section where you 

can enter your desired Tracking Parameters. 

 
 

• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

 

➢ Enable Omniture Tracking:  

• If you click on  it will open a Section where you can 

enter your desired Tracking Parameters. 
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• User has to fill the fields like Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  it will save your details and redirect to the workflow 

page.. 

Click on  button it will open the Content Editor Tab. 
 

 

Step:2 Choose previously created template from dropdown or create new template 

with HTML/Text code. 

 

After entering Campaign Details you have to Insert Template or you can create your 

own template with the help of Editor. There are two types of templates HTML and Text. 

You can insert personalize field and Standard links. Also you can do “Spam Check” to get 

the rating of your content before sending.  
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• Select a pre-existing template for your E-Mail design: Select from dropdown any 

design. 
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• It will show the preview of design in the body part. 

 

• In HTML mode you can edit with the help of this tool bar. 
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• At the end of body there is  button If you click on 

<>HTML you can see the Design Code. 

• If you click on  button you can add your text version along with your 

HTML Design or you can convert your HTML to text. 

• Under TEXT if you click on  button. 

• It will open the Insert Link window. 

 

• Here you can insert the desired URL Link into text version. 

• Click on  button to save the URL or else click on  button to close the 

window. 

• At the bottom of the window you will find two drop down list. 

 

• Here you can Insert Personalization Field and place in any location of the design 

where you desire.  
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• Here you can Insert Standard Link and place in any location of the design where you 

desire.  
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• Before sending your mail click on  to check the Spam Score. 

• Spam score will let you know whether the template will be worth to send or not. 

• If your score is high then there are more possibilities that mail(s) you send to your 

customers will reach their Spam box. 

 

• It is Mandatory to check this check box before sending 

Mail.  

• If you won’t check and will click on then it will show an Error message. 

 

• If you click on  it will automatically add the Unsubscribe link and Mailing 

Address at footer. 
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• If you click on  it will redirect back to the Content Editor Tab.  

• Click on  it will save your work in Drafts and redirect to the Manage 

Mailings → Draft Tab. 

• Click on  button it will redirect to the Mailing Details tab. 

Fill the details and Click on  button page will redirect to the Preview & 
TestMail tab. 
 

 

 

Step:3 After click on next button “preview & TestMail” window open. Here user 

verified template preview and test email with manually email address and seed list. 

 

 
 

• To verifying the Mailing before Final launch there are two Options 

7. Type your Email Address manually 

8. Select your Seed list 

 

Type your Email address manually: 

• Select the radio button   

• Enter email id in the Email Address. 

• You can add multiple Emails separating by comas (,). 

• Personalize email for sending test mail (Optional). 

• Click on  it will fetch the Email of First contact and will display 

details like First Name, last Name etc while you send the mail. 
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• Click on  button and Success message Pop up will be displayed. 

 

• Click on  to close the Pop up Window. 

Select your Seed List: 

• Select the seed list radio button . 

• Click on  button. 

 

• It will open a Select SeedLists Window. 
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• Here user can search the particular records. 

• SortBy drop down displayed for list sorting. 

          -  ListName(A to Z) & (Z to A). 

          -  ListID(Low to High) & (High to Low). 

          -  CreatedDate(Oldest to Newest) & (Newest to Oldest).   

• Enter the List Name. 

• Click on  button it will display the respective result. 

• To select the Seed List, select the check box and click on  button. 

• Click on  button window will close and Page will redirect to the 

Preview & TestMail page. 

• Click on  button and Success message Pop up will be displayed. 
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• Click on  to close the Pop up Window. 

• Click on  button (Preview means you can see preview of your HTML 

mailer which you selected in Content editor) one pop up of Preview will be display 

on the user screen. 
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• Click on  it will save your work in Drafts and redirect to the 

workflow Tab. 

• Click on  button it will redirect to Content Editor Tab. 
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After verified preview and test email process, click on Save & continue button. 

Page redirect on automated workflow page with template thumbnail. 

 

Step:3 Finally after editing the trigger, design email & edit schedule below screen 

will be displayed. 

 

 

 
 

 

If user click on “Save & Activate Workflow” or “Save & Exit” then page redirect 

on automated workflow home page. 

 

If user click on  or  then page redirect on automated 

workflow home page. 

 

4) “Delete” 

 

If user click on  button then one pop-up window will be open. 
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• If you click on  it will delete the particular trigger. 

• If you click on  it will not delete the trigger and redirect on workflow 

page. 

 
 

If user Click on Disable workflow all the created trigger’s status changed to 

inactive and  will be displayed. First one pop-up box will open as 

below. 

 

Note: If triggered status is active then “Pause” button displayed in red 

color. And If triggered status is Inactive then “Activate” button displayed in 

red color. 

 

 

If user again want to activate the workflow then click on Save & Activate 

Workflow button. 

 

 

 
 

 

Note: Now email sent successfully while match automated triggered 

condition. 
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If user select “Disable Workflow” – All triggered status is paused. 

 

Note: If any triggered status is active then “Disable Workflow” button 

displayed in red color. If user again want to activate the workflow then click 

on Save & Activate Workflow button. 
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Workflow Report 

 

While click on Workflow Report then below screen open in report section. 

 

Here user select Workflow Name from dropdown for reporting. While select any 

workflow name from dropdown then connected Workflow Emails will be display in 

select workflow trigger. 

 

Here two dropdown displayed as below: 

 

1. Select Automated Workflow 

2. Select Workflow Trigger 
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Now click on select workflow Trigger. 

Below screen will be displayed.  

 

 
 

 

 

 

 

 

 

SMS Campaigns 
We are also providing SMS Campaigns facility for as another extra feature to you. With 

the help of this you can send SMS campaigns also along with Email Campaigns. We have 

configuration with one of top most SMS Campaign sending application and using their 

API for SMS sending, Reporting etc… To use this feature you must have SMS application 

account to be configured. Contact our support for that. 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  341 

 

Search SMS Campaign 

• For Search criteria there are two ways by SMS Campaign Name or Created Date. 

• Click on  button it will display the particular search details. 

 

• Click on   button to clear the search results and all mailings will be 

display again. 

Create SMS Campaign 

• Click on   button and page will redirect to the new SMS Campaign. 

• The following are the different type of tab included in SMS Campaign. 

➢ SMS Campaign Details 

➢ Delivery Options 

➢ Confirmation 

1. SMS Campaign Details:  

Here you have to select Subscription, Enter Campaign Name, Enter Message.  

