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About this Guide

Purpose of this Guide
The MailDirect User's Guide provides detailed instructions for performing day-to-day
operational tasks associated with MailDirect. MailDirect helps the marketing

executives of an organization to run personalized marketing and survey campaigns
with pinpoint accuracy.

Who should read this Guide?

This guide helps Marketing & Sales personnel, authorized to use MailDirect, to
efficiently execute promotional and survey campaigns for product or service of their
organization.

Typographical Conventions

This guide complies with the following typographical conventions:

Table 1: TYPOGRAPHICAL CONVENTION

Typeface Meaning
Hyperlink References References to hyperlinked topics within or outside this guide
Bold Menus and menu options, input fields, radio buttons, check

boxes, drop-down lists, tabs, buttons, keys on the keyboard,
links and messages displayed on the screen

Note: Figures in this guide are displayed with sample data in the fields for understanding of the user.
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1

About MailDirect

This chapter introduces MailDirect and explains some of its core features in detail,

1.1

Introduction

MailDirect supports personalized Email Marketing Campaigns, personalized SMS
Marketing Campaigns and Email & Website based Surveys. Users can create and
manage a list of campaign recipients, with their email IDs and mobile numbers (if
any/needed). They can personalize messages by adding 19 personal details about
customers/recipients and can create, start, schedule, save, view and abandon
campaigns.

The user-friendly GUI is specifically designed for business users across various
industries. The user can create email and SMS based marketing campaigns from
his/her emall 1D and mobile number respectively; customers can use these contact
details to get in touch. This helps the organization to promote its products or
senvices. MailDirect also allows the user to carry out email and website based
surveys, providing instant customer response and feedback. Marketing and survey
campaigns (if email based) can be sent to all prospects at the same time, by
attaching a list of recipients.

Statistics are provided separately for email, SMS and survey campaigns. This makes
the user aware of each campaign's effectiveness. MailDirect is offered in the
Software-as-a-Service (SaaS) model, which spares the user from managing and
keeping track of versions, updates and patches.

1.2

Email Campaign

MailDirect Email Campaign allows users to run personalized email marketing
campaigns.

Users can send product or service promotions via email to any number of recipients,
addressing them individually at the same time. They can attach EML to create
campaigns or use HTML to create campaigns with graphics and images.
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MailDirect SMS Campaign allows users to run personalized SMS marketing

Users can send product or service promotions via SMS to any number of recipients
(depending on the SMS quota availed), addressing them individually at the same
time. They can create campaigns to be sent by SMS, with one SMS containing 160

1.3 SMS Campaign
campaigns.
characters.

1.4

Survey Campaign

MailDirect Survey Campaigns allows users to conduct email and website based
surveys.

Users can create survey questions to collect guantitative information or ask for the
recipient’s opinion. They can send a link to survey questions in the emall to any
number of recipients, or provide a link to questions on the website, or do both, and
can instantly learm about responses.

Page 10 of 282
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2 Getting Started with MailDirect

In this chapter, users will learn how to:

u Start MailDirect

u Understand the MailDirect user interface
u Exit MailDirect

Page 11 of 282 Getting Started with MailDirect
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2.1 Starting MailDirect

To use MailDirect, the user needs to avail MailDirect services from QLC. The QLC
administrator will create a user account and send login credentials using which the
user can access MailDirect.

This section provides instructions on how to start MailDirect.

"~ To Start MailDirect

1. Inthe web browser, type the MailDirect URL and press ENTER.
The URL is: http://www.maildirect.co.in.

The MailDirect login screen is displayed.

i‘_\, MailDirect . 2 02 Managed Email Marketing

\_V. ,| Login

Welcome to MailDirect
Administration Consale Password

Username

Login

GLC prohibits the use of the Services in any manner associated with the transmission, distribution or delivery of any unsolicited bulk or
unsolicited commercial e-mail ("Spam™}. ¥ou may not use any Services to send Spam.

In sddition, e-mail sent, or caused to be sent, to or through the Services may not;

usge or contain invalid or forged headers;

uge of contain invalid or non-existent domsin names;

employ any technigue to otherwise misrepresent, hide or obscure any information in identitying the point of arigin or the transmission psth;
use other means of deceptive addressing,

use & third party's internet domain name, or be relayed from or through a third party's equipment, without permizsion of the third party;
contsin false or misleading informstion in the subject ine or otherwise cortain false or misleading cortent;

fail to comply with additional technical standards described helow; or

othervwize violate the applicable Terms of Use for the Services.

GLC does not authorize the harvesting, mining o collection of e-mail addresses or other information from or through the Services. GLC does not permit or authorize
others to use the Services to collect, compile or obtain any informstion sbout GLC = customers or subscribers, including but not limited to subscriber e-mail
addresses, which are QLC's confidertial and proprietary information. Use of the Services is also subject to the applicable Privacy Statement and Terms of Use.

GLC does not permit or authorize any attempt to use the Services ina manner that could damage, disable, overburden or impsir any aspect of any of the Services, or
that could interfere with any other party's use and enjoyment of any Service.

If L believes that unauthorized or improper use is being made of any Service, it may, without notice, take such action as t, in s sole discretion, deems appropriste,
including blocking messages from a particulst internet domain, mail server or P address, QLC may immedistely terminate sny accourt on any Service which it
determines, in ts sole discretion, is transmitting or iz otherwise connected with any e-mail that violates this policy.

Mothing in this policy i intended to grant any right to transmit or send e-mail to, or through, the Services. Failure to enforce this policy in every instance does not
amount to & waiver of QLC's rights

Unauthorized uze of the Services in connection with the transmis=sion of unsolicited e-mail, including the transmission of e-mail in violation of this policy, may result in
civil, criminal, or administrative penatties against the sender and those assisting the sender.

Cptimized for 1024 * 785
& Service By 0 Link C icati Put Ltd

Figure 1: MAILDIRECT LOGIN SCREEN
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Table 2: LOGIN SCREEN

Field

Username

Password

Description
Type the appropriate username.

This field is mandatory.

Type the appropriate password.
This field is mandatory.

2. Enter the appropriate details and click the Login button.

Note: If the user is already logged in, a message is displayed asking the user to re-enter the password and

perform Force Login.

Force Login causes the user to log out of the previous session.

Getting Started with MailDirect

Page 13 of 282



MailDirect User Manual V 1.0

MailDirect displays the Home page.

@ MailDirect 2 03 Managed Email Marketing
ink . icati Put Ltd {HO}
Account —————|Campaign ———|[ist Maniager m_
L, L A L
Active - Campaigns currertly launched a r / T
Planned - Campaigns ready for launch 176 Email Campaigl SMS Campaigl Survey
Completed - Campaigns launched and completed 1294
o i i = = =
Apandoned - Campaigns launched and abort mid-way 77 @] ﬂ @
Total 1547
Email isti SMS isti Survey Statistics
Active - Campaigns currertly launched 1 -
Flanned - Campaigns ready for launch 15 List Home Field Manager Change Password
Completed - Campaigns lsunched and completed 30 y
Abandoned - Campaigns launched and abort mid-way 1
Total 50 FAGS
_
Active - Survey currertly launched
Planned -Survey ready for launch 5
Expired - Survey launched snd completed 3
Total 14
(HstManager Summary
Total Unigue Email lds 104028
Total Unigue Mokile Mo 522
Mumber of Lists 30
Mumber of email lds blocked 19534
Mumber of Mohile ko blocked o
By uzing this service, you agree to abide by our Terms & Conditions.
Optimized for 1024 * 785
& Zervice By O ink Ci il Pt Ltd

Figure 2: MAILDIRECT HOME PAGE

2.2

Understanding MailDirect User Interface

MailDirect is a browser independent service. The user interface consists of a menu
and the area below the menu, organized according to the options selected from the
menu.

Page 14 of 282
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Title Bar

) MailDirect -Managed Email Marketing - Mozilla Firefox

Eile Edit iew History Bookmarks Tools Help

Menu Bar

=181

- € X L |[© ] neeimaldiect o.nfaccount weicome him

P

77 - [ [revent

) MailDirect -Managed Email Marketing -

C

£ MailDirect . 2.0z

QuantumLink Communications Put Ltd {HO}

)

SMS Campaign

Active - Campsigns currertly launched o
Planned - Campsigns ready for launch 175
Completest - Campaions leunched and completed 1204
Abandaned - Campaigns launched and abort mid-weay 7
Total 1547

Email Statistics

=

é]

SMS Statistics

Survey Statistics

Active - Campaigns currently lBunched

W

éf&]

Field Manager

Change Password

Planned - Campaigns ready for launch 18 List Home
Completed - Campaigns lzunched and completed 30 L
Abandoned - Campaigns launched and abort mid-way 1 @_]
Total a0 FADS

Active - Survey currently launched &
Planned -Survey ready for launch 5
Expired - Survey launched and completed 3
Total 14
Total Unigue Email s 104028
Total Unigue Mobile Mo 522
Mumber of Lists 30
Murnber of email lds blocked 19534
Mumber of Mobile Mo blocked a
\
By using this service, you agree to abide by ourf\Terms & Conditions.
Optimized for 1024 * 765

A Service By QuantumLink Communications Put Ltd

Statistics Summary Quick Menu

Work Area

Figure 3: MAILDIRECT USER INTERFACE

Title Bar

The Title Bar displays the title of the window and additional information. In MailDirect,

the Title Bar is divided into two parts.

/— Second Part

la Firefox

/7 First Part

Managed Email Market

File Edit Wiew History Bookmarks  Tools  Help

- @ X | [remimeidrect co.nmaldiectindex hm

f_‘f M I:._"| Gongle

£ MailDirect -Managed Email Marketing -

Figure 4: TITLE BAR

Getting Started with MailDirect
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Menu Bar

The first part displays the name of the service being used. The second part displays
the name of the browser running MailDirect.

The Menu Bar lists all the menu options available for selection in MailDirect.

’ [Account—————|Campaign ————|(ist Manager |Statistics ————seftings el rogout — |

Figure 5: MENU BAR

The commands available in the Account menu are:

rserpPronle

Figure 6: ACCOUNT MENU OPTIONS

The commands available in the Campaign menu are:

Figure 7: CAMPAIGN MENU OPTIONS

Page 16 of 282
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The commands available in the List Manager menu are:

ced Baecipient Manangement

onick Recipients

Browse Fecipiemts

Figure 8: LIST MANAGER MENU OPTIONS

The commands available in the Statistics menu are:

Figure 9: STATISTICS MENU OPTIONS

The commands available in the Settings menu are:

R —

Fields Mananer

Change Passwaord

Figure 10: SETTINGS MENU OPTIONS

Getting Started with MailDirect Page 17 of 282
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The commands available in the Help menu are:

Featires & Benetns
Frequenmthy Asked Ohestions

g & Condiions

Contact s

Figure 11: HELP MENU OPTIONS

The Logout option is:

Figure 12: LOGOUT OPTION

Work Area

The Work Area is a rectangular space with content displayed based on the options
selected in the Menu Bar. For the Home page, the Work Area is divided into two
sections — Statistics Summary and Quick Menu.

Page 18 of 282 Getting Started with MailDirect
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— Statistics Summary Quick Menu =\

yi A%
O L A L 7 -
Active - Campaigns currently launchecd [u] A /4
Planned - Campaigns resdy for launch 176 ErrmiCamgay SMS Campai Sarvey
Completed - Campaigns launched and completed 1204

o paig) o = = =
Abandoned - Campaigns launched and abort mid-way 77 T;;fl] ‘ @]
Total 1547
Email isti SMS isti: Survey Statistics

sis . D] 3 Cy
Active - Campaigns currently launched 1 %
Planned - Campaigns ready for launch 15 List Home Field Manager Change Password
Completed - Campaigns launched and completed 30 L
Ahandoned - Campaigns launched and abort micd-way 1 @
Total 50 FAGS

l

Active - Survey currently launched

Planned -Survey ready for launch

Expired - Survey launched and completed

Total 14

Total Unigue Email Ics 104025
Total Unigue Mokile Mo £22
Mumber of Lists 30
Mumber of email lds blocked 19534
Mumber of Mobile Mo blocked [u]

Figure 13: WORK AREA

2.3 Exiting MailDirect

This section provides instructions on how to exit MailDirect.

& To exit MailDirect

1. Onthe Menu Bar, click Logout.

Note: The user must save the work related to managing lists before exiting MailDirect.

Getting Started with MailDirect Page 19 of 282
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3 Working with List Manager

In this chapter, users will learn how to:

u Use Contact List

=  Manage Recipients

Page 21 of 282 Working with List Manager
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3.1

Introduction

The List Manager menu enables users to create or search for a contact list, add
recipients with their contact and other information, edit recipient information,
subscribe or unsubscribe recipient/s to the selected list/s, manage recipients
blocked from any campaign updates, delete recipients from the database and
search for recipient/s in the database.

Users can add contact details and other basic information of recipients. The lists
have to be attached to campaigns in order to send campaigns to recipients. A list
can have a public name (that acts as an alias name).

3.2

3.2.1

Using Contact List

This section provides instructions on how to create a new contact list and search for
& manage a contact list.

Creating a Contact List

& To create a new contact list

1. Onthe List Manager menu, click the List Home option.

Page 22 of 282
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MailDirect displays the Contact List Management screen.

@ MailDirect v 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
(Rccount ———_[campaian —_[List Manager [statistics ———_Jsettngs __Jrete _—Jiogowr |
Search Contact List Searth Clear Add
Mo o Rows per Fage : 5 - [ac) o 1 n ]

Trerearo 2rig el 105 ant 2 uries ol s iy Contact Lt

Sr. Hame Type Emails BlckEmls  UnsEmlAdmin UnsEmiUst Moblios BlckMobs UnsMobs Options

i m pvate B o o o 2 o o Download] A

2 MailDirect Target Cu.. Target customer list Public o [ o [ o o o Download | Delete

Optimized for 1024 * 768.
A Service By OuantumLink C: PutLtd

Figure 14: CONTACT LIST MANAGEMENT

2. Click the Add button.
MailDirect displays the Add/Edit List screen.

AddEdit Contact List

Marne * MailDirect customers
Description | exizting customer list
Publizhed

Pubilic: List Mame | MD clstomers|

Save

Figure 15: ADD/EDIT LIST

Table 3: CREATING/ADDING A CONTACT LIST

Field Description
Name Type an appropriate name for the contact list, not exceeding 30
characters.

This field is mandatory.

Working with List Manager Page 23 of 282
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Description Type an appropriate description for the contact list, not
exceeding 30 characters.

This field is not mandatory.

Published Select the check box to enable creation of a public name for
the contact list.

This field is not mandatory.

Public List Name Type an appropriate public name for the list, not exceeding 30
characters.

This field is mandatory only if the Published check box is
enabled.

Enter/Select the appropriate detalls in the required fields.

3. Click the Save button.

MailDirect displays the Contact List Management screen with the new list

added.
@Maleirectvzug Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO)

(recount —————|campaion ——[list Wanager [Statisties ——————seftings ——Jhep———iogout |

Search Contact List Search Clear Add

Moot Rows per Page: & ~ @ o i A v

There are 27 unique email Ds and 2 unigue Mobile
Sr. Name Type Emails BlckEmls  UnsEmlAdmin UnsEmiUsr Mobllos BlckMobs UnsMobs
Private: 27 0 o 0 2 0 0
Public o o o o o 0 o
[ atbwert eustomers g ousorer T EIT 5 5 5 5 5 o 5

1A

2 [Mailbirect Target Cu...

Opfimized for 1024 * 768
4 Service By OuantumLink ications Put Ltd

Figure 16: CONTACT LIST MANAGEMENT WITH THE NEW LIST ADDED
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Note: The new contact list name and the new public name of the contact list should differ from existing list names
(as displayed in the Contact List section). Otherwise, MailDirect displays the Add/Edit List screen with an error
message.

AddEdit Contact List

|The List Hame "Maillirect Target Customers™ already exist. |

Marme * | MailDirect Target Customers

Elescr.iptinr; .Target customer list - i
EUthhEd NEya—— ., mrnce

Public List Mame | WD cust

Figure 16: CONTACT LIST MANAGEMENT WITH ERROR MESSAGE

3.2.2 Searching for and Managing a Contact List

& To search for and manage (Edit/Download/Delete) contact list

1. Onthe List Manager menu, click the List Home option.
MailDirect displays the Contact List Management screen.,

@Mﬂlnimvzua Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO)

(recount —————|campaion ——[list Wanager [Statisties ——————seftings ——Jhep———iogout |

Search Contact List

Type
Private:
Fublic
Public

Mo.of Rows per Page: &

Emails
Ed i

0 0

0 i

4 Service By Ouan

v

BickEmls| UnsEmiAdmin

Opfimized for 1024 * 768
uantumLink Co i

(59 [

UnsEmlUsr

ions Put Ltd

Figure 17:

CONTACT LIST MANAGEMENT

Working with List Manager
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Table 4: SEARCHING FOR A CONTACT LIST

Field Description

Type an appropriate keyword based on which a search will be
conducted to match the keyword with the list name or
description.

This field is mandatory.

Search Contact List

Enter the appropriate keyword in the required field.

2. Click the Search button.
MailDirect displays the Contact List Management screen with the search

@Maleirectvzua Managed Email Marketing
GuantumLink Communications Pyt Ltd (40)
Inceatirt ————|Campaign | st Wanager ——|tafistics ——settings b Jrogout |
Search Contact List MailDirect customers S h Cle: Add
e ——— © o )

There are 27 wrique emal D an 2 Urique Mobile Nos In your Cortact List
+ pes. Type Emalls  BlkEmis| UnsEmiAdmin|  UnsEmiUsr Mobllos  BlekMobs  UnsMobs options

exizling customer | Fubic 0

si. Mar

[T

o 0 0 Download | Delete

0 o 0

Opfimized for 1024 * 768
e -

4 Service By OuantumLinl ions Put Ltd

Figure 18: CONTACT LIST MANAGEMENT WITH THE SEARCH RESULTS
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Note: If the keywords used do not match the name of the existing list/s or the description of
displays the Contact List Management screen with an error message.

the list/s, MailDirect

@MailDirectvz = Managed Email Marketing
OuantumLink Communications Put Ltd {HO}
Inceaurt——————Jcampaign (it Manager ——[Stafistics ————settings el iogou |

Search Contact List Postiaster

Search Clear

No.of Rovws per Page: 5 v

(]

unigue email s and 2 unique Mobile Nos In your Cotact List

# Deseription Emails BlckEmis  UnsEmIAdmin  UnsEmiUsr Moblios BlckMobs

Optimized for 1024 * T68.
k C

eeeeee By GuantumLin| ions Pyt Ltd

Options

Figure 19: CONTACT LIST MANAGEMENT WITH ERROR MESSAGE

3.  Tomanage alist:

Users are allowed to:

¢ Modify a list
¢ Download a list
¢ Delete alist
a. [Tomodify alist;

i. Click the list name, which is a link, in the Name section.

Working with List Manager
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MailDirect displays the ADD/EDIT List screen.

AddEdit Contact List

Marne *

Publizhed

Public List Mame

Save

Description

MailDirect customers

lizt of existing customers)

MO customers

Figure 20: ADD/EDIT LIST

Note: When multiple lists are displayed in the search results, click the name of the list to be edited.

Table 5: EDITING A CONTACT LIST

Field

Name

Description

Published

Public List Name

Description

Edit the name of the contact list as required.
This field is not mandatory.

Edit the description of the contact list as required.

This field is not mandatory.

Select/Clear the checkbox to enable/disable creation of a
public name for the contact list.

This field is not mandatory.

Type/Edit the public name for the list as required.
This field is mandatory if the Published check box is enabled.

Enter the appropriate details in the required fields.
Click the Save button.

Page 28 of 282
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MailDirect displays the Contact List Management screen with the
modified/revised list detalils.

@ MailDirect » 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO}
[Rccount —————|Campaign —— (st Manager [Statistics —————[Saftings—————Help —————{Logout |
Search Contact List MailDirect customers Search Clear Add
v © ) — )
There are 27 unigue email IDs and 2 unigue Mokile Mos In your Contact List,
* Description Type Emails BlckEmls  UnsEmlAdmin UnsEmiUsr Moblos BlekMobs UnsMobs Options
list of existing cus... Puklic 0 0 0 [1] 0 0 0 Download | Delete
Optimized for 1024 * 763,
A Service By GuantumLink Ce icati Pyt Ltd

Figure 21: CONTACT LIST MANAGEMENT WITH THE MODIFIED LIST

b. To download a list:
i.  Click the Download link corresponding to the list to be downloaded.
MailDirect displays the Opening List screen.

Opening List_glc_2145.zip x|

You have chosen ko open

£ List_glc_2145.zip
which is a: WinZip File
Fram: http: ' fmaildirect. co.in

—wWhat should Firefox da with Ehis File?

™ Cpen with I WinZip Executable (defaulk) j

% iSave File

[ Do this automatically For Files like this Fram now on.

Ik I Cancel

Figure 22: OPENING LIST
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i.  Select the Save File option and click the OK button to download the
file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using which the file can be
viewed without saving it.

c. Todelete alist:
i.  Click the Delete option corresponding to the list to be deleted.
MailDirect displays the Delete List message.

The page at http://maildirect.co.in says: il

9 Are you sure you wank bo delete this lisk ?

Click on O ko confirm,

Zancel

Figure 23: DELETE LIST MESSAGE

i. Clickthe OK button. The selected list is deleted.

3.3

3.3.1

Managing Recipients
This section provides instructions on how to use the quick recipient operation option

to add or remove recipients to or from a list respectively, and to block, or unblock, or
delete, or browse for existing recipients.

Quick Recipient Operation

& To perform quick recipient operation

1. Onthe List Manager menu, click the Quick Recipients option.

Page 30 of 282
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MailDirect displays the List Management — Quick

Recipient Operation

Screen.
@MailDirect — Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
[ncCount—======{campaign—|ris Wanager—|Sfafistics —={stttings—roly————rogou 1

reload the screen or close the browser windaw til the "completed” message is
el 10 minutes for 100 D00 recipient detais.
sed on the ahove caloulation. In future, 1

shown,

he system will show the estimated fime.

(@ Addf Subscribe

© [Biock
©  |UnSubscribe © UnBlock
© Delete
[ |Update Records (@ Based on Email () Based on Mokiile No
Add List
Selected  lame Description Email lds Mobile llos.
a This it contains il recipierts o 2
single Record Copy-3-Paste Upload

Email ID Or Mobile o Is Mandatory.
Field lame Data
Emal

Mobieho

Firsthiame

Lasthame

Address

DateotPurchase [ V-4i1-DD]

Subrit

Optimizad for 1024 * 768,
& Service: By DuantumLink C i

PytLtd

Figure 24: LIST MANAGEMENT - QUICK RECIPIENT OPERATION

2. To perform quick recipient operations:
Users can:
¢ Addrecipients to a list using the Add/Subscribe option
¢ Remove recipients from a list using the Unsubscribe option
¢+ Block recipients using the Block option
¢+ Unblock recipients using the Unblock option
¢ Delete recipients from the database using the Delete option
a.

i. Inthe Action section, select the Add/Subscribe option.

To add/subscribe recipients 1o a list using the Add/Subscribe option:

Working with List Manager
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MailDirect displays the List Management — Quick Recipient
Operation screen with the options for adding/subscribing recipients.

Advanced Options

@ MailDirect + 2 03 Managed Email Marketing
QuantumLink Communieations Put Ltd (40}
Inceount——————Campaign—|list Managor —|Stafistics —JSeffings ———[Holp —————iogout |

& browser window tillthe "completed message is shown.
detal.
I future, the system wil show the estimated time.

@ Add ) Subscrive © |Block
O UnSubscribe © UnBlock
© Delete

[0 Updste Records (3 |Based on Emai () Based on Maill No
A List
Selected lName Description Email lds Maobile llos.
Al This list cortains allre. a7 2

Single Record Copy-8-Paste Upload
Email ID 0r Mobile o Is Mandatory

Field llame Data

Email dipa subramanian@ec.n

Mobilehio 3324157700

Firsthame Dipa

LastName, Subramarian

Adress Andneri

DateotPurchase [V -Hi-DD] 2m0-07-01

Submit
Optinized for 1024 * 768
A Service By QuantumLink Cemmunications Put Ltd
Data Area

Added List Area

Figure 25: LIST MANAGEMENT - QUICK RECIPIENT OPERATION WITH THE OPTIONS FOR
ADDING/SUBSCRIBING RECIPIENT/S

Table 6: ADDING/SUBSCRIBING RECIPIENT/S

Field Description

Advance Option
Update Select/Clear this check box to enable/disable updating of records.
Records

Note: This check box should be selected if the corresponding recipient data is already
present in the selected list/s.

Advanced Select either Based on Email or Based on Mobile No according to which the
Options recipient's data is to be added/subscribed to the selected list/s.

Note: The recipient’s data should contain the detail corresponding to the option selected in
Advanced Options.
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Add List

If recipients are added to the selected lists based on their email addresses, they wil
receive all the email campaigns addressed to the lists to which they have been added.

If recipients are added to the selected lists based on their mobile numbers, they will
receive all the SMS campaigns addressed to the lists to which they have been added.

This field is mandatory.

List

Click this button to select the lists to which the selected recipients are to be

added.

If this button is clicked, MailDirect displays the Select Lists screen.

List Area
: Search Search
T,

O Al

Hame

[  MaiDirect Target Customers Target customer list 0 q

v MsilDirect customers list of existing customers: ] 0

Deseri ption Email lds Mobile Hos]
This list contains al recipisnts a7 9]

Add Cancel

Direck customers

Figure 26: SELECT LISTS

The available options are explained below-

*

Search:

Type an appropriate keyword for searching for the contact list from the
lists in List Area. A search is conducted to match the keyword with the
list name or description.

Click the Search button to search for the entered keywords. If a match is
found, results will be displayed in List Area.

List Area:

This area displays the lists available or lists matching the search
keywords, with their detalils.

The available fields are explained below-
- S

Select this check box to select the corresponding list, to add
recipients to this list.

—  Name:
This field displays the name of the contact list.
— Description:

This field displays the description of the corresponding contact list.

—  Email Ids:

This field displays the number of email addresses in the
corresponding contact list.

Working with List Manager
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— Mobile Nos:

This field displays the number of mobile numbers in the
corresponding contact list.

Click the Add button to add the selected lists. The selected lists are
displayed in the Added List Area of List Management — Quick
Recipient Operation screen with the options for adding/subscribing
recipients.

This field is not mandatory.

Added List This area displays the selected lists with their details.

Area The available fields are explained below-
= Selected:
Select/Clear this check box to select/unselect the corresponding list to which
the recipients are to be added.
Note: By default, the All contact list is selected and cannot be cleared.
= Name:
This field displays the name of the contact list.
= Description:
This field displays the description of the corresponding contact list.
=  Emalil lds:
This field displays the number of email addresses in the corresponding
contact list.
® Mobile Nos:
This field displays the number of mobile numbers in the corresponding
contact list.
Data
Data Area This section provides the tabs and options according to the tab selected for

entering the recipients’ data, to add/subscribe recipients’ to the selected list/s.
The available tabs are explained below-
= Single Record:

Click this tab to enter the data for a single recipient.

If this tab is selected, the options for the Single Record tab will be displayed
in the Data Area.
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le Record Copy-3-Paste Upload

Field llame
Emal

\\\\\\\\

rrrrrrrr
Lastriame Subramanian

Adress Andkeri

Fig

ure 27: DATA AREA WITH THE OPTIONS FOR THE SINGLE RECORD

TAB

Not

e: By default, the Single Record tab is selected.

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Data:
Type the appropriate recipient data corresponding to the field name.
Copy-&-Paste:
Select this tab to paste/enter the recipients’ data in the CSV format.

If this tab is selected, the options for the Copy-&-Paste tab will be displayed
in the Data Area.

Single

le Record Copy-8-Paste Upload
Email ID Or Mobile llo Is Mandatory

EEEEE
MMMMMMMM

e
Infoete in;3324157700,Dips, Subramanian, &gt} 201 0-07-01

\— Text Area

Figure 28: DATA AREA WITH THE OPTIONS FOR THE COPY-&-PASTE
TAB

The available options are explained below-
¢ Field Name:

This field displays the personalization field names.

¢ Order:

Select the appropriate icon to change the order of field names.
The available icons are explained below-
- ¥

Working with List Manager

Page 35 of 282



MailDirect User Manual V 1.0

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the
current order.

¢ Text Area:

Copy and paste or type the recipients’ data in the CSV format according
to the order for the corresponding field name.

Note: Press the Enter key after filing in the last field of a recipient’s data to enter data for
the next recipient.

A comma should not follow the last field of a recipient’s data if data is to be entered for
more than one recipient.

= Upload:
Select this tab to upload the CSV file with the recipients’ data.

If this tab is selected, the options for the Upload tab will be displayed in the
Data Area.

single Record Copy-&-Paste Upload

Email ID Or Mobile llo Is Mandatory
Field Hame

shsss 2
CRR R R

EEEEEE

Figure 29: DATA AREA WITH THE OPTIONS FOR THE UPLOAD TAB

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the
current order,

¢ Browse:

Enter the location of the file or click Browse to go to the location of the
CSV file and attach an appropriate CSV file, or a ZIP file with the CSV file
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inside.

Note: The order of the fields in the attached CSV file should be according to the order for
the corresponding field name.

Select/Enter the appropriate details in the required fields.

i.  Click the Submit button.
MailDirect displays the List Management>Records Added screen.

@ MailDirect » 203 Managed Email Marketing
Quantumi ik Communications Pyt L1 (40}

Inceaurt————Jcampaign st Manager Stafistics [Settings ——==Jpelp——————rogou

Records Submittsd: 1

Records Added 0

Records Subscribed 1

Records Duplicated : 1 [CSV file of Duplicated Records]

Click here for "Quick Recipient Operation™

Otz o 1024 7
A Service By DuantumLink C. ications Pyt Ltd

Figure 30: LIST MANAGEMENT>RECORDS ADDED
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Table 7: RECORDS ADDED

Link Description

[CSV file Click this link to view the records added/subscribed in the CSV format.
of

Duplicated

Records]

Click here  Click this link to navigate to the List Management — Quick Recipient Operation
for “Quick  screen.

Recipient

Operation”

b.  To unsubscribe recipients from lists using the UnSubscribe option:
i. Inthe Action section, select the UnSubscribe option.

MailDirect displays the List Management — Quick Recipient
Operation screen with the options for unsubscribing recipients.

— Advanced Options

@MailDirect 0 Managed Email Marketing
OuantumLink Communications Put Ltd (HO}
[Rccount ————Campaign —iist Manager [Statistics ————[Seffings ————JHelp ———Jlogout |
Important:

1

2, e browser window til the "completed” message is shown,

3. tails.

4 In future, the system will show the estimated time.

© |mdd f Subscribe © [Biack
@ |Unsubscribe © Unlock
© Delete

G | Unsubscribe Email D Reciplerts ) UnSuboribe Mokie No Recipierts

A List
Selected  lame Description Email lds Mobile llos
MailDirect customers list of existing custemers 1 1

Single Record Copy-8-Paste Upload

Email ID Or Mobile 1o Is Mandatory.

Field lame Data
Emal dipa.subramanian@aic.n
Mobieho 9324157700

Firsthiame Dipa

Lasthiame Subramanian

Address Andheri

DetentPurchase [ V-1il1-DD] 2010-07-01

Submit
Optinized for 1024 * 765,
A Service By QuantumLink Communications Pyt Ltd
Data Area Added List Area

Figure 31: LIST MANAGEMENT - QUICK RECIPIENT OPERATION WITH THE OPTIONS FOR
UNSUBSCRIBING RECIPIENTS
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Table 8: UNSUBSCRIBING RECIPIENTS

Field

Description

Advance Option

Advanced Select either UnSubscribe Email ID Recipients or UnSubscribe Mobile No

Options

Add List

Recipients according to which the recipients are to be unsubscribed from the
selected list/s.

Note: The recipients’ data should contain the detail corresponding to the option selected in
Advanced Options.

This field is mandatory.

List
Click this button to select the lists from which the recipients are to be unsubscribed.

If this button is clicked, MailDirect displays the Select Lists screen.

List Area
’ Search Search

Hame Description Email lds

Mobile Hos]
This list contains all recipients: 27 2

fsr.
O
[  MsiDirect Target Customers Target customer list 0 of
v MailDirect customers list of existing customers i of

Add Cancel

| Pre——
MailDirect customers

Figure 32: SELECT LISTS

The available options are explained below-
¢ Search:

Type an appropriate keyword for searching for a contact list from the
available lists in List Area. A search is conducted to match the keyword with
the list name or description.

Click the Search button to search for the entered keywords. If the match is
found, results will be displayed in List Area.

¢ List Area:

This area displays the lists available or lists matching the search keywords,
with their details.

The available fields are explained below-
- Sr.:

Select this check box to select the corresponding list, to unsubscribe
the recipients from this list.

