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Screenshots are from our commercial product E-Marketing Manager which means that sometimes you see
more functionality than provided by OpenEMM.
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1 OpenEMM - The Basics

Contents of this chapter

¢ In this chapter, you will familiarize yourself with the OpenEMM.

¢ You will also learn how the individual system functions interact.
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1.1 Introduction to the OpenEMM

Thank you for choosing AGNITAS AG OpenEMM. The platform enables you to design,
execute, manage and evaluate your e-mail marketing campaigns in a professional
manner.

This manual will explain the OpenEMM, software which allows you to create customized
mail shots with personalized and individual content. E-mail marketing is the keyword for
successful dialog marketing campaigns on the Internet. Our software will take care of
every single aspect of your mailing for you — from entering and managing recipient
addresses to sending out bulk mailings, dealing with each answer individually and
statistically evaluating mailing results.

The OpenEMM s a web-based campaign management system. The use of the latest
technologies permits the database-controlled delivery of personalized and individual, i.e.
customized, bulk e-mails for winning and retaining customers.

Using the OpenEMM you can define newsletter templates so that you only need insert the
actual text for each mailing. The OpenEMM automatically merges this text into the
template and produces the HTML newsletter ready for delivery.

The statistics module of the OpenEMM permits real-time access to the important data,
such as the number of opened HTML e-mails, the number of clicked links and the
distribution of the clicks among the individual links of the mailing. The OpenEMM thus
enables you to check immediately on the success of your email marketing campaigns.

Each subscriber is matched to a profile containing specific criteria which can be displayed, changed
or deleted using an editor. Criteria may be set freely. You may for instance determine in individual
profiles whether or not the subscriber has already responded to one of your mailings. The criteria
will then be the basis for selecting specific sub-groups for the purpose of selective mailings.

Moreover, the OpenEMM is fully functional for automatic subscription by prospects or recipients
who can request mailings, modify data and opt out. The interface can be integrated seamlessly into
your website. It demands no programming or scripts of any sorts, while permitting the fully
automatic administration of the respective mailing list.

The OpenEMM offers you the technological environment with which you can increase the
response quota of your e-mails which are personalized and individualized.

We wish you every success with the OpenEMM!

1.2  Functions of the OpenEMM

The OpenEMM from AGNITAS AG has some special features that enable you to send
newsletters to your customers with flexibility, speed and precision.

You start by transferring all your email addresses into the OpenEMM database.New email
addresses are imported via the import function, the web interface or directly by the
customer or prospect. Using a web interface, customers and prospects can subscribe to
your newsletter, modify their individual profile data at any time or unsubscribe from the
newsletter. In order to suggest to your customers that they are still located on your
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website, the web interface on your site is incorporated in a frame. The first subscription
page can still be located on your server. Each entry of data, however, is made directly on
the OpenEMM server via secure access.

The data that the customer enters via the web interface is immediately stored in your
database, which is located on the OpenEMM server. Each newsletter recipient is
assigned their own individual ID. This ID is used to gain access to their own data which
they can maintain at any time via the web interface in your database.

Using the web access specially set up for you, you can now retrieve and modify the data
of each individual customer, and understand customer-specific page queries. The
OpenEMM makes extensive mailing statistics available to you in a graphic representation,
enabling you to make a mailing-related evaluation.

Overview: This is how the modules interact

The OpenEMM consists of various individual functional areas or modules. All the modules
are interlinked and work together to enable you to achieve your aim: to create and evaluate
marketing campaigns quickly and effectively. This is why in this sub-chapter, we give you
an overview of the functional areas and explain how they interact.

Three areas are paramount for sending out a newsletter. As soon as you have entered the
relevant data, the OpenEMM is ready to send out your first email.

¢ Mailing List: here, you determine which newsletters (e.g. B2B-Newsletter and B2C-
Newsletter) or mailing campaigns you are planning. For each independent newsletter
you will create an individual mailing list. Details can be found in chapter "Mailing lists -
Managing list subscription".

¢ Recipient: The most important item for E-mail marketing is a database with customers
and prospects and their email addresses. The OpenEMM calls them recipients. Each
recipient has an individual profile containing his or her name and email address as well
as the newsletters (i.e. mailing lists) the recipient subscribes to. The profile contains
various predefined fields, for instance for the recipient’s sex. It is possible to create
customized fields in order to save individual data like, for instance, hometown or age of
the recipient (see chapter "Extending recipient's profiles"). Further information on
maintaining the recipient database can be found in chapters "Recipients - Managing
customer data" and "Extending recipient's profiles".

