PROFESSIONAL EMAILING SOLUTION

[ TUTORIAL

MANAGING A SUBSCRIBERS
LIST WITH EMILL




The sending of newsletters is the basis of an efficient email marketing communication for small
to large companies. All eMill editions include the necessary tools to automate the management
of a subscribers list: creation of a subscription form, processing of subscriptions and
unsubscriptions, live list update...

This eMill tutorial aims at guiding you to set up the management of your subscribers list. Note
that the tutorial first part is based on the fact that you do not have started to build a list. If
you already have a subscription form on your website and if you wish to use eMill to update
automatically your list, you must read the second part of this tutorial.

1. Starting the management of a subscribers list with eMill

By using the Opt-In management module, eMill provides you with all the tools to create a
personalized subscription form and to deal automatically with subscription and unsubscription
requests.

1.1 E-mail as the communication medium between eMill and your subscribers

During this tutorial, you will see that the e-mail is used to carry the information about a
subscription or an unsubscription.

Therefore, to start, you must select one of your email addresses which will be used for this
communication. Then, configure an incoming queue corresponding to this email address from
the Tools > Options, Incoming queues tab (POP3 account or file). For more details on how
you can configure an incoming queue, please refer to the appropriate help section.

Note that this email address does not have to be reserved for eMill and that this step is
independent and can be done at the end of the tutorial.

1.2 Create a new mailing project

From the File > New menu, select ‘Empty mailing project’ and click on OK.

Mew document

Document type:

£ t ailing Project (]
- Empty Mailing Project
&1 HTML File Cancel
=] Text File
|2]vEScript File

Help
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Enter a name and a description for the new project and click on ‘Finish’.

Mew eMill Mailing Project §|

Pleasze enter your new mailing project name and path:

Marme: Tutlrial - Managing a subs
Description: | Tutorial - Managing a subscribers lizt with ebdil

Path: mentghetdil ProjectzhTutonial - Managing a subscribers list E]

Optional Meszage Template:

More Files... ”~
Catalogue - Blue [Html with zpecific alternate Test).eml

Catalogue - Green [Html with zpecific alternate T ext].eml

Catalogue - Grey [Html with specific altkernate Test].eml

Catalogue - Purple [Html with specific altkernate Test].eml

Coupat - Blue [Himl with zpecific altermate T ext).eml v

CL PR ST | e n T '

[ Finizh l [ Cancel ] [ Help

1.3 Create a new list

This list will be used to store the contact details you collect when someone subscribes to your
newsletter. Therefore, each question of your subscription form must correspond to a column in
the list.

For instance, if I ask for the e-mail address, the name, the first name and the company name
in my subscription form, I must have a name, a first name, a company name and an email
address column in my list.
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To add a new list to your project, go to the Project > Add a receivers list menu. Enter a list
name and click on ‘Next’.

Mew Receivers List Wizard [‘5_<|

Pleaze enter the new list name:

List name: | Subszcribers lis]

[ et = l[ Cancel ][ Help

Select the data source type 'I don’t have a database, create one for me’ and click on
‘Next’ and ‘Finish’.

Mew Receivers List Wizard [z|

Fleaze select the data zource tupe vou want to use with this
railing:

@.ﬁ.ccess Dratabaze [*.mdh] ~
Test Files [*.tat, " cav]

[ windows Address B ook [* wab)

(o) Outlook, Contacts

ML Data Source

5&_ MySOL Database

% [mport from unstructured test files (html, b, etz
.-'-‘-.dvanu:ed ADD [Oracle, SAL Server, etc.]

| don't have a databaze, create one for me

¢ Back ” et = l[ Cancel ][ Help
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The list is displayed in the project tree under ‘Receivers lists’. When you select it, its content is
displayed in the right window. You can see that the list already contains default columns. If
you want to add or remove columns so that they match your subscription form questions, go
to the Project > List > Add new column / Delete column.

o & Tutorial - Manaqging a subscribers lisk ContactlD Email Fi
= Contents
%= Global Script
=-[T] Receivers Lists
Subscribers lisk
¥ Black Lists
& Preview

1.4 Configure the automatic list update

Select the list you have just created in the project tree and click on the ‘Tools > Opt-In
Management’ menu.