Working with List Manager
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—  Name:

This field displays the name of the contact list.
— Description:

This field displays the description of the corresponding contact list.
—  Email Ids:

This field displays the number of email addresses in the corresponding
contact list.

— Mobile Nos:

This field displays the number of mobile numbers in the corresponding
contact list.

Click the Add button to add the selected lists. The selected lists are
displayed in the Added List Area of List Management — Quick
Recipient Operation screen with the options for unsubscribing
recipient/s.

This field is not mandatory.

Added This area displays the selected lists with their detalils.

List Area

The available fields are explained below-

Selected:

Select/Clear this check box to select/unselect the corresponding list to which
recipients are to be added.

Name:

This field displays the name of the contact list.

Description:

This field displays the description of the corresponding contact list.
Email Ids:

This field displays the number of email addresses in the corresponding contact
list,

Mobile Nos:

This field displays the number of mobile numbers in the corresponding contact
list,

Data

Data Area This section provides the tabs and options according to the tab selected, for
entering the recipient/s data, to unsubscribe the recipients from the selected lists.

The available tabs are explained below-

Single Record:

Click this tab to enter the data for a single recipient.

If this tab is selected, the options for the Single Record tab will be displayed in

Page 40 of 282

Working with List Manager



MailDirect User Manual V1.0

the Data Area.

Enaail ID Or Mobile lo Is Mandatory
Field llame Data
Emal dipa.subramanian@elc in

aaaaaaaaaaaaaaaaaa

Adchess Andheri

uuuuuuuuuuuuu [¥YY-MDD] 2010

Figure 33: DATA AREA WITH THE OPTIONS FOR THE SINGLE RECORD
TAB

Note: By default, the Single Record tab is selected.

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Data:
Type the appropriate recipient data corresponding to the field name.
=  Copy-&-Paste:
Select this tab to paste/enter the recipients’ details in the CSV format.

If this tab is selected, the options for the Copy-&-Paste tab will be displayed in
the Data Area.

Single Record Copy-2-Paste Upload

Email 1D Or Mobile lo Is Mandatory
Field Hame

»hdss 2
ceenat

T
iozsic n 33241 5770 D Subrananisn, Spdher 2010-07-01

L Text Area

Figure 34: DATA AREA WITH THE OPTIONS FOR THE COPY-&-PASTE TAB

The available options are explained below-
¢ Field Name:

This field displays the personalization field names.

¢ Order:

Select the appropriate icon to change the order of field names.

Working with List Manager Page 41 of 282



MailDirect User Manual V 1.0

The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the current
order.

Text Area:

Copy and paste or type the recipients’ data in the CSV format according to
the order for the corresponding field name.

Note: Press Enter key after filing in the last field of recipient data to enter data for the next

recipient.

The last field of the recipient data should not be followed by a comma, if data is to be entered
for more than one recipient.

Upload:

Select this tab to upload the CSV file with the recipients’ data.

If this tab is selected, the options for the Upload tab will be displayed in the
Data Area.

Single Record

Copy-&-Paste. Upload

Email 1D 01 Mobile o Is Mandatory
Field llame

e 2
R R

Figure 35: DATA AREA WITH THE OPTIONS FOR THE UPLOAD

The available options are explained below-

*

Field Name:

This field displays the personalization field names.

Order:

Select the appropriate icon to change the order of field names.
The available icons are explained below-

- ¥

Click this icon to move the corresponding field name down in the
current order,

e
Click this icon to move the corresponding field up in the current order.,
Browse:

Enter the location of the file or click Browse to go to the location of the CSV
file and attach an appropriate CSV file, or a ZIP file with the CSV inside.
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Note: The order of the fields in the attached CSV file should be according to the order for the
corresponding field name.

Select/Enter the appropriate details in the required fields.
i.  Click the Submit button.
MailDirect displays the List Management>Records Unsubscribed

screen.
@ MailDirect . 203 Managed Email Marketing
QuantumLink Communications Pyt Ltd (HO}

nccount————Tcampagn———— st Wanger [Satstcs ———Jsimgs———— Db Jlogor ————]

Records Submitedt 1

Records Unsubscribed: 1

Click here for "0uick Recipient peration™

Qpiized for 1024 * 769,
& Service By OuantumLink C. iications Pyt Ltd

Figure 36: LIST MANAGEMENT>RECORDS UNSUBSCRIBED
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Table 9: RECORDS UNSUBSCRIBED

Link Description

Click here Click this link to navigate to the List Management — Quick Recipient Operation
for “Quick  SscCreen.

Recipient

Operation”

c.  To block recipients from lists using the Block option:
i. Inthe Action section, select the Block option.

MailDirect displays the List Management — Quick Recipient
Operation screen with the options for blocking recipients.

Advanced Options

@ MailDirect . 2.03 Managed Email Marketing
. QuantumLink Communieations Pyt Ltd {HO}
inccount ——————|Campaign L&t Manager ——[Staffstics ———Settings ey Jiogost |
Important:

1. oo

2. Wil

3. For

4. ol

©  Add/ Subscrine @ Block
©  UnSubscribe © UnBlack
o]
(&) Block Emil D) ) Block Mobile No
WList
Add List
Single Record Copy-8-Paste Upload
Email Field Is Mandatory
Field llame Data
Email i subramanian@al.n
Mobilehia 9324157700
Firstame: Cipa
LasiName Subramarian
Address Ancheri
DateofPurchase [VYVY-hi-DD] 20100701

Subrmit
Optimized! for 1024 * 765
A Service By QuantumLink Communieations Pyt Ltd
Data Area

Figure 37: LIST MANAGEMENT - QUICK RECIPIENT OPERATION WITH THE OPTIONS FOR
BLOCKING RECIPIENT/S
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Table 10: BLOCKING RECIPIENT/S

Field Description

Advance Option

Advanced Select either Block Email ID or Block Mobile No according to which the recipients
Options are to be blocked.

Note: The recipients’ data should contain the detail corresponding to the option selected in
Advanced Options.

This field is mandatory.

List
Add List This button is disabled for the Block option.

Data

Data Area This section provides the tabs and options according to the tab selected for blocking
recipients.

The available tabs are explained below-
® Single Record:
Click this tab to enter the data for a single recipient.

If this tab is selected, the options for the Single Record tab will be displayed in
the Data Area.

single Record Copy-&-Paste Upload
Email ID O Mabile No Is Mandatory.

Field llame Data
Emal . subrameniang@glc.n
MobieNo 9324157700
Firstiame Dipay
Lastiame Subramanian
Adhess Andheri

DateotPurchase [ 4.DD] 20100701

Figure 38: DATA AREA WITH THE OPTIONS FOR THE SINGLE RECORD
TAB

Note: By default, the Single Record tab is selected.

The available options are explained below-
¢ Field Name:

This field displays the personalization field names.
¢ Data:

Type the appropriate recipient data corresponding to the field name.
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=  Copy-&-Paste:
Select this tab to paste/enter the recipients’ details in the CSV format.

If this tab is selected, the options for the Copy-&-Paste tab will be displayed in
the Data Area.

single Record Copy-&-Paste Upload

5 EEEE]
Info@eic in, 33241 57700 Dipa,Subramanian, Gqghiey] 2010-07-01

\— Text Area

Figure 39: DATA AREA WITH THE OPTIONS FOR THE COPY-&-PASTE TAB

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
.

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the current
order.

¢ Text Area:

Copy and paste or type the recipients’ data in the CSV format according to
the order for the corresponding field name.

Note: Press Enter key after filing in the last field of recipient data to enter data for the next
recipient.

The last field of the recipient data should not be followed by a comma, if data is to be entered
for more than one recipient.

= Upload:
Select this tab to upload the CSV file with the recipients’ data.
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If this tab is selected, the options for the Upload tab will be displayed in the
Data Area.

single Record Copy-&-Paste. Upload

Email ID Or Mobile Iio Is Mandatory
Field llame

R R

aaaaaaa

*eewn ©

Iport CSVIZIP File: - [E4D ocuments and 5 ettings\admin MARKETING\E [ Browse

Figure 40: DATA AREA WITH THE OPTIONS FOR THE UPLOAD

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.

The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

- *
Click this icon to move the corresponding field up in the current order.
¢ Browse:

Enter the location of the file or click Browse to go to the location of the CSV
file and attach an appropriate CSV file, or a ZIP file with the CSV inside.

Note: The order of the fields in the attached CSV file should be according
to the order for the corresponding field name.

Select/Enter the appropriate details in the required fields.
i.  Click the Submit button.

Working with List Manager Page 47 of 282



MailDirect User Manual V 1.0

MailDirect displays the List Management>Records Blocked screen.

@ MailDirect .- 203 Managed Email Marketing
QuantumLink Communications Pyt Ltd (O}

[recount ————[campaign ——[lst Manager [Statistics—————Sattings ———ve—————{rogou |

Optimized for 1024 * 765
A Service By GuantumLink €, ications Pyt Ltd

Figure 41: LIST MANAGEMENT>RECORDS BLOCKED

Table 11: RECORDS BLOCKED

Link Description

Click here Click this link to navigate to the List Management — Quick Recipient Operation
for “Quick  screen.

Recipient

Operation”

d. To block recipients from lists using the UnBlock option:
i. Inthe Action section, select the UnBlock option.
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MailDirect displays the List Management — Quick Recipient
Operation screen with the options for unblocking recipients.

Advanced Options

@ MailDirect + 3 03 Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO}
Imceourt—————campaion ——|listManager —|Statisties —JSeffings e iogost |

O |Adassubscrive O Biock
O |unsubseribe @ UnBiock
© Deete

@ | nbiock Email Recipierts. © | Delets Bocked Email D

Unblock habie Recipierts. Delet Blocked! Wokile Mos.

Add List

Single Record Copy-8-Paste Upload
Email Field Is Mandatory
Field Hame. Data
Email tipa subramanin@qic.n
MobileNo 9324157700
Firsthiame Dipa
Lasthieme Subramarian

Address Andheri

DateofPurchase [/ '(-Wil.DD] 20100701

Submit
Optimized for 1024 * 768
A Service By QuantumLink Communications Pyt Ltd
Data Area

Figure 42: LIST MANAGEMENT - QUICK RECIPIENT OPERATION WITH THE OPTIONS FOR
UNBLOCKING RECIPIENTS

Table 12: UNBLOCKING RECIPIENTS

Field Description

Advance Option

Advanced Select either UnBlock Email Recipients, or UnBlock Mobile Recipients, or Delete
Options Blocked Email ID or Delete Blocked Mobile Nos according to which the blocked
recipients are to be unblocked or deleted.

Note: The recipients’ data should contain the detail corresponding to the option selected in
Advanced Options.

This field is mandatory.

List
Add List This button is disabled for the UnBlocking option.

Data
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Data Area This section provides the tabs and options according to the tab selected for entering
the recipients’ data, to unblock or delete the blocked recipients.

The available tabs are explained below-
= Single Record:
Click this tab to enter the data for a single recipient.

If this tab is selected, the options for the Single Record tab will be displayed in
the Data Area.

Single Record Copy-3-Paste Upload

Email ID Ot Mobile lo Is Mandatory

Field llame Data

Emal i subramanian@eic in

MobieNo 9324157700

Firsthlame
aaaaaaaaaaaaaaaaaa
Adtress

Andheri
DatesiPurchase [ Y-Mh-DD] 20100701

Figure 43: DATA AREA WITH THE OPTIONS FOR THE SINGLE RECORD
TAB

Note: By default, the Single Record tab is selected.

The available options are explained below-
¢ Field Name:

This field displays the personalization field names.

¢ Data:

Type the appropriate recipient data corresponding to the field name.
=  Copy-&-Paste:

Select this tab to paste/enter the recipients’ details in the CSV format.

If this tab is selected, the options for the Copy-&-Paste tab will be displayed in
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the Data Area.

Email 1D Or Mobile Ho Is Mandatory

rrrrrrrrrrrrrrrrr

RS
ritot@sic.n, 93241 57700, Dipa, Subramanian, golher 2010-07-01

\— Text Area

Figure 44: DATA AREA WITH THE OPTIONS FOR THE COPY-&-PASTE TAB

The available options are explained below-

¢ Field Name:
This field displays the personalization field names.

¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the current
order.

¢ Text Area:

Copy and paste or type the recipients’ data in the CSV format according to
the order for the corresponding field name.

Note: Press Enter key after filing in the last field of recipient data to enter data for the next
recipient.

The last field of the recipient data should not be followed by a comma, if data is to be entered
for more than one recipient.

= Upload:
Select this tab to upload the CSV file with the recipients’ data.
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If this tab is selected, the options for the Upload tab will be displayed in the
Data Area.

Single Resord Copy-&-Paste. Upload

Email 1D 01 Mobile o Is Mandatory
Field llame

R

aaaaaaa

a2

Import CSVIZIP Fie:  [Z:\Dacuments and Settingshadmin MARKETINGAC [ Browse.

Figure 45: DATA AREA WITH OPTIONS FOR UPLOAD

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

- *
Click this icon to move the corresponding field up in the current order.
¢ Browse:

Enter the location of the file or click Browse to go to the location of the CSV
file and attach an appropriate CSV file, or a ZIP file with the CSV inside.

Note: The order of the fields in the attached CSV file should be according to the order for the
corresponding field name.

Select/Enter the appropriate details in the required fields.
i.  Click the Submit button.
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MailDirect displays the List Management>Records
Unblocked/Deleted screen.

@ MailDirect . 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO}

(Recount ———campaign ——[List Manager [Statistics——Isettings el togouc |

Records Submitiect 1

Black Mokile Nos Cleared: 1

Click here for "Ouick Recipient Operation”

Optiized for 1024 * 768
A Service By OuantumLink C. iications Pyt Ltd

Figure 46: LIST MANAGEMENT>RECORDS UNBLOCKED/DELETED

Table 13: RECORDS UNBLOCKED/DELETED

Link Description

Click here Click this link to navigate to the List Management — Quick Recipient Operation
for “Quick  screen.

Recipient

Operation”

e. Todelete recipients from lists using the Delete option:
i. Inthe Action section, select the Delete option.

Working with List Manager Page 53 of 282



MailDirect User Manual V 1.0

MailDirect displays the List Management — Quick Recipient
Operation screen with the options for deleting recipients.

Advanced Options

@ MailDirect + 2 03 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Inceount—————Campaion—|list Manager ——|Stafistics —Jseffings ———[Help ———logout |

O Add i Subserie ©  Block
) UnSubscrioe © | unBlock

@ Delete Oly Email D ©) Dekle Oriy Mobie No ) Delete Complete Record _ eioh Bolh ~

Add List

single Record Copy-&-Paste Upload

Email Field Is Mandatory
Field llame Data
Email dipa subramarian@elc. in
MokiieMo 9524157700
Firsthame Dia
Lastiame Supramanian
Address andher

DateotPurchase [¥'/v-hil-DD] 2010-07-01

Submit
i or
A Service By GuantumLink Communisation:
Data Area

Figure 47: LIST MANAGEMENT - QUICK RECIPIENT OPERATION WITH THE OPTIONS FOR
DELETING RECIPIENTS

Table 14: DELETING RECIPIENTS

Field Description

Advance Option

Advanced Select either Delete Only Email ID, or Delete Only Mobile No or Delete Complete
Options Record according to which recipients are to be deleted.

If the Delete Complete Record option is selected, a drop-down list is available.
Select an appropriate option from the drop-down list according to which the
complete record will be deleted.

The available options are explained below-
¢ Match Both:

Select this option to delete recipients whose email address and mobile
number match the corresponding detail in the recipients’ data in the Data
Area.

¢ Match Any:

Select this option to delete recipients whose email address or mobile
number, matches the corresponding detail in the recipients’ data in the Data
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Area.

¢ Match Only Email:

Select this option to delete recipients whose email address matches the
corresponding detail in the recipients’ data in the Data Area.

¢ Match Only Mobile No:

Select this option to delete recipients whose mobile number matches the
corresponding detail in the recipients’ data in the Data Area.

Note: The recipients’ data should contain the detail corresponding to the option selected in
Advanced Options.

This field is mandatory.

List
Add List  This button is disabled for the Delete option.

Data

Data Area This section provides the tabs and options according to the tab selected for entering
the recipients’ data, to delete recipients.

The available tabs are explained below-
= Single Record:
Click this tab to enter the data for a single recipient.

If this tab is selected, the options for the Single Record tab will be displayed in
the Data Area.

Enaail ID Or Mobile No Is Mandatory
Field llame Data
Emal dipa.subramanian@elc in

aaaaaaaaaaaaaaaaaa

Lastitame Subramanian
Adchess Andheri

uuuuuuuuuuuuu [¥YY-MDD] 2010

Figure 48: DATA AREA WITH THE OPTIONS FOR THE SINGLE RECORD
TAB

Note: By default, the Single Record tab is selected.

The available options are explained below-
¢ Field Name:

This field displays the personalization field names.
¢ Data:

Type the appropriate recipient data corresponding to the field name.
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= Copy-&-Paste:
Select this tab to paste/enter the recipients’ details in the CSV format.

If this tab is selected, the options for the Copy-&-Paste tab will be displayed in
the Data Area.

single Record Copy-&-Paste Upload

Field Hame

REEET
ool n, 53241 57700 Dipa, Subramanian, &odher 201 0-07-01

\— Text Area

Figure 49: DATA AREA WITH THE OPTIONS FOR THE COPY-&-PASTE TAB

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
.

Click this icon to move the corresponding field name down in the
current order.

-

Click this icon to move the corresponding field name up in the current
order.

¢ Text Area:

Copy and paste or type the recipients’ data in the CSV format according to
the order for the corresponding field name.

Note: Press the Enter key after filling in the last field of recipient data to enter data for the next
recipient.

A comma should not follow the last field of the recipient data, if data is to be entered for more
than one recipient.

= Upload:
Select this tab to upload the CSV file with the recipients’ data.
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If this tab is selected, the options for the Upload tab will be displayed in the
Data Area.

Single Resord Copy-&-Paste. Upload

Email 1D 01 Mobile o Is Mandatory
Field llame

R

aaaaaaa

a2

Import CSVIZIP Fie:  [Z:\Dacuments and Settingshadmin MARKETINGAC [ Browse.

Figure 50: DATA AREA WITH THE OPTIONS FOR THE UPLOAD

The available options are explained below-
¢ Field Name:
This field displays the personalization field names.
¢ Order:
Select the appropriate icon to change the order of field names.
The available icons are explained below-
- ¥

Click this icon to move the corresponding field name down in the
current order.

- *
Click this icon to move the corresponding field up in the current order.
¢ Browse:

Enter the location of the file or click Browse to go to the location of the CSV
file and attach an appropriate CSV file, or a ZIP file with the CSV inside.

Note: The order of the fields in the attached CSV file should be according to the order for the
corresponding field name.

Select/Enter the appropriate details in the required fields.
i.  Click the Submit button.
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MailDirect displays a message.

The page at http:/fmaildirect.co.in says:

9 Are waou sure you want ko delete 7

L oK, J [ Cancel

Figure 51: DELETE RECIPIENT/S

iii.  Click the OK button.
MailDirect displays the List Management>Records Deleted screen.

@ MailDirect .- 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO}

(rccount ————Campaign ——[list Maniager ——_[Stalistics [Setings —————relo ————iogout ——— ]

Records Submittedt 1

Recarcs Deletedt 1

Click here for "Quick Recipient Operation™

Opfimized for 1024 * 765
e >

A Service By OuantumLinl ions Put Ltd

Figure 52: LIST MANAGEMENT>RECORDS DELETED
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Table 15: RECORDS DELETED

Link Description

Click here  Click this link to navigate to the List Management — Quick Recipient Operation
for “Quick  SscCreen.

Recipient
Operation”

3.3.2 Blocked Recipient Management

& To manage blocked recipients

1. Onthe List Manager menu, click Blocked Recipient Management.

MailDirect displays the List Management>Blocked Recipient Management
screen,

Recipient Management For Al

Input Fomat

£ MailDirect v 203
T — T

Managed Email Marketing
[Uistanager ————[Statistics —————Seftings ————Help

GuantumLink Communications Put Ltd (HO}.

Blosked email addresses: 1 [Unblock all blocked Email 0] [Delete all blocked Email I0] [ Download Blocked Email ID]

Msilirect will not send email to blocked addresses, even if they are part of 8 campaign. (Wiat is a dfocked Fmarl address?)

Blocked Mobile llos: 0 [Unblock all blocked Mobile Ho]  [Delete all blocked Mobile o] [ Download Blocked Mobile Hos]
MailDirect wil nct sendl SMS to blocked Mobile Mo, even ifthey are part of  campaign. (What is 2 slocked Mobile No 2)

To unblack specific addresses or to delete them from he detabase:

® Upload & CSV file anclior specify the information oniine
® Ahernatively, you can upload a ZIP i, which cortain the single osv file
* Choose your desired action below

The casiest (and recommended) way {0 acd, remove, unblock or delete recipients from your database is by uploading acsv [ie, cantaining ines of the type: emaiid, biohie Mo, First neme, Last name. The emalbiD enchor mabile nois
manditory.
Change the formt accarding o your input
Colum 1 Column 2
Emal v Mobileno v

[action for the Specified Email IDs:

© Unblack Blacked Email Recipierts. © Delete Blocked Email .
[Action for the Specified Mobile Hos:

O Urbiock Blacked Mobile Recipierts © Delete Blocked Mobike Nos
Import CSVITIP File:

5 an added converience, you can also enter appropristely formatted lines in the ares below
If you are also uploading a CSY J Tip file, these wil automatically be combined with the recipients in the fil

Ertter records with fields Jn the orferthat you have selected above
dipa subramaniangelc in 3660444142

Subrmit Cancel

Optimized for 1024 * 768
A Service By OuantumLink Communications Pyt Ltd

Upload Options Text Area Action Area

Figure 53: LIST MANAGEMENT>BLOCKED RECIPIENT MANAGEMENT

Table 16: BLOCKED RECIPIENT MANAGEMENT
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Field/Link Description

Recipient This section provides links to manage all blocked recipients as explained below.
Management . .
For All = Blocked email addresses:

This section provides the links for managing blocked email addresses.
The available links in this section are explained below-
¢ [Unblock all blocked Email ID]:

Click this link to unblock all the blocked email addresses.

If this link is clicked, MailDirect displays the Blocked Recipients
Management screen with all the blocked emails cleared.

5 Managed Email Marketin,
£ MailDirect 202 g g [———
(Rccomt  eameaion  luist wanager Tststties  fsetngs e o

Block bt Ckared A1

A Sirvice By 0n

Figure 54: LIST MANAGEMENT> KED RECIPIENT MANAGEMENT
WITH ALL THE BLOCKED EMAILS CLEARED

The available link is explained below-
— Click here for “List Management”:
Click this link to perform list management.

MailDirect displays the Contact List Management screen, as
shown in the Figure 14.

Instructions for list management are given in section 3.2.

¢ [Delete all blocked Email ID]:

Click this link to delete all the blocked email addresses.

If this link is clicked, MailDirect displays the Blocked Recipients
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Management screen with all the blocked emails deleted.

& MalDirect » 203 Managed Email Marketing
L T T T S | S | —

oLk Corpivsinie o PVt L1 40}

i
A Service By Guanturi

Figure 55: LIST MANAGEMENT>BLOCKED RECIPIENT MANAGEMENT
WITH ALL THE BLOCKED EMAILS DELETED

The available link is explained below-
—  Click here for “List Management”:
Click this link to perform list management.

MailDirect displays the Contact List Management screen, as
shown in the Figure 14.

Instructions for list management are given in section 3.2.
¢ [Download Blocked Email ID]:

Click this link to download the blocked email addresses.

If the link is clicked, MailDirect displays the Opening Blocked
Recipients screen.
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r

Opening Blocked_Recipients_qlc_2145.zip

¥ou have chosen to open

E@ Blocked_Recipients_glc_2145.zip
which is a: WinZip File
fram: http: ffmaildirect. co.in

What should Firefox do wikh this File?

) Open with | WinZip {def aulk) W

(%) Save File

[] Do this automatically For Files like this From now on,

(04 l [ Cancel

Figure 56: OPENING BLOCKED RECIPIENTS

Select the Save File option and click the OK button to download the file.

Note: The user can also select the Open with option and select the suitable application
using which the file can be viewed without saving it.

¢ (What is a blocked Email address?):

Click this link to view brief information about blocked email addresses.

If this link is clicked, MailDirect displays the Blocked Email Addresses
screen.
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What is a blocked email addres=sY
A blocked email address is part of your recipient database (and listz) to which no mail will be sent.

ou can "unblock” recipients, which means that they will be included in the mail campaigns once
again. On the other hand, it vou are sure that the blocked addreszses iz "bad" (Qser bo longer exlsts,
has changed higfher 0, etc.) | you can delete them fram your databasze.

Wity and when do email addresses get blocked?

Bulkmail services are a different ball game than regular email services. They cause huge smounts of
data ta flowe across the Met, with & minimum of human intervention. In such a scenaria, "bad" email
addreszes can unneceszarily increase traffic and strain other mailzervers. This implies that 2 bulkmail
zerver needs to behave differently fram a regular email server.

In an attempt to be a good netizen and in an attempt to ensure the best possible service
to you and our other clients, MaillCampaign automatically blocks email-IDs of messages
that may have bounced during a campaign.

A zervice by CuantumLink Communications Put, Ltd

Figure 57: BLOCKED EMAIL ADDRESSES

® Blocked Mobile Nos:
This section provides the links for managing the blocked mobile numbers.
The available links in this section are explained below-
¢ [Unblock all blocked Mobile Noj:

Click this link to unblock all the blocked mobile numbers.

If this link is clicked, MailDirect displays the Blocked Recipients
Management screen with all the blocked mobile numbers cleared.
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@WIMVZM Managed Email Marketing
T — T — (L — T — T — i — T E—

ok Commrvasnic o V1L ).

ptimzed for 10247 788

Figure 58: LIST MANAGEMENT>BLOCKE“iD RECIPIENT MANAGEMENT
WITH ALL THE BLOCKED MOBILE NUMBERS CLEARED

The available link is explained below-
—  Click here for “List Management”:
Click this link to perform list management.

MailDirect displays the Contact List Management screen, as
shown in Figure 14.

Instructions for list management are given in section 3.2.
¢ [Delete all blocked Mobile NoJ:
Click this link to delete all the blocked email addresses.

If this link is clicked, MailDirect displays the Blocked Recipients
Management screen with all the blocked mobile numbers deleted.

@WIMVZM Managed Email Marketing
T — T — (L — T — T — i — T E—

ok Commrvasnic o V1L ).

ok et oz Desetzs

ik I for “List Wanagmenent™

ptimzed for 10247 788

Figure 59: LIST MANAGEMENT>BLOCKE“iD RECIPIENT MANAGEMENT
WITH ALL THE BLOCKED MOBILE NUMBERS DELETED

The available link is explained below-
— Click here for “List Management”:
Click this link to perform list management.

MailDirect displays the Contact List Management screen, as
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shown in Figure 14.
Instructions for list management are given in section 3.2.
¢ [Download Blocked Mobile Nos]:
Click this link to download the blocked mobile numbers.

If the link is clicked, MailDirect displays the Opening Blocked
Recipients screen.

r

Opening Blocked_Recipients_glc_2145.zip

¥ou have chosen ko open

E@ Blocked_Recipients_qlc_2145.zip
which is a: WinZip File
from: http: ffmaildirect. co.in

What should Firefox do wikh this File?

) Open with | WinZip (default) w

{#): Save File

[] Do this automatically For Files like this From now on,

o4 l [ Cancel

Figure 60: OPENING BLOCKED RECIPIENTS

Select the Save File option and click the OK button to download the file.

Note: The user can also select the Open with option and select the suitable application
using which the file can be viewed without saving it.

¢ (What is a blocked Mobile No?):

Click this link to view brief information about blocked numbers.

1. Specifying Recipients

Input Format This section provides the options to define the order to enter the details of
blocked recipients to either unblock or delete their email addresses/mobile
numbers. The details will be entered in the Text Area or in the CSV file.

The available options are explained below-
= Column 1:

Select either Email or MobileNo from the drop-down list to set the
corresponding field as first in the order.

= Column 2:

Working with List Manager Page 65 of 282



MailDirect User Manual V 1.0

Select either Email or MobileNo from the drop-down list to set the
corresponding field as second in the order.

Note: The fields defined in the Column 1 and Column 2 drop-down lists should not be
the same.

Action Area This section provides the options to define the action for blocked recipients.
The available options are explained below-
= Action for the Specified Email IDs:

Select either the Unblock Blocked Email Recipients option or the Delete
Blocked Email ID option to unblock or delete the email addresses of the
corresponding blocked recipients.

= Action for the Specified Mobile Nos:

Select either the Unblock Blocked Mobile Recipients option or the Delete
Blocked Mobile Nos option to unblock or delete the mobile numbers of the
corresponding blocked recipients.
2.Upload Recipients
Upload This section provides the options to upload the details of the blocked recipients.
Options The available options are explained below-
= Import CSV/ZIP File:

Enter the location of the file or click Browse to go to the location of the
CSV/ZIP (of the CSV file) file and attach an appropriate file.

= Text Area:

Type the appropriate details of the recipients in the CSV format according to
the order defined in the Input Format.

Select/Enter the appropriate details in the required fields.
2. Click the Submit button.
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MailDirect displays the List Management>Blocked Recipients Management

screen.
@ MailDirect . 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd (HO}

(Recount ———campaign ——[List Manager [Statistics——Isettings el togouc |

Black Emails Clearedt 1

Click here for "List Management”

Optiized for 1024 * 768
A Service By OuantumLink C. iications Pyt Ltd

Figure 61: LIST MANAGEMENT>BLOCKED RECIPIENTS MANAGEMENT

Table 17: LIST MANAGEMENT>BLOCKED RECIPIENTS MANAEGMENT

Link Description
Click here for “List Click this link to perform list management to navigate to the
Management” Contact List Management screen.

3.3.3 Browsing for and Managing Recipients

& To browse for and manage recipients

1. Onthe List Manager menu, click the Browse Recipients option.
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MailDirect displays the List Management>Browse Recipient screen.

SelectListArea

£ MailDirect 203

[Rccount

Filter Area Instruction Area Condition Area

Managed Email Marketing

OuantumLink Communications Pyt Ltd (HO)

Fiter Recipients Based On / @ any of the Condtion O Allthe Coneftion

s [piea Parameter Value @

Apply

Opimized for 1024 * 768
4 Service By DuantumLink C¢ PutLtd

Figure 62: LIST MANAGEMENT>BROWSE RECIPIENT

Table 18: LIST MANAGEMENT>BROWSE RECIPIENT

Field Description

Browse Recipient
Instruction This section has an icon that displays instructions about browsing the recipients.

Area The available icon is explained below-

. O

Point to this icon to view instructions for browsing for recipients.

List
Select List Select an appropriate list from which recipients are to be filtered, from the drop-
Area down list.
Filter Recipients
Condition Select either the Any of the Condition option or the All the Condition option to
Area filter the recipients that match any or all conditions in the Filter Area, if there is

more than one condition in the Filter Area.

Filter Area This section has icons that allow the user to add or remove a filter condition.

The available options are explained below-
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| | l@
Click this icon to add a filter condition.

If this icon is clicked, a filter condition is added in the Filter Area.

Fiter fecpiorts Gased On @ attna Cenomen O At Conemon

s Fielt Parameter Value ]
[ Emal - Contins v dpal @ ]

Figure 63: FILTER CONDITION

The available options are explained below-
¢ Sr:

This field displays the serial number of the filter condition.
¢ Feld:

Select an appropriate option, which is a field in which the filter keyword
is 1o be searched for, from the drop-down list.

Note: The options available in the drop-down list are according to the personalization
fields defined in the Field Manager in the Settings menu.

¢ Parameter:

Select an appropriate option for the parameter according to which the
keyword will be searched for in the selected field, from the drop-down
list.

Note: The parameter options are available according to the field selected.

¢ Value:

Type an appropriate keyword for which the filter search is to be
performed.

n @
Click this icon corresponding to the filter condition to remove that filter
condition.

Note: This icon is available only if there is at least one filter condition in the Filter Area.
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Select/Enter the appropriate details in the required fields.
2. Click the Apply button.

MailDirect displays the List Management>Browse Recipient screen with the
Filtered Results.