Note: SMS character limit is 140 for one standard sms. If you enter more than 140 

characters then it will split sms into multiple part after send.  
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2. Delivery Options:  

This is “Delivery Options” from here you can select the Target List on which you want to 

send SMS. You can Suppress List(s) which you do not want to send. There are two 

options of Delivery i.e. “Immediate” and “Scheduled”. You can send campaign 

immediately or you can Scheduled date and time for Campaign. 

 

• The following are the different type Delivery Options. 

➢ Target 

➢ Suppress List 
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Target: 

• It displays the target list details. 

 

• Click on  button. 

• It will open Select Snapshot Lists window. 
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• Select the snapshot and click on  button. 

• Click button and window will be closed. 

 

• Now Click on  button and Select Lists window will be opened. 
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• Enter the List Name and click on  button it will display the particular list 

details. 

 

• Select the check box and click on  button the list will be selected. 

 

Suppress List Target: 

• It will display the Suppress List details. 

• Here you can suppress the whole List. 

 

• Click on  button it will open the Select Suppress List window. 
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• Enter the list name click on   button it will display the particular record 

details. 

•  Select the check box click  button it will display the data. 

• Click on  button to close the window. 

• At the Bottom of window there is a small Section of Launch Date. 

• Here user can select the mode of sending. 

• If you select Immediate then the Email will be send immediately. 

• But if you select Scheduled then you can send the mail on the desired date and time. 

 

• If you click on  button it will redirect to SMS Campaign Details. 
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• Fill the details and after clicking on  button page will be redirected to 

the Confirmation tab. 

3. Delivery Options:  

This is “Confirmation” tab. From here you can see the detailed entered in previous tabs. 

It’s one kind of Launch check list. You can also do  of SMS.  

(Go to page No. 285 for detailed preview steps) 

Note: SMS Campaign will be fire only to those which has valid US mobile numbers 

available in contact profile. 

 

• On clicking  campaign will be Send immediately and you 

will redirect to “Manage SMS Campaign” Page. After some time SMS Will be 

displayed in “SMS Sent” tab.  

• In case of schedule, Button name will be Schedule SMS Campaign and it will send 

sms on Scheduled time 

• Click on  button to close the window. 

Preview SMS Campaign 

• You can see preview of your SMS. 

• Select the particular mail check box and click on  button. 
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It will open preview in pop up. 

 

SMS Sent Tab 

• On this page you can see all the Sent SMS Campaigns. 

• You can also do Search, Create, Preview and View Import Log of Sent SMS Campaign 

from here. 
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SMS Reports 

• On this page you can see overall account level aggregate reports and counts. 

• These counts are fetch from your SMS configured account via API. 

 

SMS Opt-Out Contacts 

• On this page you can see Opted out contacts for SMS Campaign. 

• You can also do Search from here. 

• When you send SMS Campaign it will not send SMS to Opt-Out contacts event it’s 

available in target list. 
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Landing Pages 
• A landing page is any web page that a visitor can arrive at or “land” on. 

• Landing Page will create a link on which if clicked then it will open the created page. 

 

 
 

Search Landing Pages 

• In Search Panel a user can search with Page ID, Page Name or Created Date. 

• User can also use a Page Navigation for Search purpose. 

• Enter the Search Criteria and click on  button to get the Search 

results. 
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• Click on button it will clear the search criteria and will display all the 

recent created Landing pages. 
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Create Landing Page 

• To create a Landing Page click on  button. 

 

• It will open the New Landing Page window. 

 

• There are three Tabs. 

➢ Name It 

➢ Build It 

➢ Publish 

• In default Name It Page will be displayed. 
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• Enter Page Name and Description. (The red asterisks indicate fields that are 

required) 

• Click on  button it will redirect to Build It Tab. 

 

• You can make your own Design Templates with help of toolbar. 

 

•  At the end of Body there are two buttons . 

• If you have your own HTML code then click on  button and paste the code. 

If you switch window by clicking  then you can see the Design of that 

HTML Code. 

• Click on  button it will open your preview of HTML in a separate 

window. 
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• You can see the preview and also at the top of the page a link has been created. 

• If you copy that link and paste in any browser you can see the HTML Preview. 

• Click on  button to redirect to Name It Tab. 

• Click on  button to redirect to Publish Tab. 
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• In Publish Tab you can see you finalize Page link and can publish it. 

• Click on  button it will open your final preview of HTML in a separate 

window. 

 

• You can see the preview and also at the top of the page a link has been created. 

• If you copy that link and paste in any browser you can see the HTML Preview. 
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• Click on  button to redirect to Build It Tab. 

• Click on  button to publish the link. 

 

 

Edit Landing Page 

• Click on Landing Page Name Hyper Link. 

 

• It will open “Edit Landing Page” window. 
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Note: Follow the Same process which you done while creating “Landing Pages”. Refer 

page 297. 

Preview Landing Page 

• Select a particular Landing Page Mail check box and then click on  button. 

• It will open the preview in a Separate window. 

 

• You can see the preview and also at the top of the page a link has been created. 
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• If you copy that link and paste in any browser you can see the HTML Preview. 

Delete Landing Pages 

• Select the check box and then click on  button. 

• It will open Delete Landing Page(s) window. 

 

• Click on  button to delete the Pages. 

• Click on  button to close the window. 
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ADVANCED: 

• Advanced Module contains some advanced features. Some of them are listed 

below. 

➢ Bounce Settings (Only for Client account) 

➢ Analytics Tags Settings 

➢ Editor Settings 

➢ Forced H/F Settings 

➢ Auto Seed Email 

➢ WebHooks 

Bounce Settings 
• From “Bounce Settings” you can maintain your contacts through bounce setting 

rules. Mailing will not sent to those contacts which are bounce according to your 

rule and contacts goes to inactive after bounce. (Bounce Rule Settings available to 

Client accounts only). 

• There are two rules: 

➢ Hard Bounce Rule (By Default 1) 

➢ Soft Bounce Rule (By Default 3) 

 

Hard Bounce 

A Hard Bounce is an email message that has been returned to the sender and 

is permanently undeliverable. Causes include invalid addresses (domain name doesn't 

exist, typos, changed address, etc.) or the email recipient's mail server has blocked your 

server. Servers can sometimes interpret bounces differently, meaning a soft bounce on 

one server may be classified as a hard bounce on another. Our email sending application 
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automatically moves subscribers that hard bounce into a "Bounced Subscribers" 

category, so they don't receive future campaigns. 

 

 

 

Soft Bounce 

A Soft Bounce is an email message that gets as far as the recipient's mail server (it 

recognizes the address) but is bounced back undelivered before it gets to the intended 

recipient. A soft bounce might occur because the recipient's mailbox is full, the server is 

down or swamped with messages, or the message is too large. 