¢ Mailing: The mailing module is used to send a specific mailing text by email to all
recipients listed on a specific mailing list. You enter the text of the mailing using text
modules from your system, insert trackable links if you wish, or attach a file. You then
start sending out the mail shot and evaluate the result using the statistics function.
Further information can be found in chapter "Mailings - Sending out newsletters".

¢ Archive: An archive functions a bit like a box file in your office: All letters referring to a
particular marketing mailing are kept together in a file. If you want to find a particular
letter at a later stage, all you need to do is search that file. Mailings can be shifted from
one archive to another — just as you would re-file them — or managed individually without
an archive assignment. It is up to you to decide how to attribute mailings to an archive
and how many archives you want to create. Further information on archives is
contained in chapter "Archives - Grouping mailings".

12
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Other areas are used to make mailing creation easier, control mail shots more precisely
and more flexibly, evaluate responses and make database management easier.

e Target group: Sometimes it makes sense not to send a newsletter to all recipients on
a mailing list, rather to a small part. A target group can filter recipients, for instance
selecting all women with a particular post code. You can then test whether a mailing is
successful; if it is, you can send it to all other women on the mailing list. A target group
is dynamic. As soon as you add recipients to your database, the target group will select
them if the criteria match. Further information on target groups is contained in chapter "
Target groups - Dynamic filters".

e Template: Many regular mailings follow the same pattern. For instance, you start with a
heading, followed by current news, special offers, ending with a contact address and a
link to unsubscribe from that particular newsletter. Templates define which parts of the
mailing are always the same. You then create a mailing using a template and text
modules for variable text. This will reduce the amount of work needed to create weekly
newsletters and the potential for errors to a minimum.

¢ Actions: The recipient triggers an action for example by clicking on a link in the email.
The action could be to activate a numeric field in the recipient’s profile or to send a
follow-on email containing additional information requested. This will tell you who is
interested in a particular topic and will automatically provide you with additional
information for your customer profiles.

e Statistics: In order to check on a mailing’s success and plan subsequent mailings, you
need information on your customers’ response patterns and particular interests. It is
also interesting to be able to directly compare the results of various mailings. Statistics
are the answer to this and other questions. Further information can be found in chapter "
Statistics - To gain a broad view".

e Forms: These forms let you create web pages where a customer is able to subscribe
to a newsletter or to amend or cancel a subscription using a web-based form. If you
want to create a new web page for self administration of the recipients, you should use
one of these forms. Further information on forms is contained in chapter "Forms -
Recipient management".
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2 Handling - Navigate through OpenEMM
Contents of this chapter

¢ You will learn how to log onto the OpenEMM using your web browser.

¢ You will understand how to operate the navigation bar and the individual mailing
elements.
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21  Starting the OpenEMM

The OpenEMM is a web-based service. All actions can be performed via your browser
directly on the Internet. The advantage is obvious: it is possible to start or manage the
newsletter service at any time from any desktop anywhere in the world, provided an
Internet connection is available.

Carry out the following steps to start the OpenEMM:

1. Enter the URL of your installed version of OpenEMM in your browser, for example:
http.//yourcompany.openemm.com. This brings up the homepage for the OpenEMM
system. The URL to reach your OpenEMM system was defined during your installation
process (please see installation manual for details).

2. Use the Username and Password entry fields to enter the access data. For your first
login, please use Username admin and Password openemm. For security reasons,
please do not forget to change your password as soon as possible (Administration,
User).

3. Finally, click on the Login button.

.a—-.\

~_

OPEN

AGNITAS OpenEMM 2011

Username:

Password:

Fig. 2.1: The login screen for the OpenEMM 2013
Login Block

After three failed login attempts, access to OpenEMM s blocked for five minutes. Here,
the following applies:

¢ For each attempted and failed login during the five minute blocking period, the blocking
time again increases to 5 minutes for security reasons.

e [f you successfully login to OpenEMM during the five-minute blocking time, access still
remains temporarily blocked. In contrast to logging in with an incorrect username or
password, the blocking time is not again set to 5 minutes.
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e

~_

OPEMN

AGNITAS OpenEMM 2011
Wrong username/password or account temporarily
locked

Username: john_doe

Password:

Fig. 2.2: The standard settings block the Login to the
OpenEMM atter three failed logins for five minutes.

After logging in, you can access the OpenEMM system provided. You can conveniently
select the individual options via buttons in the navigation area on the left-hand side of the
screen. Depending on the access rights assigned, you may not see all of the functions of
the system (see chapter "Teamwork: Client and User")

Important: To close the session in the OpenEMM, click on the Logout button in the
navigation area on the upper side.