@ MailDirect + 2 03 Managed Email Marketing
@uantumLink Communications Put Ltd (HO}
(Rccount ————[Campaign ———[istManager [Stafisties—————Seftings ———relp————logout |
1 recivients found in datehase. (=]
MaiDiect custo) ¥
it
Fiter Recipients Based On @ any of the condtion O all the Concition
Sr Field Parameter Value @
1 Email v Cortains. 22 dipa @
Aply
Noof Rows per Page 5 v (o} [ 1 0
sr. | Email 4+ Mobilelio  Firstilame Lastllame Address DateofPurchase EmiStatus Mobstatus Lists
O i fanqle 12 Dipa ion Ancherl | 2010-07-01 Active Active [Lists]
@ Copy \ () Unsubscrive 3 Block ) UnBlock ) Delete |
Y \
MalDirect Target
MaiDirect custor
Submit
Optinized for 1024 * 768
A Service By QuantumLink Communizations Put Ltd
Filtered Results Filtered Recipients Recipient management options Option Area

Figure 64: LIST MANAGEMENT>BROWSE FOR RECIPIENT WITH THE FILTERED RESULTS

Table 19: FILTERED RESULTS

Field/Link Description
Recipients
No. of Rows per Select an appropriate number of recipients to be displayed in one page, from
Page the drop-down list.
@ Click this icon to view the filtered results according to the number defined in

the No. of Rows per Page drop-down list.

o Click this icon to view the previous page with the filtered results.

Note: This icon can be clicked only if the filtered results are displayed in more than
one page.
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o Click this button to view the next page with the filtered results.

Note: This icon can be clicked only if the filtered results are displayed in more than
one page.

Filtered Recipients

Sr. Select/Clear this check box for the corresponding recipient to enable/disable
management of the corresponding recipient detalils.

Email This field displays the email address of the corresponding recipient.
MobileNo This field displays the mobile number of the corresponding recipient.
FirstName This field displays the first name of the corresponding recipient.
LastName This field displays the last name of the corresponding recipient.
Address This field displays the address of the corresponding recipient.

Note: This is a customized field.

DateofPurchase This field displays the date of purchase for the corresponding recipient.

Note: This is a customized field.

EmiStatus This field displays the status of the email address of the corresponding
recipient.

MobStatus This field displays the status of the mobile number of the corresponding
recipient.

Lists This field provides the link to view the contact lists to which the corresponding

recipient is subscribed to.

If this link is clicked, MailDirect displays the List Management>Recipients
Details screen.
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Recipient
Management
Options

The Recipiert is mapped to following 2 Lists.

List Hame Description Email Status Mobile Status
Al Thig list containg all recipients. Email Subscribed  Mokile Subscribed
MzilDirect customers  list of existing customers Email Subscribed  Mokile Subscribed

Close Window

A zervice by OuantumLink Communications Put. Ltd

Figure 65: LIST MANAGEMENT>RECIPIENTS DETAILS

Advance Option

This section provides the options to manage the selected recipient.

The available options are explained below-

Copy:

Select this option to copy/subscribe the selected recipients to the list/s in
Option Area.

If this option is selected, the options for copying the selected recipients
are displayed in Option Area.

1 <onr

[etCvect Target
|ustivect custes
Contact Lists

© Lsuscron © Book © ndtocs © oeote

Figure 66: COPY OPTIONS IN OPTION AREA

Note: By default, this option is selected.

The available option is explained below-
¢ Contact Lists:

Select the appropriate contact lists to which the selected recipients
are to be copied.

UnSubscribe:

Select this option to unsubscribe either the email address or the mobile
number of the selected recipients from the selected contact lists.

If this option is selected, the options for unsubscribing the selected
recipients are displayed in the Option Area.
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O <o ) unsubscree. © Boct O wenex O [

e
[E e D o e

Unsubsreibe Options

Contact Lists

Figure 67: UNSUBSCRIBE OPTIONS IN THE OPTION AREA

The available options are explained below-
¢ Contact Lists:

Select the appropriate contact lists from which the selected
recipients are to be unsubscribed.

¢ Unsubscribe Options:

Select either the UnSubscribe Email ID Recipients option or the
UnSubscribe Mobile Recipients option to unsubscribe either the
email address or the mobile number of the selected recipients from
the selected contact lists.

= Block:

Select this option to block either the email address or the mobile number
of the selected recipients.

If this option is selected, the options for blocking the selected recipients
are displayed in Option Area.

O e © wscrbs 3 ek © wnock © beete

@) Bk Emal 0 Recierts. ) Block Matie Reciperts

Figure 68: BLOCK OPTIONS IN THE OPTION AREA

The available options are explained below-

¢ Block Options:

Select either the Block Email ID Recipients option or the Block
Mobile Recipients option to block either the email address or the
mobile number of the selected recipients.

= UnBlock:

Select this option to unblock either the email address or the mobile
number of the selected recipients.

If this option is selected, the options for unblocking the selected
recipients are displayed in Option Area.
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3.

© cony © Lrswscris © Bick

@ rBck Emal B Reopertz Ui Motk Recperts

Unblock Optons

Figure 69: UNBLOCK OPTIONS IN THE OPTION AREA

The available options are explained below-

¢ Unblock Options:

Select either the UnBlock Email ID Recipients option or the
UnBlock Mobile Recipients option to unblock either the emall
address or the mobile number of the selected recipients.

=  Delete:

Select this option to delete either the email address or the mobile number
of the selected recipients from the database.

If this option is selected, the options for deleting the selected recipients
are displayed in Option Area.

O copr ©) e © Bk © waos {5} Dewte

() _ et Emil D Recipierts From Dstabsss () Delete Mobie to Recipents From Detanase

Delete Options

Figure 70: DELETE OPTIONS IN THE OPTION AREA

The available options are explained below-

¢ Delete Options:

Select either the Delete Email ID Recipients From Database option
or the Delete Mobile No Recipients From Database option to
delete either the email address or the mobile number of the selected
recipients from database.

Select the appropriate details in the required fields.
Click the Submit button.

Page 74 of 282

Working with List Manager



) MailDirect
4 Working with Email Campaigns

In this chapter, users will learn how to:

= Manage email campaigns
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Users can create new email campaigns and edit/modify existing ones. The
= [aunched immediately
= Scheduled to start later

u Tested for a real-time view

= Saved to the drafts folder for running later

Users have to attach contact list/s before launching a campaign. They can view
statistics summary of active or completed campaigns.

Managing Email Campaign

This section provides instructions on how to create an email campaign and view

4.1 Introduction
campaigns can be:
= Viewed
=  Abandoned (if active)
4.2
statistics summary.
4.2.1

Creating Email Campaign

This section provides instructions for creating campaigns using the MailDirect wizard
and creating online email campaigns.

& To create email campaign using wizard

1. Onthe Campaign menu, click the Email Campaign option.
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MailDirect displays the Create New Campaign screen.

@ MailDirect - 2 03 Managed Email Marketing
’ QuantumLink Communications Pyt Ltd {HO}
Recount—————|Campalgn ———|lis Manager ——|Statistics ————[Sffings ——————fielp—————Jiagout

To create a campsign, prepare your email message and map it to the list of recipients you want to communicate to. ;

® Create Bmail Campaign - Preparing Email Campaign is now so E.«rsye
® Create Email Campaign Online - Create Text Campaign.

Ho Campaign Found.

Ho Campaign Found.

Sr Hame Status Repts Exp DT(MB) Created On
1 wversion upgrade in PostMa... Planned a 000 2010-05-29 16:23:36
2 Campaign for promotion of... Planned a 000 2010-05-29 16:11:40
3 MailDirect new feature an... Flanned a a.0g 2010-05-2912:03:27
4 MailDirect survey module ... Planned a 000 2010-05-29 10:52:31

MNote: Statistics for completed campalgns are available in Statistics section

Optimized for 1024 * 768
A Service By GuantumLink Communications Put Lid

Figure 71: CREATE NEW CAMPAIGN

2. Click the Create Email Campaign link.
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MailDirect displays the Campaign Wizard screen.

@ MailDirect - 2 03 Managed Email Marketing
’ OuantumLink Communications Pyt Ltd {HO}
Account ————{Campaign —fist Manager —|Sfafistics—|Seffings —fielp——|{agout |
Steps Welcome to Email Campaign Wizard

Prepsring Email Campaign is now so Easy I
ﬁ Creste Perserafized message online or Upfead pre-defined message
o CREATE CAMPAIGN ) Click Start to continue..
© 4 camPaIo DETAILS )
 i¥4 conpose MEssAGE )
@ PREVIEW MESSAGE
B, seecrust )
7™ Launcs campaicn )

Start Ezxit

Optimized for 1024 * 763,
& Service By O ink Ci i ati: Pt Ltd

Figure 72: CAMPAIGN WIZARD - WELCOME

Note: Alternately, on the Campaign menu, click the Email Campaign Wizard to open the Campaign Wizard.

3.  Click the Start button.
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MailDirect displays the Create Campaign screen.

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
Account —————[Campaign (st Manager Statistics—————|Seftings —————Hels———logout |
Ste ps Campaign Mame * MailDirect Feedback
Description * Campaign for customer fesdback
o — e Y
F cawpneNwizarD

e —
D cowomemsa )
C® mevennessaee )
B s

Mext Exit

Optimized for 1024 * 7658

& Service By O ink C: i Pvt Ltd
Figure 73: CREATE CAMPAIGN
Table 20: CREATING CAMPAIGN
Field Description
Campaign Name Type an appropriate name for the campaign.

This field is mandatory.

Description Type an appropriate description for the campaign.

This field is mandatory.

Enter the appropriate details in the required fields.
4.  Click the Next button.
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MailDirect displays the Campaign Send Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}

‘Account | Campaign " |iist Manager —|Statistics ——|Seflings ———pieip = |ingout |

Steps From Emai marketing@clc.in Q

Far — Reply Ta * marketing@olc.in e

F cawpaiGN wizarD
From Mame Dipa g
& crREATECAMPAIGN
—-J Subject * MailDirect Feedback

T ar——
o —
B e

Back Mext Exit

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 74: CAMPAIGN SEND DETAILS

Table 21: CAMPAIGN SEND DETAILS

Field Description
From Email Type an appropriate email ID from which the campaign will be
sent.

This field is mandatory.

Reply To Type an appropriate email ID to which all the replies for the
campaign will be received.

This field is mandatory.

From Name Type an appropriate sender name.
This field is not mandatory.

Subject Type an appropriate subject line for the campaign.

This field is mandatory.

Enter the appropriate details in the required fields.
5. Click the Next button.
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MailDirect displays the Compose Message screen.

@ MailDirect + 7 13 Managed Email Marketing

QuantumLink Communications Put Ltd {HO}

Account————[campaign (st Manager Statistics ——————|Seftings ety iogout |

Steps &' HTML Ecitor  Import EML message

Map Survey: --Select—- ;I Select Personalize Code: Select ;I Maxirmize

© &F cawPmiGNwiZARD |

0 2Bl oA E 9 Ebus
[ A —————————
£) CREATECAWPAIGN | | = b ;g amec x, alil=ll= : r.;§ ala & O

- | Size | smal - TE- -

-

‘i
"
m
n
]
ili

9 &

[ » W -
d" CAMPAIGN DETAILS ) < Fomnat | Narmal - | Font |Arial

© [ PREVIEW MESSAGE |

" [, seecrust )

© ™ Launch camPaie

Back Mext Exit

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 75: COMPOSE MESSAGE

6. Tocompose acampaign message:
Users can compose a campaign message by selecting:
¢ HIML Editor option OR
¢ Import EML message option
a. Tocompose a campaign message using HTML Editor

i.  Select the HTML Editor option to compose a message in HTMIL
format,
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MailDirect displays the Compose Message screen with the HTML

Editor options.
Standard Format Qptions
@, MailDirect . 203 Managed Email Marketing
OuantumLink Communications Pyt Ltd {HO}
Recount——————[campaign ——|list Manager —|Stafistics ———|Sffings |

Steps & HTMWL Edltar & Import EML message

—_— hap Survey: --Select-- LI Select Personalize Code: Select LI Maximize

i CAMPAIGN WIZARD -

. O B i & 25 B & [ESouce
F "

s I APV B R RN - BB OOIRE R R
—————— B

ﬂ? CAMPAIGN DETAILS . Fomat Normal ~ | Font Arial + | Size |small -2 T | -

- Dear WFIAMEY WL ATTEY, =

Please answer the survey questions in the link below to help us understand your requirements and improve the

rm\) IailDirect service.
CEL smecrust ) |ofSURVEY_11@ Click here for MaiDiract Feedback Survey%
P aonenon ) | o R
CQLC Marketing Tearn -
— o Exit

Optimized for 1024 * 766
A Service By GuantumLink Communications Put Ltd

Text Area

Figure 76: COMPOSE MESSAGE WITH THE HTML EDITOR OPTIONS

Note: By default, HTML Editor is selected.

Table 22: COMPOSE MESSAGE USING THE HTML EDITOR

Field Description

Map Survey Select an appropriate survey to be mapped to the campaign.

Note: On selecting the survey, a link for the survey is added in the
text area.

Select Personalize Code Select an appropriate personalized code to be sent in the
campaign message.

Maximize Click this button to maximize the Compose Message screen.
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Text Area Type an appropriate campaign message.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate detalls in the required fields,
b. Tocompose a campaign message by importing an EML. message.
i.  Select the Import EML message option to import an EML message.

MailDirect displays the Compose Message screen with the Import
EML message option.

@MailDirectvz.ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
‘Account —————Campaign (st Manager —[Statistics ——|Seffings ———JHelp ——rogot |
Steps ' HTWL Editar @ Import EML message
T ——
F cawpaiGN wizarD

T |E \Documents and Settingshadminihy Documentsi\Downloac i Browse. i I G
£) CREATECAMPAIGN | [ ate: Liplasd Only EML file Uploading may take same time, especislly for large EML files. ]

© p® CcAMPAIGN DETAILS )
D PREVIEW MESSAGE
"B, seecTust )
© ™ LauncH caupaion

Back Mext Exit

Optimized for 1024 * 763,
A Service By OuantumLink Communications Pyt Ltd

Figure 77: COMPOSE MESSAGE WITH THE IMPORT EML MESSAGE OPTIONS
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Table 23: COMPOSE MESSAGE USING THE IMPORT EML MESSAGE

Field Description

Browse Enter the location of the file or click Browse to go to the
location of the EML file and attach an appropriate EML.

Note: Before importing the EML file, map an appropriate survey in the HTML Editor and copy the survey link at an
appropriate position in the EML file to be imported.

Enter the location of the file or browse to the appropriate location.,
7. Click the Next button.
MailDirect displays the Preview screen,

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account—————Campaign———|{’sf Mariager Statistics ————|Seffings ———[rels " Jlogout |
Message Details
Ste ps Message Size 1.46 KB
P Mo of URLs a
? ERRET EEAR ,) URL Summary Survey Summary
o The Following URL's were found in your emiail. The Following Surveys are mapped to your in your email
9 ERIEREE. v --HA -- 1. MailDirect Feedback Survey

© {4 CAMPAIGN DETAILS
Message Preview

By COMPOSE MESSAGE
—) Maximize

Pleaze answer the survey guestions in the link below to help us understand your requirements and improve the MailDirect service.

B, seecrusr

WEURVEY_11(@ Click here for MaiDirect Feedback Survey

F LAUNCH CAMPAIGN . Thanks and Regards

GILC Marketing Team

Back eyt Exit

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 78: PREVIEW

The user can preview the composed message. To make any changes to the
message, click the Back button.

Note: Only messages composed by using the HTML Editor option can be previewed and not messages
composed by using the Import EML. message option.
The user can click the Maximize button to maximize the Preview screen.
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8. Click the Next button.
MailDirect displays the List Map screen.

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account—————[Campaign st Maniager ——|stafistics ——Seffings el fogout |
Sr. Hame Description Email lds
Steps
r All This list cortains all re.. 27
o = Y
S cAwPMGNWIZARD | | [ FostMaster Express Posthiaster Express 3

L R ——
e ——
G cowomemesa )
D mevennessaee )

© ™ LauncH campaicn

Back eyt Exit

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 79: LIST MAP

Table 24: LIST MAP

Field Description

Sr. Select the check boxes corresponding to the appropriate
contact list/s to be mapped to the campaign. The campaign
will be sent to all those who are included in these lists.

This field is not mandatory.

Name This section displays the name of the contact list.
Description This section displays the description about the contact list.
Email Ids This section displays the number of recipient email IDs present

in the corresponding contact list.

Select the appropriate check boxes.
9. Click the Next button.
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MailDirect displays the Action screen.

@ MailDirect - 2 03 Managed Email Marketing
OuantumLink Communications Put Ltd {HO}
Account ————[Campaign ———|list Manager ——|Statistics ——[Setfings ———JHelp ————{logout |
Campaign Information
Steps
Messages Size 1.46 KB
Recipients

This Campaign is Maped to 1 Contact List with & total of 3 Email Recipients
ODOMBC146KBX 3]

S§ campuioNwizaRD
~—J Expected Data Transter

) CREATE CAMPAIGN
© ¥ campaiN DETALS

Jity COMPOSE MESSAGE

o Finish Save Campaign a5 Draft so as to View! Scheduled Test! Staet fater
— € Soros ettt Campar
Ll E SELECT LIST % i \View the Campaign Information

[ Test A quick Test of the Campaign

& Start Begin Campaign NOW |

Optimized for 1024 * 765
A Service By QuantumLink Communications Put Ltd

Action Button

Figure 80: ACTION

10. Tolaunch a campaign:
Users can select any one of the following options:
¢ Save a campaign as a draft using the Finish option

Schedule it for launch on a later date using the Schedule option
Preview it using the View option

Test it in real-time using the Test option

* & oo o

Launch it immediately using the Start option.

Note: When the user selects an option, the action button changes to the option selected. The user can select
only one option at a time.

a. Tosave acampaign as a draft using the Finish option:
i.  Select the Finish option.

On selecting the Finish option, the Finish button will be made
available.
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Note: By default, the Finish option is selected.

i.  Click the Finish button.

MailDirect displays the Create New Campaign screen with the
campaign added to the Draft Email Campaigns section.

@ MailDirect - 2 03 Managed Email Marketing
OuantumLink Communications Put Ltd {HO}
mecount ——==|Campaign [t Manager " |Statistics ——|Seffings el ——{lggout

To create & campaign, prepare your emsil message and map it to the list of recipients you want to communicate to.

® Create Email Campaign - Preparing Emsil Campsign is now so Easyo
® Cpeate Email Campaign Online - Create Text Campaign.

Ho Campaign Found.

Ho Campaign Found.

Sr Hame Status Repts Exp DT{MB} Created On
[1 MailDirect Feedback Plannec 3 0.00 2010-06-15 12:05:11]
2 version upgrade in PostMa... Planned a 000 2010-05-29 16:18:33
3 Campaign for premeotion of.. Planned a 000 2010-05-29 16:11:40
4 MailDirect new feature an... Planned a oo 2010-05-2812:03:27
5 MailDirect survey module ... Planned a 000 2010-05-29 10:52:31

Note: Statistics for completed campaigns ave avaliable in Statistics section

Optimized for 1024 * 765
A Service By QuantumLink Communications Put Ltd

Figure 81: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO DRAFT EMAIL
CAMPAIGNS SECTION

b.  To schedule a campaign for launch at a later time using the Schedule
option:

i.  Select the Schedule option.

On selecting the Schedule option, the Schedule button will be
available.

i. Click the Schedule button.
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MailDirect displays the Schedule Campaign screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Account————[campaign (st Manager Statistics ——————|Seftings ety iogout |
G . Schedule.C .
Campaign Schedule Date | 15072010
Campaign Schedule Time Hour: 10 ;I Minute : 00 ;I
Save Draft Cancel
Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 82: SCHEDULE CAMPAIGN

Table 25: SCHEDULE CAMPAIGN

Field Description

Campaign Schedule Date Select an appropriate date on which the campaign will be

launched, from the calendar.

This field is not mandatory.

Campaign Schedule Time Select an appropriate hour and minute at which the campaign
will be the launched, from the drop-down lists.

Note: A campaign can only be scheduled to launch every hour or at

the 15", 30" and 45" minute of an hour.

This field is not mandatory.

Select the appropriate details in the required fields.

ii. Click the Save button.
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MailDirect displays the Create New Campaign screen with the
campaign added to the Scheduled Email Campaigns section,

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

To create a campaign, prepare your email message and map it to the list of recipients you want to communicate to

® Create Email Campaign - Preparing Emsil Campsign is now so Eaaye
® Create Email Campaign Online - Create Text Campaign.

Ho Campaign Found,

Sr Hame Status Repts Exp DT{MB} Scheduled On Created On
1 MailDirect Feedback Scheduled 3 0.00 | 2010-07-15 10:00:00 | 2010-06-15 13:05:25]

Sr Hame Status Repts Exp DT(MB) Created On
1 version upgrade in PostMa... Planned a 0.00 2010-05-29 161833
2 Campaign for promotion of... Planned a 0.00 2010-05-29 16:11:40
3 MailDirect new feature an... Planned a 0.00 2010-05-28 12:03.27
4 MailDirect survey module ... Planned a 0.00 2010-05-29 10:5231

Note: Stalistics far completed campaions are avaliable in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 83: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO SCHEDULED
EMAIL CAMPAIGNS SECTION

c. Topreview a campaign using the View option:
i.  Select the View option.
On selecting the View option, the View button will be available.
i.  Click the View button.
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MailDirect displays the Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Campaign 10 127646705
Campaign Name MailDirect Feedback
Campaign Description Campaign for customer feedback

From email marketing@glc.in

Reply-To marketing@elc in

From name Dipa

Subject MailDirect Feedback

Recipients This Campaign is Maped to 1 Contact List with a totsl of 3 Emsil Recipients.
Expected Data Transfer 000MB(146KBX3)

Sr. Hame Description Email Ids
1 Posthlaster Express Pozthiaster Express 3
Wizard Schedule Test Start Abandon Cancel

Optimized for 1024 * 763,

A Service By O ink C i Put Ltd
Figure 84: DETAILS
Table 26: CAMPAIGN DETAILS
Field Description
#F Click this icon corresponding to the appropriate section to edit
the information displayed in that section.
+ Click this icon corresponding to the appropriate section to hide
the details displayed in that section.
3 Click this icon corresponding to the appropriate section to
download the information displayed in that section.
¥ Click this icon corresponding to the appropriate section to
display the detalils in that section.
Wizard Click this button to edit the campaign that is currently being
viewed.
Note: The user can edit the entire campaign.
Schedule Click this button to schedule the launch of campaign, which is
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currently being viewed, to a later point of time.

Note: Instructions to schedule the campaign are given in step 10.b.ii
and |ii.

Test Click this button to test the campaign, which is currently being
viewed, in real time.

Note: Instructions to test the campaign are given in step 10.d.ii and jii.

Start Click this button to immediately launch the campaign that is
currently being viewed.

Note: Instructions to start the campaign are given in step 10.e.ii and jii.

Abandon Click this button to abandon the campaign that is currently
being viewed.

Click the appropriate icons/buttons as required.
d. Totest a campaign for a real-time view using the Test option:
i. Select the Test option.
On selecting the Test option, the Test button will be available.
i.  Click the Test button.
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MailDirect displays the Campaign screen.

Email MobileHo Firstllame Lastllame

info@glc in 919324157700 Dipa Subramanian

Submit Close

A service by QuantumLink Communications Put. Ltd

Figure 85: CAMPAIGN

Table 27: TEST CAMPAIGN

Field Description

Email Type an appropriate email address to which the campaign will
be sent for a test in real-time.

MobileNo Type an appropriate mobile number of the recipient of the
campaign under test.

FirstName Type an appropriate first name of the recipient of the campaign
under test.

LastName Type an appropriate last name of the recipient of the campaign
under test.

Note: The number of fields for entering personal details can differ if the user has customized the fields using the
Fields Manager tab in the Settings menu.

Enter the appropriate details in the required fields.
iii.  Click the Submit button.
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MailDirect displays the Campaign screen with test status.

Test mail sent.

Close

A& zervice by QuantumLink Communications Pt. Ltd

Figure 86: CAMPAIGN WITH TEST STATUS

iv. Click the Close button.
MailDirect displays the Action screen, as shown in Eigure 80.
e. Tolaunch a campaign immediately using the Start option:
i.  Select the Start option.

On selecting the Start option, the Start button will be available.
i.  Click the Start button.
MailDirect displays a message.

The page at http://maildirect.co.in says: il

Expected Data Transfer : D.OOME{ 1.46 KE X 3 )
Skart campaign?

Zancel

Figure 87: START CAMPAIGN MESSAGE

iii. Click the OK button.
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MailDirect displays the Campaign>Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Campaign 10 127646705
Campaign Name MailDirect Feedback
Campaign Description Campaign for customer feedback

From email marketing@glc.in

Reply-To marketing@elc in

From name Dipa

Subject MailDirect Feedback

Recipients This Campaign is Maped to 1 Contact List with a totsl of 3 Emsil Recipients.
Expected Data Transfer 000MB(146KBX3)

Sr. Hame Description Email Ids

1 Posthlaster Express Pozthiaster Express 3

This campaign has been completed

Optimized for 1024 * 763,
A Service By O ink T icati Put Ltd

Figure 88: CAMPAIGN>DETAILS

Table 28: CAMPAIGN DETAILS

Field Description

+ Click this icon corresponding to the appropriate section to hide
the details displayed in that section.

3 Click this icon corresponding to the appropriate section to
download the information displayed in that section.

¥ Click this icon corresponding to the appropriate section to
display the details in that section.

Click the appropriate icons as required.

& To create a Quick Email Campaign:

1. On the Campaign menu, click the Email Campaign option.
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MailDirect displays the Create New Campaign screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

To create a campsign, prepare your email message and map it to the list of recipients you want to communicste to.

Ho Campaign Found,

Ho Campaign Found.

Sr Hame Status Repts Exp DT(MB) Created On
1 Campaign for promotion of... Planned a 0.00 2010-05-29 16:11:40
2 MailDirect new feature an... Planned a 0.00 2010-05-28 12:03.27
3 MailDirect survey module ... Planned a 0.00 2010-05-29 10:52:31

Note: Statfstics for completed campalons are avallable in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 89: CREATE NEW CAMPAIGN

2. Click the Create Email Campaign Online link.
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MailDirect displays the MailDirect>Quick Email Campaign screen.

@ MailDirect « 2 0 Managed Email Marketing
: GuantumLink Communications Put Ltd {HO}
Rccourt —————|Carmpaign (st Manager ——[Sfafistics ———[Seffings —————Help—————Jiogout

Campaign MName * MailDirect Campaign

Description * Campaign for customer feedback

From Emsil * marketingi@glc in e
Reply To * marketingi@qlc in o
From Name Dipa e
Subject * Custamer feedback campaign

@ Text Editar o Import EML message

Hi eFRAME S HLMNAMEY,

Pleasze feel free to get in touch with us if you do have any suggestions on how we can improve our services.

Thanks & Regards,
(CLC Marketing Team

\

Sr. Hame Description

Email lds

[ Al Thiz list contains &ll re... 25

v PostMaster Expregs PostMaster Express 1

T testhist teat 1
Save Start Campaign Reset

Qptimized for 1024 * 763,
& Service By QuantumLink Communications Pt Ltd

Text Area

Figure 90: MAILDIRECT>QUICK EMAIL CAMPAIGN WITH THE TEXT EDITOR OPTION
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@ MailDirect - 203 Managed Email Marketing
: QuamtumLink Communications Pvt Ltd {HO}
Accourt —————[campaign LSt Manager ——|statistics ———[Settings ————JHelp ———Jogout |

Campaign Matme * MailDirect Campsign

Description * Campsign for customer feedback
Fram Email * marketingi@alc in e
«

Reply Ta mmarketing@lc in 0

From Mame Dipa 0

Subject * Customer feedback campaign

A ——————————————————

© Text Editor

& Import EML message

IE'\Dncuments and SettingshadminiMy Documents\D ownloac Browse. I e
[ Mote: Upload Only EML file Uploading may take some time, especially for large EML files. ]

Sr. Hame Description

Email lds
- Al This list contains &ll re 25
e PostMaster Express PostMaster Express 1
T testhst test 1
Save Start Campaign Reset
Optimized for 1024 * 765
A Service By O ink C icati Put Ltd

Figure 91: MAILDIRECT>QUICK EMAIL CAMPAIGN WITH THE IMPORT EML MESSAGE

OPTION

Note: Alternately, the user can click the Quick Email Campaign option on the Campaign menu.

Table 29: QUCIK EMAIL CAMPAIGN

Field

Campaign Information

Email Information

Description

Type the appropriate details to be displayed as the campaign
information.

The available fields are explained below-
=  Campaign Name:

Type an appropriate name for the campaign.
This field is mandatory.

=  Description:
Type an appropriate description for the campaign.
This field is mandatory.

Type the appropriate details to be displayed as the email

Working with Email Campaigns
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information.
The available fields are explained below-
=  From Email:

Type an appropriate email ID from which the campaign will
be sent.

This field is mandatory.
" Reply To:

Type an appropriate email ID to which all the replies for the
campaign will be received.

This field is mandatory.
= From Name:
Type an appropriate sender name.
This field is not mandatory.
=  Subject:
Type an appropriate subject line for the campaign.
This field is mandatory.

Message Information Select either the Text Editor option or the Import EML
message option to compose the campaign message.
The available options are explained below-
= Text Editor:

Select this option to compose a campaign message in
plain text.

Note: By default, the Text Editor option is selected.

On selecting the Text Editor option, the Text Area will be
made available, as shown in Figure 90.

Type an appropriate campaign message.

= |mport EML message:

Select this option to compose a campaign message by
importing an EML message.

On selecting the Import EML message option, the
Browse text box and the Browse button will be made
available, as shown in Figure 91.

Enter the location of the file or click Browse to go to
the location of the EML file and attach an appropriate
EML.

Recipients List Select the appropriate check boxes to map the campaign to
the recipients.
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The available options are explained below-
= S

Select the check boxes corresponding to the appropriate
contact list/s to be mapped to the campaign. The
campaign will be sent to all those who are included in
these lists.

This field is not mandatory.
= Name

This section displays the name of the contact list.
=  Description

This section displays the description about the contact list.
= Emalil Ids

This section displays the number of recipient email IDs
present in the corresponding contact list.

Enter/Select the appropriate detalls in the required fields.

3. Click the Save button.
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MailDirect displays the Campaign>Result screen.

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pyt Ltd {HO}
eeot———====Campaign st Manager —|Sfatistics —|Seffings ey === fogout

“Your campaign has been saved and added to the planned campaign.

© Plan
' Schedule
© view
 Test
© Start

Optimized for 1024 * 768
A Service By QuantumLink Communications Pyt Lud

Action Button

Figure 92: CAMPAIGN>RESULT

Users can select any one of the following options for a saved campaign:
¢ Save as a draft using the Plan option

Schedule for launch on a later date using the Schedule option
Preview using the View option

Test in real-time using the Test option

*® & o o

Launch immediately using the Start option.

Note: When the user selects an option, the action button changes to the option selected. The user can select
only one option at a time.

a. Tosave acampaign as a draft using the Plan option:

Note: The campaign has already been saved as a draft and added to planned campaigns.
The user should use this option only if needed.
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i.  Select the Plan option. The Plan button will be made available.

Note: By default, the Plan option is selected.

i. Click the Plan button.

MailDirect displays the Create New Campaign screen with the
campaign added to the Draft Email Campaigns section.

@ MailDirect - 2 13 Managed Email Marketing
: QuantumLink Communications Pt Ltd {HO}
Account —————[Campaign ————|{ist Manager ———Stafistics ———[Sefings————felp—————logout ————

To create a campsign, prepare your email message and map it to the list of recipients you want to communicste to.

® Create Email Campaign - Preparing Emsil Campsign is now so Ea:ye
® Create Email Campaign Online - Create Toxt Cmpaigu.

Ho Campaign Found.

Ho Campaign Found,

Sr Hame Status Repts Exp DT(MB) Created On
1 MailDirect Campaign Plannec 1 2010-06-21 10:46:46 |
2 Campaign for promotion of... Plannec o 0.00 2010-05-29 16:11:40
3 MailDirect new feature an... Planned o ooo 2010-05-2812:03:27
4 MailDirect survey module ... Planned o 0.00 2010-05-29 10:52:31

Note: Statistic s for completed campalgns are avallabie in Statistics section.

Optimized for 1024 * 765
A Service By GuantumLink Communications Pt Ltd

Figure 93: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO DRAFT EMAIL
CAMPAIGNS SECTION

b.  To schedule a campaign for launch at a later time using the Schedule
option:

i.  Select the Schedule option. The Schedule button will be made
available.

i. Click the Schedule button.
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MailDirect displays the Schedule Campaign screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Account————[campaign (st Manager Statistics ——————|Seftings ety iogout |
G . Schedule.C .
Campaign Schedule Date | 240672010
Campaign Schedule Time How : 11 ;I Minute : 30 ;I
Save Cancel
Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 94: SCHEDULE CAMPAIGN

Table 30: SCHEDULE CAMPAIGN

Field Description

Campaign Schedule Date Select an appropriate date on which the campaign will be
launched, from the calendar.

Campaign Schedule Time Select an appropriate hour and minute at which the campaign
will be the launched, from the drop-down lists.