Click on ‘Next’ to run the wizard.
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Creation of the subscription form

The first step is to create a subscription form that will be inserted on your website in order to

let your visitors subscribe to your newsletter.

To create it you must:

- Define the questions that will be displayed in the subscription form. The table
lists all your list columns. For each of these, you must decide if a new subscriber must
compulsorily answer the question (check the ‘mandatory’ box) or if it is optional (check
the ‘optional’ box). If none boxes are checked, the question will not be added to the
form. In the example below, I'm going to create a form where the new subscriber will
have to give his e-mail (mandatory), his first name (optional) and his last name

(mandatory).

Double Opt-ln Management Wizand

completed the farm;

zent b

E mail address; newsleter@emiltes] com

Pleaze zelect the fields the new subzcriber will hawve to fill out in the form:

Fields kd andatary Optianal
E mail O -~
Firzth amne O
LaztM ame O
Fan O O
Mabile O O v

Pleaze enter the URL the new subzcriber will be redirected to once he has

Redirection URL: | http:d A, activeplus. coms

Pleasze enter the Email address where the new subscriber information will be

X

< Back ” Mext »

l [ Cancel ] [ Help

- The redirection URL. You must provide an address of a web page that will be
displayed to the new subscriber once he submits the form. This address can be your
website homepage or a page where you thank the visitor for subscribing.

- Email Address. Enter the email address defined in 1.1. When a visitor of your website
submits the subscription form, all the data he provides are sent by email to this

address.
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The confirmation message
Click on ‘Next’

Double Opt-In Management Wizand g|

Pleaze edit the double Opt-ln confirmation message;

Mezzage Subject:  |[Tutorial - Managing a subscrbers list subzcription conf
tezzage Body:

<htmlz s
<head:

<meta http-equiv="content-type’" content="text html; charzet=utf-8'" /A
</thead:

<hody:

Dear ZFirstM ame? %LastMame? <bre <br:

Your have just registered to the ZProjectiame® mailing list, Howeser, 1

To confirn that you do want to join, click <a href="%5ubscrbelink®":F

4 b

Presview

< Back ” M et > l[ Cancel ][ Help ]

The confirmation message is automatically sent to a new subscriber when submitting the
subscription form. It is part of the double opt-in process allowing a subscriber to confirm his
subscription. Indeed, a lot of dishonorable consumers subscribe people to hundreds of list
without their permission. Thereby bombarding these people with hundreds of unsolicited email
messages. The double opt-in process provides you the added protection of a confirmation link
that must be clicked by the new subscriber.

eMill lets you edit the confirmation message (message subject and body) in HTML like any
other message. You can edit it by inserting your own text between the <body> and </body>
tags. If you want to insert rich text, images or tables you can either write directly the
appropriate HTML code or use the eMill HTML Editor and copy/paste the HTML code here.

You also have the possiblity to personalize the confirmation message using the information the
new subscriber has provided when submitting the subscription form. Use the following syntax:
%NameOfTheField%. For instance, if you ask for the First Name in the opt-in form, you can
start your confirmation message by "Hi %FirstName%,".

Note that the confirmation message contains a link that should not be deleted: "<a
href="%SubscribeLink%">here</a>". Indeed, it contains the information for your system to
identify the subscriber and confirm its subscription.
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Insert the subscription form in your website
Click on ‘Next’

x]

Double Opt-In Management Wizand

Y'ou can now copy/paste this HT ML code in to your web zite,

18] 2

the Ernail field."|:

: il

S

[
|

Copy to clipboard

Twa rules are going to be created to handle subscriptions. Pleaze nate that you need ta
publizh your project and subscribe it to the incoming queus coresponding to
newzletter@enmilltest. com.

Click. on finizh to create the meszage rules.

< Back ” Finizh l[ Cancel ] [ Help

Now, you just need to insert the subscription form you have just created in your website. Start
by selecting the whole HTML code included in the window.

Then, open one of your website page within an HTML editor. If you use a WYSIWIG HTML
editor, switch to the ‘'Code’ view. Finally, paste the form code where you want it to be
displayed.