Please note: For security reasons, the system will perform an automatic logout after 15
minutes if you didn’t make entries or change data during this time.

If anyone tries to log into the user account and enters a false password when doing so, on
the next successful login OpenEMM shows in the upper left edge of the window how
many logins there were that were not successful.

John Doe (EMM-Handbuch2010) | Logout | @ Help
You have 1 faied login.

Fig. 2.3: OpenEMM shows the number of
unsuccessful login attempts for the user account.

A click on the note marked in red takes you directly to User Self-Administration. There you
can see, on the right-hand side listed in tabular form, at what time the login attempts were
made and in each case from which IP address. You can also make important account
settings in User Self-Administration. Read more about this in chapter "User Self-

Administration".

Using OpenEMM in several browser windows simultaneously

You can use OpenEMM without problems in several browser windows at the same time,
for example in multiple tabs in Microsoft Internet Explorer or Mozilla Firefox. This is helpful
when, for example, you are editing in a window in a text building block of a mailing and

16
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want to see a preview of this in another window.

Please note: To be able to work simultaneously in multiple windows with OpenEMM, you

must first log in separately in each window to allow OpenEMM to allocate a so-called
“session” to each window.

2.2 User Self-Administration

In the upper left edge of the window, directly next to the OpenEMM logo, OpenEMM
shows the name of the currently logged-in user and his client information behind this in
brackets. By clicking on this data, you call User Self-Administration, in which you can
make settings for your user account.

@
Salutation:  Mr. - Title:
Firstname:  John Lastname: Doe
Company:  AGNITAS AG Client: EMM-Handbuch
User-Settings Login date 1P address Status
Username: john_doe Oct 10, 2014 10:48:41 AM CEST 2,242,212.161 success
Group: Administrator - Sep 16, 2014 12:39:26 PM CEST 88.217.233.130 failed
Password: Aug 27, 2014 3:23:43 PM CEST 2.242,28.8 suCCess
Confirm:
insecure |:| secure
Email address: jdi@agnitas.de
Statistic email address: stats@agnitas.de
Language: English -
Time zone: Europe/Berlin A
Account-Settings
Layout: Standard -
Startpage: Dashboard -
MNavigation: atthe left side -
Mailings in Dashboard: List -
List: size: 20 -
Live Preview: nextto the content blocks -
Statistic-Summary: Load immediatehy -
Contentblocks: HTML -
Mailing settings: expanded -
Save |

Fig. 2.4: You make settings for your account in the User Self-Administration.

The two most important settings in user self-administration are to be found right at the
start: As well as your Name and your Company, you can also define your user Group. In
this last setting, you can choose from the user groups that the Administrator assigned to
you. You can read more about user groups in the "™ chapter.

Moreover, in the User Self-Administration you can enter your e-mail address and define
your password. When carrying this out, OpenEMM displays a progress bar that shows
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you how secure the password you have chosen is.
Please note: The Name, Company and Email address fields are mandatory.

Further settings in User Self-Administration include the Language, the Layout, the Time
zone and the OpenEMM Startpage (Dashboard or Calendar) as well as the Live
Preview and the Statistics-Summary. Live Preview refers to the view in the Content
tab of a mailing and for the Statistics-Summary refers to the mailing statistics (individual).
Clicking on the Save button stores your settings.

On the right-hand side of the User Self-Administration you will see a list with successful
and unsuccessful login attempts for your user account. You can see at a glance whether
an unauthorized person has deliberately attempted to access your account.

Navigation bar and mailing elements

All OpenEMMs functions are called up using the navigation bar on the left-hand side of the
screen. Using the buttons — from Mailings to Administration — you select which data to
edit or which function to start. Clicking on a button will cause the OpenEMM to display a
list of sub-menu options where the active option is blue highlighted.

EMM John Doe (EMM-Handbuch2010) | Logout | @ Help
FALL

Qverview

Dashboard w o
E First name Last name Email
Mailings S )
e Maling list: Target group: Recipient type: Recipient status:
» Recipients All + Al * Al * Al -
> Overview
New Recipient
P » Advanced Search [{
Import
Classic Import List size: @20 ©50 © 100 [ Show | 12 36 Entries found, show from 1 to 20,
Export
Blacklist Salutation First name Last name Email
Forms of Salutation Mr. Test Recipient test.redpient@agnitas. de [Eg
Mrs, Agritas AG agnitas1@t-oniine.de E4
Statistics
Mrs. Agnitas AG agritas_ag@hotmail.com B4
Target Groups Mrs. Agnitas AG agnitas_ag@yahoo.de B4
Mrs, Agritas AG agnitas@web.de [E4
Mailing Lists
Mrs, Agnitas Rusche willniz2@gmx.de @
Sites & Actions Mr. Agritas Rusche willnix 1@gmx.de [E 4
Affliate Netwark Mrs. Agnitas AG agnitas@gmx.net [E4
Mrs, Agnitas AG agnitas@freenet.de (B4
Upload Mrs. Agnitas AG agnitas@lycos.de @
Administration Mrs. Agnitas Rusche willnixe 10@gmx. de @
Unknown Support Testadresse test_support@agnitas.de |§"