Note: A campaign can only be scheduled to launch every hour or at
the 15th, 30th and 45th minute of an hour.

Select the appropriate details in the required fields.
iii.  Click the Save button.
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MailDirect displays the Create New Campaign screen with the
campaign added to the Scheduled Email Campaigns section,

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

To create a campaign, prepare your email message and map it to the list of recipients you want to communicate to

® Create Email Campaign - Preparing Emsil Campsign is now so Eaaye
® Create Email Campaign Online - Create Text Campaign.

Ho Campaign Found,

Sr Hame Status Repts Exp DT{MB} Scheduled On Created On
|1 MailDirect Campaign Scheduled 1 0.00 2010-08-24 11:30:00 2010-06-21 10:46.45 I

Sr Hame Status Repts Exp DT(MB) Created On
1 Campaign for promotion of... Planned a 0.00 2010-05-29 16:11:40
2 MailDirect new feature an... Planned a 0.00 2010-05-28 12:03.27
3 MailDirect survey module ... Planned a 0.00 2010-05-2910:52:31

Note: Stalistics far completed campaions are avaliable in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 95: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO SCHEDULED
EMAIL CAMPAIGNS SECTION

c. Topreview a campaign using the View option:
i.  Select the View option. The View button will be made available.
i.  Click the View button.
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MailDirect displays the Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Campaign 10 1277097117
Campaign Name MailDirect Campaign
Campaign Description Campaign for customer feedback

From email marketing@glc.in

Reply-To marketing@elc in

From name Dipa

Subject Customer feedback campaian

Recipients This Campaign is Maped to 1 Contact List vwith a totsl of 1 Emsil Recipients.
Expected Data Transfer 000MB(0S3KBX1)

Sr. Hame Description Email Ids
1 Posthlaster Express Pozthiaster Express 1
Wizard Schedule Test Start Abandon Cancel

Optimized for 1024 * 763,

A Service By O ink C i Put Ltd
Figure 96: DETAILS
Table 31: CAMPAIGN DETAILS
Field Description
#F Click this icon corresponding to the appropriate section to edit
the information displayed in that section.
+ Click this icon corresponding to the appropriate section to hide
the details displayed in that section.
3 Click this icon corresponding to the appropriate section to
download the information displayed in that section.
¥ Click this icon corresponding to the appropriate section to
display the detalils in that section.
Wizard Click this button to edit the campaign that is currently being
viewed.
Note: The user can edit the entire campaign.
Schedule Click this button to schedule the launch of the campaign, which
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is currently being viewed, to a later point of time.

Note: Instructions to schedule the campaign are given in step 3.b.i
and |ii.

Test Click this button to test the campaign, which is currently being
viewed, in real time.

Note: Instructions to test the campaign are given in step 3.d.ii and jii.

Start Click this button to immediately launch the campaign that is
currently being viewed.

Note: Instructions to start the campaign are given in step 3.e.ii and jii.

Abandon Click this button to abandon the campaign that is currently
being viewed.

Click the appropriate icons/buttons as required.
d. Totest a campaign for a real-time view using the Test option:
i.  Select the Test option. The Test button will be made available.
i.  Click the Test button.
MailDirect displays the Campaign screen.

Email Maobilelo Firstlame LastlHame
into@aglc in 19324157700 Dipa Subramanian\
Submit Close
A& zervice by QuantumLink Communications Put. Ltd

Figure 97: CAMPAIGN
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Table 32: TEST CAMPAIGN

Field Description

EMAIL Type an appropriate email address to which the campaign will
be sent for a test in real time.

MobileNo Type an appropriate mobile number of the recipient of the
campaign under test.

FirstName Type an appropriate first name of the recipient of the campaign
under test.

LastName Type an appropriate last name of the recipient of the campaign
under test.

Note: The number of fields for entering personal details can differ if the user has customized the fields using the
Fields Manager tab in the Settings menu.

Enter the appropriate details in the required fields.
iii.  Click the Submit button.

MailDirect displays the Campaign screen with test status.

Test mail sent

Close

A& zervice by QuantumLink Communications Put. Ltd

Figure 98: CAMPAIGN WITH TEST STATUS

iv. Click the Close button.

MailDirect displays the Campaign>Result screen, as shown in
Figure 92.

e. Tolaunch a campaign immediately using the Start option:
i.  Select the Start option. The Start button will be made available.
i.  Click the Start button,
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MailDirect displays a message.

The page at http:/ /www.maildirect.co.in says: il

9 Expected Diata Transfer : 0.00 ME { 0.55KB X 1)

Skart campaign?

Zancel

Figure 99: START CAMPAIGN MESSAGE

iii.  Click the OK button.
MailDirect displays the Campaign>Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Campaign 10 1277097117
Campaign Name MailDirect Campaign
Campaign Description Campaign for customer feedback

From email marketing@glc.in

Reply-To marketing@elc in

From name Dipa

Subject Customer feedback campaian

Recipients This Campaign is Maped to 1 Contact List with a totsl of 1 Emsil Recipients.
Expected Data Transfer 000MB(0S3KBX1)

Sr. Hame Description Email Ids

1 Posthlaster Express Posthiaster Express 1

This campaign has been completed

Optimized for 1024 * 763,
A Service By O ink € i ati Pyt Ltd

Figure 100: CAMPAIGN>DETAILS

Table 33: CAMPAIGN DETAILS

Field Description

+

Click this icon corresponding to the appropriate section to hide

the details displayed in that section.

Click this icon corresponding to the appropriate section to

Working with Email Campaigns
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download the information displayed in that section.

' Click this icon corresponding to the appropriate section to
display the detalils in that section.

Click the appropriate icons as required.
OR
Click the Start Campaign button.

Note: Instructions to start a campaign are given in steps 3.e.ii and ii.

4.2.2 Viewing Email Campaign Statistics Summary

& To view email campaign statistics summary

1. Onthe Campaign menu, click the Email Campaign option.
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MailDirect displays the Create New Campaign screen.

® Create Email Campaign - Preparing Email Campaign is now o Easyg
® Create Email Campaign Online - Create Toxt Campaiqn.

@ MailDirect . 7 03 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Account ——————|Campaign ——|lst Manager ———|Sfafistics ——|Seftings ————JHelp—————{ogout |

To creste & campaign, prepare your email message and map i to the list of recipients you want to communicste to.

Ho Campaign Found.

Ho Campaign Found.

Sr Hame Status Repts Exp DT(MB) Created On
1 Hew feature in PostMaster... Planned o ooo 2010-05-31 16:26:27
2 version upgrade in PostMa... Planned o 0.00 2010-05-2916:23:36
3 version upgrade in PostMa... Plannec o 0.0o 2010-05-2916:18:33
4 Campaign for promotion of... Planned a 0.00 2010-05-2916:11:40
5 MailDirect new feature an... Planned a ooo 2010-05-29 12:03:27
[ MailDirect survey moedule ... Plannec a 0.00 2010-05-29 1005231
Note: Statistic s for e are i in istics section
Optimized for 1024 * 763,
& Service By O i Pt Ltd
Figure 101: CREATE NEW CAMPAIGN
Table 34: STATISTICS
Field Description
Statistics > Active/Scheduled/Draft Email Campaigns

Name This section displays the name of the
campaign.

Click the name, which is a link, to view the
details about the corresponding email
campaign.

Status This section displays the status of the emall
campaign. The campaign status can either
be Active, or Scheduled or Planned.

Rcpts This section displays the number of
recipients of the email campaign.

Exp DT (MB) This section displays the data transferred for

Start On (Active)/Created On (Planned and
Scheduled)

the corresponding campaign, in MB.

This section displays the date on which the
corresponding campaign was
Started/created.

Working with Email Campaigns
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Note: The user can also click on the Statistics section link available below the Statistics>Draft Email
Campaigns sections to view the detailed statistics for the email campaigns.
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5 Working with SMS Campaigns

In this chapter, users will learn how to:

=  Manage a SMS campaign
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5.1

5.2

5.2.1

Introduction

Users can create new SMS campaigns and edit/modify existing ones to send
campaign messages to any GSM or CDMA number within India. They can:

= Start a campaign immediately

= Schedule it to start later

= Testitfor areal-time view

= View it

= Save it to the drafts folder for running later

= Abandon it (if active)

Users must attach contact list/s before launching the campaign. They can view
statistics summary of active or completed campaigns.

Managing SMS Campaign

This section provides instructions on how to create a SMS campaign and view
statistics summary.

Creating SMS Campaign

This section provides instructions on how to create quick SMS campaigns and
create campaigns using the wizard.,

& To create a SMS Campaign using Wizard:

1. Onthe Campaign menu, click the SMS Campaign option.
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MailDirect displays the Create New Campaign screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

A0 "SME Campaign” is sending of an SMS to a group of recipients who have opted in to an SMS list. A scheduled SMS campaign will send out the specific st pre-configured date /time. The
SMS texd to be sent out can be guickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipients you want to icate to.

® Create SMS Campaign Using Wizard - Typicafly for firsttime users. Preparing SIS Campaiqn is #ow 50 Fasy e|

® Create Guick SMS Campaign Online - Preferable For Use By Raguiar Users; Prapare Fmail Campaigr in @ Single Window 0

There are no Active campaidn

There are no Scheduled Campaigns:

Sr.  Hame Status From[GSM] From[CDMA] Repts Created On
introduction Planned 919324157700 o 2010-05-28 110321
2 MailDirect survey module introduction Planned 919824157700 o 2010-05-29 10:42:39

1 MailDirect survey modul

Note  Stetistics for SMS igns are avaiabie In Statistics section.

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 102: CREATE NEW CAMPAIGN

2. Click the Create SMS Campaign Using Wizard link.
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MailDirect displays the SMS Campaign Wizard - Welcome screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
‘Account | Campaign " |iist Manager —|Statistics ——|Seflings ———pieip = |ingout |
Steps Welcome to SMS Campaign Wizard

Prepsaring SMS Campaign is now so Easy Il
& cREATE CAMPAIGN )
“ 4 cAWPAIGN DETALS )
i compose wEssace )
© /P prRevIEW MESSAGE )
T B, seecrust D
™ Launc caupaiah )

Start Exit

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 103: SMS CAMPAIGN WIZARD - WELCOME

Note: Alternately, the user can click the SMS Campaign Wizard option on the Campaign menu.

3.  Click the Start button.
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MailDirect displays the SMS Campaign Wizard — Create Campaign screen.

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
Account —————[Campaign (st Manager Statistics—————|Seftings —————Hels———logout |
Ste ps Campaign Mame * MailDirect Campaign
Description * Campaign for customer feedback
F O = P ——
F cawpneNwizarD

e —
D cowomemsa )
C® mevennessaee )
B s

Mext == Exit

Optimized for 1024 * 7658
& Service By O ink C: icati: Pvt Ltd

Figure 104: SMS CAMPAIGN WIZARD - CREATE CAMPAIGN

Table 35: CREATING CAMPAIGN

Field Description
Campaign Name Type an appropriate name for the campaign.

This field is mandatory.

Description Type an appropriate description for the campaign.

This field is mandatory.

Enter the appropriate details in the required fields.
4.  Click the Next button.
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MailDirect displays the SMS Campaign Wizard — Campaign Send Details
screen.,

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

Steps From®* [GSM] 913824157700 0

[CDMA] | 919324157700

|
CE—
P cuenonverais
L e—
[ ——N
‘B seawr )

== Back Mext == Exit

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 105: SMS CAMPAIGN WIZARD - CAMPAIGN SEND DETAILS

Table 36: CAMPAIGN SEND DETAILS

Field Description

From Type the appropriate information to be displayed as the
campaign detalils.

The available fields are explained below-
= [GSM[:

Type an appropriate GSM number prefixed with 91
(country code) from which the campaign will be sent.

= [CDMAJ:

Type an appropriate COMA number prefixed with 91
(country code) from which the campaign will be sent.

This field is mandatory.

Enter the appropriate details in the required fields.

Note: For technical reasons, the user is advised to enter both GSM and CDMA numbers.
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5. Click the Next button
MailDirect displays the SMS Campaign Wizard — Campaign Message

@ MailDirect - 2 03 Managed Email Marketing
OuantumLink Communications Pwt Ltd {HO}
Account—————[Campaign ———|list Wariager [Statistics —————{Seffings el iggout |
Wour Message * i :
Steps = Select Personalize Code:  Select ;l
Message Size -----= [ 185 £ 320 - 2 SMS |
P » i
? CAMPAIGN WIZARD Hi “EFMAME: SeLRAME:,
P Pleaze feel free to get in touch with us if you do have any suggestion on how we can improve our services.
&> CREATE CAMPAIGN
[Thanks & Regards,

JOLC Marketing Team

dx' CAMPAIGN DETAILS

@ F E——— J Note: The above SMS count does not consider "Personalizstion” If YPersonalizstion” is used, the SMS count may wary for each

message based sctusl char length used for Personalizstion.

"B, smecrust h
© | Launch campaiGN

== Back Mext == Exit

Optimized for 1024 * 765
A Service By QuantumLink Communications Put Ltd

Text Area

Figure 106: SMS CAMPAIGN WIZARD - CAMPAIGN MESSAGE

Note: If the user has entered an invalid GSM or CDMA number, an error message is displayed, which prevents
the user from proceeding to the next step in the campaign creation.

If the user has entered only a COMA number, a warning message is displayed before the user can proceed to
the next step in the campaign creation.

Table 37: CAMPAIGN MESSAGE

Field Description

Your Message Type/Select the appropriate details to be displayed as the
campaign message.

The available fields are explained below-
=  Select Personalize Code:

Select an appropriate personalized code to be sent in the
campaign message.

= Text Area:

Type an appropriate campaign message.
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Note: The user can enter any number of characters for a campaign
message. The campaign message will be divided over multiple SMS
with each SMS containing160 characters.

The number of characters utilized in real-time (when a message is sent
to a recipient or tested by substitution of personalized fields as
appropriate) may differ from that at the time of creating a message due
to varying length of personal detalils.

This field is mandatory.

Enter/Select the appropriate details in required fields,
6. Click the Next button.
MailDirect displays the SMS Campaign Wizard — Preview screen,

@Ma"nirectvg = Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Reeount ————|Campaign (st Manager —[Statistics ——|Seffings ————Jrelp——fogout
Steps Mezsage Detsilz
Message Size 189 characters
O =
F cawpreNwizarD

T @ creATECAWPAIGN
© % camPmIGNDETALS Message Preview

Hi %FMAMES: %LMAMES:, Plesse feel fres to get intouch with us it you do have any suggestion on howy we can improve our services. Thanks &
 §¥4 compos EssacE |

Regards, QLC Marketing Team

" [, seecrusr )
© ™ LauncH camPain

== Back Ment == Exit

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 107: SMS CAMPAIGN WIZARD - PREVIEW

7. Click the Next button.
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MailDirect displays the SMS Campaign Wizard — List Map screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Sr. Hame Description Mobile Hos

Steps
[T This list contains allre... 2

i CAMPAIGNWIZARD | ¥ PostMaster Express Fosthiaster Express 1
e —————— [T testlist test 1
§) CREATE CAMPAIGN
" 4% CAMPAIGNDETAILS )
 §¥4 compos EssacE |
S PREVIEW MESSAGE |

© ™ Launch camPaie

== Back Mext == Exit

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 108: SMS CAMPAIGN WIZARD - LIST MAP

Table 38: LIST MAP

Field Description

Sr. Select the check boxes corresponding to the appropriate
contact list/s to be mapped to the campaign. The campaign
will be sent to all those who are included in these lists.

This field is not mandatory.

Name This section displays the name of the contact list.
Description This section displays the description about the contact list.
Mobile Nos This section displays the number of recipient mobile numbers

present in the corresponding contact list.

Select the appropriate check boxes.
8. Click the Next button.
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MailDirect displays the SMS Campaign Wizard — Action screen.

@ MailDirect . 20 Managed Email Marketing
OuantumLink Communications Pyt Ltd {HO}
Rccount——————|Campaign ———|list Maniager Statistics [Seftings ——————Help—————lagout |
Meszages Size 189
Steps
Recipients This Campaign is Maped to 1 Contact List with & total of 1 Mokile Recipierts.
&g cawpaicNwizaRD

£ o CREATE CAMPAIGN N & Plan Save Campalgn &3 Draft 50 &3 to Yiew Scheduled Testf Start later
& Schedule | Schedule the Campaign

© 4% CAMPAIGN DETAILS ) )
—/ T e Wiew the Campaign Information
P T —— ) )
Jhly COMPOSE MESSAGE C Test £ quick Test of the Campsign

[ Start Begin Campaign MCW |

© f® PREVIEWWESSAGE
"B, smecrust h

OQptimized for 1024 * 765
A Service By QuantumLink Communications Put Ltd

Action Button

Figure 109: SMS CAMPAIGN WIZARD - ACTION

9. Tolaunch a campaign:
Users can select any one of the following options:
= Save a campaign as a draft using the Plan option
= Schedule it for launch on a later date using the Schedule option
= Preview it using the View option
= Testitinreal-time using the Test option

= [aunch it immediately using the Start option.

Note: When the user selects an option, the action button changes to the option selected. The user can select
only one option at a time.

a. [osave acampaign as a draft using the Plan option:
i.  Select the Plan option. The Plan button will be made available,
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Note: By default, the Plan option is selected.

i.  Click the Draft button.

MailDirect displays the Create New Campaign screen with the
campaign added to the Planned SMS Campaigns section.

@ MailDirect . 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campaign —|{ist Manager —|Stafistics | Seffings = iiely——=====""fogout

A0 "SME Campsign” is sending of an SMS to a group of recipients who have opted in to an SMS list. A scheduled SMS campaign will send out the specific st pre-configured date time. The
SME texd to be sent out can be guickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipients you want to icate to.

® Create SMS Campaign Using Wizard - Typfcalfly for Firstdime nsers. Preparing SVIS Campaiqn is now 50 Fasy e

® Create Guick SMS Campaign Online - Preferable For Use By Requiar Users; Prepare Fmail Campaign in @ Single Window 0

There are no Active campaign

There are no Scheduled Campaigns.

Sr.  Hame Status From[GSM] From[CDMA] Repts Created On

MailDir ect Camipaign Planned 919824157700 919324157700 1 2010-06-21 1356:56]
2 MailDirect survey module introduction Planned 919324157700 a 2010-05-29 11:0%
3 MailDirect survey module intreduction Planned 819824157700 a 2010-05-29 10:42:39
Niote : Statistics for SME jgns are availabie in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 110: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO THE PLANNED
SMS CAMPAIGNS SECTION

b.  To schedule a campaign for launch at a later time using the Schedule
option:

i.  Select the Schedule option. The Schedule button will be made
available.

i. Click the Schedule button.
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MailDirect displays the SMS Campaign>Schedule SMS Campaign

screen.
@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account—————[Campaign st Maniager ——|stafistics ——Seffings el fogout |
SMS Campaign Schedule Date | 25/06/2010
SMS Campaign Schedule Time Hour @ 11 j Minute : 50 LI

Save Cancel

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 111: SMS CAMPAIGN>SCHEDULE SMS CAMPAIGN

Table 39: SCHEDULE SMS CAMPAIGN

Field Description

SMS Campaign Schedule Select an appropriate date on which the campaign will be
Date launched, from the calendar.

SMS Campaign Schedule Select an appropriate hour and minute at which the campaign

Time will be the launched, from the drop-down lists.

Note: A campaign can only be scheduled to launch every hour or at
the 15th, 30th and 45th minute of an hour.

Select the appropriate details in the required fields.

ii.  Click the Save button.
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MailDirect displays the Create New Campaign screen with the
campaign added to the Scheduled SMS Campaigns section,

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

An"SMS Campaign” is sending of an SMS to a group of recipierts who have opted into an SMS list. & scheduled SMS campaign will send out the specific st pre-configured date /time. The
SMS texd to be sent out can be guickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipi you want to i to.

® Create SMS Campaign Using Wizard - Typfeafly for firstdime asers. Preparing SVS Campaign is now 5o Easy 0

® Create Guick SMS Campaign Online - Praferadle For Use By Raquiar Users; Prepare Email Campaign in & Singfe Window o

There are no Active campaidn

=
=
=
@
5
=)
s
H

Status From[GSM] From[CDMA] Repts Scheduled On Created On
Scheduled 919824157700 919324157700 1 2010-06-25 11:30:00 201 0-06-21 13:56:56]

Sr. Hame Status From[GSM] From[CDMA] Repts Created On
1 MailDirect survey module introduction Planned 919324157700 o 2010-05-29 11:03 21
2 MailDirect survey module intreduction Planned 919324157700 a 2010-05-29 10:42:39
Note : Stetistics for SME are avallable in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 112: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO SCHEDULED
SMS CAMPAIGNS SECTION

c. Topreview a campaign using the View option:
i.  Select the View option. The View button will be made available.
i.  Click the View button.
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MailDirect displays the Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

SMS Campaign Mame MailDirect Campaign

Description Campaign for customer feedback

From [ZSM] | 919524157700
[COMA] 918324157700

Sr. Hame

Description Mobile Hos

1 PostMaster Express PostMaster Express 1
Wiizard Schedule Test Start Abandon Cancel
Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd
Figure 113: DETAILS
Table 40: CAMPAIGN DETAILS
Field Description
#F Click this icon corresponding to the appropriate section to edit
the information displayed in that section.
+ Click this icon corresponding to the appropriate section to hide
the details displayed in that section.
¥ Click this icon corresponding to the appropriate section to
display the detalils in that section.
Wizard Click this button to edit the campaign that is currently being
viewed.
Note: The user can edit the entire campaign.
Schedule Click this button to schedule the launch of the campaign, which

is currently being viewed, to a later point of time.
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Note: Instructions to schedule the campaign are given in step 9.b.ii
and iii.

Test Click this button to test the campaign, which is currently being
viewed, in real time.

Note: Instructions to test the campaign are given in step 9.d.ii and jii.

Start Click this button to immediately launch the campaign that is
currently being viewed.

Note: Instructions to start the campaign are given in step 9.e.i and ii.

Abandon Click this button to abandon the campaign that is currently
being viewed.

Click the appropriate icons/buttons as required.
d. Totest a campaign for a real-time view using the Test option:
i.  Select the Test option. The Test button will be made available.
i. Click the Test button.
MailDirect displays the Campaign screen.

Email Mobilelo Firstlame LastHame
info@alc in 919324157700 Dipa Subramsnian

Submit Close

A zervice by  QuantumLink Communications Put. Ltd

Figure 114: CAMPAIGN
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Table 41: TEST CAMPAIGN

Field

Email

MobileNo

FirstName

LastName

Description

Type an appropriate email address of the recipient of the
campaign under test.

Type an appropriate mobile number to which the campaign will
be sent for a test in real-time.

Type an appropriate first name of the recipient of the campaign
under test.

Type an appropriate last name of the recipient of the campaign
under test.

Note: The number of fields for entering personal details can differ if the user has customized the fields using the
Fields Manager tab in the Settings menu.

Enter the appropriate details in the required fields.
iii.  Click the Submit button.

MailDirect displays the SMS Campaign screen with test status.

Test SMS sent

Close

A service by OuantumLink Communications Put. Ltd

Figure 115: SMS CAMPAIGN WITH TEST STATUS

iv. Click the Close button.

MailDirect displays the SMS CAMPAIGN WIZARD - ACTION
screen, as shown in Eigure 109.

e. Tolaunch a campaign immediately using the Start option:

i.  Select the Start option. The Start button will be made available.
i.  Click the Start button,
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MailDirect displays a message.

The page at http:/ /www.maildirect.co.in says: il

9 Skart campaign?

Zancel

Figure 116: START CAMPAIGN MESSAGE

iii.  Click the OK button.
MailDirect displays the SMS Campaign>Details screen.

@ MailDirect . 2 02 Managed Email Marketing
GuantumLink Communications Pvt Ltd {HO}
Recount ——————[campaign —|lisfManager —|sfafistics ————{seftings ————ep——————rogaur —————

SMS Campaign Mame MailDirect Campaign

Description Campaign for customer feedback

From [ESM] | 919824157700
[COMA] | S19324H 57700

Sr. Hame Description Mobile Hos

1 PostMaster Express PostMaster Express 1

Optimized for 1024 * 768
A Service By O ink Communicati Put Ltdd

Figure 117: SMS CAMPAIGN>DETAILS

Table 42: SMS CAMPAIGN DETAILS

Field Description

+* Click this icon corresponding to the appropriate section to hide
the details displayed in that section.

¥ Click this icon corresponding to the appropriate section to
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display the detalils in that section.

Click the appropriate icons as required.

"~ To create a Quick SMS Campaign:

1. On the Campaign menu, click the SMS Campaign option.
MailDirect displays the Create New Campaign screen.

@ MailDirect . 2 02 Managed Email Marketing
GuantumLink Communications Pvt Ltd {HO}
Recount ——————[campaign —|lisfManager —|sfafistics ————{seftings ————ep——————rogaur —————

fLreatellew Campaign
An "SMS Campaign” is zending of an SMS to a group of recipients who have opted in to an SMS list. & scheduled SMS campaign will send out the specific at pre-configured date /time. The
SMS text to be sent out can be quickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipients you want to communicate to.

# Create SMS Campaign Using Wizard - Typicaily for first-Lime usors. Preparing SIS Campaigu is now so £ 0

® Create Quick SMS Campaign Online - Preferable For Use By Requiar Users; Prapare Fmail Campaiqn in a Singfe Window 0

There are no Active campaign

There are no Scheduled Campaigns.

Sr.  Name Status From[GSM] From[CDMA] Repts Created On
1 MailDirect survey module introduction Planned 9195824157700 919324157700 a 2010-05-28 11:03:21
2 MailDirect survey module introduction Planned 919324157700 a 2010-05-29 10:42:39

Note : Statistics far completed SMS campaigns are available in Statistics section

Optimized for 1024 * 768
A Service By O ink Communicati Put Ltdd

Figure 118: CREATE NEW CAMPAIGN

2. Click the Create Quick SMS Campaign Online link.

Page 128 of 282

Working with SMS Campaigns



MailDirect User Manual V1.0

MailDirect displays the SMS Direct>Quick SMS Campaign screen.

£ MailDirect . 213

Managed Email Marketing

Account——————|Campaign ——[[sf Manager [Statisties ————[Seftings————reln ————rogout |

Catmpaign Mame * MailDirect Campaign

Descrigtion * Carmpaign for customer feedback

From®* [GSM] 919324157700

®©0

[COMA] 919324157700

our Message * Select Personalize Code:  Select =l

QuantumLink Communications Pyt Ltd {HO}

Message Size ----- = [181 /320 - 25M5 ]

Hi FEHAME SeLMAMEY,

[Thanks & Regarcds,
2L C Marketing Team

Please feel free to get in touch with us if you have any sugaestion on howy wWe Can improve our services.

actusl char length used for Personalization.

Sr. Hame Description

- Al This list contains sl re..
2l PostMaster Express PostMaster Express

T testiist test

Submit Reset

Optimized for 1024 * 765
A Service By GuantumLink Communications Pyt Ltd

Mote: The above SMS count does not consider "Personalization” [f "Personslizstion”ys used, the SMS count may vary for each message hased

Mobile Hos

2
1
1

Text Area

Figure 119: SMS DIRECT>QUICK SMS CAMPAIGN

Note: Alternately, the user can click the Quick SMS Campaign option on the Campaign menu.

Table 43: QUICK SMS CAMPAIGN

Field Description

SMS Campaign Information

Type the appropriate detalils to be displayed as the campaign

information.
The available fields are explained below-
=  Campaign Name:
Type an appropriate name for the campaign.

This field is mandatory.

Working with SMS Campaigns
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SMS Information

Your Message

Recipients List

=  Description:
Type an appropriate description for the campaign.
This field is mandatory.
Type the appropriate details in the From fields to be displayed
as the SMS Information.
The available fields are explained below-
= [GSM]:

Type an appropriate GSM number prefixed with 91
(country code) from which the campaign will be sent.

= [CDMA]:

Type an appropriate COMA number prefixed with 91
(country code) from which the campaign will be sent.

This field is mandatory.

Type/Select the appropriate details to be displayed as the
campaign message.

The available fields are explained below-

= Select Personalize Code:

Select an appropriate personalized code to be sent in the
campaign message.

= Text Area:
Type an appropriate campaign message.

Note: The user can enter any number of characters for a campaign
message. The campaign message will be divided over multiple SMS
with each SMS containing 160 characters.

The number of characters utilized in real-time (when a message is sent
to a recipient or tested by substitution of personalized fields as
appropriate) may differ from that used at the time of creating a
message due to varying length of personal details.

This field is mandatory.

Select the appropriate check boxes to map the campaign to
the recipients.

The available options are explained below-

= S

Select the check boxes corresponding to the appropriate
contact list/s to be mapped to the campaign. The
campaign will be sent to all those who are included in
these lists.

This field is not mandatory.

= Name
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This section displays the name of the contact list.
=  Description

This section displays the description about the contact list.
=  Mobile Nos

This section displays the number of recipient mobile
numbers present in the corresponding contact list.

Enter/Select the appropriate details in the required fields.

Note: For technical reasons, the user is advised to enter both GSM and CDMA numbers.

3. Click the Submit button
MailDirect displays the SMS Campaign>Result screen.

@ MailDirect - 2 03 Managed Email Marketing
OuantumLink Communications Put Ltd {HO}
mecount ——==|Campaign [t Manager " |Statistics ——|Seffings el ——{lggout

“our SMS campaign has been saved and sdded to the planned SMS campaign

A —————————————————
* plan
' schedule
 View
 Test

' Start

Optimized for 1024 * 768
A Service By QuantumLink Communications Pvt Ltd

Action Button

Figure 120: SMS CAMPAIGN>RESULT

Working with SMS Campaigns Page 131 of 282



MailDirect User Manual V 1.0

4. Tolaunch a campaign:
Users can select any one of the following options:
= Save a campaign as a draft using the Plan option
= Schedule it for launch on a later date using the Schedule option
= Preview it using the View option
= Testitinreal-time using the Test option

= [aunch it immediately using the Start option.

Note: When the user selects an option, the action button changes to the option selected. The user can select
only one option at a time.

a. Tosave acampaign as a draft using the Plan option:

Note: The campaign has already been saved to the drafts and added to the planned campaigns.
The user should use this option only if needed.

i.  Select the Plan option. The Plan button will be made available,

Note: By default, the Plan option is selected.

i. Click the Plan button.
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MailDirect displays the Create New Campaign screen with the
campaign added to the Planned SMS Campaigns section.

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

An"SMS Campaign” is sending of an SMS to a group of recipierts who have opted into an SMS list. & scheduled SMS campaign will send out the specific st pre-configured date /time. The
SMS texd to be sent out can be guickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipi you want to i to.

® Create SMS Campaign Using Wizard - Typfeafly for firstdime asers. Preparing SVS Campaign is now 5o Easy 0

® Create Guick SMS Campaign Online - Praferadle For Use By Raquiar Users; Prepare Email Campaign in & Singfe Window o

There are no Active campaidn

There are no Scheduled Campsians.

Sr. Hame Status From[GSM] From[CDMA] Repts Created On
1 Maillirect Camipaign Planned 919824157700 919324157700 1 2010-08-21 13:56:56]

2 MailDirect survey module intreduction Planned 919324157700 a 2010-05-29 11:0%21
3 MailDirect survey module introduction Planned 519824157700 o 2010-05-29 10:42:39
Note  Statistics for SMS igns are avaiiabie in Statistics section.
Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 121: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO THE PLANNED
SMS CAMPAIGNS SECTION

b.  To schedule a campaign for launch at a later time using the Schedule
option:

i.  Select the Schedule option. The Schedule button will be made
available.

i. Click the Schedule button.
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MailDirect displays the SMS Campaign>Schedule SMS Campaign

screen.
@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account—————[Campaign st Maniager ——|stafistics ——Seffings el fogout |
SMS Campaign Schedule Date | 25/06/2010
SMS Campaign Schedule Time Hour @ 11 j Minute : 50 LI

Save Cancel

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 122: SMS CAMPAIGN>SCHEDULE SMS CAMPAIGN

Table 44: SCHEDULE SMS CAMPAIGN

Field Description

SMS Campaign Schedule Select an appropriate date on which the campaign will be
Date launched, from the calendar.

SMS Campaign Schedule Select an appropriate hour and minute at which the campaign

Time will be the launched, from the drop-down lists.

Note: A campaign can only be scheduled to launch every hour or at
the 15th, 30th and 45th minute of an hour.

Select the appropriate details in the required fields.

ii.  Click the Save button.
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MailDirect displays the Create New Campaign screen with the
campaign added to the Scheduled SMS Campaigns section,

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

An"SMS Campaign” is sending of an SMS to a group of recipierts who have opted into an SMS list. & scheduled SMS campaign will send out the specific st pre-configured date /time. The
SMS texd to be sent out can be guickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipi you want to i to.