The message rules
Click on ‘Finish’
The message rules are created in order to automate the processing of subscription and

unsubscription requests. When a window asks you if you want to publish your project, answer
‘Yes' in order to validate the creation of the rules.

erill X

\:..:/ To enable the Opt-In Management rules, wou will need to publish wour project, Waould you like ko publish it nowy

[ es ] [ Mo

When the publish dialog box is displayed, uncheck all the boxes under ‘Once the project is
published’, and, under ‘Subscribed incoming queues’, check the box corresponding to the
incoming queue you created in 1.1.

©2001-2007 eMill Tutorial - Managing a subscribers list with eMill 8/21




Publish and Send Mailing Project E|

Fublizh project to
ehill Server: ehdill i

Account: dzers w

Once the project iz published

[ ] Render meszages

[] Start zending meszages

[ ] Open project in the queues

Subscribed incoming queues

[] Local D5Me
Subscrbers hst
[] Fax

] emil

| Pubish || Cancel

To give you more details, here is an explanation of what the rules are doing:

Subscription: As we explained above, when a visitor of you website submits the
subscription form, an email including all his contact details is sent to the email address
defined in 1.1. The ‘Subscription’ rule tells eMill to download this email and to update
your list using the information provided by the new subscriber.

Unsubscription: The management of a subscribers list implies that you process
rigorously unsubscription requests. In each newsletter you send, you must insert a link
allowing the receiver to unsubscribe from your list. To insert this link when creating a
message with eMill, go to the ‘Insert > Unsubscribe link’ menu.

When a subscriber clicks on the unsubscribe link, an email including his contact details
is sent to the email address defined in 1.1. The ‘Unsubscription’ rule tells eMill to
download this email and to delete the subscriber from your list.

The configuration of eMill is over. All the maintenance of your list is now automated. You just
have to concentrate on creating and broadcasting your newsletter.
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2. How to create the message rules

If you already have a subscription form or if you want to create it using another tool than the
eMill Opt-In Management module, you can automate the maintenance of your subscribers list
with eMill. Note that this system can only be used if you receive the subscription or
unsubscription requests by e-mail on one of your email addresses.

The second part of the tutorial details how you can configure the message rules to process
these requests. They will allow eMill to automatically download the subscription or
unsubscription emails and to update your list with the information included in these emails.

First, follow the steps described in 1.1 (incoming queues), 1.2 (create a new project) and 1.3
(create a new list). Then, to start configuring the message rules, go to the Project >
Message rule menu.

2.1 Specify the download conditions

If the email address used to receive the information on a new subscriber is not reserved for
this particular use, you must define download conditions to avoid all the received emails being
downloaded by eMill.

Click on the ‘Download’ tab, check the ‘Test the following conditions’ option and click on
‘Add’.
Message rules E|

General | Download

YW'hen a new meszage iz avalable in an incoming queue;

) Download it
) Call Mailing_Ondccepthdail] script event [advanced
) Test the following conditions

Add...

(*) Download message if all conditions are verified

) Download message if at least one condition is verified

[ (] l [ Cancel ] [ Apply ] [ Help
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Speaking generally, in order to detect a subscription or an unsubscription request, we use
keywords included in the email subject. For instance, an email including information on a new
subscriber will have as a subject ‘Subscribe form’ and an unsubscription request will have as a
subject ‘Unsubscribe’.

In the first window, select the ‘Find values in the subject’ option.

Mewr condition wizard P§|

Please zelect a condition to add:

Find walues in the subject

Find walues in a header field

Find walues in the To field

Find walues in the CC field

Find walues in the Fram field

Check the meszage date

Check the mezzage size

Check the mezzage priority

Received date and time zchedule

The mezzage iz digitally signed or encrypted
The mezsage iz an unsubzcrbe request

[ et = l[ Cancel ][ Help ]

In the ‘Criteria’ field, select ‘contains any’ and enter under ‘Value(s)’ the text: Subscribe,
Unsubscribe. An email will be downloaded within your eMill inbox only if its subject line
contains ‘Subscribe’ or ‘Unsuscbribe’.