• If an email has soft bounced in the last 3 campaigns without any traceable activity 

like an open or a click (and if those 3 campaigns took place over more than 2 days) it 

will automatically be converted to a hard bounce and be removed from your list. 

 

• Click on  button to save your settings. 
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Analytics Tags Settings 
• Google/Omniture Analytics: Google/Omniture Analytics lets you measure your 

advertising ROI as well as track your Flash, video, and social networking sites and 

applications. 

 

 

 

Google Analytics 

• User has to fill the fields as Campaign Source, Campaign Medium, Campaign Term, 

Campaign Content and Campaign Name. (The red asterisks indicate fields that are 

required) 

• Click on  button it will save all your settings. 
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Omniture Analytics 

• User has to fill the fields as Custom Name and Custom Value. (The red asterisks 

indicate fields that are required) 

• Click on  button it will save all your settings. 
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Settings 
 

List View Settings 

• When List View Settings is Enable then Count for "All Members" and "Active 
Members" Under “Lists” will not be shown. However, you can see the no . of 
contacts count by clicking the "Get Count" option. 

• When List View Settings is Disable then Count for "All Members" and "Active 
Members" will be show Under “Lists”. 

• List View Setting not displayed at user level. You can only edit at client level under 
Advance Module. 

• By default disable is selected. 

 

WYSIWYG Content Editor Settings 

• Editor Settings is a setting feature for Content Editor. By default it’s Enable. 

• When WYSIWYG Content Editor Settings Enabled it will make auto correction for 
invalid Html code. 

• When WYSIWYG Content Editor Settings Disabled it will not make auto correction. 
Your Html code remains as it is. 
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Social Sharing Settings 

• When Social Settings is Enable then user able to post to social media(Facebook & 
twitter) at the time of send mailing”. 

• When Social Settings is Disable then user not able to post to social media(Facebook 
& twitter) at the time of send mailing. Its disable and not displayed at mailing > 
confirmation page”. 

• By default disable is selected. 

• Social sharing work dependently at client and user level. 

Link Validation Settings 

• When Link validation Settings is Enable then Validated column displayed under 
Tracking Editor. 

• When Link validation Settings is Disable then Validated column not display under 
Tracking Editor. 

• By default disable is selected. 

• Social sharing work dependently at client and user level. 

Archive Mailing Settings 

• Mailings that are older than selected no. of days will be moved to the Archived 
Mailings section. 

• By default it is set as 90 Days. 

• User can also create Custom Days. 
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Forced H/F Settings 

• Enabling the forced header and footer option will automatically insert the provided 

content into your email sends. 

 

Forced HTML/Text  Header 

• The headers content will be inserted just below the "body" html tag in your HTML 

emails. For text emails it will be inserted at the top of your text email. 

• Click on  button it will save all your settings. 

 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  366 

 

Forced HTML/Text  Footer 

• The footer content will be inserted just above the "/body" html tag in your HTML 

emails. For text emails it will be inserted at the bottom of your text email. 

• Click on  button it will save all your settings. 

 

Auto Seed Email 

• Any email listed in the Auto Seed Email table will receive a copy of every email 

campaign that is sent by the account regardless if they are selected as a list recipient 

at the time of mailing. 

• Auto Seed Email will be added in Targeted Contacts count in Reporting also. 

 

• Here you will find all the details of the Auto Seed Email. 

• You can find three options here Add Existing Contacts, Add Contacts and 

Remove. 
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Add Existing Contacts 

• Click on “Add Existing Contacts” button to add existing contacts. 

• Add Contacts window will be open. 

 

• You can add multiple contacts by selecting the desired contacts check box  

• Or you can add desired contact(s) by entering into Search Criteria with Email or First 

Name or Last Name by clicking on . 

• Click on  to clear the Search Criteria. 

• Also you can select your contacts with the help of page navigation. 

• Then click on  button. 

• After clicking on Add button selected contact(s) will be added to the Auto Seed. 

• Click on  button once your contact(s) are added. 

Add Contacts 

• Click on “Add Contacts” button to add new contacts. 

• It will open “Add Contact” window. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  368 

 

• Enter First Name (Optional), Last Name (Optional) and Email Address*. (The red 

asterisks indicate fields that are required) 

• Click on button data will be saved and User can add more 

details in the selected list. 

• Click on button data will be saved and User can exit the window. 

Click on   button window will be closed. 

Remove Contacts 

• Select one or more contacts and click on  button then “Remove 

Contacts” window will be opened. 

 

 
 

• Click on  button if you wish to remove or else click on  

button to close the window. 

• If you click yes then selected contacts will be removed from the Auto Seed.  



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  369 

Web Hooks 
A webhook in web development is a method of augmenting or altering the behavior of a 

web page, or web application, with custom callbacks. 

 

• User can set different call value by using Json & Url format. 

          

• Email Campaigns Sent: 

        Email Campaign Sent call shows value for mailing sent after setting up this 

webHooks call. 
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• Email Opend : Email Open call shows value for mailing open after setting up this 

webHooks call. 

    

 

• Email Clicked: Email Clicked call shows value for perform click event on Sent 

mailing after setting up WebHooks call. 

 

 

• Email Hard Bounce:  Email Hard Bounce call shows value for Email which are 

getting bounce(Undelivered) after setting up this WebHook call. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  371 

 

• Contact Unsubscribe: Contact Unsubscribe call show values of which Contact 

email Address Unsubscribe by user after setting up this WebHook call. 

  

SUPPRESSION: 
 

SUPPRESSION Module contains all suppression features. Some of them are listed below. 

➢ Global Email Suppression 

➢ Global Domain Suppression 

➢ Domain Suppression List 

➢ Wildcard Suppression 

➢ MD5 Email Suppression 

➢ MD5 Suppression List 

Global Email Suppression 
When you suppress any Email(s) it will not allow sending any future mailings to that 

particular Email(s). There are two methods 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  372 

 

1. Manual Email Suppression 

2. Bulk Email Suppression 

 

1. Manual Email Suppression: There are two types in Manual Email Suppression. 

➢ Local: When you suppress any Email locally it will suppress that contact for 

particular list(s) only. 

➢ Global: When you suppress any Email globally it will effect globally and 

suppress from master database and all the list(s). 

 

• Select Local option from the radio button. 

• Write the Email address in the Address Textbox given. 

• Click on  button it will open up the “Select Lists” window. 

• You can assign one or more list. 
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• You can see the recent created list in Select Lists window. 