® Create SMS Campaign Using Wizard - Typfeafly for firstdime asers. Preparing SVS Campaign is now 5o Easy 0

® Create Guick SMS Campaign Online - Praferadle For Use By Raquiar Users; Prepare Email Campaign in & Singfe Window o

There are no Active campaidn

Sr. Hame Status From[GSM] From[CDMA] Repts Scheduled On Created On
1 MailDirect Camipaign Scheduled 919824157700 519324157700 1 204 0-05-25 11:30:00 201 0-08-21 17:48:50]

Sr. Hame Status From[GSM] From[CDMA] Repts Created On
1 MailDirect survey module introduction Planned 919824157700 919324157700 o 2010-05-29 11:03 21
2 MailDirect survey module intreduction Planned 919324157700 a 2010-05-29 10:42:39
Note : Stetistics for SME are avallable in Statistics section.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 123: CREATE NEW CAMPAIGN WITH THE CAMPAIGN ADDED TO SCHEDULED
SMS CAMPAIGNS SECTION

c. Topreview a campaign using the View option:
i.  Select the View option. The View button will be made available.
i.  Click the View button.
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MailDirect displays the Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

SMS Campaign Mame MailDirect Campaign

Description Campaign for customer feedback

From [ZSM] | 919524157700
[COMA] 918324157700

Sr. Hame

Description Mobile Hos

1 PostMaster Express PostMaster Express 1
Wiizard Schedule Test Start Abandon Cancel
Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd
Figure 124: DETAILS
Table 45: CAMPAIGN DETAILS
Field Description
#F Click this icon corresponding to the appropriate section to edit
the information displayed in that section.
+ Click this icon corresponding to the appropriate section to hide
the details displayed in that section.
¥ Click this icon corresponding to the appropriate section to
display the detalils in that section.
Wizard Click this button to edit the campaign that is currently being
viewed.
Note: The user can edit the entire campaign.
Schedule Click this button to schedule the launch of the campaign, which

is currently being viewed, to a later point of time.
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Note: Instructions to schedule the campaign are given in step 4.b.ii
and iii.

Test Click this button to test the campaign, which is currently being
viewed, in real time.

Note: Instructions to test the campaign are given in step 4.d.ii and jii.

Start Click this button to immediately launch the campaign that is
currently being viewed.

Note: Instructions to start the campaign are given in step 4.e.ii and iii.

Abandon Click this button to abandon the campaign that is currently
being viewed.

Click the appropriate icons/buttons as required.
d. Totest a campaign for a real-time view using the Test option:
i.  Select the Test option. The Test button will be made available.
i. Click the Test button.
MailDirect displays the Campaign screen.

Email Mobilelo Firstlame LastHame
info@alc in 919324157700 Dipa Subramsnian

Submit Close

A zervice by  QuantumLink Communications Put. Ltd

Figure 125: CAMPAIGN
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Table 46: TEST CAMPAIGN

Field Description

EMAIL Type an appropriate email address of the recipient of the
campaign under test.

MobileNo Type an appropriate mobile number to which the campaign will
be sent for a test in real-time.

FirstName Type an appropriate first name of the recipient of the campaign
under test.

LastName Type an appropriate last name of the recipient of the campaign
under test.

Note: The number of fields for entering personal details can differ if the user has customized the fields using the
Fields Manager tab in the Settings menu.

Enter the appropriate details in the required fields.
iii.  Click the Submit button.

MailDirect displays the SMS Campaign screen with test status.

LT —
Test SMS sent.

Close

A& service by QuantumLink Communications Put. Ltd

Figure 126: SMS CAMPAIGN WITH TEST STATUS

iv. Click the Close button.

MailDirect displays the SMS Campaign>Result screen, as shown in
Figure 120.

e. Tolaunch a campaign immediately using the Start option:
i.  Select the Start option. The Start button will be made available.
i.  Click the Start button,
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MailDirect displays a message.

The page at http:/ /www.maildirect.co.in says: il

9 Skart campaign?

Zancel

Figure 127: START CAMPAIGN MESSAGE

iii.  Click the OK button.
MailDirect displays the SMS Campaign>Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

SMS Campaign Mame MailDirect Campaign

Description Campaign for customer feedback

From [ZSM] | 919524157700
[COMA] 918324157700

Sr. Hame Description Mobile Hos

1 Posthlaster Express Posthiaster Express 1

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 128: SMS CAMPAIGN>DETAILS

Table 47: SMS CAMPAIGN DETAILS

Field Description

Y Click this icon corresponding to the appropriate section to hide
the details displayed in that section.

¥ Click this icon corresponding to the appropriate section to
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display the detalils in that section.

Click the appropriate icons as required.

5.2.2 Viewing SMS Campaign Statistics summary

& To view SMS campaign statistics summary:

1. Onthe Campaign menu, click the SMS Campaign option.
MailDirect displays the Create New Campaign screen.

@ MailDirect . 2 03 Managed Email Marketing
GuantumLink Communications Pyt Ltd {HO}
Account ——=|Campaign —[List Manager ——[Sfafistics —Seffings = pelp = {{ogout

An "SMS Campaign” is sending of an SMS to a group of recipients who have opted in to an SMS list. & scheduled SMS campaign will send out the specific at pre-configured date fime. The
SMS text to be sent out can be quickly prepared on-line.

To create a campaign, prepare your SMS message and map it to the list of recipi you want to i to.

® Create SMS Campaign Using Wizard - Typically for firstdime users. Preparing SMS Campaign is now so Easy 0

® Create Guick SMS Campaign Online - Preferabie For Use By Regular Users; Prepare Email Campaign in @ Single Window 0

There are no Active campaidn.

There are no Scheduled Campaigns

Sr.  Hame Status From[GSM] From[CDMA] Repts Created On
1 MailDirect survey module introduction Plenned 919524157700 919324157700 0 2010-05-29 11:03:21
2 MailDirect survey module introduction Planned 919824157700 o] 2010-05-28 1004239
Note © Statistics for SME are i in istics section.
Optimized for 1024 * 763,
A Service By O ink C. icati Put Ltd

Figure 129: CREATE NEW CAMPAIGN

Table 48: STATISTICS

Field Description

Statistics > Active/Scheduled/Draft SMS Campaigns
Name This section displays the name of the
campaign.

Click the name, which is a link, to view the
details about the corresponding SMS
campaign.
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Status This section displays the status of the SMS
campaign. The campaign status can either
be Active, or Scheduled or Planned.

From[GSM] This field displays the GSM number from
which the campaign messages were/are
being (depending on whether the campaign
is active or has been completed) sent.

From[CDMA] This field displays the CDMA number from
which the campaign messages were/are
being (depending on whether the campaign
is active or has been completed) sent.

Rcpts This section displays the number of
recipients of the SMS campaign.

Start On (Active)/Created On (Planned and This section displays the date on which the
Scheduled) corresponding campaign was
started/created.

Note: The user can also click on the Statistics section link available below the Statistics>Draft SMS
Campaigns sections to view the detailed statistics for the SMS campaigns.
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) MailDirect
6 Working with Surveys

In this chapter, users will learn how to:

=  Manage a survey
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Users can create new surveys to gauge customer response to a product or service.
Survey questions can have a text based or an option based response facility. They
can also view the statistics summary. Users can choose one of the following options:

= Send the link to the survey questions via emails
= Putthe link on a website

= Runacombined survey.

This section provides instructions on how to create a Survey and view statistics

6.1 Introduction

6.2 Managing Survey
summary.

6.2.1 Creating Survey

=

This section provides instructions on how to create email based, website based and
combined (both email and website based) surveys.

To create an Email based Survey Campaign:

1. Onthe Campaign menu, click the Survey option.
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MailDirect displays the Introduction To Surveys screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Create Hew Survey

Surveys are used to collect quantitative information about in political poling and government, hesith, social science and marketing research. & survey may focus on opinions or factual
information depending on its purpose, and many surveys involve administering guestions to individuals. Surveys offer an easy method of carrying out online surveys. To creste an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wart to communicate to:

|0 Create Hew Survey - TRis is & quick & fast method of creating your 5urvey.|0

There are no Active Survey

Sr.  Hame Status Link Email Questions Repts Start Date Expiry Date
1 MailDirect survey Planned Invite: Wiz Email 1 a 2010-05-31

Mate : Statistics for Surveys past the expiry date are avaiiable In Statistics section Statistics section.

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 130: INTRODUCTION TO SURVEYS

2. Click the Create New Survey link.

Working with Surveys Page 145 of 282



MailDirect User Manual V 1.0

MailDirect displays the Survey Details screen.

@ MailDirect . 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account———|Campaign —— |t Wanager Staistics [Seftings el logout |
Mame of Survey * MailDirect Customer Survey
Steps
Survey Type * Invite “ia Email [Restricted] j 0
i Survey Expiry Date 15062010
oS . "
SURVEY QUESTIONS Receive Response by Email* © oves @ pg 0
Enshle Captcha * ® ves O o 0

@ Pace DESIGN
[ racepreviEw
) CREATE CAMPAIGN

(V] EXIT

Mext==

Optimized for 1024 * 768
& Service By OuantumLink Communications Put Ltd

Figure 131: SURVEY DETAILS

Table 49: SURVEY DETAILS

Field

Name of
Survey

Survey Type

Description

Type an appropriate name for the survey.

This field is mandatory.

Select an appropriate option to define the type of survey to be created, from the
drop-down list.

The available options are explained below-

Invite Via Email [Restricted]:
Select this option to create a survey that will be conducted via emalils.

This type of survey facilitates the user to send an invitation to the survey, via
email.

Public Link On Website [Public]:

Select this option to create a survey that will be conducted by using public
links on the user's Website.

This type of survey can be answered by anybody who visits the user's
website.

Combined [Restricted & Public]:

Select this option to create a survey that will be conducted via emails as
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well as by using public links on the user's Website.
This field is mandatory.
Survey Expiry  Select an appropriate date, month and year till when this survey will be
Date conducted.

This field is mandatory.

Receive Select either Yes or No to enable or disable receipt of survey responses by
Response by  emall.
Email

If Yes is selected, the Email Id To Receive Response text box will be made
available to the user.

|Email Id To Receive Response *

Figure 132: EMAIL ID TO RECEIVE RESPONSE FIELD

Type an appropriate email ID to which survey responses are to be sent by
the recipients.

Note: By default, No is selected.

This field is mandatory.

Enable Select either Yes or No to enable or disable Captcha (Completely Automated
Captcha Public Turing Test to tell Computers and Humans Apart). Selecting Yes ensures
that survey responses are not generated by computers.

Note: By default, Yes is selected.

This field is mandatory.

Enter/Select the appropriate details in the required fields,
3. Click the Next button.

Note: To create an email based survey, select the Invite Via Email [Restricted] option from the Survey Type
drop-down list.
The following steps are applicable only if the Invite Via Email [Restricted| option is selected.
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MailDirect displays the Survey Questions screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

|A(I(I Oueslionl |Pre\ri0us Surveysl

Steps

There are no Questions for the Survey

‘A eomsurvey ) Up | Down
@-smevauesmoms
‘@  PaceDESIGN )
B eaceereview )
‘ &) CREATE CAMPAIGN )

V] EXIT

==Hack Mext==

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 133: SURVEY QUESTIONS

4. To add questions:
Users can add questions by using:
¢ Add Question link (to add new guestions)
¢ Previous Surveys link (to add questions from existing surveys)
a. Toadd guestions using the Add Question link:
i.  Click the Add Question link.
MailDirect displays the Add/Edit Question screen.

Gestion * Fleaze enter your name
Responze Type * Text Box ;I
Mandatory ¥ es
Save - Cancel
L

Figure 134: ADD/EDIT QUESTION
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Giestion * Hiovwy do you rate Maillirect Service on a scale of 5 (1- poor, 2
Responze Type * Fiadio Button ;I
Response Yalues (Comma Separated) * 12345
Mandatory v Yes
Save Cancel
T ————

Figure 135: ADD/EDIT QUESTION [WITH RESPONSE VALUES FIELD]

Table 50: ADD/EDIT QUESTION

Field Description

Question Type an appropriate question.
This field is mandatory.
Response Type Select an appropriate option from the drop-down list, to define
the type of response for this guestion.
The available options are explained below -
= Text Box:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Text Area:

If this option is selected, a text area will be made available
to survey recipients for entering responses to the survey.

=  Drop Down Box:

If this option is selected, a drop-down box will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown in Figure 135.

Type the appropriate values separated by a comma.
This field is mandatory.
= Radio Button:

If this option is selected, radio buttons will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the

Working with Surveys Page 149 of 282



MailDirect User Manual V 1.0

survey, as shown in Figure 135.
Type the appropriate values separated by a comma.

The number of radio buttons that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
=  Check Box:

If this option is selected, check boxes will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown as in Figure 135.

Type the appropriate values separated by a comma.

The number of check boxes that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
=  Email:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Date:

If this option is selected, a calendar will be made available
to survey recipients for selecting responses to the survey.

This field is mandatory.

Mandatory Select this check box to make it mandatory for survey
recipients to respond to the question.

This field is not mandatory.

Enter/select the appropriate details in the required fields.
i.  Click the Save button to save the entered/selected information.

MailDirect  digplays the Survey Questions screen  with
added/modified questions.

Note: Only one question can be added at a time; the user can click either of the following:
u Add Questions link to add more new questions
. Previous Surveys link to add questions from a previous survey

- Next button to go to the Page Design screen

To edit a question added on the Survey Questions screen, the user can click the Edit link for the corresponding
question. MailDirect displays the Add/Edit Question screen with the details for the corresponding question. Edit
the details in the required fields.
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To delete a question added on the Survey Questions screen, the user can click the Delete link for the
corresponding question. The Delete link is only available if there are two or more questions on the Survey
Questions screen.

b. To add questions using the Previous Surveys link,
i.  Click the Previous Surveys link.

MailDirect displays the Get Questions from Previous Survey
screen,

Select * MailDirect survey ;I Ok

T

I sr. c;uea.?.;t-iun RBspnnseType I-I-;-si;nl;;;“\a‘:;lues
¥ Woul-d..y.l;u; Iiin-ent-c; run .a.a -r;;lé-r-}-ceting campaign using 5. * “iéé.d-i.c.u.Eluﬁnn “m_‘_‘r_‘es,Nn
F 2 l-l’\l'uul.d"y;; Iiin.aut.o. carryuu‘[cus’[omer survey fromo.. * . ._lé;dio Button “m_i-‘r-‘es,No
™3 Do you have any suggsstions on how we can improve fretares  |na
Submit Cancel

Figure 136: GET QUESTIONS FROM PREVIOUS SURVEY

Table 51: GET QUESTIONS FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate survey from the drop-down list.
This field is mandatory.

OK Click this button to display all the questions in the selected
survey.
Select Questions Select the check boxes corresponding to the appropriate

question/s to be added to the survey.

This field is not mandatory.

Select the appropriate details in the required fields.

i.  Click the Submit button to add the selected question/s from the
previous survey.

MailDirect displays the Survey Questions screen with the question/s
added from the previous survey.
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5. Click the Next button.

MailDirect displays the Page Design screen,

@ MailDirect 2 02 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
[Recount———————|Campaign —|(ist Wanager —|Staistics ——[Saftings ———|Help ———Jiogout |
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P Headler

WF) e suRver

) X By B B B®iv| o #2E &2 [E] Souies
rs “h N 5 _
@ smevaesons i p s p o s ciEEcFuisEEE==e0 s @009

E : Format Headig 1 - Fori daial - Size smal - T -

»

QuantumLink Communications Pvt
Ltd {HO}

MailDirect Customer Survey

Previous Survey

‘B eacePrevew

I's Y
&) CREATE CAMPAIGN
. et

Save Save & Mext

==Back Nent==

Cptimized for 1024 * 768,
A Service By QuantumLink Communications Put Ltd

Figure 137: PAGE DESIGN

6. To customize page design:
Users can customize the page design by using:
¢ Available customization tabs to create new designs
¢ Previous Survey link to import designs from previous surveys

a. Tocreate new designs using the customization tabs:
i.  Select the Header tab.

Note: By default, the Header tab is selected.

MailDirect displays the Page Design screen with the Header
options.
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Steps
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Text Area

Figure 138: PAGE DESIGN WITH

HEADER OPTIONS

Table 52: HEADER OPTIONS

Field

Text Area

Standard Format Options

Description

Type an appropriate header to be displayed in the header
section of the survey.

Note: By default, an appropriate header is displayed in the Text Area.
The user can make use of the default header. The user can edit and
use the default header.

The user can replace the default header with an appropriate header.

This field is not mandatory.

Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
i. Click the Save & Next button.
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MailDirect displays the Page Design screen with the Page
Instructions options.

Standard Format Options

@ MailDirect . 20 Managed Email Marketing
’ GuantumLink Communications Pyt Ltd {HO}
Mecotinl === Campaign —|[isf Manager —|Sfafisfics —Seffings [Help======= o=

Sleps Header _ Footer Thank you Message Display Settings Previous Survey
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i —

Save Save & Mext
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A Service By OuantumLink Communications Put Ltd

Text Area

Figure 139: PAGE DESIGN WITH PAGE INSTRUCTION OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Page Instructions tab to customize the page instruction of the survey.

If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 53: PAGE INSTRUCTION OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as a page
instruction in the survey.

Note: By default, an appropriate message is displayed as page
instruction in the Text Area. The user can make use of the default
message. The user can edit and use the default page instruction.
The user can replace the default message with an appropriate
message.
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This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
iii.  Click the Save & Next button.
MailDirect displays the Page Design screen with the Footer options.

Standard Format Qptions

@ MailDirect - 2 13 Managed Email Marketing
Aeeott === Campaign =[S Marager —|Sfafisfics

QuantumLink Communications Pvt Ltd {HO}
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B eeceemeven MailDirect Customer Survey 08-Jun-2010 ® QuantumlLink
- . .
Communications Pvt Ltd {HO} 2010

&) CREATE CAMPAIGN
o) EXIT

Save Save & hlext

==Back Mext==

Optimized for 1024 * 763,
A Service By QuantumLink Communications Pyt Ltd

Text Area

Figure 140: PAGE DESIGN WITH FOOTER OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Footer tab to customize footer of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 54: FOOTER OPTIONS

Field Description
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Text Area Type an appropriate footer to be displayed in the footer section
of the survey.

Note: By default, an appropriate footer is displayed in the Text Area.
The user can make use of the default footer. The user can edit and
use the default footer.

The user can replace the default footer with an appropriate footer.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/select the appropriate detalils in the required fields,
iv. Click the Save & Next button.

MailDirect displays the Page Design screen with the Thank you
Message options.

Standard Format Options

@ MailDirect . 2.0 Managed Email Marketing
’ OuantumLink Communications Pyt Ltd {HO}
ecotinl === Campaign —|[isf Manager —|Sfafisfics —Seffincs [Help======= o=
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O EXIT
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Text Area

Figure 141: PAGE DESIGN WITH THE THANK YOU MESSAGE OPTIONS
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Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Thank you Message tab to customize the thank you message of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 55: THANK YOU MESSAGE OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as a thank you
message in the survey.

Note: By default, an appropriate message is displayed as thank you
message in the Text Area. The user can make use of the default
message. The user can edit and use the default thank you message.
The user can replace the default message with an appropriate
message.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
v. Click the Save & Next button,
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MailDirect displays the Page Design screen with the Display
Settings options.

@ MailDirect . 2 13 Managed Email Marketing
BuantumLink Communications Put Ltd {(HO}
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Figure 142: PAGE DESIGN WITH THE DISPLAY SETTINGS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Display Settings tab to customize the display settings of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 56: HEADER OPTIONS

Field Description

Page Select the appropriate options to apply to the survey page.
The available options are explained below-
= Page Background Color:

Select an appropriate page background color from the
color palette.

= Page Border Color:

Select an appropriate page border color from the color
palette.

= Page Border Size:

Select an appropriate page border size from the drop-
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Font

Table

Input

down list.

= Page Border Style:

Select an appropriate page border style from the drop-
down list.

This field is not mandatory.
Select the appropriate font options to apply to the text in the
survey.
The available options are explained below-
® Font Name:

Select an appropriate font name from the drop-down list.
= Font Color:

Select an appropriate font color from the color palette.
=  Font Type:

Select an appropriate font type from the drop-down list.
= Font Size:

Select an appropriate font size from the drop-down list.
This field is not mandatory.
Select the appropriate table options to apply to the table in the
survey.
The available options are explained below-
= Table Width:

Select an appropriate table width from the drop-down list.
= Table Border Size:

Select an appropriate table border size from the drop-down
list.

= Table Border Color:

Select an appropriate table border color from the color
palette.

This field is not mandatory.

Select the appropriate input options to apply to the Input fields
in the survey.

The available options are explained below-

"  |nput Width:

Select an appropriate width for the input fields from the
drop-down list.

® Input Border Size:

Select an appropriate border size for the input fields from
the drop-down list.

= |nput Border Color:

Select an appropriate border color for the input fields from
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the color palette.

This field is not mandatory.

Select the appropriate details in the required fields.
vi. Click the Save & Next button,
MailDirect displays the Page Preview screen,
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o =
® 5
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Optimized for 1024 * 768,
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Figure 143: PAGE PREVIEW

Note: Alternatively, the user can click the Next button on the Page Design screen, which also displays the Page
Preview screen without saving the latest changes in the Page Design screen.

The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can click the tabs in any order to customize the survey page design as needed.

b.  Toimport designs from previous surveys using the Previous Survey link.
i.  Click the Previous Survey link on the Page Design screen.
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MailDirect displays the Get Page Design from Previous Survey
screen.

x

Select *| --Select- |

Figure 144: GET PAGE DESIGN FROM PREVIOUS SURVEY

Select * || PosthMaster Exprass survey ;I
Add * | oHeader
Preview B 5
QuantumLink Communications Pvt Ltd {HO} =
Cthers| [ Page Instructions
I¥: Faoter
[ Thank vou Meszage
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Submit Cancel
e ¥ F= 1 | ¥ T P T — |

Figure 145: GET PAGE DESIGN FROM PREVIOUS SURVEY [WITH OPTIONS TO IMPORT
PAGE DESIGN]

Table 57: GET PAGE DESIGN FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate previous survey from which the page
design is to be imported, from the drop-down list.

On selecting the appropriate survey, other page design options
will be made available, as shown in Figure 145.

This field is mandatory.

Add Displays the header.

Note: The Header of the previous survey will always be added.

Preview Provides a preview of the selected survey header.

Others Select the appropriate check boxes to import the page design
for the corresponding sections from the selected survey.

The available options are explained below-
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= Page Instructions

Select this check box to import the page instructions from
the selected survey.

= Footer

Select this check box to import the footer from the
selected survey.

= Thank You Message

Select this check box to import the thank you message
from the selected survey.

= Style

Select this check box to import the style from the selected
survey.

Select the appropriate details in the required fields.
i.  Click the Submit button.

MailDirect displays the Page Design screen (with the design
selected above), as shown in Figure 137.

The user can customize the imported page design as needed.

Note: Instructions to customize the page design are given in step 6.

7. Click the Next button on the Page Preview screen.

Note: MailDirect displays the Create Campaign screen.
Refer to the create campaign section for more detalls.

& To create a Website based Survey Campaign:

1. Onthe Campaign menu, click the Survey option.
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MailDirect displays the Introduction To Surveys screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Create Hew Survey
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|0 Create Hew Survey - TRis is & quick & fast method of creating your 5urvey.|0

There are no Active Survey
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Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 146: INTRODUCTION TO SURVEYS

2. Click the Create New Survey link.
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MailDirect displays the Survey Details screen.

@ MailDirect . 203 Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account———|Campaign —— |t Wanager Statistics [Seftings el logout |
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Steps
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Figure 147: SURVEY DETAILS

Table 58: SURVEY DETAILS

Field Description
Name of Type an appropriate name for the survey.
Survey

This field is mandatory.
Survey Type Select an appropriate option to define the type of survey to be created, from the
drop-down list.
The available options are explained below-
= Invite Via Email [Restricted]:
Select this option to create a survey that will be conducted via emails.

This type of survey facilitates the user to send an invitation to the survey, via
email.

=  Public Link On Website [Public]:

Select this option to create a survey that will be conducted by using public
links on the user's Website.

This type of survey can be answered by anybody who visits the user's
website.

=  Combined [Restricted & Public]:

Select this option to create a survey that will be conducted via emails as well

Page 164 of 282

Working with Surveys



MailDirect User Manual V1.0

Survey
Expiry Date

Receive
Response by
Email

Enable
Captcha

Track
Respondent
Email
Address

as by using public links on the user's Website.
This field is mandatory.
Select the appropriate date, month and year till when this survey will be
conducted.
This field is mandatory.
Select either Yes or No to enable or disable receipt of survey responses by
email.

If Yes is selected, the Email Id To Receive Response text box will be made
available to the user.

|Email Il To Receive Response *

Figure 148: EMAIL ID TO RECEIVE RESPONSE FIELD

Type an appropriate email ID to which survey responses are to be sent by
the recipients.

Note: By default, No is selected.

This field is mandatory.

Select either Yes or No to enable or disable Captcha (Completely Automated
Public Turing Test to tell Computers and Humans Apart). Selecting Yes ensures
that survey responses are not generated by computers.

Note: By default, Yes is selected.

This field is mandatory.
Select or clear the Yes check box to enable or disable tracking of the
respondent’'s email address.

If the check box is selected, the Survey Query for Track Respondent Email
Address text box will be made available to the user.

Survey Guery for Track Respondent Email Address * “our Email Address 0

Figure 149: SURVEY QUERY FOR TRACK RESPONDENT EMAIL
ADDRESS FIELD

Type an appropriate survey query that will be displayed to the survey
respondents.
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Note: By default, Your Email Address is displayed in the text box.

This field is mandatory.

Enter/Select the appropriate detalls in the required fields,

3. Click the Next button.

Note: To create a Website based survey, select the Public Link On Website [Public] option from the Survey

Type drop-down list.
The following steps are applicable only if the Public Link On Website [Public] option is selected.

MailDirect displays the Survey Questions screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout
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Steps
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Figure 150: SURVEY QUESTIONS
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@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pyt Ltd {HO}
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Figure 151: SURVEY QUESTIONS [IF THE TRACK RESPONDENT EMAIL ADDRESS FIELD IS
SELECTED]

Note: Figure 151 is displayed only if the Track Respondent Email Address field is selected in the Survey
Details screen.

4. To add questions:
Users can add questions by using:
¢ Add Question link (to add new questions)
¢ Previous Surveys link (to add guestions from existing surveys)
a. o add guestions using the Add Question link:
i.  Click the Add Question link.
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MailDirect displays the Add/Edit Question screen.

Gestion * Pleaze enter wour name
Responze Type * Text Box ;I
Mandatary v Yes
Save  Cancel
T

Figure 152: ADD/EDIT QUESTION

Gestion * Hiovwy do you rate MailDirect Service on a scale of 5 (1- poor, 2
Responze Type * Fiadio Button ;I
Response Yalues (Comma Separated) * 12345
Mandatary E v Yes
Save Cancel
T ————

Figure 153: ADD/EDIT QUESTION [WITH RESPONSE VALUES FIELD]

Table 59: ADD/EDIT QUESTION

Field Description

Question Type an appropriate question.
This field is mandatory.
Response Type Select an appropriate option from the drop-down list, to define
the type of response for this question.
The available options are explained below -
= Text Box:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Text Area:

If this option is selected, a text area will be made available
to survey recipients for entering responses to the survey.

=  Drop Down Box:

If this option is selected, a drop-down box will be made
available to survey recipients for selecting a response to
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the survey.

On selecting this option, a Response Values text box will
e made available to the user for defining responses to the
survey, as shown in Figure 153.

Type the appropriate values separated by a comma.
This field is mandatory.

= Radio Button:

If this option is selected, radio buttons will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown in Figure 153.

Type the appropriate values separated by a comma.

The number of radio buttons that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
=  Check Box:

If this option is selected, check boxes will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown as in Figure 1583.

Type the appropriate values separated by a comma.

The number of check boxes that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
= Email:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Date:

If this option is selected, a calendar will be made available
to survey recipients for selecting responses to the survey.

This field is mandatory.

Mandatory Select this check box to make it mandatory for survey

recipients to respond to the question.

This field is not mandatory.

Enter/Select the appropriate details in the required fields.

i. Click the Save button to save the entered/selected information.
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MailDirect displays the Survey Questions screen with the new
question added.

Note: Only one question can be added at a time; the user can click either of the following:
" Add Questions link to add more new questions
" Previous Surveys link to add questions from a previous survey

. Next button to go to the Page Design screen

To edit a question added on the Survey Questions screen, the user can click the Edit link for the corresponding
question. MailDirect displays the Add/Edit Question screen with the details for the corresponding question. Edit
the detalils in the required fields.

To delete a question added on the Survey Questions screen, the user can click the Delete link for the
corresponding question. The Delete link is available only if there are two or more questions on the Survey
Questions screen.

If the Track Respondent Email Address field is selected, the Delete link is available only if there are more than
two questions on the Survey Questions screen.

b. To add questions using the Previous Surveys link,
i.  Click the Previous Surveys link.
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MailDirect displays the Get Questions from Previous Survey
screen.

Select *| MailDirect survey LI Ok
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Submit Cancel

Figure 154: GET QUESTIONS FROM PREVIOUS SURVEY

Table 60: GET QUESTIONS FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate survey from the drop-down list.

This field is mandatory.

OK Click this button to display all the questions in the selected
survey.
Select Questions Select the check boxes corresponding to the appropriate

question/s to be added to the survey.

Select the appropriate details in the required fields.

i.  Click the Submit button to add the selected question/s from the
previous survey.
MailDirect displays the Survey Questions screen with the question/s
added from the previous survey.

5. Click the Next button.
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MailDirect displays the Page Design screen,

@ MailDirect . 2 03 Managed Email Marketing
’ QuantumLink Communications Pyt Ltd {HO}
(Account ———|Campaign —|list Manager —{Sfafistics —|Seftings —JHelp——iogout |
Steps _ Page Instructions Footer Thank You Message Display Settings
Header
EDIT SURVEY
2 rame ) 0 #  BE & Esouce
P~ e N
@ srevastons ) i p 7 gl s ciiEElrmwisEle=an s @nosos
ﬁ E Foimat Heading 1 - | Font |Arial = | Size smal - E Tﬁ' %'
o —— - - - 2
B wmemeen D QuantumLink Communications Pvt

©Q  suRvEYLINK ) Ltd {HO}

o EXIT

MailDirect Customer Response

Sawve Save & Mext

==Back Mesxt==

Optimized for 1024 * 765
A Service By QuantumLink Communications Pyt Ltd

Figure 155: PAGE DESIGN

6. To customize page design:
Users can customize the page design by using:
¢ Avallable customization tabs to create new designs
¢ Previous Survey link to import designs from previous surveys
a. Tocreate new designs using the customization tabs:
i.  Select the Header tab.

Note: By default, the Header tab is selected.
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MailDirect displays the Page Design screen with the Header

options.
Standard Format Options
@ MailDirect . 2 03 Managed Email Marketing
: GuantumLink Communications Put Ltd {HO}
Account ————|Campaign —|List Manager —|Statistics —|Seffings [Help——————{iogaut ————|

Steps _ Page Instructions Footer Thank ¥ il Display ing: Previous Survey
P Header /
=) EDT suRVEY - ~ =
HIN ¢ L E 2 Source

p-

Y
@ somevavestons ) | p 7 g o = ui=s[E==e ¢ &@0O= @ @

E Fommat Heading 1 = | Font |Arial = | Size smal - Tﬂ' %'

P

B memee | QuantumLink Communications Pvt

|»

%Lg Ltd {HO}

& e
e — S
MailDirect Customer Response -

=l
A S By @ Om‘lmilefrfif 22024 : 788" ati Pwt Ltd
Text Area
Figure 156: PAGE DESIGN WITH HEADER OPTIONS
Table 61: HEADER OPTIONS
Field Description
Text Area Type an appropriate header to be displayed in the header

section of the survey.

Note: By default, an appropriate header is displayed in the Text Area.
The user can make use of the default header. The user can edit and
use the default header.

The user can replace the default header with an appropriate header.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.
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Enter/Select the appropriate details in the required fields.
i.  Click the Save & Next button.

MailDirect displays the Page Design screen with the Page
Instructions options.

@ MailDirect . 2 03 Managed Email Marketing
: QuantumLink Communications Pvt Ltd {HO}
Reatint === Campaign |l Manager—|Sfafisfics | [Help=== i agant ]

Standard Format Qptions

Steps Header _ Footer Thank you Mlessage Display Settings Previous Survey
Page Instructions

A ———.