Mew condition wizand P§|

Pleaze enter the values to find in the meszage subject:

Critenia: | cohtaing ary b |

Walue(z]: |Sul:nsc:ri|:ne, Ursubszcribe)

Mate: use comma to separate values

< Back ” Firizh ][ Cancel ] [ Help
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Click on ‘Finish’

2.2 Processing subscription requests

This step lets you configure eMill to retrieve the information provided by a new subscriber in
order to update your list. Before configuring the rule, it is important to note that:

- Your subscribers list must contain a column corresponding to each question of the
subscription form.

- The content of the received email must be structured as follow:

Form question: Subscriber’s answer
(i.e., Name: Jones)

Note that the character *:’ can be replaced by '=’. If the answer is written on multiple
lines, it must be between '« and *»’.

Click on the ‘General’ tab, check the ‘Apply the following rule(s)’ option and click on ‘Add’.

Conditions to execute a message rule

The first step to create a message rule is to define when it has to be executed. As we did
above (2.1), we are going to use the text of the subject line to detect an email for a
subscription request.

Click on the first ‘Add’ button

Select the ‘Find values in the subject’ option and click on ‘Next'.

Mew condition wizand &|

Fleaze select a condition to add:

Find walues in the message body ~
Fird walues in the subject

Find walues in a header figld

Find walues in a bady field

Find walues in the Ta field

Find walues in the CC field

Find walues in the Fram field

Check the meszage date

Check the meszage size

Check the mezzage priority

Deliveny status notification [DSM]

Recerned date and ime schedule

The record erists in data zource

The record does not exigt in data source

The mezzage iz digitally signed or encrypted "

Mest » l [ Cancel ] [ Help
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In the ‘Criteria’ field, select ‘contains any’ and enter under ‘Value(s)’ the following text:
Subscribe.

Mewr condition wizard [z|

Pleaze enter the values to find in the meszage subject;

Criteria: | containg any b

Walue(s]: | Subscribel

Maote: uze comma to separate values

¢ Back ” Finizh l[ Cancel ] [ Help

Click on ‘Finish’
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The message rule

The second step is to define the action that will be executed when a subscription request is
detected. In this tutorial, the action is to use the information on the new subscriber included in
the email to update the list.

Click on the second ‘Add’ button.

Select the ‘Add a record to a data source’ option and click on ‘Next’.

Mew action wizard f'5_<|

Please zelect an action ho add:

Fonmard the meszage

kowe the meszage to a folder
Reply to the mezzage

Add a test to the project log

Add arecard o a data zource

|dpdate a record in a data source

Delete a recaord from a data source

Delete the meszage

Save sender certificate o recerver certificate store
Call a web site page

Stop proceszing rules

Mest » l [ Cancel ] [ Help

©2001-2007 eMill Tutorial - Managing a subscribers list with eMill 14 /21




Select the ‘A project receivers list’ option and the subscribers list you have created at the
beginning of the tutorial.

Mewr action wizand [5_<|

Add a new record tor:

(%) & project receivers list | Subscribers list W

() &n ADO data source

[ ¢ Back ” et = l[ Cancel ][ Help ]

The following window is displayed:

%)

Mewr action wizand

Pleasze enter the walues to zet to the new record fields;
Field " alue
Contact D
Ernail Email addres= fram the 'Fram' field
FirztM ame
Lazth ame
Faw
M obile

¢ Back ” Finizh l [ Cancel ] [ Help

On the left, the subscribers’ list columns are listed; on the right, you have to indicate which
value included in the email corresponds to the column.

For instance, select the ‘E-mail’ column and click on ‘Edit’.
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We have seen previously that in the body of the received email, the information is presented
as follow: E-mail address: Subscriber’s email address.

Therefore, the *E-mail’ column has to be updated with the information of the ‘E-mail address’
field included in the message body.

Select in the list the 'Field from the message body’ option and write on the right: E-mail
address.

Record field value E|
‘Email' field iz equal to:
| Field from the meszage body W | |E-mail addrezy |
[ ok l [ Cancel ]

Click on 'OK’ and repeat the operation for each information you want to retrieve from the
received email.