Fig. 2.5: The list of recipients

On the right-hand side you will find the contents area. This is where the OpenEMM
displays details of the sub-menu activated — for instance a table with all available mailing
lists or all data on an individual recipient. The screenshot shows the start screen to the
recipient database containing a list of recipients.

In addition, the contents area also shows all major mailing elements available in the
OpenEMM:

18
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¢ Register: Above the contents area, various tabs appear as for instance in Recipient,
New recipient etc. These register tabs are used to call up different areas simply by
clicking on them.

¢ Entry fields: An entry field is used to enter text — characters, numbers or special
characters according to context. If you make an invalid entry, the system will show an
error message after the data have been transmitted to the OpenEMM server.

* Drop-down lists: A drop-down list shows which selections the system allows you to
make. Clicking on the arrow symbol to the right of a drop-down list will display the
options available. The OpenEMM will adapt the contents of most drop-down lists to
current settings.

e Symbols: Graphic symbols will call up frequently used functions like deleting ( ') or

editing ( g )- Moving the cursor over the symbol and hovering for a few seconds will
open a yellow tool hint window giving a short explanation.

Symbo
I

Description

=

The Edit symbol allows you to call up the highlighted element for editing in the
detailed view. Possible elements are recipients, mailings etc.

The Delete symbol deletes the highlighted element from the OpenEMM
database. Before deleting, you are required to answer a confirmation query in
order to prevent inadvertent deleting.

The Help symbol allows you to access the OpenEMM's online help feature (see
following chapter).

Statistical evaluation shows data arranged by month. This arrow symbol allows
you to scroll back one month.

Statistical evaluation shows data arranged by month. This arrow symbol allows
you to scroll forward one month.

The disk symbol starts transmission of data generated by OpenEMM, e.g.
statistical evaluation data, to your PC.

Mailings may contain links to external websites or web pages. Such links may
appear in a summary of trackable links or within statistical evaluations. This
symbol allows you to open the link in question in a new browser window in order
to check its integrity.

At some points, OpenEMM offers you tooltips. If you click on the i symbol, a
small information box appears that offers direct help. To hide the box again, just
click on the x in the upper right-hand corner.

© 2014 AGNITAS AG
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Online Help
Every entry dialog used in OpenEMM provides you with online help which is called up

using the help symbol — a red-framed question mark placed at the top-right of the website.
The help index opens in a new window, allowing you to continue working in OpenEMM.

@ EM M John Doe (EMM-Handbuch2010) | Logout | @ Help
@ AGNITAS AG E-Marketing Manager 2012 Manual - Mozilla Firefox =|E =

B https://asp.agnitas.de’manual/en/html/indexhtmljsessionid=EC9D1503FFOD114 CEGDZBTTASF2CEDTL
# Navigation: Mailines - Sendinz out newslstters > Creata. 2dit and send mailings >
» Dashboard | . i e 1)
* AGNITAS P
Y The Infelligence In E-Marketing Create new mailing using the wizard
Calendar

AGNITAS AG E . . . . 5 . -
Mailings i If yvou have decided to create a new mailing using the mailing wizard, start by giving your -

E-Marketing Manager new mailing a meaningfil and easily recognizable name. You will be asked to do so on the |~
Recipients 2012 Manual first page of the template. You can use the Description field to add further information,

helping you to distinguish your mailing according to internal procedures. The contents of
Statistics Contents | Search those two fields will not leave your organization.
Target Groups [ E-Marketing Manager - Mew mailing
The Basics
Mailing Lists &2 Using the E-Marketing
Manager to control #>2>3>4>5:6,7>8>9,10:11
Sites & Actions mailings .
@ Mailings - Sending out Please insert a Name for the new maiing: & | i
Affiliate Network newsletters Name: e
. - : My Mail
[ What is a mailing? yMaring
Upload L Create, edit and send Desaription {optional): to be sent on tuesday
mailings
Administration LE]Cre_ating anew
mailing

Grid
Mediannaol

Fig. 2.6: The question mark symbol calls up the online help index.