) EoiTsurveY

e — O ¢ L B 7 [ESowce
R o N

B swrevausions ) L g g ok W : = uwiE===eal¢ oz 0
E Foimat Heading 3 = | Font |Arial = | Size smal - Tﬂ' %'
B raceeeven ) |OuUr marketing team would like to know you better; please
" |take time out to answer a few question to help us service you
% swErLRK | patter

(0] EXIT

Save Save & Mext
==Back Mext==

Optimized for 1024 * 765,
A Service By GQuantumLink Communications Pwt Ltd

Text Area

Figure 157: PAGE DESIGN WITH PAGE INSTRUCTION OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Page Instructions tab to customize the page instruction of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes

will be discarded.

Table 62: PAGE INSTRUCTION OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as page
instruction in the survey.

Note: By default, an appropriate message is displayed as page
instruction in the Text Area. The user can make use of the defaullt
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message. The user can edit and use the default page instruction.
The user can replace the default message with an appropriate
message.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
iii.  Click the Save & Next button.
MailDirect displays the Page Design screen with the Footer options.

Standard Format Options

@ MailDirect . 2 03 Managed Email Marketing
(necount ——————|Campaign —|{isf Wanager ——|Staisties |

OuantumLink Communications Pyt Ltd {HO}

[Hetp ——————iogaut ———|

Steps Header Page Instructions _ Thank you Message Display Settings Previous Survey
Footer

€3 eomsuRver - - =

i TS fo o g % B @ Esoce

Far -~ [ | N

B sorvevausstions ) g ;g ok e D= i = wi=z=[E]==a ¢ @ oles ol

ﬁ E Foimat Heading 3 - | Font | Arial - | Size | small - E Tﬂ' @'

B pace previEn MailDirect Customer Response Survey 17-Jun-2010 ®
. J " e as
QuantumLink Communications Pvt Ltd {HO)} 2010

© @y SURVEYLINK )
o EXIT

Sawve Save & Mext

==Back Mexd==

Optimized for 1024 * 765
A Service By QuantumLink Communications Pyt Ltd

Text Area

Figure 158: PAGE DESIGN WITH FOOTER OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Footer tab to customize footer of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.
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Table 63: FOOTER OPTIONS

Field Description

Text Area Type an appropriate footer to be displayed in the footer section
of the survey.

Note: By default, an appropriate footer is displayed in the Text Area.
The user can make use of the default footer. The user can edit and
use the default footer.

The user can replace the default footer with an appropriate footer.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/select the appropriate details in the required fields.
iv. Click the Save & Next button.
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MailDirect displays the Page Design screen with the Thank you
Message options.

Standard Format Qptions

@ MailDirect . 2 03 Managed Email Marketing
(nccount ——————|Campaign ——|List Wanager ——|Statisties |

QuantumLink Communications Pyt Ltd {HO}

[Hetp——————iogout |

Header Page Instructions Footer Display Settings Previous Survey

Steps
Thank you Message

Y

€A EomsuRver . =

- Hl| g ¢ 2L B & ESowce

A Y. Y N 3 A

B srvevaesmions) ;g | 7 (o || w2z e e i =ee s @o)s 0
S E Foimat Heading 3 - | Font |Anial = | Size smal - E TI' @'

B pace previen A big thank you to you for participating in this survey.
———————————— For any clarifications or queries, please feel free to contact
—e [email-address]

O EXIT

Save Save & Mext

==Back Mesxt==

Optimized for 1024 * 765
A Service By QuantumLink Communications Pyt Ltd

Text Area

Figure 159: PAGE DESIGN WITH THE THANK YOU MESSAGE OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Thank you Message tab to customize the thank you message of the survey.

If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 64: THANK YOU MESSAGE OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as a thank you
message in the survey.

Note: By default, an appropriate message is displayed as thank you
message in the Text Area. The user can make use of the default
message. The user can edit and use the default thank you message.
The user can replace the default message with an appropriate
message.
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This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate detalls in the required fields.
v. Click the Save & Next button,

MailDirect displays the Page Design screen with the Display
Settings options.

@ MailDirect . 2 03 Managed Email Marketing
Q ink C. icati Pwt Ltd {HO}
(Aceount | Campaign ——|lisf Maniager [Staisties —————seffings—————nelp————lagaut |
Ste ps Header Page Instructions Footer Thank you Message _ Previous Survey
Display Settings
“4A e surver N e
‘@ sorver avesrons mE
su QUESTIONS Page Backaround Colar #FFFFFF Page Border Size 3px ;I
ﬁ Page Border Color #000000 ._ Page Border Style solicd ;I
Font
d @ PAGEPREVIEW | | Fort Name Verdana, Geneva, sans-serif x| Fort Type Harmal x|
% SURVEY LINK Font Calar #000000 ._ Font Size 10px LI
Table
(V] EXIT
x—) Table Width 100%. LI Tahle Border Color #000000 ._
Table Border Size 2px LI
Input
Input Wyidth 200px LI Input Border Color #000000 ._
Input Border Size Apx LI
Sawe Save & hext
==Back hlest==
Optimized for 1024 * 768
A Service By O ink C icati Put Ltd

Figure 160: PAGE DESIGN WITH THE DISPLAY SETTINGS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Display Settings tab to customize the display settings of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.
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Table 65: HEADER OPTIONS

Field
Page

Font

Table

Description

Select the appropriate options to apply to the survey page.

The available options are explained below-

Page Background Color:

Select an appropriate page background color from the
color palette.

Page Border Color:

Select an appropriate page border color from the color
palette.

Page Border Size:

Select an appropriate page border size from the drop-
down list.

Page Border Style:

Select an appropriate page border style from the drop-
down list.

This field is not mandatory.

Select the appropriate font options to apply to the text in the
survey.

The available options are explained below-

Font Name:

Select an appropriate font name from the drop-down list.
Font Color:

Select an appropriate font color from the color palette.
Font Type:

Select an appropriate font type from the drop-down list.
Font Size:

Select an appropriate font size from the drop-down list.

This field is not mandatory.

Select the appropriate table options to apply to the table in the
survey.

The available options are explained below-

Table Width:
Select an appropriate table width from the drop-down list.
Table Border Size:

Select an appropriate table border size from the drop-down
list.

Table Border Color:

Select an appropriate table border color from the color
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palette.
This field is not mandatory.
Input Select the appropriate input options to apply to the Input fields
in the survey.
The available options are explained below-
®"  |nput Width:

Select an appropriate width for the input fields from the
drop-down list.

= |nput Border Size:

Select an appropriate border size for the input fields from
the drop-down list.

" |nput Border Color:

Select an appropriate border color for the input fields from
the color palette.

This field is not mandatory.

Select the appropriate details in the required fields.
vi. Click the Save & Next button.
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MailDirect displays the Page Preview screen.

@ MailDirect - 203 Managed Email Marketing
QuamtumLink Communications Pvt Ltd {HO}
Account ———|Campaign —|List Manager —|Statistics ——|Seffings el Jiogout |
Steps QuantumLink Communications Pvt Ltd {HO}

f\-a e —— MailDirect Customer Response Survey
B ——

(Our marketing team would like to know you better; please take time out to answer a few question to help
SURVEY QUESTIONS us service you better
’ef PAGE DESIGN ) 1 |enter your name *
2 [|vour Email Address *
poor, 2- Below average, 3- Average, 4- Good, 5-
Gy suRvErLINK ™ Excellent) * (S
— O
O e ) €
s
4 |Do you have any suggestion on how we can imprave our
service?
5 |Enter the validation code displayed in the image. * ——H
F 458

Submit Reset
MailDivect Gustomer Response Survey 17-un-2010 © Quantumiink Cormunications Pvt Lid {HO}
2010

==Back MNexte>=

Optimized for 1024 * 765
A Service By GuantumLink Communications Pyt Ltd

Figure 161: PAGE PREVIEW

Note: Alternatively, the user can click the Next button on the Page Design screen, which also displays the Page
Preview screen without saving the latest changes in the Page Design screen.

The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can click the tabs in any order to customize the survey page design as needed.

b. Toimport designs from previous surveys using the Previous Survey link.
i.  Click the Previous Survey link on the Page Design screen.

MailDirect displays the Get Page Design from Previous Survey
screen.

Select * | --Select--

Figure 162: GET PAGE DESIGN FROM PREVIOUS SURVEY
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—

Select *| PostMaster Express survey LI
St 0 Header
Preview -
QuantumLink Communications Pvt Ltd {HO} ﬂ

Cthers| W page Instructions
¥} Faater
I Thank vou Meszage
O Style

Submit Cancel

Figure 163: GET PAGE DESIGN FROM PREVIOUS SURVEY [WITH OPTIONS TO IMPORT
PAGE DESIGN]

Table 66: GET PAGE DESIGN FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate previous survey from which the page
design is to be imported, from the drop-down list.

On selecting the appropriate survey, other page design options
will be made available, as shown in Figure 163.

This field is mandatory.

Add Displays the header.

Note: The Header of the previous survey will always be added.

Preview Provides a preview of the selected survey header.

Others Select the appropriate check boxes to import the page design
for the corresponding sections from the selected survey.
The available options are explained below-
= Page Instructions

Select this check box to import the page instructions from
the selected survey.

= Footer

Select this check box to import the footer from the
selected survey.

= Thank You Message

Select this check box to import the thank you message
from the selected survey.

= Style
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Select this check box to import the style from the selected
survey.

Select the appropriate details in the required fields.
i.  Click the Submit button.

MailDirect displays the Page Design screen (with the design
selected above), as shown in Eigure 155.

Note: Instructions to customize the page design are given in step 6.

7. Click the Next button on the Page Preview screen.
MailDirect displays the Survey Link screen.

Firstlink

@MailDirec‘tvzua Managed Email Markest
’ QuantumLink Communications Put Ltd {HO}
Mecount————|Campaign —|isf Manager [Seffings === el ===l ggout =

This Sugvey is not active

[Click here

Mate: After activa

Steps

gfl, the Questions cannot be added, deleted or madifed.

. \=] EDITSURVEY )
SURVEY QUESTIONS O [click herelfo set the Start Date for the Survey
@ eacepesion

[B  racerreviEW

“t EXIT )

==Back Dane

Optimized for 1024 * 765
A Service By OuantumLink Communications Put Ltd

Figure 164: SURVEY LINK

8. To activate a survey:
Users can activate a survey by using:

¢+ Click here to activate the Survey now link (the First Link) to activate the
survey immediately
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¢+ Click here to set the Start Date for the Survey link (the Second Link) to
activate the survey on a later date

a. loactivate a survey immediately:
i.  Clickthe first Click here link.
MailDirect displays a message.

Figure 165: ACTIVATE SURVEY MESSAGE

i.  Click the OK button.
MailDirect displays the Survey Link screen with the link for the

sunvey.
@MailDirectvz.ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account————[campaign ———|(ist Manager ———[Stafistics - Setings - nels ————iogout |
Steps The Survey is active since 2010-0617 and will expire on 20100708,

The link of the Survey isjhttp:/www.maildirect.co.in/surveyformindesx.hitm ¥ 2xpZW50X 2IkP XFs Y13y MTO1 Inll1cnZle VopZDo 3 |

o
[ ——

“ EXIT »

==Back Done:

Optimized for 1024 * 763,
A Service By OuantumLink Communications Pyt Ltd

Figure 166: SURVEY LINK WITH THE LINK FOR THE SURVEY

Note: The user has to copy the survey link to the appropriate website on which the survey will be conducted.
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iii.  Click the Done button.

MailDirect displays the Introduction To Surveys screen with the
survey added to the Active Surveys section.

@ MailDirect . 2 02 Managed Email Marketing
’ OuantumLink Communications Put Ltd {HO}
ecotint———==Campaign—|[i&{ Manager —|Staistics |Seffings —{Heln == {fogout

Create Hew Survey

Surveys are used to collect quantitstive information about in political polling and government, heath, social science and marketing research. & survey may focus on opinions or factual
information depending on its purpose, and many surveys involve administering questions to individuals. Surveys offer an easy method of carrying out online surveys. To creste an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wwant to communicate to:

® Create Hew Survey - This is @ quick & fast mothod of creating your Survey. 0

Sr.  Hame Status Link Email Qluestions | Responses Repts Start Date Expiry Date
|1 MailDirect Customer Respo... Active  Public Link On Wb Ste &4 [1] . 2010-06-17 2010-07-03]
2 BackTrack Survey Campaign Active Invite “ia Email 4 1 3 2010-06-11 2010-08-30
3 PostMaster Express survey Active Invite “ia Email 1 1 3 201 0-06-11 2010-08-21

Sr.  Hame Status Link/Email Questions Repts Start Date Expiry Date
1 PostMaster Express Respon... Planned  Public Link Oneh Site 2 M- 2010-08-17
2 PostMaster Enterprise Res... Planned  Public: Link On ek Site 1 —-MA-- 2010-08-17
3 [tytuytu Planned  Public Link On'veb Site 1 N 2010-08-30
4 PostMaster Enterprise Sur... Planned Irvite iz Email 1] a 2010-08-18
a MailServe Survey Planngc Invite wia Email 1 2010-08-15
6 MailDirect survey Planned Invite *ia Email 4 a 2010-05-31

Note : Statistics for Surveys past the exply date are avaliable in Statistics section Statistics section

Optimized for 1024 * 765
& Service By O ink Communications Pwt Ltd

Figure 167: INTRODUCTION TO SURVEYS WITH THE SURVEY ADDED TO THE ACTIVE
SURVEYS SECTION

b. To activate a survey on a later date:
i.  Click the second Click here link.
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MailDirect displays the Set Start Date screen.

Survey Start Date * | 18062010

Subrnit Reset Cancel

A service by CuantumLink Communications Put. Ltd

Figure 168: SET START DATE

Table 67: SET START DATE

Field Description

Survey Start Date Select an appropriate start date from the calendar.

This field is mandatory.

i.  After selecting the date, click the Submit button.
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MailDirect displays the Survey Link screen with the survey link and
the links 1o edit the survey start date.

Firstlink Second link Third link
@ MailDirect . 2 03 Managed Emailifarketing
OuantumLink Communications Pwt Ltd {HO}
(Rccount ————|Campaion " |{is Wanager [Help =l ggaut |

Steps

SURVEY QUESTIONS » @. After activation, the Questions cannot be added, deleted or modifed.
‘@ emceDESGN )
B PAGE PREVIEW )

'y EXIT ]

==Back Dane

Optimized for 1024 * 765
A Service By O ink C icati Put Ltd

Figure 169: SURVEY LINK [WITH THE SURVEY LINK AND THE LINKS TO EDIT SURVEY
START DATE]

iii.  If the scheduled Start Date is to remain unchanged, click the Done
putton.
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MailDirect displays the Introduction To Surveys screen with the
survey added to the Planned Surveys section.

£ MailDirect v 2 13

Create Hew Survey

Sr. Hame
Al PostMaster Express Respon...
2 BackTrack Survey Campaign

PostMaster Express survey

Managed Email Marketing

® Create Hew Survey - This is 3 quick & fast method of creating your Sarvey. e

Status Link Email
Active  Public Link On Web Site
Active Invite “ia Email
Active Invite ‘ia Email

Account—————[Campaign ————|list Maniager ——|stafisfics ——Seffings el fogout |

Surveys are used to collect gquantitative information about in political polling and governiment, heatth, social science and marketing reseasrch. & survey may focus on opinions or factual
information depending on its purpose, and many surveys involve sdministering questions to individuals. Surveys offer an easy method of carrying out online surveys. To create an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wwant to communicate to

Ouestions Responses

4
4
1

GuantumLink Communications Pyt Ltd {HOY

Repts Start Date Expiry Date
—NA-- 2010-06-17 2010-06-19
3 201 0-06-11 2010-06-30
3 2010-08-11 2010-06-21

Optimized for 1024 * 765
& Service By O

Sr. Hame Status Link /Email Questions Repts Start Date Expiry Date
i MailDirect Customer Respo... Planned  Public Link On Web Site 4 =-hA-- 2010-06-19 2010-07-06]
2 PostMaster Enterprise Res... Planned  Public: Link On Yieh Site 1 —MA-- 2010-06-17
3 tytuytu Planngd  Public Link On b Site 1 —-MA-- 2010-06-30
4 PostMaster Enterprise Sur... Planned Invvite Wia Emsil a 20M0-06-18
5 MailServe Survey Planned Irveite: Wia Email 1 2010-06-15
6 MailDirect survey Planned Invvite ia Emsil 4 2010-05-31
Note | Statistics for Sueveys past the expivy date are in Statistics section istics section

ink Communications Pvt Ltd

Figure 170: INTRODUCTION TO SURVEYS WITH THE SURVEY ADDED TO THE PLANNED

SURVEYS

OR

If the survey is to be activated on a new date:

Click the first Click here link.
MailDirect displays the Set Start Date screen, as shown in Figure

168.

Note: Instructions to set start date are given in step 8.b.i and ii.

OR

If the date of activation is to be cancelled:
Click the second Click here link.
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MailDirect displays a message.

Figure 171: UNSET START DATE MESSAGE

Click the OK button.
MailDirect displays the Survey Link screen, as shown in Figure 164,

OR
If the survey is to be activated immediately:
Click the third Click here link.

Note: Instructions to activate survey immediately are given in step 8.a.

& To create a Combined (Email and Website based) Survey Campaign:

1. Onthe Campaign menu, click the Survey option.
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MailDirect displays the Introduction To Surveys screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
mecount ———===Campalgn (s Manager —|Stafistics —Seffings el —======"{ogout

Create Hew Survey

Surveys are used to collect quantitative information about in political poling and government, hesith, social science and marketing research. & survey may focus on opinions or factual
information depending on its purpose, and many surveys involve administering guestions to individuals. Surveys offer an easy method of carrying out online surveys. To creste an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wart to communicate to:

|0 Create Hew Survey - TRis is & quick & fast method of creating your 5urvey.|0

There are no Active Survey

Sr.  Hame Status Link Email Questions Repts Start Date Expiry Date
1 MailDirect survey Planned Invite: Wiz Email 1 a 2010-05-31

Mate : Statistics for Surveys past the expiry date are avaiiable In Statistics section Statistics section.

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 172: INTRODUCTION TO SURVEYS

2. Click the Create New Survey link.
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MailDirect displays the Survey Details screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
Account————[campaign (st Manager Statistics ——————|Seftings ety iogout |
Mame of Survey * MailDirect Feedback Survey
Steps
Survey Type * Combined [Restricted & Public] j 0
i Survey Expiry Date * 22072010
P "
0 BT Receive Response by Emaillt © oves @ g g
Enable Captcha * & ves g 0
Track Responcent Email Address I ves 0
Mext==
Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

Figure 173: SURVEY DETAILS

Table 68: SURVEY DETAILS

Field

Name of
Survey

Survey Type

Description

Type an appropriate name for the survey.

This field is mandatory.

Select an appropriate option to define the type of survey to be created, from the
drop-down list.

The available options are explained below-

Invite Via Email [Restricted]:
Select this option to create a survey that will be conducted via emails.

This type of survey facilitates the user to send an invitation to the survey, via
email.

Public Link On Website [Public]:

Select this option to create a survey that will be conducted by using public
links on the user’s Website.

This type of survey can be answered by anybody who visits the user's
website.

Combined [Restricted & Public]:

Select this option to create a survey that will be conducted via emalils as
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Survey Expiry
Date

Receive
Response by
Email

Enable
Captcha

Track
Respondent
Email
Address

well as by using public links on the user's Website.
This field is mandatory.
Select an appropriate date, month and year till when this survey will be
conducted.
This field is mandatory.
Select either Yes or No to enable or disable receipt of survey responses by
email.

If Yes is selected, the Email Id To Receive Response text box will be made
available to the user.

|Email Id To Receive Response *

Figure 174: EMAIL ID TO RECEIVE RESPONSE FIELD

Type an appropriate email ID to which survey responses are to be sent by
the recipients.

Note: By default, No is selected.

This field is mandatory.

Select either Yes or No to enable or disable Captcha (Completely Automated
Public Turing Test to tell Computers and Humans Apart). Selecting Yes ensures
that survey responses are not generated by computers.

Note: By default, Yes is selected.

This field is mandatory.
Select or clear the Yes check box to enable or disable tracking of the
respondent’s email address.

If the check box is selected, the Survey Query for Track Respondent Email
Address text box will be made available to the user.

Survey Query far Track Respondent Email Address * Your Email Address 0

Figure 175: SURVEY QUERY FOR TRACK RESPONDENT EMAIL
ADDRESS FIELD

Type an appropriate survey query that will be displayed to the survey
respondents.
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Note: By default, Your Email Address is displayed in the text box.

This field is mandatory.

Enter/Select the appropriate details in the required fields.

3. Click the Next button.

Note: To create a combined survey, select the Combined [Restricted & Public| option from the Survey Type
drop-down list.
The following steps are applicable only if the Combined [Restricted & Public| option is selected.

MailDirect displays the Survey Questions screen.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
(Account————[campaign ———|(istManager ———Stafistics ————|Seftings ——— el iogout |
s Add Question Frevious Surveys
teps

There are no Questions for the Survey

‘A eomsurvey ) Up | Down
@-smevauesmoms
‘@  PaceDESIGN )
B eaceereview )
‘ &) CREATE CAMPAIGN D

V] EXIT

==Back Mext==

Optimized for 1024 * 768
& Service By O ink C: i ati: Put Ltd

Figure 176: SURVEY QUESTIONS
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@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pyt Ltd {HO}
eeot———====Campaign st Manager —|Sfatistics —|Seffings ey === fogout

[Add Guestion| [Previous Surveys |
" sr. Guestion Response Type Response Values Edit Delete

‘ Q'a EDIT SURVEY ) T 1 wour Email Address * Email -l Edlit
@ PacEDESIGN )
a B PAGE PREVIEW )
{ @y SURVEY LINK )

& CREATE cAMPAIGN )
& e

Steps

==Back Mext==

Optimized for 1024 * 7658
& Service By O ink C: icati: Pvt Ltd

Figure 177: SURVEY QUESTIONS [IF THE TRACK RESPONDENT EMAIL ADDRESS FIELD IS
SELECTED]

Note: Figure 177 is displayed only if the Track Respondent Email Address field is selected in the Survey
Details screen.

4. Toadd questions:
Users can add questions by using:
¢ Add Question link (to add new questions)
¢ Previous Surveys link (to add guestions from existing surveys)
a. o add guestions using the Add Question link:
i.  Click the Add Question link.
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MailDirect displays the Add/Edit Question screen.

Gestion * Pleaze enter wour name
Responze Type * Text Box ;I
Mandatary v Yes
Save  Cancel
T

Figure 178: ADD/EDIT QUESTION

Gestion * Hiovwy do you rate MailDirect Service on a scale of 5 (1- poor, 2
Responze Type * Fiadio Button ;I
Response Yalues (Comma Separated) * 12345
Mandatary E v Yes
Save Cancel
T ————

Figure 179: ADD/EDIT QUESTION [WITH RESPONSE VALUES FIELD]

Table 69: ADD/EDIT QUESTION

Field Description

Question Type an appropriate question.
This field is mandatory.
Response Type Select an appropriate option from the drop-down list, to define
the type of response for this question.
The available options are explained below -
= Text Box:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Text Area:

If this option is selected, a text area will be made available
to survey recipients for entering responses to the survey.
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Mandatory

=  Drop Down Box:

If this option is selected, a drop-down box will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown in Figure 179.

Type the appropriate values separated by a comma.
This field is mandatory.
= Radio Button:

If this option is selected, radio buttons will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown in Figure 179.

Type the appropriate values separated by a comma.

The number of radio buttons that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
=  Check Box:

If this option is selected, check boxes will be made
available to survey recipients for selecting a response to
the survey.

On selecting this option, a Response Values text box will
be made available to the user for defining responses to the
survey, as shown as in Figure 179.

Type the appropriate values separated by a comma.

The number of check boxes that will be available to
survey recipients depends on the number of values
entered by the user in the Response Values text box.

This field is mandatory.
= Email:

If this option is selected, a text box will be made available
to survey recipients for entering responses to the survey.

= Date:

If this option is selected, a calendar will be made available
to survey recipients for selecting responses to the survey.

This field is mandatory.
Select this check box to make it mandatory for survey
recipients to respond to the question.

This field is not mandatory.
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Enter/Select the appropriate details in the required fields.
i. Click the Save button to save the entered/selected information.

MailDirect displays the Survey Questions screen with the new
question added.

Note: Only one question can be added at a time; the user can click either of the following:
= Add Questions link to add more new questions
. Previous Surveys link to add questions from a previous survey

. Next button to go to the Page Design screen

To edit a question added on the Survey Questions screen, the user can click the Edit link for the corresponding
question. MailDirect displays the Add/Edit Question screen with the details for the corresponding question. Edit
the detalils in the required fields.

To delete a question added on the Survey Questions screen, the user can click the Delete link for the
corresponding question. The Delete link is available only if there are two or more questions on the Survey
Questions screen.

If the Track Respondent Email Address field is selected, the Delete link is available only if there are more than
two questions on the Survey Questions screen.

b. To add questions using the Previous Surveys link,
i.  Click the Previous Surveys link.

Working with Surveys Page 197 of 282



MailDirect User Manual V 1.0

MailDirect displays the Get Questions from Previous Survey
screen.

l |

Select *| MailDirect survey LI Qe

T

[ sr. auestion Response Type  Response Values
I 1 Woul-d"y.alj Ii.ku-e“t.o. run “a .r;;;}-ceting campaign using 5. * “jﬁ.a.d.i.u:.-.Eluﬂc-n “m_‘_\:’es,No
l7 2 \.-.‘\Ioul-d"y.a; Ii.kn-ant.o. carryoutcustomer survey fromao... * - -_-Ié;dio Button “m_j_\:’es,No
[ 3 Doyouhaveany suggestions onhow we caninprove . TextAres  Na-
Submit Cancel

Figure 180: GET QUESTIONS FROM PREVIOUS SURVEY

Table 70: GET QUESTIONS FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate survey from the drop-down list.
This field is mandatory.

OK Click this button to display all the questions in the selected
survey.
Select Questions Select the check boxes corresponding to the appropriate

question/s to be added to the survey.

Select the appropriate details in the required fields.

i.  Click the Submit button to add the selected question/s from the
previous survey.

MailDirect displays the Survey Questions screen with the question/s
added from the previous survey.

5. Click the Next button.
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MailDirect displays the Page Design screen,

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}
‘Account | Campaign " |iist Manager —|Statistics ——|Seflings ———pieip = |ingout |
Steps _ Page Instructions Footer Thank You Message Display Settings Previous Survey
Header

P S —

e (0 » e emie - wE]e D
o T

VI — AREEEEEEETEE - BRI EIBEES
E E Fomat | Heading 2 - | Fant Arial - | Size |small - E Tﬁ' @'
Ve = T —— - - - =

B wemee D QuantumLink Communications Pvt
Vo r—

@y SURVEY LINK Ltd {HO}

&) CREATE CAMPAIGN

— MailDirect Feedback Survey

—

=
Save Save & hlext
==Back Mesxt==

Optimized for 1024 * 768
A Service By QuantumLink Communications Pyt Ltd

Figure 181: PAGE DESIGN

6. To customize page design:
Users can customize the page design by using:
¢ Avallable customization tabs to create new designs
¢ Previous Survey link to import designs from the previous surveys
a. locreate new designs using the customization tabs:
i.  Select the Header tab.

Note: By default, the Header tab is selected.
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MailDirect displays the Page Design screen with the Header

options.
Standard Format Optlons
@, MailDirect - 2 03 Managed Email Marketing
OuantumLink Communications Pyt Ltd {HO}
mecount ——===|Campaign [t Manager —|Stafistics | T T

Steps

Header

_ Page Instructions

Footer Thank Y

Previous Survey

) e survey

P T —
_ A
E [
P T ———
SURVEY QUESTIONS tpl 7o

e e sio o auE e Eswme
wx elilzlsls sluli=Ez=lae s @ ozoe
- | Fant | Arial - | Size small 'ETH' @'

§ Faommat | Heading 2

o)
Rgreamr—
D cenmcammon
i —

QuantumLink Communications Pvt

I

Ltd {HO}
MailDirect Feedback Survey -

Save Save & Mext

==Back Next==

Optimized for 1024 * 765
A Service By OuantumLink Communications Put Ltd

Text Area

Figure 182: PAGE DESIGN WITH HEADER OPTIONS

Table 71: HEADER OPTIONS

Field

Text Area

Standard Format Options

Description

Type an appropriate header to be displayed in the header
section of the survey.

Note: By default, an appropriate header is displayed in the Text Area.
The user can make use of the default header. The user can edit and
use the default header.

The user can replace the default header with an appropriate header.

This field is not mandatory.

Select the appropriate format options to apply to the text
entered in the Text Area.
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Enter/Select the appropriate details in the required fields.
i.  Click the Save & Next button.

MailDirect displays the Page Design screen with the Page
Instructions options.

Standard Format Options

@ MailDirect - 2 i3 Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
ccotint === Campaign —|Cisf Manager —|Statistics T T

Steps Header _ Footer Thank y T Display ing Previous Survey
Page Instructions ]

Q'a EDIT SURVEY R = R .

i | IR B @& i E e e

1]
®
&
2
a
ili
@
o

[ ——————————
B swerauesmions ) 7o w2z = lElwE]s =

ﬁ E Format | Heading 3 = Font Arial = | Size |small

‘B rceereven ) | Our marketing team would like to know you better; please

- / " i "
take time out to answer a few question to help us service you
@y SURVEY LINK

o mmr )
SoeestRERTEE | better
9 CREATE CAMPAIGN
o) EXIT

Save Save & Mext

==Back MNexts>

Optimized for 1024 * 763,
A Service By QuantumLink Communications Put Ltd

Text Area

Figure 183: PAGE DESIGN WITH PAGE INSTRUCTION OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Page Instructions tab to customize the page instruction of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 72: PAGE INSTRUCTION OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as page
instruction in the survey.

Note: By default, an appropriate message is displayed as page
instruction in the Text Area. The user can make use of the default
message. The user can edit and use the default page instruction.
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The user can replace the default message with an appropriate
message.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
iii.  Click the Save & Next button.
MailDirect displays the Page Design screen with the Footer options.

Standard Format Options

@ MailDirect - 2 13 Managed Email Marketing
QuantumLink Communications Pt Ltd {HO}
ecount = Campaign {5t Manager ——|Stafistics N T

Steps Display Previous Survey

Header Page Instructions _ Thﬂlll(/

Footer
R N
3 o survey C - =
- dsl— IR - ) ') 2L &7 [E Source
i ‘ 5 a _ ~ .
B survevavesmons | ===l wiE]= e+ Eno=0ls
ﬁ Fomat | Narmal = | Faont Arial * | Size |small - Tﬁ' %'

& enceerevew MailDirect Feedback Survey 18-Jun-2010 © QuantumlLink
Communications Pvt Ltd {HO} 2010

: Qy  SURVEY LINK :
S
&) CREATE CAMPAIGN
(0] EXIT

I U e x|

Save Save & hlext

==Back MNext==

Optimized for 1024 * 763,
A Service By OuantumLink Communications Pyt Ltd

Text Area

Figure 184: PAGE DESIGN WITH FOOTER OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Footer tab to customize footer of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes

will be discarded.
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Table 73: FOOTER OPTIONS

Field Description

Text Area Type an appropriate footer to be displayed in the footer section
of the survey.

Note: By default, an appropriate footer is displayed in the Text Area.
The user can make use of the default footer. The user can edit and
use the default footer.

The user can replace the default footer with an appropriate footer.

This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
iv. Click the Save & Next button.
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MailDirect displays the Page Design screen with the Thank you
Message options.

Standard Format Options

@ MailDirect - 20 Managed Email Marketing
’ QuantumLink Communications Put Ltd {HO}
ecount——|Campaign —|lisf Manager ——|Sfafistics ——{Seffings [Help === ggout

Sleps Header Page Instructions Footer Display Settings Previous Survey
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@ EDIT SURVEY _ .
— | B B G ¢ 1L B & E Souce
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ﬁ § Fammat |Heading 3 ~ | Fant | &rial * | Size amal - Tﬁ' %'

B racerrevew A big thank you to you for participating in this survey.
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&) CREATE CAMPAIGN

- v

O EXIT

Save Save & Next

==Back Next==

Optimized for 1024 * 765
A Service By QuantumLink Communications Put Ltd

Text Area

Figure 185: PAGE DESIGN WITH THE THANK YOU MESSAGE OPTIONS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Thank you Message tab to customize the thank you message of the survey.

If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.

Table 74: THANK YOU MESSAGE OPTIONS

Field Description

Text Area Type an appropriate message to be displayed as a thank you
message in the survey.

Note: By default, an appropriate message is displayed as thank you
message in the Text Area. The user can make use of the default
message. The user can edit and use the default thank you message.
The user can replace the default message with an appropriate
message.
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This field is not mandatory.

Standard Format Options Select the appropriate format options to apply to the text
entered in the Text Area.

Enter/Select the appropriate details in the required fields.
v. Click the Save & Next button,

MailDirect displays the Page Design screen with the Display
Settings options.

