Announcer Pro User Guide

Click “Launch Application” to start using Announcer Pro, the application will open in a new window.

Welcome to

Announcer

Click "Start” to begin! The application will open in a new window.

When you click on “Start” the following page is loaded.
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Start by creating a new email. Previously-registered information will be populated for you to confirm or
edit per email campaign.
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Email Information

Here, you can manage various details of your email, including sender email address, name and subject line, social networking options and company information.

or click "Edit” to make cha

Company Name: The Little Baker

This information will appear at the bottom of each email you send. Please confirm that it's correct,

nges
U.S. law reguires that an email sender's physical address be included in any commercial email.

Email Name:

inboxes.

Subject Line:

Choose a name for your email. This name will not appear to recipients

Valentine's Dray Promotion Email

Write a compeliing subject line for your email. This will appear in recipients’

\ﬂve a Sweet Valentine's Day

Time Zone

Webpage Version

time zone please adjust using the drop down window.

Please ensure that the time zone below is correct. If you have changed your location to a different

| {GMT-05.00) Eastern Time (US & Canada)

#  inciude a link to view a webpage version of this email o

Having Trouble Viewing this Email?

| |Elmk Here

Sender Email Address ©

Social Networking and Google Analytics

click "Create an Email” to return to this screen.

Confirm that this email address is accurate or click "Edit™ to select a new email address. If you do
not see the sender email address you want, go to Email Settings at the top of the screen, then

Click the box{es) below to allow recipients to share your email on social networking
sites. Facebook and Twitter icons will appear at the bottom of your email.

Click on the Google checkbox to track your email ¢ ampaign with your Google

Templates allow you to select the overall layout and theme of your newsletter.
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Choose Template®

another template

Step One: Choose a Category

Select a template to use as the starting point for your newsletter. (You'll edit the template in the next step)
Start by selecting a category of templates. Then, click on the template you want to use. The template will enlarge, and you'll then be able to select the template or select

Show templates in category: |Genera|
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Step Two: Choose a Template
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Announcement

Savings Coupon

Every Wednesday from 6 to 7

T TR

Announcement

St. Patrick’s Day Sale
We are moviv;.gr}oanew e
locati

e Savings Coupon

Savings Coupon
Save up to

00%

»

< Go Back

You can modify your newsletter by clicking, dragging and highlighting different aspects of the
newsletter. Note that some default layout and images are locked and cannot be deleted.
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To move a block: Click on the block and drag to desired location
To edita block: Double-click in the block to editthe contents

For further help, please click the 0 icon. Firefox users: Please consult @ for Cut, Copy, Paste instructions.

SPAM Check Edit TextVersion Save Now Preview Send Test
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This VaIntne's Day
Save up to

Celebrate Valentine's Day right with 25% off orders over $25.
Use promo code at check-out or in store.

Visit our website now to see our latest special offers.

Don't forgot to follow us:

@000

Contact Information

v

[ Next> |
Any newsletters which you have not finished can be returned to and edited at a later date.
Next step is to Preview your email and send a test before sending or scheduling.

< Go Back




Send a Test Email

To Send a Test Email: Click *Send Test” to send a test email to one contact. Select
an email from the list or enter the email address you'd like to send the test to, then
click “Send Test”

# [Enter emai address

postmaster@boyle.uplinkearth.com

Optional Message

Once you’re happy with your email, you're ready to send or schedule it.

Email Settings Company Information Support Feedback Tutorial

Announcer
PRO > Main Menu Create an Email Manage Contacts Manage Emails
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ail Wizard

Choose the action to be performed with ¢created email.

® Send Now. You can send your email now, it will be added to the distribution queue shortly

Save Draft. Save a draft of your email. Go to "Manage Emails” to edit or send later.

Schedule. Choose a delivery date and time for your email.

Save as an Autcresponder.

And that’s it!

View Results Social Networking
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Email Completed!

Congratulations! Your email was successfully created.

What would you like to do next?
Preview Your Ema
Create Another Ema

Go to Manage Emails

You can see how your email performed through the View Results page. Get detailed reporting on your
send, open and click rates, and download reports in HTML, CSV or PDF files.
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Email Name: Email 3

Delivery Results Total Emails Sent: 100%

Subject:

Have a Sweet \alentine's Click Rate: 100%
Reply-to-Email:

@

postmaster@boyle.uplinkearth.com L

Unsubscribed: 0%

Date Sent:

@

D16 13:35

Flagged as Spam: 0%

Overview

Intended Recipients: 1

Delivered: 100%
Unsubscribed: 0%

Flagged as Spam: 0%

Opened emails

Clicks: 100%
Facebook Clicks: 0%
Twitter Clicks: 0%

Bounced: 1%

B Opened M Unopened Bounced
Contact lists:
All Contacts
Download detailed report sso Total Clicks - 100% Twitter Clicks - 0% Facebook Clicks - 0%
—o—| o

|Cnntar.t name Email Clicks
k T T 1



Under Manage Contacts, users can create individual contacts, upload, or import contact lists, create a
subscriber form for your website and more.

Contact list name

Send an opt-in message to subscriber&@

How would you like to add your contacts?

- Choose an option below -

- Choose an option below -
Import frem Excel

Import frem Windows Live

Import from Yahoo! Mail

Import from Gmail

Import frem Outlook

Import frem .CSV File

Copy and Paste Email Addresses
Add Emails Individually