• You can serch through  SortBy option also. 

• You can search your desired list by search panel or by clicking on  Page 

Navigation Link. 

•  Click on  button it will fetch the list based on your search criteria. 

• Click on  button it will clear the List Name Textbox. 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  374 

 

• Select your desired list(s) and click  button. Then selected List(s) will be 

displayed in the List(s) box or else Click on  button window will be 

closed. 

• Click on button it will Suppress the Email from the selected list(s). 

• It will clear the Address Textbox. 

 

• Select Global option from the radio button. 

 

• Write the Email address in the Address textbox. 
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• Click on button it will Suppress the Email Globally from the master 

database and all the list(s). 

• It will clear the Address Textbox. 

• The Suppressed Email will be seen in the below grid with status as Manual 

under . 

 

 

2. Bulk Email Suppression: 

 

• Select File Path Click on  button to choose the file. 
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• Select the appropriate file type from Choose a file type dropdown list. 

• There are mainly two types 1) Text file (.txt, CSV) and 2) Excel (.xls, .xlsx) 

• Click on  button. 

• Your Bulk Emails will be suppressed globally from the master database and all the 

list(s). 

• The Suppressed Email will be seen in the below grid with status as Import 

under . 
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• User can Search the Suppressed Emails by entering Email Id or by Page navigation. 

• Enter Email Id and click on  button. 

 

• It will display the searched results. 

• Click on  button to clear search results. 

• Select the check box click on   button. 
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• It will open Remove Contacts window. 

 

• Click on  button only selected data will be deleted. 

• Click on  button window will be closed. 

• If you want to delete all contacts then click on  button. 

• It will open Remove All Suppress Contacts window. 

 

• Click on  button all contacts will be deleted. 

• Click on   button window will be closed. 

• Click on  Button Bulk Remove Suppressed Contacts Window open. 
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• You Can Delete suppressed contact in bulk by import. 

• Select File Path Click on  button to choose the file. 

 

• Select the appropriate file type from Choose a file type dropdown list. 

• There are mainly two types 1) Text file (.txt, CSV) and 2) Excel (.xls, .xlsx) 

• Click on  button. 

• Your Bulk Remove Suppressed Contact will be Deleted from Global Email 

Suppression Grid.
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Global Domain Suppression 
• When you suppress any Domain(s) it will not allow sending any future mailings to 

that particular domain(s). There are two methods. 

 

1. Manual Domain Suppression 

2. Bulk Domain Suppression 

 

1. Manual Domain Suppression:  

Enter Domain Name and Reason. (The red asterisks indicate the fields that are 

required) 

 

3. Click on  button. 
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4. It will suppress the domain globally and will display a successful message. 

5. The Suppressed Domains will be display in the below grid with status as Manual 

under . 

 

2. Bulk Domain Suppression: 

In Bulk domain suppression, you have to Import file with Domain names. 

 

• Select File Path Click on  button to choose the file. 

 

• Select the appropriate (valid) file type from Choose a file type dropdown list. 

• There are mainly two types 1) Text file (.txt, CSV) and 2) Excel (.xls, .xlsx) 
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• Click on  button. 

• Your Bulk Domains will be suppressed globally from the master database. 

• The Suppressed Domains will be display in the below gird with status as Import 

under . 

6. The Suppressed Domains will be display in the below gird. 

 

• User can Search by Domain Name and Page Navigation. 

• Enter Domain Name and click on  button. 

 

• It will display the searched results. 

• Click on  button to clear search results. 

• Select the check box & click on   button. 

• It will open the Remove Domains window. 
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• Click on  button domain(s) will be deleted. 

• Click on  button window will be closed. 

• If you want to delete all the domains then click on   button, all 

domains will delete. 

Domain Suppression List 
Domain Suppression List  is the feature from where you can create a list of certain 

domains to which you don’t want to send mails and then you can use that suppression 

list against targeted list so that selected list’s domains will receive mailings.  

• This is the “Domain Suppression Lists” page which allows you to search your lists 

using the Search panel.  

 

 
 

Page Controls: 

• Data grid also has navigation buttons. 
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• First, Previous, Next and Last to check records. 

Search 

• Here User can search the particular records based on searched criteria. 

• Enter the Domain List ID or List Name or List Description or Created Date. 

 

 
 

• Click on  button and it will display the total records that are found in 

particular search value or else Click on  button to clear search results. 

Create List 

• Click on the Create list  button. 

• It will open the “Create Domain Suppression List” Window. 

 
 

• Enter details for the Create List. (The red asterisks indicate fields that are required) 
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• Click on  button your list will be Created Successfully or else Click on 

 button to close the window. 

Edit List 

• Click on the List Name Hyperlink. 

• It will open an “Edit List” window. 

 

• You can change the required fields. (The red asterisks indicate  fields that are 

required) 

• Click on  to save changes or else Click on  to exit without 

saving. 
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View List 

• Select the list for which you want to view the details. 

• Click on  button. 

 

• It will open the “Domain Suppression List Details” window. 

 

• Here you will find all the details of the particular List which you selected. 

• Total Domains box showing Total count of domains. 

• In List Details you can find Search, Clear, Back & Refresh options. 

• If you click on  button, you can search the domains present in the 

selected list. 
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• If you click on  button, it will clear the “Enter search criteria” and will 

display all the domains. 

• If you click on  button, it will refresh the page. 

• If you click on  button, it will take you to the main page. 

Delete List 

• Select the particular List(s) check box . 

• Click on Delete  button. 

• It will open “Delete Domain Suppression List(s)” window. 

 

 
 

• Click on  to delete or else Click on  to exit without deleting. 

Import 

• Click on   option after selecting list, then page will be redirected to the 

Import module with the selected list and will open “Manage Domain Suppress List 

Imports” Page. 
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• Select your file and then select your file type.  

(You can also create new list by Add New List Option) 

• Give Notification email. (Optional) 

Note: File should have DomainName as column header and File size should not be more 

than 30 MB for import process. 

• Click  button once all done. 

• Following pop up will be display. 
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• If you click here link it will redirect in View List page and if you click Finish 

button, it will redirect to Manage Domain Suppression Lists Page. 

Wildcard Suppression 
This feature is used to suppress the wildcard characters. If you enter a word or a 

character in Wildcard Name Textbox. It will suppress the whole Email containing that 

word or character at the time of sending. 

 

• Enter the Wildcard Name and Reason. (The red asterisks indicate the fields that 

are required) 

 

• Click on  button. 

• It will suppress the word and will display the Success Message. 
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• Enter the Enter Wildcard Name and click on  button. 