@ MailDirect . 2 13 Managed Email Marketing
GuantumLink Communications Put Ltd {HO}
Account——————[Campaign (st Manager [Statisties ——————Seffings ——————ielp " iogout |
Ste ps Header Page Instructions Footer Thank you Message _ Previous Survey
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i Q=]  EDIT SURVEY y Page
@ soerauesrons '
sul QUESTIONS Page Background Color #FFFFFF Page Border Size 3p LI
i Page Border Colaor #000000 f Page Border Style zolid j
Font.
C[B euceerevEw | Font Mame Verdana, Geneva, sans-serit x| |Fort Type Normesl |
Gy SURVEYLINK Font Color #000000 ._ Fort Size 10px =
—_— Table
&) CREATE CAMPAIGN
N Tablewn 100% =l Talblz Border Color #000000 ._
(V] — Takle Border Size Zpix =l
Input
InpLt Wikt 200p ﬂ Input Border Color #000000 ._
Input Border Size Tpix j
Save Save & hlext
==Back Mext==
Optimized for 1024 * 765
& Service By O ink Communications Pvt Ltd

Figure 186: PAGE DESIGN WITH THE DISPLAY SETTINGS

Note: The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can also click the Display Settings tab to customize the display settings of the survey.
If the user clicks the Page Instructions tab without saving the changes on the Page Design screen, the changes
will be discarded.
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Table 75: HEADER OPTIONS

Field
Page

Font

Table

Description

Select the appropriate options to apply to the survey page.
The available options are explained below-
= Page Background Color:

Select an appropriate page background color from the
color palette.

=  Page Border Color:

Select an appropriate page border color from the color
palette.

= Page Border Size:

Select an appropriate page border size from the drop-
down list.

= Page Border Style:

Select an appropriate page border style from the drop-
down list.

This field is not mandatory.
Select the appropriate font options to apply to the text in the
survey.
The available options are explained below-
= Font Name:

Select an appropriate font name from the drop-down list.
=  Font Color:

Select an appropriate font color from the color palette.
= Font Type:

Select an appropriate font type from the drop-down list.
= Font Size:

Select an appropriate font size from the drop-down list.
This field is not mandatory.
Select the appropriate table options to apply to the table in the
survey.
The available options are explained below-
= Table Width:

Select an appropriate table width from the drop-down list.
= Table Border Size:

Select an appropriate table border size from the drop-down
list.

= Table Border Color:

Select an appropriate table border color from the color
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palette.
This field is not mandatory.
Input Select the appropriate input options to apply to the Input fields
in the survey.
The available options are explained below-
®"  |nput Width:

Select an appropriate width for the input fields from the
drop-down list.

= |nput Border Size:

Select an appropriate border size for the input fields from
the drop-down list.

" |nput Border Color:

Select an appropriate border color for the input fields from
the color palette.

This field is not mandatory.

Select the appropriate details in the required fields.
vi. Click the Save & Next button.
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MailDirect displays the Page Preview screen,

@ MailDirect . 2 02 Managed Email Marketing
GuantumLink Communications Pyt Ltd {HOY
Account —————|Campaign (st Manager —[Stafistics ——|Seffings ——JHelp ——[Logout |
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==Back Mext==

Optimized for 1024 * 765
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Figure 187: PAGE PREVIEW

Note: Alternatively, the user can click the Next button on the Page Design screen, which also displays the Page
Preview screen without saving the latest changes in the Page Design screen.

The user can also click the Save button on the Page Design screen to save changes in the Page Design
screen.

The user can click the tabs in any order to customize the survey page design as needed.

b.  Toimport designs from previous surveys using the Previous Survey link.
i.  Click the Previous Survey link on the Page Design screen.

MailDirect displays the Get Page Design from Previous Survey
screen.,

Select * || --Select--

Figure 188: GET PAGE DESIGN FROM PREVIOUS SURVEY
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Select * | Posthaster Express survey ﬂ
Al * 0 Header
Preview: - S
QuantumLink Communications Pvt Ltd {HO} S
Others | [l Page Instructions
I Faater
I_ Thank *ou Message
- Style
Submit Cancel

Figure 189: GET PAGE DESIGN FROM PREVIOUS SURVEY [WITH OPTIONS TO IMPORT
PAGE DESIGN]

Table 76: GET PAGE DESIGN FROM PREVIOUS SURVEY

Field Description

Select Select an appropriate previous survey from which the page
design is to be imported, from the drop-down list.

On selecting the appropriate survey, other page design options
will be made available, as shown in Figure 189.

This field is mandatory.

Add Displays the header.

Note: The Header of the previous survey will always be added.

Preview Provides a preview of the selected survey header.
Others Select the appropriate check boxes to import the page design
for the corresponding sections from the selected survey.

The available options are explained below-

= Page Instructions

Select this check box to import the page instructions from
the selected survey.

= [Footer

Select this check box to import the footer from the
selected survey.

= Thank You Message

Select this check box to import the thank you message
from the selected survey.

= Style

Working with Surveys Page 209 of 282



MailDirect User Manual V 1.0

Select this check box to import the style from the selected
survey.

Select the appropriate details in the required fields.
i.  Click the Submit button.

MailDirect displays the Page Design screen (with the design
selected above), as shown in Eigure 181.

Note: Instructions to customize the page design are given in step 6.

7. Click the Next button on the Page Preview screen.
MailDirect displays the Survey Link screen.

Firstlink

@MailDirec‘tvzua Managed Email Markest
’ QuantumLink Communications Put Ltd {HO}
Mecount————|Campaign —|isf Manager [Seffings === el ===l ggout =

This Sugvey is not active

[Click here

Mate: After activa

Steps

gfl, the Questions cannot be added, deleted or madifed.

. \=] EDITSURVEY )
SURVEY QUESTIONS  [Click hereffo set the Start Date for the Survey
@ eacepesion

[B  racerreviEW
Chym—

" & CcREATECAWPAIGN
(V) EXIT

==Back Dane

Optimized for 1024 * 765

A Service By OuantumLink Communications Put Ltd

Figure 190: SURVEY LINK

8. To activate a survey:
Users can activate a survey by using:

¢+ Click here to activate the Survey now link (the First Link) to activate the
survey immediately
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¢ Click here to set the Start Date for the Survey link (the Second Link) to
activate the survey on a later date

Note: The user can click the Done button to create an email campaign without activating immediately or setting a
date for the activation of the survey.

a. loactivate a survey immediately:
i.  Clickthe first Click here link.
MailDirect displays a message.

K Zancel

Figure 191: ACTIVATE SURVEY MESSAGE

i. Click the OK button.
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MailDirect displays the Survey Link screen with the link for the

survey.
@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
Account—————[Campaign st Maniager ——|stafistics ——Seffings el fogout |
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The link of the Survey is|lmp:.-'-'www.mail(lirecx.co.in-'surveylorm:'lmle)(.lnm 2V 2xpZWS0X2IKP XFsY18yMTO1 Jnl1enZle VIpZD0xMG== |

‘o s

(V] EXIT

==Back Done

Optimized for 1024 * 768

& Service By O ink C: i Pvt Ltd

Figure 192: SURVEY LINK WITH THE LINK FOR THE SURVEY

Note: The user has to copy the survey link to the appropriate website on which the survey will be conducted.

ii. Click the Done button.
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MailDirect displays the Introduction To Surveys screen with the
survey added to the Active Surveys section.

@ MailDirect . 2 02 Managed Email Marketing
’ GuantumLink Communications Put Ltd {HO}
Aecount——————Campaign——|[{ Manager ——|Sfafisfics ——[Seffings el rogout

Create Hew Survey
Surveys are used to collect quantitstive information about in political poling and government, heath, social science and marketing research. & survey may focus on opinions or factual

information depending on its purpose, and many surveys involve administering questions to individuals. Surveys offer an easy method of carrying out online surveys. To creste an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wwant to communicate to:

® Create Hew Survey - This is @ quick & fast mothod of creating your Survey. 0

Sr.  Hame Status Link Email Qluestions | Responses Repts Start Date Expiry Date
|1 MailDir ect Feedback Surve.., A ctive Combined &4 [1] . 2010-06-15 2010-07-22]
2 BackTrack Survey Campaign Active Invite “ia Email 4 1 3 2010-06-11 2010-08-30
3 PostMaster Express survey Active Invite “ia Email 1 1 3 201 0-06-11 2010-08-21

Sr.  Hame Status Link/Email Questions Repts Start Date Expiry Date
1 PostMaster Express Respon... Planned  Public Link On'veb Site 2 N 2010-08-17
2 PostMaster Enterprise Res... Planned  Public: Link On ek Site 1 —-MA-- 2010-08-17
3 tytuytu Planned  Public Link On web Site 1 —-hA-- 2010-08-30
4 PostMaster Enterprise Sur... Planned Invite *ia Email 1] a 2010-08-18
s MailServe Survey Planned Irvite: iz Email 1 2010-08-15
6 MailDirect survey Planned Invite iz Email 4 2010-05-31

Note : Statistics for Surveys past the explry date are avaliable in Stalistics section Statistics section

Optimized for 1024 * 765,
& Service By O ink Communications Pwt Ltd

Figure 193: INTRODUCTION TO SURVEYS WITH THE SURVEY ADDED TO THE ACTIVE
SURVEYS SECTION

Note: The user should click the Done button in Figure 192 only if an email campaign is not to be created for the
survey.
Alternately, the user can create an email campaign for an active survey by editing the survey.

b. To activate a survey on a later date:
i.  Click the second Click here link.
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MailDirect displays the Set Start Date screen.

Survey Start Date * | 18/06£2010

Submit Reset Cancel

A =zervice by GuantumLink Communications Put. Ltd

Figure 194: SET START DATE

Table 77: SET START DATE

Field Description

Survey Start Date Select an appropriate start date from the calendar.
This field is mandatory.

i.  After selecting the date, click the Submit button.
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MailDirect displays the Survey Link screen with the survey link and
the links 1o edit the survey start date.

Firstlink Second link

Third link

@ MailDirect . 2 03 Managed Emailifarketing
OuantumLink Communications Pwt Ltd {HO}
mecount ——===|Campaign —|{s ianager T

Steps

") eoimsurver ) Eekhers)
SURVEY QUESTIONS » @. After activation, the Questions cannot be added, deleted or modifed.
‘@ emceDESGN )

B PAGE PREVIEW )
Qo)

“ & cremECAWPAIGN
(O =

==Back Dane

Optimized for 1024 * 765
A Service By O ink C icati Put Ltd

Figure 195: SURVEY LINK [WITH THE SURVEY LINK AND THE LINKS TO EDIT SURVEY
START DATE]

iii.  If the scheduled Start Date is to remain unchanged, click the Done
putton.
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MailDirect displays the Introduction To Surveys screen with the
survey added to the Planned Surveys section.

£ MailDirect v 2 13

Create Hew Survey

Sr. Hame
Al PostMaster Express Respon...
2 BackTrack Survey Campaign

PostMaster Express survey

Managed Email Marketing

® Create Hew Survey - This is 3 quick & fast method of creating your Sarvey. 0

Status Link Email
Active  Public Link On Web Site
Active Invite “ia Email
Active Invite ‘ia Email

4
4
1

Account—————[Campaign ————|list Maniager ——|stafisfics ——Seffings el fogout |

Surveys are used to collect gquantitative information about in political polling and governiment, heatth, social science and marketing reseasrch. & survey may focus on opinions or factual
information depending on its purpose, and many surveys involve sdministering questions to individuals. Surveys offer an easy method of carrying out online surveys. To create an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you wwant to communicate to

Ouestions Responses

[1}
1
1

GuantumLink Communications Pyt Ltd {HOY

Repts Start Date Expiry Date
—NA-- 2010-06-17 2010-06-19
3 201 0-06-11 2010-06-30
3 2010-08-11 2010-06-21

Optimized for 1024 * 765
& Service By O

ink Communications Pvt Ltd

Sr. Hame Status Link /Email Questions Repts Start Date Expiry Date
i MailDirect Feedback Surve... Planned Combinedd 4 =-hA-- 2010-06-15 2010-07-22]
2 PostMaster Enterprise Res... Planned  Public: Link On Yieh Site 1 —MA-- 2010-06-17
3 tytuytu Planngd  Public Link On b Site 1 —-MA-- 2010-06-30
4 PostMaster Enterprise Sur... Planned Invvite Wia Emsil a 20M0-06-18
5 MailServe Survey Planned Irveite: Wia Email 1 2010-06-15
6 MailDirect survey Planned Invvite ia Emsil 4 2010-05-31
Note | Statistics for Sueveys past the expivy date are in Statistics section istics section

Figure 196: INTRODUCTION TO SURVEYS WITH THE SURVEY ADDED TO THE PLANNED

SURVEYS

Note: The user should click the Done button in Figure 195 only if an email campaign is not to be created for the

survey.

Alternately, the user can create an email campaign for a planned survey by editing the survey.

OR

If the survey is to be activated on a new date:

Click the first Click here link.
MailDirect displays the Set Start Date screen, as shown in Figure

194.

Note: Instructions to set start a date are given in steps 8.b.i and ii.

OR

If the date of activation is to be cancelled:

Click the second Click here link.
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MailDirect displays a message.

Figure 197: UNSET START DATE MESSAGE

Click the OK button.

MailDirect displays the Survey Link screen, as shown in Figure 190.
OR

If the survey is to be activated immediately:

Click the third Click here link.

Note: Instructions to activate a survey are given in step 8.a.

9. (Click the CREATE CAMPAIGN button on the left panel if the survey has been
activated or has been set for activation on a later date.

OR
Click the Done button.

Note: MailDirect displays the Create Campaign screen.

The user should click the Done button only if the survey is not activated or scheduled.
Refer to create campaign section for more detalls.

6.2.2 Viewing Survey Statistics summary

& To view survey statistics summary

1. Onthe Campaign menu, click the Survey option.

Working with Surveys Page 217 of 282



MailDirect User Manual V 1.0

MailDirect displays the Introduction To Surveys screen.

£ MailDirect . 2.z

(Account ——————Campaign ———|lisf Warager Statistics [Seftings el fgout |

Managed Email Marketing

OuantumLink Communications Pyt Ltd {HO}

Create lew Survey

Surveys are used to collect gquantitstive informstion about in polticsl poling and government, heatth, social science and marketing resesrch. & survey may focus on opinions or factusl
information depending on its purpose, and many surveys involve administering guestions to individusls. Surveys offer an easy method of carrying out online surveys. To creste an online
survey, prepare guestions for your respondents, and map surveys to the list of recipients you want to communicate to;

® Create Hew Survey - This is @ gquick & fast method of creating your Survay. 0

Sr. Hame
1 MailDirect Feedback Surve...
MailDirect Customer Respo..

BackTrack Survey Campaign

Status
Active
Active
Active

Link/Email Ouestions Responses Repts Start Date Expiry Date
Cotnbinedd 4 1 3 2010-08-18 2010-07-22

Public: Link ©n Web Site 4 o =NA-- 20100817 2010-07-08
Invite “ia Emil 4 1 3 2010-08-11 2010-08-30

Sr. Hame Status Link/Email Questions Repts Start Date Expiry Date
Al PostMaster Enterprise Res... Planned Combined 1 a 2010-06-19
2 tytuytu Planned  Public Link OnWeh Site 1 —MA-- 2010-08-30
3 PostMaster Enterprise Sur... Planned Combined a 2010-06-19
4 MailServe Survey Plannedd Invite: ia Email 1 2010-06-15
5 MailDirect survey Planned Irwvite: “ia Email 4 2010-05-31
Note : Statistics for Suneys past the explry date are avalfable in Statistics section Statistics section
Optimized for 1024 * 763,
& Service By O ink Ci Il Pt Ltd
Figure 198: INTRODUCTION TO SURVEYS
Table 78: STATISTICS
Field Description

Name

Status

Link/Email

Questions

Responses

Rcpts

Statistics > Active/Planned Surveys

This section displays the name of the
survey.

Click the name, which is a link, to view the
details about the corresponding survey.

This section displays the status of the
survey. The survey status can either be
Active or Planned.

This section displays the type of the survey.
The survey can either be Email, or Website
or Combined.

This section displays the number of
questions present in the survey.

This section displays the number of
responses received for the survey.

This section displays the number of
recipients who have received the invitation
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for the survey.

Note: This field will have values other than zero
only if the survey type is Email or Combined.

Start Date This section displays the date on which the
corresponding survey was started.

Expiry Date This section displays the date on which the
corresponding survey has expired (for an
Expired survey)/will expire (for an Active
survey).

Note: The user can also click on the Statistics section link available below the Statistics>Planned Surveys
sections to view the detailed statistics for the surveys.
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7 Searching for Campaigns/Surveys

In this chapter, users will learn how to:

= Search for a campaign/survey
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7.1 Introduction
Users can select criteria and enter keywords to search for a campaign/survey. They
can view and edit a campaign/survey (only if the campaign/survey is not
active/completed/abandoned).
7.2 Searching for Campaign/Survey
This section provides instructions on how to search for campaigns (Email and SMS)
Or surveys,
& To Search for a Campaign/Survey:
1. Onthe Campaign menu, click the Search Campaign/Survey option.
MailDirect displays the Search Campaign/Survey screen.
@ MailDirect . 2 02 Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
‘Recount ————|Campaign —|(istManager —[Statistics ——|Seffings——JHelp——[rogout
Search CampaignSwvey
Campaign Type Emsil j
Campaign MNarmeD Date:
Status —-SELECT-- ;I Email Icl
Search Clear
A S B rommimdi.f\irénm*ms' ions Put Ltd
Figure 199: SEARCH CAMPAIGN/SURVEY
2. To search for a campaign/survey:.
Users can select the appropriate option in the Campaign Type drop-down list
and search for:
¢ Email campaigns
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¢ SMS campaigns
¢ Sunveys
a. To search for an Email campaign

i.  Select the Email option from the Campaign Type drop-down list.

Note: By default, the Email option is selected.

MailDirect displays the Search Campaign/Survey screen with the
emall campaign details.

@MailDirectvz.ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}

Account—————[campaign (st Maniager [Statistics——————Seftings ——————|nely———iogout |

O e———————————————————————————

Campaign Type Emsil ;I

Campaign MNameD MailDirect new feature announcement Date 28/05/2010

Status Plannec ﬂ Email Ict marketing@olc in

Search Clear
Optimized for 1024 * 765,
A Service By OuantumLink Communications Pyt Ltd

Figure 200: SEARCH CAMPAIGN/SURVEY WITH THE EMAIL CAMPAIGN DETAILS

Table 79: SEARCH FOR EMAIL CAMPAIGN

Field Description

Campaign Name/ID Type an appropriate name/ID of the email campaign for which
the search is to be conducted.

Status Select an appropriate status of the email campaign for which
the search is to be conducted, from the drop-down list.
The available options are explained below-

=  Planned:

Searching for Campaigns/Surveys Page 223 of 282



MailDirect User Manual V 1.0

Date

Email Id

Select this option to search for a campaign that is being
planned (and which has been saved to the drafts).

= Active:

Select this option to search for a campaign that is active
(which is currently running).

= Completed:

Select this option to search for a campaign that has been
completed.

= Abandoned:

Select this option to search for a campaign that has been
abandoned.

= Scheduled:

Select this option to search for a campaign that is
scheduled to be launched on a certain date.

Select an appropriate date of the campaign from the calendar.

Type an appropriate email ID of the sender of the emall
campaign.

Enter/Select the appropriate detalls in the required fields.
i.  Click the Search button.
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MailDirect displays the Search Campaign/Survey screen with the
search results.

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}

‘Account ———|Carmnaign —|List Manager [Stafisfics—==|Soffings = pelp—{{ggout |

A Y eee——————————————————————————————————————————————————————————————————————

Campaign Type Emzil ﬂ

Campaign Mamen MailDirect nevy feature announcement Date: 281052010

Status Planned ;I Email Ict marketingi@olc in

Search Clear

Sr Ho. Hame Status Repts Created On
[1 MailDir ect new feature an... Planned 1] 2010-05-29 12:03:27 |
Optimized for 1024 * 765,

A Service By QuantumLink Communications Pyt Ltd

Figure 201: SEARCH CAMPAIGN/SURVEY WITH THE SEARCH RESULTS FOR EMAIL

CAMPAIGN

Table 80: EMAIL CAMPAIGN SEARCH RESULTS

Field/Link

Name

Status

Rcpts

Description

This section displays the name of the email campaign.

Click the name, which is a link to view the details about the
corresponding email campaign.

Note: On clicking the name, MailDirect displays the screen with the
detailed information for the corresponding email campaign. Refer to
the email campaign info section for more details.

If the status of the email campaign is Planned, MailDirect displays the
screen with the options to edit the email campaign.

This section displays the status of the email campaign.

This section displays the number of recipients of the email
campaign (if any).

Note: The number of recipients for planned or scheduled email

Searching for Campaigns/Surveys
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campaigns will always be zero.

Created On This section displays the date on which the email campaign
was created.

Click the appropriate name link to view the corresponding detalils.
b. To search for a SMS campaign
i.  Select the SMS option from the Campaign Type drop-down list.

MailDirect displays the Search Campaign/Survey screen with the
SMS campaign detalils.

@ MailDirect . 2 03 Managed Email Marketing
QuantumLink Communications Pwt Ltd {HO}
(Aceount —————[Campaign————|list Manager Statistics [Setings el iogout |
SearshcampaignSwvey
Campaian Type ShiS ;I
Campaign Mamell MailDirect survey module introcduction Date 29i0572010
Status Planned ;I hobile Mo 919324157700
Search Clear
Optimized for 1024 * 768
2 Service By O ink Communications Pvt Ltd

Figure 202: SEARCH CAMPAIGN/SURVEY WITH THE SMS CAMPAIGN FIELDS

Table 81: SEARCH FOR SMS CAMPAIGN

Field Description

Campaign Name/ID Type an appropriate name/ID of the SMS campaign for which
the search is to be conducted.

Status Select the appropriate status of the SMS campaign for which
the search is to be conducted, from the drop-down list.

The available options are explained below-
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Date

Mobile No.

= Planned:

Select this option to search for a campaign that is being
planned (and which has been saved to the drafts).

= Active:

Select this option to search for a campaign that is active
(which is currently running).

= Completed:

Select this option to search a campaign that has been
completed.

= Abandoned:

Select this option to search for a campaign that has been
abandoned.

= Scheduled:

Select this option to search for a campaign that is
scheduled to be launched on a certain date.

Select an appropriate date of the campaign from the calendar.

Type an appropriate mobile number of the sender of the SMS
campaign.

Enter/Select the appropriate detalls in the required fields.
Click the Search button.

Searching for Campaigns/Surveys
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MailDirect displays the Search Campaign/Survey screen with the
search results.

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}

Account—————Campaign———|{’sf Mariager Statistics ————|Seffings ———[rels " Jlogout |

A eee———————————————————

Campaign Type SMS ﬂ

Campaign Mamen MailDirect survey mocule introduction Date: 281052010

Statuz Flanned ;I hiobile Mo. 919324157700

Search Clear
SrHe. Hame Status Repts Created On
[ MailDirect survey module introduction Planned 1] 2010-05-29 11:03:21 |

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 203: SEARCH CAMPAIGN/SURVEY WITH THE SEARCH RESULTS FOR SMS
CAMPAIGN

Table 82: SMS CAMPAIGN SEARCH RESULTS

Field/Link Description

Name This section displays the name of the SMS campaigns.

Click the name, which is a link to view the details about the
corresponding SMS campaign.

Note: On clicking the name, MailDirect displays the screen with the
detailed information for the corresponding SMS campaign. Refer to the
SMS campaign info section for more detalils.

If the status of the SMS campaign is Planned, MailDirect displays the
screen with the options to edit the SMS campaign.

Status This section displays the status of the SMS campaign.

Rcpts This section displays the number of recipients of the SMS
campaign (if any).

Note: The number of recipients for planned or scheduled SMS
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campaigns will always be zero.

Created On This section displays the date on which the SMS campaign
was created.

Click the appropriate name link to view the corresponding detalls.
c. Tosearch for a Survey:
i.  Select the Survey option from the Campaign Type drop-down list,

MailDirect displays the Search Campaign/Survey screen with the
Survey detalls.

@ MailDirect » 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}

‘Reeount ———Campaign—|{st Manager [Statisties ————|Seffings —JHelp —fogout
A S Y eee———————————————————————————————————————————————————————————————————————
Campaign Type Survey ;I

Survey Mame PostMaster Enterprize Response Survey Date 18/06/2010

Status Planned ﬂ

Search Clear

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 204: SEARCH CAMPAIGN/SURVEY WITH THE SURVEY FIELDS

Table 83: SEARCH SURVEY

Field Description

Survey Name Type an appropriate name of the survey for which a search is to
e conducted.

Status Select the appropriate status of the survey for which the search
is to be conducted, from the drop-down list.

The available options are explained below-
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Date

= Planned:

Select this option to search for a survey that is being
planned (and which has been saved to the drafts).

= Active:

Select this option to search for a survey that is active
(which is currently running).

= Completed:

Select this option to search for a survey that has been
completed.

= Abandoned:

Select this option to search for a survey that has been
abandoned.

= Scheduled:

Select this option to search for a survey that is scheduled
to be launched on a certain date.

Select the appropriate date of the campaign from the calendar.

Enter/select the appropriate detalils in the required fields,
i.  Click the Search button.
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MailDirect displays the Search Campaign/Survey screen with the

search results.

Sr Ho. Hame

@Ma"nirectvz_ua Managed Email Marketing
QuantumLink Communications Pvt Ltd {HO}
‘Account ———|Camnaign —|[istManager —[Stafistics ——|Seffings —pielp = {{ggout |
A Y eee——————————————————————————————————————————————————————————————————————
Campaign Type Survey ﬂ
Survey Name PostMaster Enterprise Response Survey Date: 18/06/2010
Status Planned ;I

Search Clear

Status Responses Created On

I PostMaster Enterprise Res...

Planned a 2010-06-17 12:11:20]

Optimized for 1024 * 765,
A Service By QuantumLink Communications Pyt Ltd

Figure 205: SEARCH CAMPAIGN/SURVEY WITH THE SEARCH RESULTS FOR THE

SURVEY

Table 84: SURVEY SEARCH RESULTS

Field/Link
Sr No.

Name

Status

Responses

Description
This section displays the serial number of the surveys.

This section displays the name of the surveys.

Click the name, which is a link to view the details about the
corresponding survey.

Note: On clicking the name, MailDirect displays a screen with detailed
information for the corresponding Survey. Refer to survey info section
for more details.

If the status of the Survey campaign is Planned, MailDirect displays a
screen with the options to edit the Survey.

This section displays the status of the corresponding survey.

This section displays the number of responses for the
corresponding survey (if any).

Searching for Campaigns/Surveys
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Note: Survey responses for planned or scheduled surveys will always
be zero.

Created On This section displays the date on which the corresponding
survey was created.

Click the appropriate name link to view the corresponding detalils.
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8 Viewing Campaign/Survey Statistics

In this chapter, users will learn how to:

= View email campaign statistics
= View SMS campaign statistics

= View Survey campaign statistics
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The Statistics menu enables users to view the detailed reports for:

¢ Emall Campaigns

¢ SMS campaigns

They can view statistics for active, completed, auto & abandoned campaigns, and
for active & expired surveys.

The email campaign reports include the number of recipients of the email campaign,
number of emalils viewed by the recipients, number of email address from where the
campaign email has bounced, number of click through for the link (if any) sent in the
campaign email and location wise analysis.

The SMS campaigns reports include the number of recipients of the SMS campaign,
number of messages sent successfully and the number of campaign messages not

The Surveys reports include the number of recipients of the survey (if email based),
number of responses for the survey, question wise responses, response reports and
graphical reports for responses on questions with response type as non-textual.

Additionally, users can download reports on a desktop/laptop.

8.1 Introduction
¢ Sunveys
sent.
8.2

Viewing Email Campaign Statistics

This section provides instructions on how to view email campaign statistics.

& To view Email Campaign Statistics:

1. On the Statistics menu, click the Email Campaign Status option.
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MailDirect displays the Statistics screen.

Month Year Month Year

@ MailDirect . 202 Managed|Email Marketing

(Account —————[Campaign ————

GuantumLink Communications Pvt Ltd {HO}

[Hetp——————rogout————|

I ist Manager

There is no Active campaign.

From:

Total Data Transter (MB) 0.31 [ Jun 2010 - Jun 2010 ]

Sr. Hame Repts Views Clicks Bounces DT {ME) Start On Completed On
1 MailDirect Campaign 1 [t} o o 000 2010-08-21 10:58:04  2010-08-21 10:58:04
2 Maillirect Campaign 1 [t} o o 012 | 2010-08-21 10:37:54  2010-08-21 10:37:54
3 Mailllirect Campaign 1 a o o 012 2010-08-21 10:35:31 | 2010-08-21 10:35:31
4 version upgrade in PostMa... 1 a o o 000 2010-06-19 15:29:21 2010-06-19 15:29:22
5 Maillirect Feedback 3 3 o o 000 2010-06-1914:25:59 2010-06-19 14:25:59
B version upgrade in PostMa... 3 3 a a 000 2010-08-1610:34:40 2010-08-16 10:34:40
7 Hew feature in PostMaster... 3 2 o o 0.00 2010-08-1510:30:01 | 2010-08-15 10:30:01
g MailDirect Customer Surve... 3 2 a a 000 2010-08-11 18:15:01 | 2010-08-11 1&:15:02
9 Test Campaign 3 3 a a 000 2010-08-11 12:45:09 2010-06-11 124510
10 Maillirect Customer Surve... 3 4 a a 000 2010-08-11 10:08:45 | 2010-08-11 10:08:48
™ PostMaster Express Survey 3 3 o o 000 2010-06-11 10:00:26  2010-06-11 10:00:26

Sr. Hame Repts Views Clicks Bounces DT {MB) Start On Completed On
1 20110-06-17 & [t} [t} 1 001 | 2010-08-17 14:40:56 2010-08-17 23:59:59
2 20110-06-05 2 7 [t} o 002 2010-08-0510:52:17 | 2010-08-05 23:59:59

Sr. Hame Repts Views Clicks Bounces DT {ME) Created On Canceled On
1 MailDirect Campaign o [t} [t} o 000 2010-08-21 10:11:02  2010-08-21 10:55:05
2 Maillirect Feedback o [t} [t} o 000 2010-08-19 140511 2010-08-19 14:24:41
Optimized for 1024 * 768
& Service By O ink Communicati Put Ltd
Figure 206: STATISTICS
Table 85: STATISTICS
Field Description

Statistics > Total Email Data Transfer Report

From Select the appropriate options to specify the
month and year from when the email
campaign statistics are needed.

The available options are explained below-
=  Month:

Select an appropriate month from the
drop-down list.

"  Year:

Select an appropriate year from the
drop-down list.

Viewing Campaign/Survey Statistics Page 235 of 282



MailDirect User Manual V 1.0

To

Show

Select the appropriate options to specify the
month and year till when the email campaign
statistics are needed.

The available options are explained below-
=  Month:

Select an appropriate month from the
drop-down list.

"  Year:

Select an appropriate year from the
drop-down list.

Click this button to view the email campaign
statistics for the specified time-period.

Note: By default, the email campaign statistics for
the current month are displayed.

Statistics > Completed/Auto/Active/Abandoned Email Campaigns

Name

Rcpts

Views

Clicks

Bounces

DT (MB)

Start On (Completed, Auto and
Active)/Created On (Abandoned)

Completed On (Completed and
Auto)/Updated On (Active)/Cancelled On
(Abandoned)

This section displays the name of the
campaign.

Click the name, which is a link, to view the
details about the corresponding email
campaign.

This section displays the number of
recipients of the email campaign.

This section displays the number of
recipients who have viewed the emall
campaign.

This section displays the number of
recipients who have clicked the links in the
email campaign (if any link has been sent).

This section displays the number of emall
addresses from which the campaign has
bounced.

This section displays the data transferred for
the corresponding campaign, in MB.

This section displays the date on which the
corresponding campaign was
started/created.

This section displays the date on which the
corresponding campaign was
completed/updated/cancelled.

Page 236 of 282

Viewing Campaign/Survey Statistics



MailDirect User Manual V1.0

Select the appropriate details in the required fields.

2. Click the name of the campaign to view details for the corresponding campaign.

MailDirect displays the Campaign Info screen.