Mew action wizard P§|

Pleaze enter the values to et ta the new recaord fields:

Field W alue

ContactiD

E rnail Body field 'E-mail addreszs'
FirztM ame Body field ‘First name'
LastM ame Body field 'Last name'
Fax

I obile Body field 'Mobile'

| Edt. || Ckea |

< Back ” Firizh ][ Cancel ] [ Help ]

Click on ‘Finish’ and ‘OK'.

2.3 Processing unsubscription requests

This section lets you configure eMill to detect unsubscription requests, retrieve the information
on the subscriber and remove him from the list. In this example, we assume that the
unsubscription request has in its subject line « Unsubscribe SubscriberEmailAddress ». This is
the format of the email you receive if you insert the eMill unsubscribe link in your newsletter.

Click on the ‘Add’ button.
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Conditions to execute a message rule

The first step to create a message rule is to define when it has to be executed. As we did
above (2.2), we are going to use the text of the subject line to detect an email for an
unsubscription request.

Click on the first ‘Add’ button

Select the ‘Find values in the subject’ option and click on ‘Next’.

Mew condition wizand §|

Fleaze select a condition to add:

Find walues in the message body ~
Fird walues in the subject

Find walues in a header figld

Find walues in a bady field

Find walues in the Ta field

Find walues in the CC field

Find walues in the Fram field

Check the meszage date

Check the meszage size

Check the mezzage priority

Deliveny status notification [DSM]

Recerned date and ime schedule

The record erists in data zource

The record does not exigt in data source

The mezzage iz digitally signed or encrypted "

Mest » l [ Cancel ] [ Help
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In the ‘Criteria’ field, select ‘contains any’ and enter under ‘Value(s)’ the following text:
Unsubscribe.

Mewr condition wizard [5_<|

Pleaze enter the values to find in the meszage subject;

Criteria: | containg any b

Walue(s]: | Unsubscribel

Maote: uze comma to separate values

¢ Back ” Finizh l[ Cancel ] [ Help

Click on ‘Finish’
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The message rule

The second step is to define the action that will be executed when an unsubscription request is
detected. In this tutorial, the action is to delete the subscriber profile from the list.

Click on the second ‘Add’ button.

Select the ‘Delete a record from a data source’ and click on ‘Next’.

Mewr action wizand [‘5_<|

Pleaze zelect an action to add:

Faonyard the meszage

Move the message to a folder
Reply to the meszage

Add a test to the project log

Add a record to a data source
|lpdate a record in a data source

Delete a recard fram a data source

Delete the meszage

Save sender certificate to receiver certificate store
Call a web site page

Stop processzing rules

et = l[ Cancel ] [ Help
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Select the ‘A project receivers list’ option and the subscribers list you have created at the
beginning of the tutorial.

Mewr action wizand [5_<|

Delete record to;

(%) & project receivers list | Subscribers list W

() &n ADO data source

¢ Back ” et = l[ Cancel ][ Help

The following window is displayed:

Mew action wizard

X

Delete data source record(z] where:

Field Criteria Walue

ig equal ko E mail addrez= fram the 'From' field

sdd. || Edt. || Remove

< Back ” Firizh ][ Cancel ] [ Help

This step allows you to specify which subscriber profile will be deleted. We are going to define
the fact that the subscriber to remove from the list is the one whose email address matches
the address in the unsubscription request subject line.
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Select the list column containing your subscribers email addresses (here, it is ‘Email’) and click

on ‘Edit’.

In the last list, select the ‘Email address extracted from the subject’ option.

Compare field

3

The field:
|Email Vl |i$ equal to v|
| Ernail ad mfracted from Subject I |

| ok

I

Cancel ]

Click on ‘OK’, ‘Finish’ and 'OK’

Subscription and unsubscription requests will now be processed automatically.

However, be sure to always subscribe your eMill project to the incoming queue created at the
beginning of the tutorial by checking the appropriate box when publishing the project.

Publish and Send Mailing Project

Publizh project tao

eMil Server: | ehdill

Account: | |lzers

Once the project iz publizhed

[ ] Render meszages

[ ]5tart sending meszages

[ ] Open project in the queles

Subgoribed incoming queues

[ ] Local D5Ns
Subscribers list
[] Fa

] etdil

Publizh

I

Cancel
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