• It will display the search result. 

• You can also use the Page navigation. 

• Click on  button to clear the search result. 

• Select the check box click on  button. 

• It will open Remove Wildcard window. 

 

• Click on  button selected information will be deleted. 

• Click on  button window will be closed. 

• If you want to delete all the Wildcards then click on  button. 

• It will open Remove All Suppress Wildcard window. 
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• Click on  button all information will be deleted. 

• Click on  button window will be closed. 

MD5 Email Suppression 
MD5 Email Suppression is very much similar to Global Email Suppression. But here email 

entered in MD5 hash decrypted form. There are two methods. 

1. Manual MD5 Email Suppression 

2. Bulk MD5 Email Suppression 

 

1. Manual MD5 Email Suppression:  
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Enter MD5 Decrypted Email address. (The red asterisks indicate the fields that are 

required) 

 

• Click on  button. 

• It will suppress the email globally and will display a successful message. 

• The Suppressed Email will be display in the below gird with status as Manual 

under . 

 

2. Bulk MD5 Email Suppression: 

In Bulk MD5 email suppression, you have to Import file with MD5 decrypted emails. 
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• Select File Path Click on  button to choose the file. 

• Select the appropriate (valid) file type from Choose a file type dropdown list. 

• There are mainly two types 1) Text file(.txt), CSV(.csv) and 2) Excel (.xls, .xlsx) 

 

• Click on  button. 

• Your Bulk MD5 Emails will be suppressed globally from the master database. 

• The Suppressed Emails will be display in the below grid  with status as Import 

under . 

• The Suppressed Domains will be display in the below gird. 
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• User can Search by MD5 Email Name and Page Navigation. 

• Enter MD5 Email Name and click on  button. 

 

• It will display the searched results. 

• Click on  button to clear search results. 

• Select the check box & click on   button. 

• It will open the Remove MD5 Email Suppression window. 

 

• Click on  button MD5 Email(s) will be deleted. 

• Click on  button window will be closed. 

• If you want to delete all the MD5 Emails then click on   button, all 

MD5 emails will be deleted. 

MD5 Suppression List: 
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MD5 Suppression List is work similarly to MD5 Email Suppression but here User able to 

create list & import, manage suppressed contact by listwise. 

 

Page Controls: 

• Data grid also has navigation buttons. 

 

• First, Previous, Next and Last to check records. 

Search 

• Here User can search the particular records based on searched criteria. 

• Enter the MD5 List ID or List Name or List Description or Created Date. 
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• Click on  button and it will display the total records that are found 

in particular search value or else Click on  button to clear search 

results. 

 

Create List 

• Click on the Create list  button. 

• It will open the “Create MD5 Suppression List” Window. 

 
 

• Enter details for the Create List. (The red asterisks indicate fields that are required) 

• Click on  button your list will be Created Successfully or else Click on 

 button to close the window. 

Edit List 

• Click on the List Name Hyperlink. 

• It will open an “Edit List” window. 
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• You can change the required fields. (The red asterisks indicate  fields that are 

required) 

• Click on  to save changes or else Click on  to exit without 

saving. 

View List 

• Select the list for which you want to view the details. 

• Click on  button. 

 

• It will open the “MD5 Suppress List Details” window. 

 

• Here you will find all the details of the particular List which you selected. 

• Total Domains box showing Total count of domains. 

• In List Details you can find Search, Clear, Back & Refresh options. 
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• If you click on  button, you can search the domains present in the 

selected list. 

• If you click on  button, it will clear the “Enter search criteria” and will 

display all the domains. 

• If you click on  button, it will refresh the page. 

• If you click on  button, it will take you to the main page. 

 Delete List 

• Select the particular List(s) check box . 

• Click on Delete  button. 

• It will open “Delete MD5 Suppression List(s)” window. 

 

• Click on  to delete or else Click on  to exit without deleting. 

Import 

• Click on   option after selecting list, then page will be redirected to the 

Import module with the selected list and will open “Manage MD5 Suppress List 

Imports” Page. 
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• Select your file and then select your file type.  

(You can also create new list by Add New List Option) 

• Give Notification email. (Optional) 

Note: File should have the MD5 Hashed Email address data in single column without any column 

header and File size should not be more than 30 MB for import process. 

• Click  button once all done. 

• Following pop up will be display. 

 

• If you click here link it will redirect in View List page and if you click Finish 

button, it will redirect to Manage Domain Suppression Lists Page. 

ACTIVITY: 
We have some extra features in Activity tab the following are the different type of tab 

included in this activity: 

➢ Account Activity 
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➢ Compare Mailings 

➢ Bounce Report 

➢ Open Report 

➢ Domain Analysis Report 

➢ Job Summary 

➢ Compliance Report 

➢ Custom Report 

Account Activity 
• You can view all sent campaigns short summary by date filtering according to you 

from “Account activity” option. 

• Select from “Select Time period”, Start Date and End Date. 

• By Default you can see the Current Date in the End Date. 

• In Account Activity you can see several Information like: 

1. Mailing Sent 

2. Contacts Targeted 

3. Successful Delivered 

4. Bounced 

5. Unique Opens 

6. Total Opens 

7. Unique Clicks 

8. Total Clicks 

9. Unsubscribes 

• In Transactional Activity without Tracking you can see several Information like: 

1. Mailings Sent 

2. Contacts Targetd 
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• Select the Start Date and End Date from Select Time Period. 

• Click on  button. 

 

• You can see the Pie Chart under Email Impact and a Bar Chart under Account 

Activity Summary. 
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• At the bottom you can see the Grid Table containing information of all Sent mails 

from your desired Start Date and End Date you selected. 

• The Email Impact Pie Chart displays the information of Delivered and Bounced 

Mails. 

• The Account Activity Summary shows the graphical datas of Mailing Sent, Contacts 

Targeted, Successful Delivered, Bounced, Unique Opens, Total Opens, Unique Clicks, 

Total Clicks and Unsubscribe. 

• The Account Activity Summary Graphical Datas will be same as the Account Activity 

Information. 

• In the Grid Table you can use Page Navigation to see all the mails. 

• If you want to download report then click on  button. 

• It will open Download Report window. 

 

• Select the file type. 

• You can select either CSV or Excel or Text 

• Click on  button to download report. 

• Click on  button window will be closed. 

 

Compare Mailings 
• You can compare up to 5 mailings. With the help of comparison you can know the 

differences between your campaigns. There are mainly three Tabs: 

➢ Select Mailings 

➢ Comparison Summary 

➢ Comparison Graph 

Select Mailings 

• Select any two or maximum five check boxes of your desired mailings. 

