JIRIS \ WebPortal How to add new clients to your client area

Tap into something you already have. Get new clients through your existing network

To add new clients to your client area follow these simple steps...

1. Login to emailMARKETER at A ConactUsts = gk Contacts = (7] Enval Campaigrs « [ Auters
I —— —_——
ww.websmithsemailmarketer.com —— & W‘“m“ "
e
using the username and password — ——
provided to you by email. e aasich e A
& mal 5\ Akl a Contact n amail
Tree the detals of 3 new 2ontact pis &
2. Go to CONTACTS » ADD A CONTACT. et et dea

3. Choose the Client list and

click NEXT. )
Next > I Cancel
4. Enter the details of the client. T
Please ensure you use these b El :
values in the following fields: =
» Accld should be YOUR-ID sl
e
{usermame). ) 1
—_—
» Acclil should be 2 for clients | ——
i [ ———
(1 Is for prospects). e
—
* Password MUST be set as [

accountant when the I s (R
subscriber is added via
emailMARKETER. The client will
be able to change this upon

Additional information

logging in, or you can do it for % If you wish to import a list of all
them by logging in and then your clients at once, follow the how to
choosing to CHANGE THE import your contact list tutorial, Make
PASSWORD, stire you have the required values for all

the flelds befare trying to import a
* You should also ensure you x 3
clients fist,
have a Frsr Name field to be
able to personalise emails you

send out to clients if you wish.

Click SAVE AND EXIT
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The current issue of the newsletter is

usually ready a few days before the end of
the preceding month.

How to create your email campaign

1. Log into www. websmithsemallmarketer.com using the username and password
provided by email.
2. Go to EMAIL CAMPAIGNS = CREATE AN EMAIL CAMPAIGN.

3. In EMAIL CAMPAIGN NAME enter something relevant like 4pr2021 - Tax Email,
This is for your own reference, no-one else sees this,

In EMAIL CAMPAIGN FORMAT select either 27T and Texror if you only ever

want to send it as an HTML email, select HTML - this makes the process easier!

Select no template from EMAIL TEMPLATE and click NEXT >>

4. In EMAIL SUBJECT enter the subject of the email as seen by the recipient,

something like Tox Tips and News - April 2027, or maybe your practice name.
% Making this familior for the recipient ond interesting will result in a higher open rate

For the HTML CONTENT, choose something like IMPORT A FILE FROM A WEBSITE,

then type httpy/ fwww.yourdomain.co.uk/newsletter/ and click IMPORT.

% Make sure you have the closing / at the end,

5. You can then edit any of the text you wish to in the screen on the right.

% If your vaant the "Need Help®, "New Clients Welcome® or “About Us* sections

permanently edited, simiply send us on emol with the new text.

6. We highly recommend sending yourself a preview by typing your own email
address in the TO field and pressing the SEND PREVIEW button. Once you have
mare sure everything looks ek, you can click SAVE AND EXIT at the bottam of the

screen.

How to process your monthly e-newsletter

Please follow the simple steps
below to create an email
campaign containing your
monthly e-newsletter.
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Using emailMARKETER to send
unsolicited emails thot are reported as
spam will result in the deletion of your
account from the system as it may
cause our email server being

A You should only import subscribers

who have explicitly agreed to receive
emails from you.

blacklisted, affecting every user.

Stage 1 - Get all contacts into a file ready to import

You wiil probably want to separate any existing e mail lists you hove between prospects and clients and for our website clients, these lists are already setup.

If the contacts are alf presentily in o distribution list within Outiook a simple way to get them is...

1. Open the distribution list and choose FILE > SAVE AS and save the list as a text The password must be set to accountant for everyone (regardless of whether
only file type. they are a prospect or client) - they will be able to change this the first time they
2. Then open the text file and copy and paste all the field details into Excel. log in.

3. Put some headings in a row at the top of the columns - email, first name, last 5. Then save with FILE > SAVF AS and save the file as a CSV (COMMA DELIMITED)
name, etc. The first name is very useful as it enables you to personalise emails %.C5V) file type. Click OK and ¥E5 to the prompts that may come up. If you have
sent out. fields not already setup in emailMARKETER you will need to create custom fields
4. You need to add three additional columns with the titles Accld, Acclvl and for them before they can be imported.

Fassword. All of the entries need to have YOUR-ID (username) inserted in the & )

Kool caiitnin. If you have any active autoresponders,

Prospects need to have an Acclvf of 1 ; Clients an Accl W of 2, This is what grants please disable them before IMPOrkng contacts

them the appropriate access rights within your website. % If you get really stuck doing this please send us your fist ond we will import it for you!