@ MailDirect . 20 Managed Email Marketing
’ QuantumLink Communications Put Ltd {HO}
Account——==—|Campaign —|lisf Manager ——[Sfafisfics —|Saffings ———JHelp—————{iogout

D S 1277097117 Click to view Location Map
Mame . MailDirect Campaign

Description : Campaign for customer feedback

From emsail : marketing@elc in

Reply-To - marketing@gle in

From name : Dips

Subject : Customer teedback campsign
Message Size 053 KB
Total Recipients : 1

- 1 1
=

- Mo Bounce Found --

Tatal DT S0O0MB(O53KE XY

Tatal Clicks o0 = -

Total Viewsd 0 L ——
Total Bounce  : 0 Options © Send ;I MNo. Of Domain . 5 ;I @
Crested On @ 2010-05-21 10:45:45

Sent On : 2010-08-21 10:58:04 - MA -

Completed On : 2010-06-21 10:58:04

Sr. Hame Description Email Ids

1 PostMsster Express Posthaster Express 3

Sr. URL Mame Total Hits Unigue Hits
-- Mo URL Found --

Optimized for 1024 * TEE.
A Service By OQuantumLink Communications Put Ltd

Figure 207: CAMPAIGN INFO

Table 86: CAMPAIGN INFO

Field Description

Campaign This section displays the basic email campaign information. For detailed
Info information, click appropriate links available to download the required files.

The available links are explained below-

= (lick to Download Eml File:

Click this link to download the EML file for the campaign message.

If the link is clicked, MailDirect displays the Opening Campaign screen.
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Opening Campaign_qlc.zip El

You have chosen ko open

@ Campaign_glc.zip
which is a: WinZip File
Fram: http: /e maildirect.co.in

~hiak should Firefioe: do with this File?

" Cpen with I WinZip Executable (default) j

¥ iSave File

[ Do this automatically For Files like this From now on,

K I Cancel

Figure 208: OPENING CAMPAIGN

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using

which the file can be viewed without saving it.

= (Click to Download Recipients:
Click this link to download the list of recipients for the campaign.

If the link is clicked, MailDirect displays the Opening Recipient screen.
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Opening Recipient_Emails_1277097117_qlczip El

You have chosen ko open

~hiak should Firefioe: do with this File?

@ Recipient_Emails_1277097117_glc.zip
which is a: WinZip File
Fram: http: /e maildirect.co.in

" Cpen with I WinZip Executable (default) j

¥ iSave File

[ Do this automatically For Files like this From now on,

K I Cancel

Figure 209: OPENING RECIPIENT

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using
which the file can be viewed without saving it.

The available fields are explained below-

ID:

This field displays the campaign ID.

Name:

This field displays the campaign name.

Description:

This field displays the description about the campaign.
From email:

This field displays the email address from which the campaign emails
were/are being (depending on whether the campaign is active or completed)
sent.

Reply-To:

This field displays the email address on which the reply to the campaign
emails will be sent (if any).

From Name:
This field displays the name of the sender of the email campaign.
Subject:

This field displays the subject of the email campaign.

Viewing Campaign/Survey Statistics

Page 239 of 282



MailDirect User Manual V 1.0

Recipients
Info

Click
Through
Report

Location
Analysis

Message Size:

This field displays the size of the campaign message.

Total Recipients:

This field displays the total number of recipients of the email campaign.
Total DT:

This field displays the total data transfer (in MB) for the email campaign.
Total Clicks:

This field displays the total number of recipients who have clicked the links in
the email campaign (if any link has been sent).

Total Viewed:

This field displays the total number of recipients who have viewed the emaill
campaign.

Total Bounce:

This field displays the number of email addresses from which the campaign
has bounced.

Created On:

This field displays the date on which the corresponding campaign was
Created.

Sent On:
This field displays the date on which the corresponding campaign was sent.
Completed On:

This section displays the date on which the corresponding campaign was
completed.

This section displays information about the recipients of the email campaign. The
avallable fields are explained below-

Name:

This field displays the name of the contact list that was/is mapped to the
campaign.

Description:

This field displays the description of the contact list that was/is mapped to
the campaign.

Email IDs:

This field displays the number of email addresses present in the contact list
that was/is mapped to the campaign.

This section displays the click through report for the links sent in the emall
campaign (if any link has been sent).

Click the link to view the location wise analysis.

The available link is explained below-

Click to view Location Map:
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Click this link to view the location wise analysis on a map.

If the link is clicked, MailDirect displays the Location Map screen.

Wiewed Clicked Close

Walue

1 NN - "

Figure 210: LOCATION MAP

The options available are explained below-
¢ Viewed:

Click this button to view the location wise analysis of the viewed emails.

¢ Clicked:

Click this button to view the location wise analysis for the number of click
through for links sent (if any links have been sent).

View Count  This section displays the count analysis graph for the number of emails viewed.
Analysis Click the link to download the graph.

The available link is explained below-
= (Click to Download:

Click this link to download the graph for the count analysis for the emall
campaign.

If the link is clicked, MailDirect displays the Opening Statistics screen.
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Click
Through
Analysis

Bounce
Reports &
Analysis

Top Domain
Analysis

Opening Statistics_Email_Y¥iew 1275580289 glc.zip El

You have chosen ko open

@ Statistics_Email_¥Yiew 1275580289 _qlc.zip
which is a! WinZip File
Fram: http: (e maildirect, co.in

~hiak should Firefioe: do with this File?

" open with I WinZip Executable (default) j

% iSave File

[ Do this automatically For Files like this From now on,

K I Cancel

Figure 211: OPENING STATISTICS

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using
which the file can be viewed without saving it.

This section displays the click through analysis graph and chart for the links sent
in the email campaign (if any link has been sent).

This section displays the chart for the number of emails delivered and number of
emalils bounced.

Select an appropriate option to view the analysis for the top domains.
The available options are explained below-
= QOptions:

Select the appropriate options from the drop-down list.

The available options are explained below-

¢  Send:

Select this option to view the analysis for the domains to which the
maximum campaign emails were sent.

¢ Bounce:

Select this option to view the analysis for the domains from where the
maximum campaign emails were bounced.
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¢ View:

Select this option to view the analysis for the domains on which the
campaign emalils were viewed the most.

¢ Click:

Select this option to view the analysis for the domains on which the links
in the campaign emails were clicked the most.

= Number of Domain:

Select the appropriate number of domains from the drop-down list to view
the analysis chart categorized for the selected number of domains.

= Go:

Click this button to view the top domain analysis chart categorized according
to the options selected in the drop-down lists.

If the button is clicked, a Domain Analysis Chart will be displayed.

MailDirect Send Domain Chart

B commitin (1)

100%

Figure 212: DOMAIN ANALYSIS CHART

If the analysis chart is displayed, a link will be available to the user to
download the analysis chart.

The available link is explained below-
¢ Click to Download [Send/Bounce/View/Click]:
Click this link to download the displayed chart.

If the link is clicked, MailDirect displays the Opening Statistics_Domain
screen.
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Opening Statistics_Domain_Send_Count_1277097117 El

You have chosen ko open

@ Statistics_Domain_Send _Count_1277097117_qlc.zip
which is a: WinZip File
Fram: http: /e maildirect.co.in

~hiak should Firefioe: do with this File?

" Cpen with I WinZip Executable (default) j

¥ iSave File

[ Do this automatically For Files like this From now on,

K I Cancel

Figure 213: OPENING STATISTICS_DOMAIN

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using
which the file can be viewed without saving it.

0 Click this button to navigate to the previous screen.
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8.3 Viewing SMS Statistics

This section provides instructions on how to view SMS campaign statistics.

& To view SMS Campaign Statistics:

1. On the Statistics menu, click the SMS Campaign Status option.
MailDirect displays the Statistics screen.

Year Wonth Year

£ MailDirect . 203
OuantumLink Communications Pwt Ltd {HO}
Account ——————[Campaign [Hetp——————rogout ————|

There are no Active campsig)

From:

Total Guota Used 4 [ Jun 2010 - Jun 2010 ]

Sr. Hame Repts Sent Hot Sent Start On Completed On
1 MailDirect Campaign 1 2 0 2010-06-21 17:57:15 | 2010-06-21 17:57:15
2 MailDirect Campaign 1 2 0 201M0-06-21 14:24:06 2010-08-21 14:24:06

There are no abandoned campaigns.

Optimized for 1024 * 765

Figure 214: STATISTICS
Table 87: STATISTICS
Field Description

Statistics > Total SMS used Report

From Select the appropriate options to specify the
month and year from when the SMS
campaign statistics are needed.

The available options are explained below-
=  Month:

Select an appropriate month from the
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To

Show

drop-down list.

=  Year:
Select an appropriate year from the
drop-down list.

Select the appropriate options to specify the
month and year till when the SMS campaign
statistics are needed.

The available options are explained below-
=  Month:

Select an appropriate month from the
drop-down list.

" Year:

Select an appropriate year from the
drop-down list.

Click this button to view the SMS campaign
statistics for the specified time-period.

Note: By default, the SMS campaign statistics for
the current month are displayed.

Statistics > Completed/Auto/Active/Abandoned SMS Campaigns

Name

Rcpts

Sent

Not Sent

Start On (Completed, Auto and
Active)/Created On (Abandoned)

Completed On (Completed and
Auto)/Updated On (Active)/Cancelled On
(Abandoned)

This section displays the name of the
campaign.

Click the name, which is a link, to view the
details about the corresponding SMS
campaign.

This section displays the number of
recipients of the SMS campaign.

This section displays the number of
recipients to whom the campaign message
has been sent.

This section displays the number of
recipients to whom the message was not
sent.

This section displays the date on which the
corresponding campaign was
started/created.

This section displays the date on which the
corresponding campaign was
completed/updated/cancelled.
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Select the appropriate details in the required fields.
2. Click the name of the campaign to view detalils for the corresponding campaign.

MailDirect displays the Campaign Info screen.

@ MailDirect . 203 Managed Email Marketing
QOuantumLink Communications Put Ltd {HO}
ccount ——————|Campaign —————|(sl Mariager Stafistics [Settings—————relp—————Jiogout |
] L A2FT22T30
Mame : MailDirect Campaign SMSDirect Received Recipients Analysis
De=scription : Campaign for customer feedback
From G o 918824457700

M 545 Received (2)

From COMA, L 919324157700 :.: SMS Not Received (0)
Hi %FNAMEY% %LNAMEY, Pleaze feel free to get in touch with

Content s if you have any suggestion on howe we can improve our
services. Thanks & Regards, GLC Marketing Team

Mzg Size 186 Chr.

Total Recipierts 1

Created On o 20M0-06-21 174850

Sent On o 20M0-06-21 175715

Completed On © 20M0-06-21 175715

Sr. Hame Description Mobile Hos

1 Posthaster Express PostMaster Express 1

Optimized for 1024 * 763,
A Service By O ink Communications Pyt Ltd

Figure 215: CAMPAIGN INFO

Table 88: CAMPAIGN INFO

Field Description

Campaign Info This section displays the basic email campaign information.
The available fields are explained below-
= |D:
This field displays the campaign ID.
= Name:
This field displays the campaign name.
= Description:
This field displays the description about the campaign.
= From GSM:

This field displays the GSM number from which the campaign
messages were/are being (depending on whether the campaign is

Viewing Campaign/Survey Statistics
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Recipients Info

Received
Recipients Analysis

Not Received
Analysis

active or completed) sent.
From CDMA:

This field displays the CDMA number from which the campaign
messages were/are being (depending on whether the campaign is
active or completed) sent.

Content:
This field displays the campaign message.
Message Size:

This field displays the size of the campaign message (number of
characters).

Total Recipients:

This field displays the total number of recipients of the SMS
campaign.

Created On:

This field displays the date on which the corresponding campaign
was created.

Sent On:

This field displays the date on which the corresponding campaign
was sent.

Completed On:

This section displays the date on which the corresponding
campaign was completed.

This section displays information about the recipients of the emaill
campaign.

The available fields are explained below-

Name:

This field displays the name of the contact list that was/is mapped to
the campaign.

Description:

This field displays the description of the contact list that was/is
mapped to the campaign.

Mobile Nos:

This field displays the number of mobile numbers present in the
contact list that was/is mapped to the campaign.

This section displays the analysis chart for the number of recipients who
have received the SMS campaign.

This section displays the link to download the file with the recipient
numbers that have not received the SMS campaign.

Note: This link is available only if there are recipients to whom the campaign
message was not sent.
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The available link is explained below-
= (Click here to Download:

Click this link to download the CSV file with the recipient numbers
who have not received the SMS campaign.

If the link is clicked, MailDirect displays the Opening Statistics
screen,

Opening Statistics_SMS_qglc.zip 5[

You have chosen ko open

£J) Statistics_SM5_glc.zip
which is a: WinZip File
Frarm: hebp: s, maildirect, co.in

—What should Firefoe: do with this File?

" Cpen with I WinZip Executable (default) j

* iSave File

[ Do this automatically For Files like this From now on.

(0] 4 I Cancel

Figure 216: OPENING STATISTICS

Select the Save File option and click the OK button to
download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable
application using which the file can be viewed without saving it.
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8.4 Viewing Survey Statistics

This section provides instructions on how to view the survey statistics.

& To view Survey Statistics:

1. On the Statistics menu, click the Survey Status option.
MailDirect displays the Active Survey screen.

@ MailDirect - 2 13 Managed Email Marketing
: QuantumLink Communications Pvt Ltd {HO}
Mccount ——————Campaign —|[st Manager —Safistics ——|Saffings———Hals———logout

Sr. Hame Status Link /Email Questions Responses Repts Start Date Expiry Date
1 MailDirect Feedback Surve... Active Combined 4 1 3 2010-06-18 200-07-22
2 MailDirect Customer Respo... Active  Public Link OnWeh Site 9 a R 2010-0617 20M0-07-08

BackTrack Survey Campaign Active Irvite Wia Email 4 1 3 2010-06-11 2010-06-30

Sr. Hame Status Link /Email Questions Responses Repts Start Date Expiry Date
1 PostMaster Feedback Surve... Expired Cormbined 4 o o 2010-08-18 2010-06-19
2 PostMaster Express Respon... Expired Combined 2 o] a 2010-08-18 20M0-06-18
3 PostMaster Express survey Expired Invite: Wiz Email 1 1 3 2010-08-11 2010-06-21
4 MailDirect Customer Surve... Expired Invite ia Email 5 1 3 2010-08-11 20M0-06-15

Optimized for 1024 * 765,
A Service By OuantumLink Communications Pyt Ltd

Figure 217: ACTIVE SURVEY

Table 89: STATISTICS

Field Description

Statistics > Active/Expired Survey

Name This section displays the name of the
survey.

Click the name, which is a link, to view the
details about the corresponding survey.

Status This section displays the status of the
survey. The survey status can either be
Expired or Active.
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Link/Email This section displays the type of the survey.
The survey can either be Email, or Website
or Combined.

Questions This section displays the number of

questions present in the survey.

Responses This section displays the number of
responses received for the survey.

Rcpts This section displays the number of
recipients who have received the invitation
for the survey.

Note: This field will have values other than zero
only if the survey type is Email or Combined.

Start Date This section displays the date on which the
corresponding survey was started.

Expiry Date This section displays the date on which the
corresponding survey has expired (for an
Expired survey)/will expire (for an Active
survey).

Select the appropriate details in the required Tields.

2. Click the name of the survey to view detalls for the corresponding survey.
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MailDirect displays the Survey Info screen.

@ MailDirect . 203 Managed Email Marketing
QOuantumLink Communications Put Ltd {HO}
ccount —————|Campaign ——|list Maniager —Sfafistics ——[Saftings Wl rogout — |
Select Campaign  --Select-- ;l Wiew o

(] 2 Responses @ 1

Mame MailDirect Customer Survey Email .3
Recipierts

Type Invite via Email (Restricted) Start Date 11062010

Status Expired Expiry Date @ 15062010

Click here to Download Survey Response

Sr. Ouestions Ho. of Response Response Details Download Graphs
1 Pleasze enter your name * 1 M- Download M-
2 Pleasze erter your email ld * 1 --hAa-- Download —-MlA--
3 Howy do you rete MailDirect Service on a scale of 5 (1- poor, 2 - Below aversge, .. * 1140,2-0,3-0,4-0,5-1 Download Graph
4 Do you have any suggestion on how we can improve our service? 1 Mo Download M-
5 Erter the date of purchase 1 M- Download M-

Loakup for in --Select-- LI Search

Cptimized for 1024 * 7635,
A Service By O ink Communicati Put Ltd

Figure 218: SURVEY INFO

Table 90: SURVEY INFO

Field Description

Survey Info  This section displays the basic survey information. Click the link to download the
survey response.

The available fields are explained below-
= ID:
This field displays the survey ID.
= Name:
This field displays the survey name.
= Type:
This field displays the type of the survey.
= Status:
This field displays the status of the survey.
= Responses:

This field displays the number of responses received for the survey.
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= Email Recipients:

This field displays the total number of recipients of the Survey.

Note: This field is displayed only if the survey type is Email or Combined.

= Start Date:
This field displays the date on which the corresponding survey was started.
= Expiry Date:

This field displays the date on which the corresponding survey has expired
(for an Expired survey)/will expire (for an Active survey).

The available link is explained below-

=  (Click here to download Survey Response:
Click this link to download the survey response for the corresponding survey.
If the link is clicked, MailDirect displays the Opening SurveyReport screen.

Opening SurveyReport_2.zip 5[

You have chosen ko open

£ SurveyReport_2.zip
which is a: WinZip File
From: htkp: e, maildirect. ca.in

—wWhat should Firefox da with this File?

" Cpen with I WinZip Executable (defaulk) j

* i Save File

[ Do this automatically For files like this From now on,

Ik I Cancel

Figure 219: OPENING SURVEYREPORT

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using
which the file can be viewed without saving it.

Responses This section displays information about the responses for the survey questions.
Click the available link to view the survey response.
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The available link is explained below-
= View/Print:
Click this link to view/print the survey response.

It the link is clicked, MailDirect displays the Response screen.

QuantumLink Communications Pvt Ltd {HO}

MailDirect Customer Survey

Oour marketing team would like to know you better; please take time out to answer a few
question to help us service you better.

. of Response Details

Ty

-
1-0,2-0,3-0,4-0,5-1

sor, 2 - Below average, 3

DEEEEs
5

A

al=] w@[n[r] @

Enter the date of purchase 1 .
MailDirect Customer Survey 08-Jun-2010 © QuantumLink Communications Pvt Ltd {HO}
2010

Figure 220: RESPONSE

The available fields are explained below-
= Questions:

This field displays the displays the survey guestions.
= No. of Response:

This field displays the number of responses received for the corresponding
question.

= Response Details:

This field displays the response details for the corresponding question.

Note: Response details will only be displayed for the questions with non textual as the
response type is.

= Download:

This field displays the link to download the response for the corresponding
question.

Note: The link to download the response will only be available if there are any responses.

The available link is explained as below-

¢ Download:

Click this link to download the file with the response for the corresponding
question.
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If the link is clicked, MailDirect displays the Opening SurveyReport
screen.,

Opening SurveyRepork_2.zip ﬂ

You have chosen ko open

@ SurveyRepork_2.zip
which is & WinZip File
Fram: Rtbp: e, maildirect, co.in

—what should Firefox da with this file?

i~ Open with I WinZip Executable (defaulk) j

{* i Sawve File

[ Do this automatically For files like this From nowe an,

Ik I Cancel

Figure 221: OPENING SURVEYREPORT

Select the Save File option and click the OK button to download the file.

Note: By default, the Save File option is selected.
The user can also select the Open with option and select the suitable application using
which the file can be viewed without saving it.

= Graphs:

This field displays the link to view the graph for the response for the
corresponding question.

Note: The link to view the graph will only be available if there are any responses and if the
response type for the corresponding question is non textual (option based).

The available link is explained as below-
¢ Graph:

Click this link to view the graph for the response for the corresponding
question.

If the link is clicked, MailDirect displays the Graphs screen.
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Howy do you rate MailDirect Service on a scale of 5 (1- poor, 2 - Below average, ..
3

Figure 222: GRAPHS

Search Select the appropriate options to search for the required information.

The available options are explained below-

Lookup for:

Type an appropriate keyword for which the search will be conducted.

In:

Select an appropriate option on which the search is to be conducted, from
the drop-down list. The options are the survey questions and email IDs of the
respondents (if the Track respondent check box has been selected).

Search:

Click this button to search for the keyword entered in the option selected.

Select Select an appropriate campaign from the drop-down list.

Campaign Click the View button to view the campaign details for the corresponding

campaign.

Note: Only the campaigns which are mapped to the corresponding survey are available in
the drop-down list.

The Select Campaign drop-down list and the View button are available only if the survey
type is Email or Combined.
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9 Configuring Settings

In this chapter, users will learn how to:

=  Manage personalization fields

=  (Change Password
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9.1

Introduction

The Settings menu enables users to manage personalization fields and change
passwords. They can create new custom personalization fields and modify these as
needed. These fields enable users to run personalized campaigns, which gives

campaign recipients a feeli

ng that the user knows them and is aware of their

business needs. This, in tumn, helps to generate more responses for the campaign,
The user can add up to 19 personalization fields (4 — default fields and 15 user-

created custom fields) in a campaign message.

9.2

Managing Personalization Fields

This section provides instructions on how to manage personalization fields.

To manage personalization fields:

1. Onthe Settings menu, click the Fields Manager option.
MailDirect displays the Custom Field Management screen.

@ MailDirect . 2 13 Managed Email Marketing
QuantumLink Communications Put Ltd {HO}

(Account————[campaign (st Manager ———[Stafistics ———|Seftings el iogout |

e —

Currertly there are 5fields & you can add f4more Fields Cregte 1 ;I Meser Field(s) Ga

Sr. Hame Type Size Personalization Code Option

1 Email String 100 | SEEMAILSE 0

2 MohileMo String 12 %MokileMo% 0

3 Firsthame String 40 YEFRAME 0

4 Lasthlame String 40 %ELMAMEY: 0

E Address String S0 wAddress%

- -
Select Hame Type Size
W~ = 10

DsteafPurchase Mumber

Submit Reset

Optimized for 1024 * 768
& Service By O ink C: i

Pyt Ltd

Figure 223: CUSTOM FIELD MANAGEMENT
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Table 91: FIELD MANAGEMENT

Field Description

Custom Field Management

Name This section displays the name of the field.
Type This section displays the input type for the corresponding field.
Size This section displays the permissible number of characters for the

corresponding field.

Personalization This section displays the personalization code for the corresponding field.

Code Click the name, which is a link to view the details about the corresponding
email campaign.
Option This section displays the option to modify the corresponding field. Click the
available link to modify the corresponding field.
The available options are explained below-
. O.
This icon indicates that the corresponding field is a default field and
cannot be modified.
= Edit:
Click this link to modify the corresponding custom field.
If the link is clicked then the Field List — Edit for the corresponding field
will be available.
S; poese = 5[‘[:’;19 T::E 'L'!F' d Ty "and " F Idss'u " - i ctLI chatar ]
Figure 224: FIELD LIST - EDIT
The available options to edit the field are explained below-
¢ Name:
Edit the name of the field as needed.
¢ Type:
Select an appropriate option to edit the input type for the
corresponding field, from the drop-down list.
¢ Size:
Select an appropriate option to edit the input size for the
corresponding field, from the drop-down list.
Create New Select the appropriate number of fields to be added from the drop-down list.
Fields

On selecting the required fields click the Go button.

If the button is clicked, MailDirect displays the Custom Field Management
screen with the respective number of fields added in the Field List — Add
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section.

Note: There can only be 19 personalization fields, of which 4 are default fields. The
user can add only 15 custom personalization fields.
The drop-down list always displays the number of remaining custom personalization

fields.
Field List - Add
Select Select this check box to select the corresponding field to be added.
Name Type an appropriate name for the field.
Type Select the appropriate option to define the input type for the field, from the

drop-down list.
The available options are explained below-
= String:

Select this option to set string as the input type.
= Number:

Select this option to set number as the input type.
= Phone No / Fax:

Select this option to set phone number or fax number as the input type.
=  Amount:

Select this option to set amount as the input type.
= Currency:

Select this option to set currency as the input type.
= Date(YYYY-MM-DD):

Select this option to set date as the input type.

Size Select the appropriate option to define the input size for field, from the drop-
down list.

Enter/Select the appropriate details in the required fields.

2. Click the Submit button to add the new custom fields or to save changes to the
existing one (if the Edit link was clicked for the corresponding field).
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MailDirect displays the Custom Field Management screen.

@ MailDirect + 7 13 Managed Email Marketing
(Rccount—————|Campaign —|{ist Manager —|Sfafistics—|Seflings ———|fielp———iogout |

Currertly there are 6 fields & you can add 13 more Fields Cresgte 1 ;I Meser Fielid(s) Ga
Sr. Hame Type Size Personalization Code Option
1 Email String 100 SEEMAILSE 0
2 MohileMo String 12 %MokileMote 0
3 Firsthame String 40 FWBFMAMES 0
4 Lasthame String 40 WLRAMEZ 0
5 Address String 50 %wAddress% Edlit
& DatecfPurchase MNumber 10 %DatecfPurchase Edlit

Select Hame Type Size

2 String ;I B ;I

Submit Reset

Optimized for 1024 * 768
& Service By O ink C: i ati: Pyt Ltd

QuantumLink Communications Put Ltd {HO}

Figure 225: CUSTOM FIELD MANAGEMENT WITH THE NEW FIELD ADDED

@ MailDirect . 2 03 Managed Email Marketing
ccount | Campaign —|Uist Manager ——{Stafistics ———|Seffings ———Helo————Jrogout

Currertly there are 6 fields & you can add #3more Fields Create 1 ;I Meser Field(s) Ga

Sr. Hame Type Size Personalization Code Option

1 Email String 100 SEEMAILSE 0

2 MohileMo String 12 %EMokileMo® 0

3 Firsthame String 40 %FNAMEH 0

4 Lasthame String 40 %WBLMAMES 0

5 Address String 100 3bAddress¥ Edit I
5 DateatPurchase MNumber 10 %DateofPurchasze% Edit

Select Hame Type Size

v Shring LI a LI

Submit Reset

Optimized for 1024 * 763,
A Service By OuantumLink Communications Pyt Ltd

QuantumLink Communications Pvt Ltd {HO}

Figure 226: CUSTOM FIELD MANAGEMENT WITH THE EXISTING FIELD MODIFIED
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9.3

Changing Password

& To change user password:

1. On the Settings menu, click the Change Password option.

MailDirect displays the Change Password screen.

@ MailDirect . 2 02 Managed Email Marketing
GuantumLink Communications Pvt Ltd {HO}
Recount ——————[campaign —|lisfManager —|sfafistics ————{seftings ————ep——————rogaur —————

Current Password sese
Mewr Password  wwse
Confirm Passward  eess

Subimit Reset

Password String Valicste
String Length 3to 15
string Charactors Al char
Special Charectors @ #&* _-

Optimized for 1024 * 768
A Service By O ink Communicati Put Ltdd

Figure 227: CHANGE PASSWORD

Table 92: CHANGE PASSWORD

Field

Current
Password

New
Password

Confirm
Password

Description

Type the current password.

Type an appropriate password to be set as the new password.

Retype the new password in confirmation.

2. Click the Submit button.
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MailDirect displays the Change Password screen indicating that the password
has been changed.

@ MailDirect . 2 02 Managed Email Marketing
’ QuantumLink Communications Pvt Ltd {HO}
Account = Campaign ————|[isf Manager —|Sfafisfics ——|Seffings el logout

Password changed.

Optimized for 1024 * 768
& Service By O ink C: icati: Pvt Ltd

Figure 228: PASSWORD CHANGED
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10 Account Information

In this chapter, users will learn how to:

=  Navigate to Home Page

u View account details
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10.1

Navigating to Home Page

& To navigate to the Home Page:

On the Account menu, click the Home option.

MailDirect displays the Home Page screen.

This section provides instructions on how to navigate to the Home Page.

£ MailDirect . 2 03

Active - Campaigns currently launched

Planned - Campaigns ready for launch 3
Completed - Campaidns launched and completed 12
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Figure 229: HOME PAGE
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10.2 Viewing Account Details

This section provides instructions on how to view account details.

& To view account details:

1. Onthe Account menu, click the User Profile option.

MailDirect displays the Account Details screen.

MailDirect License Type
Total Email Recipients
MailDirect Data Transfer

SMSDirect License Type
Total SMS Recipients
Total Remain SMS Quota

Cptitnized for 1024 * 765,
ink i

A Service By O Pwt Ltd

@ MailDirect . 2 03 Managed Email Marketing
QuantumLink Communications Pyt Ltd {HO}
(Account | Campaign ————|list Manager [Statisties —————sftings————elp————iogout |
D —————————————————
Client Matmne Guantumbink Communications Pyt Lt {HO}
Client Cods gl
Database ID 2145

Figure 230: ACCOUNT DETAILS

Table 93: ACCOUNT DETAILS

Field

Account
Details

Description

This section displays the basic account details.

The available fields are explained below-

Client Name:
This field displays the client name.
Client Code:
This field displays the client code.
Database ID:

Account Information
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MailDirect
Details

SMS Direct
Details

This field displays the client Database ID.

This section displays the MailDirect details for the respective user.

The available fields are explained below-

MailDirect License Type:

This field displays the type of license issued for MailDirect to the respective
user (for running email campaigns).

Total Email Recipients:

This field displays the total number of recipients to whom the respective
user can send email campaigns.

MailDirect Data Transfer:

This field displays the permissible data transfer for the respective user (in
MB per month).

This section displays the SMSDirect details for the user.

The available fields are explained below-

SMSDirect License Type:

This field displays the type of license issued for SMSDirect to the
respective user (for running SMS campaigns).

Total SMS Recipients:

This field displays the total number of recipients to whom the respective
user can send SMS campaigns.

Total Remain SMS Quota:
This field displays the remaining SMS quota.
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11 Using Online Help

In this chapter, users will learn how to:

= Use Online Help
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11.1 Using Online Help

This section provides instructions on how to use online help.

& To use online help
1. Onthe Help menu, click the Home option to view detailed information about
MailDirect.
MailDirect displays the Home Page of www.maildirect.in.
OR

On the Help menu, click the Features & Benefits option to view MailDirect
features and benefits.

MailDirect displays the Features & Benefits page of www.maildirect.in.
OR

On the Help menu, click the Frequently Asked Questions option to view the
frequently asked guestions about MailDirect.

MailDirect  displays the Frequently Asked Questions page of
www.maildirect.in.

OR

On the Help menu, click the Terms & Conditions option to view the Terms &
Conditions for using MailDirect.

MailDirect displays the Terms & Conditions page of www.maildirect.in,
OR

On the Help menu, click the Contact Us option to view the QLC contact details
in order to get in touch with us.

MailDirect displays the Contact Us page of www.maildirect.in.
OR

On the Help menu, click the About option to view details about the current
version of MailDirect.

MailDirect displays the About page of www.maildirect.in,
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Glossary

Terms

Activate Survey

Block Recipients

Campaign

CDMA

Contact List

csv

EML

GSM

HTML

Keyword
Personalized

Public Lists

Real-time

Recipient

Record
Response/Feedback
SMS Quota

Software-as-a-Service

Statistics

Description

A feature that allows users of MailDirect to activate and
generate a link to the survey using which recipients can
participate in this survey.

A feature that allows users to block campaigns from being
directed to a recipient.

Email & SMS promotions and surveys sent out to recipients.

Code Division Multiple Access - a standard used by mobile
service providers.

Alist in which contact and personal details of recipients are
stored

A Comma Separated Value file using which recipient details
can be uploaded on MailDirect.

Email messages created or saved using Microsoft Outlook
Express or other programs.

Global System For Mobile Communications - a standard used
by mobile service providers.

HyperText Markup Language - used to embed images &
objects and create interactive content.

One or more words used to search for records.
Use of recipient’s personal information.

Lists with public name, which will be visible to recipient in the
Unsubscribe area of the campaign messages.

A view of the progress of promotions and surveys as and when
it takes place.

Target audience for the email & SMS promotions and surveys.
Contact & personal detall of a single recipient.

Replies of recipients

Total number of SMS availed by the user's organization.

A service deployed on the servers of service provider, which
can be accessed over the Internet. The service is designed on
a pay-as-you-go model and can be used without any

investment on hardware.

Basic information about email & SMS promotions and surveys
using which users can analyze the success of a campaign.



Subscribe

URL

UnBlock

Unsubscribe

User Credentials

Web Browser

Website Based Survey
Campaign

QLC Administrator

A feature that allows users to add a recipient to a list, so that
he/she starts receiving all campaigns addressed to the
corresponding list.

Uniform Resource Locator - a Uniform Resource Identifier that
specifies where an identified resource is available and the
mechanism for retrieving it. Used to specify location of a
website.

A feature that allows users of MailDirect to unblock the blocked
recipients so that campaigns can be directed to them.

A feature that allows users to remove a recipient from a list, so
that he/she stops receiving all campaigns addressed to the
corresponding list.

Includes unique user ID and password using which a user can
access MailDirect. User credentials are available only if
MailDirect services are availed.

A software application for retrieving, presenting, and traversing
information resources on the World Wide Web.

Use of survey links on website that facilitate visitors to answer
survey guestions.

The person in-charge at QLC who creates accounts for users
availing MailDirect services and manages the service.
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