• You can scroll down to see all the mailings. 
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• Click on  button. 

• It will redirect to Comparison Summary Tab. 

 

• You can compare your mails with informations like Contacts Targeted, Successful 

Delivered, Bounced, UniqueOpen, Total Open, Unopened, Clicks: Unique Contacts, 

Total Clicks, Forwards and Unsubscribed. 

• Click on  button to download report. 
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• It will download the Report in CSV format. 

• Click on Comparison Graph Tab. It will show graphical presentation of Mailings 

comparison. 

 

Bounce Report 
This is the number of contacts to whom 1PointEmail tried but failed to deliver the 

message. An email can bounce for many non-recoverable reasons, such as “invalid user 

name” or “invalid address.” When a contact has acquired Hard/Soft bounces as per 

bounce rule, 1PointEmail automatically opt-out that email address. The CSV link permits 

you to download a summary to your local computer. The file includes the Bounce 

Category and Bounce Message. 

 

• Select from “Select Time period”, Start Date and End Date. 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  405 

• By Default you can see the Current Date in the End Date. 

• If you wish you can directly Select Predefined Period. 

• There are four types of  Select Predefined Period: 

1. Last 30 Days 

2. Last 60 Days 

3. Last 90 Days 

4. Last 120 Days 

• If you select Last 30 Days it will automatically retrieve the datas from last 30 days 

starting from Current Date. Likewise for Last 60, 90 and 120 Days. 

• Click on  button. 

• A grid table will be opened at the bottom with information stating Contact ID, Email 

Address, Bounce Type, Bounce Category, Total Bounces and DateTime. 

 

• You can select your desired Start Date and End Date. 

• But if you select Last 60 Days from Select Predefined Period then it fetch data from 

Last 60 Days starting from the Current Date. 

• If you want to download reports then click on  button. 

• It will open Download Report window. 
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• Select the File type from the dropdown. 

• There are three types of files to be downloaded they are CSV, Excel and Text. 

Note: If downloaded bounced contacts are larger than 50,000 it will download a BCP 

Report in a RAR file. 

• Click on  to download the report. 

• Click on  button to close the window.   

Search Bounced Contacts 

• Enter the Email Address for Search. 

• You can also use Page Navigation for Search. 

• Click on  button it will display the all information about the particular 

record.  
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• Click on  button to clear the Search Criteria and all the records will be 

seen in Grid. 

Open Report 
Open Report refers the number of mails that opened by recipients. This report also 

refers unique and total open counts. You can generate Open Reports by Date selection 

or by Select Predefined Period. 

 
• Select from “Select Time period”, Start Date and End Date. 

• By Default you can see the Current Date in the End Date. 

• If you wish you can directly Select Predefined Period. 

• There are four types of  Select Predefined Period: 

1. Last 30 Days 

2. Last 60 Days 

3. Last 90 Days 

4. Last 120 Days 

• If you select Last 30 Days it will automatically retrieve the datas from last 30 days 

starting from Current Date. Likewise for Last 60, 90 and 120 Days. 

• Click on  button. 

• A grid table will be opened at the bottom with information stating Contact ID, Email 

Address, Opens and Date/Time. 
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• You can select your desired Start Date and End Date. 

• But if you select Last 60 Days from Select Predefined Period then it fetch data from 

Last 60 Days starting from the Current Date. 

• If you want to download reports then click on  button. 

• It will open Download Report window. 

 

• Select the File type from the dropdown. 

• There are three types of files to be downloaded they are CSV, Excel and Text. 

• Click on  to download the report. 

• Click on  button to close the window.   

Note: If downloaded opened contacts are larger than 50,000 it will download a BCP 

Report in a RAR file. 

Search Opened Contacts 
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• Enter the Email Address for Search. 

• You can also use Page Navigation for Search. 

• Click on  button it will display the all information about the particular 

record.  

 

• Click on  button to clear the Search Criteria and all the records will be 

seen in Grid. 

 

Click Report 

Click Report refers the number of clicks perform on mail by recipients. This report also 

refers total clicks counts. You can generate Click Reports by Date selection or by Select 

Predefined Period. 

 

• Select from “Select Time period”, Start Date and End Date. 

• By Default you can see the Current Date in the End Date. 

• If you wish you can directly Select Predefined Period. 

• There are four types of  Select Predefined Period: 

1. Last 30 Days 

2. Last 60 Days 
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3. Last 90 Days 

4. Last 120 Days 

• If you select Last 30 Days it will automatically retrieve the datas from last 30 

days starting from Current Date. Likewise for Last 60, 90 and 120 Days. 

• Click on  button. 

• A grid table will be opened at the bottom with information stating Contact ID, 

Email Address, Clicks and Date/Time. 

 

 

• You can select your desired Start Date and End Date. 

• But if you select Last 60 Days from Select Predefined Period then it fetch data from 

Last 60 Days starting from the Current Date. 

• If you want to download reports then click on  button. 

• It will open Download Report window. 

  

• Select the File type from the dropdown. 

• There are three types of files to be downloaded they are CSV, Excel and Text. 

• Click on  to download the report. 

• Click on  button to close the window.   
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Note: If downloaded opened contacts are larger than 50,000 it will download a BCP 

Report in a RAR file. 

 

 

 

Search Opened Contacts 

• Enter the Email Address for Search. 

• You can also use Page Navigation for Search. 

• Click on  button it will display the all information about the particular 

record. 

 

• Click on  button to clear the Search Criteria and all the records will 

be seen in Grid. 

Domain Analysis Report 
Here user can View top 20 domains in reports with % ratio. Also User can download 

Domain Analysis Report in CSV file. The following are the different type of tab included 

in this domain analysis report there are: 

➢ Select Mailings 

➢ Analysis Report 

➢ Comparison Graph 
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1. Select Mailings 

• By default Select Mailings Tab will be opened. 

• Select any two or more check boxes. (You can select maximum 10 Mailings) 

 

• Click on  button. 

• It will redirect to Analysis Report Tab. 

 

2. Analysis report 

In this tab you can verify most frequent delivered domains on top by percentage. 
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• Under Mailing Names you can see the details like Mailingid, Targeted Count, Date 

Time Sent and Domain. 

• Click on  button. 

• It will download the report in CSV Format. 

 

3. Comparison Graph 

In Comparison Graph tab it will show graphical presentation of Domain comparison. 

• Click on Comparison Graph Tab. 

• You can see the Graphical Representation. 

 

 

Job Summary 
In job summary you can monitor 
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 your mailing sending activity after sent mailing. 