Stage 2 - Import the file into emailMARKETER This assumes you are imparting your prospect email list,

1. Log into B Contactlsts + 45 Contacts » (23] Emai Campaigns = 6. Match up the fields being Sk B i
ol ks Mg el Adcyess. = v
www.websmithsemailmarketer.com g+ View Al Contacts L= imported to those available. THrar e e
N Home Ve or gwarch for conitacts acrose o of y N i
using the username and password vour ks, Click NEXT. oxliuieitiing e z “
i P e e R
i . Search Contacts
provided. Lel's GelSIan  search for contacts across al of your lats 1190 e i =2 H @
and sl Bt M iz e i
2. Go to CONTACTS = IMPORT S ma 4 Add a Contact nel S
anew contactinto s e e
CONTACTS FROM A FILE. T e et of s o cntactino R
1) Import Contacts From a file
= : r . Click START! T ]
Racently Ecie L:nﬁ::::ﬂ_znumn:m 7. Click S5TART IMPORT and al
records should then import
3. Select your list (Prospect in Sefict & Contact List(s) successfully.
o " = Contact List Chent {0 sctive contacts)
this case) and click NEXT, e e tter (0 aetive contnzts) Import Contacts 5 11 coxitactsmecrt i rsery conlilad emese Ay
Click the butten bl to start importing ye R o g—

& con tacts were Lpcated successidy

= & [ contacts contaned duphoate emell addresses
® [ contacts sre unsbsorbed
= 0 contactsane suppressed Som joring this contact st
® [ contacts contaned bad data
& 1 contacts were not mported sucessily
M}b
4. For the IMPORT DETAILS leave all  tmport petait
- =
the default settings of — o
Confirmed, HTML, OVERWRITE
EXISTING DETAILS and
AUTORESPONDERS unticked.
5. For the FILE DETAILS, tick the ) Additional information
FILE CONTAINS HEADERS, leave the , A et mten @ : W ; s : :
in FIELD SEPARATOR, F . & If importing cifents, please follow the instructions in adding new clients
n eave I ——
o 5 Lpkoot 8 et oy oot Bt s to your client areq.
ENCLOSURE empty and then i sl 4

browse to the file to be imported R 7o import subscribers to moiling lists, the Iist first needs to be ereated in
from your computer.. [T emailMARKETER.

Click NEXT
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The current issue of the newsletter is

usually ready a few days before the end of
the preceding month.

How to send your email campaign

1. Go to EMAIL CAMPAIGNS = VIEW EMAIL CAMPAIGNS, then click the SEND link

to the right of the campaign you want to send out,

2, Select lists you wish to send the email to and click NEXT ==

3. You can probably |leave all options on the next page as they are, simply make
sure that YES, EMBED IMAGES IN THE CONTENT is nat ticked. Click NEXT >

4. Review the campaign summary, and then click YES, SENID THIS EMAIL
CAMPAIGN

Additional information

)

Please follow the simple steps
below to send an email
campaign containing your
monthly e-newsletter.

[ Emwl Canpagas « ([ Autoresponc
-

] Miewe Emad Camsgiasans

e e ok exeor e rntnpu et I ygaer e LET) = |ci 1 frient
3 Create an Emal Camogian Thaner 5 Active Archive Action

Copate & new el campagn which you *

can then send W contacs. Do o w ¥ e S S Cour Dokl
= Send an Enai Cam gaign

Sewed o ety emed corpegn So

contact bet

ks D iem Want bo Send to?

Select » Contact List{s)
Canact i
[Che ] o |
Send Your Emed a5 Multpart? 7 Yea, send the emad as mutnpart &
Trasck Open Rates for HTML Emais? I Yes, track opening of HTML emais &
Trasck: Links Chickoed in this Email? [ Tes, track all ks in ths emai campaien W
— [ Yes, track my campaign using Google Analytics:
Embead Emages & Atachments? I |ves, embed magas n the content 4

Next >> toncel |

Send an Email Campaign
Sohecude My £mad Campeegn button belam,

To e your emal canpegn wong ihe scheduled sending srstem, simply dk e 5

® ‘¥our emal cangaign i called e n
& The subjectine of your enad campaign 5% o -

® ¥our wil be sent to Chient, Prospect

® Itvillbe sent o apovodmately 1 contact(s)

® '¥our joh has been scheduled tonn 8t Fesruary § 2013, 220 pm

® Each emad wil be about 13 KBin size, which totals 13,4 KB for € entive send

» 1 your emnd caritoe sertit willbe flagged on the Few Swmad Campagnspage wih an Goton b resend it

Cancsl

Schedule

Why emails may not arrive? Most recipients will receive the email as intended, but it is possible that it does not reach every subscriber on the list. If this is the case, the
muost likely couse is that ft vas cought by their spam filter. All our emolls are tested to pass spam filters verificotion - before we moke them available to send out - but
some spam filters are extra sensitive and may stop certaln emails. This fs because they are large HTML emails and also by their noture often talk about things like profit,

fncome, property etc which are high on the list of spam-related subjects.

One way to increase email delivery is for the recipient to add your “from” email oddress to their safe-sender list. This needs to be done in their email software as well as in

any anti-spam they hove locolly, on their email or ISP's server,