 

• In Job Summary there is a feature of Enable Auto Refresh. 

• It is checked by default . 

• Here the page will be refreshed automatically in 1min with message 'Last Updated 

at Date-Time'. 

 

• If you click on  it will refresh the grid. 
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• Here in the grid view you can see details like Mailing ID, Mailing Name, Created 

Date, Contacts Targeted, Awaiting Build, Submitted PMTA, Awaiting Send and 

Successfully Sent. 

• Here when mailing then it will be assigned to as this is 

completed, will move to . Here the Mailings are been submitted to the 

Powerful MTA Server which will be in process means still it is waiting to 

send but as soon as it is clear it will be then transferred to where 

finally your message is been delivered. 

Search Job Summary 

• Enter the search criteria by Mailing ID or Mailing Name. 

• You can also use the Page Navigation for Search. 

• Click on  button to search according to criteria. 

• Click on  button to clear the search. 
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Compliance Report 
• You can view all sent campaigns short summary by date filtering according to you 

from “Account activity” option. 

• Select from “Select Time period”, Start Date and End Date. 

• By Default you can see the Current Date in the End Date. 

• In Account Activity you can see several Information like: 

1. Mailing Sent 

2. Contacts Targeted 

3. Successful Delivered 

4. Bounced 

5. Unique Opens 

6. Total Opens 

7. Unique Clicks 

8. Total Clicks 

9. Unsubscribes 

• In Transactional Activity without Tracking you can see several Information like: 

1. Mailing Sent 

2. Contact targated 
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• Select the Start Date and End Date from Select Time Period. 

• Click on  button. 

 

• You can see the Account Activity summary from your desired Start Date & End Date 

you selected based on Campaigns. 

• At the bottom you can see the Grid Table containing information of all sent 

Campaigns from your desired Start Date and End Date you selected. 

• The Account Activity Summary shows the graphical datas of Mailing Sent, Contacts 

Targeted, Successful Delivered, Bounced, Unique Opens, Total Opens, Unique Clicks, 

Total Clicks and Unsubscribe. 

• The Campaigns Summary Grid user is able to see mailing details which have be sent 

under selected Campaigns 

• In the Grid Table you can use Page Navigation to see all the mails. 

• User is able to see Details of campaigns by click on  icon which is besides 

campaigns. 
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• User is also able see details of Campaign Activity Details (Contacts) by click on 

Details Hyperlink under each Campaigns. 

 

• If you want to download report then click on  button. 

• It will open Download Report window. 

 

• Select the file type. 

• You can select either CSV or Excel or Text 

• Click on  button to download report. 

• Click on  button window will be closed. 
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Custom Report 
• Custom Report generate Campaign based reports. 

• To generate custom report user must have to select Campaign from Select 

Campaign Drop Down list which are located at upper-Right corner of the screen. 

 

• In Custom Report Name of Email Campaign grid display mailing name which are sent 

under selected campaign with details like Email, Subject Line, Qty Ordered, Total 

Opens, Open%, Total Clicks, Clicks%, CTR%. 
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• Custom Reports also shows How much total clicks perform by perticular URL link by 

specific Mailing with Total Counts 

 
• Custom Report also display Open Rate%, Click Thru Rate% & Campaign Results for 

selected campaigns. 

 
 

 

 

 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  421 

• If you want to download report then click on  button. 

• It will open Download Report window. 

 

• Select the file type. 

• You can select either CSV or Excel or Text 

• Click on  button to download report. 

• Click on  button window will be closed. 
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CAMPAIGN REPORTS: 
CAMPAIGN REPORTS contains all the Important and useful reports of your 1Point Email 

System. Here you can view reports as per your requirements. There are six Modules: 

➢ Dashboard 

➢ Contact Activity 

➢ Click Performance 

➢ Domain Reports 

➢ Google Analytics 

➢ GeoIP Tracking 

Dashboard 
• This is the Tab where you can see the detailed reports of your Campaigns and their 

Mailings. 

 

• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 

• Click on button it will open the Preview of that Particular Mailing in 

Separate Window. 
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• If you click on  you can get the Email Id of your first contact 

present in your Target list. 

• Personalized filed(s) like First Name, Last Name etc should be placed in your HTML 

content then only you can see the information. 

• When you click  it will replace  

with the contact details that is been saved in your database. 

• It will display the Email id in the Text box with the required Informations below in 

personalized fields. 

• If you enter any Email Id in the Text box that is present in your database and click on 

 then it will show the information of that Email id. 
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• If you click  check box you can see the Mailing Details of 

the HTML Content. 
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• If you close the HTML Preview window then it will open the Preview of Text Content 

of that Particular Template in a new Window. 
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• Click on  to refresh the page. 

• Click on  button it will open an Download Report window 

 

• You can download report either in PDF or CSV format. 

• Click on  button it will download the report. 

• Click on  button to close the window. 

• If you click on  you will be redirected to CAMPAIGNS → Mailings 

→ Manage Mailings Page. 
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Contact Activity 
In Contact Activity” module you can see the detailed information of the activities of your 

Campaigns and Mailings. 

 

• The following are the different types of Tab functionality included in this Contact 

Activity. 

➢ Trends 

➢ Contacts Targeted 

➢ Successful Delivered 

➢ Bounced 

➢ Opened 

➢ Unopened 

➢ Clicked 

➢ Forwards 

➢ Unsubscribed 

Trends 

• In Trends Tab you can view Bar chart of Contact Activity Summary displaying 

information like Unsubscribed, Forwards, Clicks: Unique Contacts, Unopened, 

Opened, Bounced, Successful Delivered and Contacts Targeted. 
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• From drop down list if you select Campaign then it will show the 

detail summary of whole Campaign. 

• If you select  along with  then it will show details 

of that particular mail that you selected for the Campaign. 
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• Click on  button it will refresh all the data of report for selected 

Campaign/Mailing. 

• Click on  button to download the report in PDF file. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Note: There is exception when select Campaign.while select on campiagn dropdown , Counts  

Of Contacts  will not display unique count. 

 

Contacts Targeted 

 It will display the list and total number of recipients who have been targeted to receive 

the mailing. (All active contacts of target list) 

• Click on Contacts Targeted Tab. 

• It will open the Contacts Targeted window. 
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Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  to clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding total Contacts Targeted for selected 

Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected 

Campaign/Mailing. 

• Click on  button one pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

 

Successful Delivered 

This is the number of contacts to whom 1PointEmail has successfully delivered the 

selected mailing. 

• Click on Successful Delivered Tab. 

• It will open the Successful Delivered Window. 
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Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Successful Delivered mails for selected 

Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected  

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Bounced 

This is the number of contacts to whom 1PointEmail tried but failed to deliver the 

message. An email can bounce for many non-recoverable reasons, as Soft Bounce or 

hard bounce such as “Invalid User Name” or “Invalid Address”. 

• Click on Bounced Tab. 

• It will open the Bounced Detail Report. 

 

Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search 



                                                                                                                                               1Point 

 
 

                                                                                                                                                  
  434 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Total Bounces, Soft Bounces and Hard 

Bounces for selected Campaign/Mailing. 

• Click on  button, it will refresh all the data of report for selected 

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 

 

• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 
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• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

 

Opened 

In opened tab there are two types of Opened Mails: 

1. Total Opens: Total number of times the mailing was opened by recipients 

with all pictures displayed. This count includes multiple opens from 

individual recipients. In order for the message to be detected as opened, 

the user must have “view images” enabled in the email program. 

 

2. Unique Opens: The unique number of times your mailing was opened by 

recipients with all pictures displayed. This count not includes multiple 

opens from individual recipients. In order for the message to be detected 

as opened, the user must have “view images” enabled in the email 

program. 

• Click on Opened Tab. 

• It will open the Opened Tab window. 
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Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Total Opens and Unique Opens for selected 

Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected 

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Unopened 

• Those contacts that have not yet opened the sent mailing mail will be considered as 

Unopened. 

• Click on Unopened Tab. 

• It will open the Unopened window. 
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Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Unopens for selected Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected 

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Clicked 

From Clicked Tab you can see the Total Clicks and Unique Clicks by contacts. Even there 
is a feature of Clicks by Unique Contacts. 
 

 
 

Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 
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• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Total Clicks, Unique Clicks and Clicks: 

Unique Contacts of mails for selected Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected  

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 

 

• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 
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Forwards 

This is the number of contacts who forwarded emails to friends/relatives. 

 

Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• It will display the information regarding Forwards mails for selected 

Campaign/Mailing. 

• Click on  button it will refresh all the data of report for selected  

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Unsubscribed 

Unsubscribed when any recipient are not interested in our newsletter and click 

Unsubscribe link then they will be unsubscribed from database and no further mail 

received on his email id. 
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Search: 

• Enter the search criteria. You can search with help of Email, First Name and Last 

Name. 

• Click on  button it will display all contacts details based on the given 

criteria for search. 

 

• Click on  button it will clear the search criteria. 

• Select Campaign/Mailing. 

• Under the Summary Section it will display the total counts for the reasons of 

unsubscribed mails for selected Campaign/Mailing. 

• The following are the reasons: 

➢ Never Opted 

➢ Too Frequent Emails 

➢ Not Interested 

➢ Spam Complaints 

➢ Other 

• Click on  button it will refresh all the data of report for selected  

Campaign/Mailing. 

• Click on  button pop up will be display on the user screen. 
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• Select any one option  

➢ Standard Fields: All Standard Fields will be downloaded. 

➢ Custom Fields: All the Customized Fields will be downloaded. 

➢ All: All Standard and Customized Fields together will be downloaded. 

• Select a desired option and click on  

• It will download a BCP Report in a RAR file. 

• Click on  button to close pop up window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Page Controls: 

• Data grid also has navigation buttons. 

 

• First, Previous, Next and Last to check records. 

• It has a Page Size dropdown in which values are 5,10,20,50,100. 

• If you select 5 then it will show 5 data  in the Grid Section, if you select 10 then it will 

show 10 data  in the Grid and so on. 

 

Click Performance 
This is “Click Performance” of CAMPAIGN REPORTS Module. From here you can select 

Campaign/Mailing from dropdown list. It will show the detailed information of the Clicks 

for the URLs used in the template for Mailing. 

• Click on Click Performance Menu it will open the Click Performance Page. 
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• Select Campaign/Mailing from dropdown. 

• It will display all the URLs of that particular Campaign/Mailing under  

• You can also see total counts under  with percentage ratio 

under . 

• Likewise you can also see total counts under  with percentage ratio 

under . 

• If you have given any labels for the particular URL while creating a mail then it will 

show under . 

• If it shows  under  it means you have used Google Analytics / Omniture 

Analytics in your mail. 

• At the bottom there is  it will display the Total of Total Clicks and Unique 

Clicks with total percentage of Total Click rates and Unique Click rates. 

• Click on particular URL hyperlink.  

• It will open the Click Activity (Contacts) page. 
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• Under Click Activity (Contacts) it will show an http:// link if you have used Google 

Analytics/Omniture Analytics in your mail. 

• Here you can see the detailed information of that Particular URL with all the contact 

details that have clicked on that URL. 

• If you click on  it will download the report of that Particular URL in 

the CSV format. 

• Click on  it will redirect to Click Performance Page. 

• Click on  button to refresh the window. 

• If you click on  it will open a Download Report window. 

  

• Select the desired file type as CSV or PDF. 

• Click on  button to download or else click on  to close the 

window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

Domain Reports 
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In Domain Reports the reports will generate on basis of domains activities. It will show 

the information like Targeted, Delivered, Bounces, Opens, Clicks and Unsubs for all the 

Domains in graphical as well as Tabular form. 

 

• Select the Campaign/Mailing from the dropdown. 

• Domain Reports will show the Domains Targeted Graph by default. 

• You can select  the desired link 

and click so it will show the graph accordingly. 

• The data of the graph will be always showed in the ascending order means from big 

to small. 

• Click on  button it will refresh all the data of report for selected 

Campaign/Mailing.  

• Click on   button it will open Download Report window. 

 

• Select the desired file type as CSV, Excel or Text. 
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• Click on  button to download or else click on  to close the 

window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 
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GeoIP Tracking 
GeoIP Tracking means it will take reports based on IP Clicked/Opened from a location. It 

shows the details like Country, State and City with total counts of Open. 

 

• Select Campaign/Mailing from the dropdown. 

• We are providing four types of  

1. Total Opens 

2. Total Clicks 

3. Unique Opens 

4. Unique Clicks 

• Select the desired Report Type. 

• Click on the Pin pointer it will show a pop up with Country, State and City with total 

counts of Open. 
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• Click on  button to refresh the window. 

• Click on  button it will open a Download Report Window. 

 

• In Group By: you can select by City or State or Country. 

• In File Type: you can select CSV or Text. 

• Click on  to download the report or else click on  button to 

close the window. 

• If you click on  page will be redirected to CAMPAIGNS → Mailings 

window. 

 