Online Help lets you find the desired answers very quickly. OpenEMM automatically
recognizes the menu from which you have called the Online Help and goes directly to the
associated chapter.

You can optionally download the Online Manual in its entirety in PDF format and use it as
an "offline reference work". To do so, click on the entry Manual as PDF in the Online Help
navigation bar.

Please note: The Help symbol in the navigation at the top of the web page opens the

Online Help start page, while the Question Mark symbol in the upper right corner calls the
associated chapter.

20
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3 Mailings - Sending out newsletters

Contents of this chapter

¢ You will learn how to create your own mailings.
¢ You will fill mailings with content.

¢ You will learn how to add trackable links and file attachments to your mailings as well as
how to assign a relevance to a trackable link for statistical purposes.

¢ You will learn how to create customized mailings by using the AGNITAS tags.
¢ You will use dynamic content creation for targeted mailings.

¢ You will test and send out mailings.

¢ You set up templates to give your mailings a consistent appearance.

¢ You will create, manage and use archives.
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3.211

What is a mailing?

A mailing links all the information (recipients, mailing lists, target groups) and sends out
the e-mails.

In order to show you what sending out a mailing involves, the following chapters will guide
you through the process.

¢ Creating a new mailing.

¢ Inserting content.

¢ Sending out a test mailing.

Create, edit and send mailings

Creating a new mailing

Click on the Mailings button and select the New mailing menu option. There are two
options for creating a new mailing:

Wizard: A Mailing Wizard will guide you through all required steps. Using this wizard may
be useful if you have never used this software or similar programs before. If you already
know the OpenEMM well, you should select Standard. This will speed up the creation of a
new mailing.

We will start by showing how to use the wizard to create a new mailing. The normal
method is explained in chapter "Entering basic mailing data".

Create new mailing using the wizard

If you have decided to create a new mailing using the mailing wizard, start by giving your
new mailing a meaningful and easily recognizable name. You will be asked to do so on the
first page of the template. You can use the Description field to add further information,
helping you to distinguish your mailing according to internal procedures. The contents of
those two fields will not leave your organization.

Mew mailing

1:2:3>4>5>6>7:8:>9>»10:>11

Please insert a Mame for the new maiing: L€
Name: My Mailing

Description (optional): to be sent on tuesday

[ Back J Proceed |
Fig. 3.1: Assigning a name to your mailing for your own information

22
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On the following page, it is possible to assign a user-defined template to the mailing
using a drop-down list. You can use the default setting No template for our example.

What is a template? Most mailings and regular newsletters in particular always have the
same structure. There are sub-headings, delimiters, closing remarks, contact details,
links for unsubscribing etc. If you were to create all these components all over again for
each new mailing, this will mean duplicate work, lost time and renewed error sources.
The OpenEMM helps you to reduce work to a minimum. Templates are the whole secret.
You define a framework and only add up-to-date content to your mailing. Further
information on templates can be found in chapter "Templates - Re-usable text modules".

MNew mailing

1:2:3:4:>5:6>7:>8>9:10:11

You can choose a predefined maling template
for your rmailing: &

No template -

Fig. 3.2: If you already created a suitable template, you can use it for this mailing.

You subsequently determine what kind of mailing you would like to send. With the preset
Normal mailing you generate a simple newsletter. Other mailing types are described in
chapter "Maintain recipient's profile with actions". In short: A Date based mailing will be
sent on a particular date, for example the birthday of the subscriber. An Action based
mailing is sent when a specific action takes place, for example when the subscriber
clicks on a certain link in a mailing. Click on Proceed.

MNew mailing

1:2:3:4>5:>6>7:8:9:10: 11

You want to create a: ¢

@ Mormal mailing

7 Action based mailing
7 Date based mailing
5 Followup mailing

Fig. 3.3: You may choose from a selection of mailing types.

The Sender address is the address shown as sender of the e-mail. The Reply-to email
is the address for responses. You should therefore use a meaningful address, such as
newsroom@yourcompany.com, which does in fact exist. It is possible to assign different
names to the Sender full name and Reply-to full name respectively. If you enter only
one name, e.g. into the Sender full name field, it will be used as the Reply-to full name.
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Mew mailing

1»2>3>4>5>6>7»8>9»10>11

Please enter the sender address: ¢

Sender address: info@agnitas.de

Sender full name: AGNITAS AG

Reply-to email: support@agnitas.de
Reply-to full name: AGNITAS AG - Support

Fig. 3.4: This template takes sender name entries.

The next thing to do is to select the mail format. Text, Text and HTML and Text, HTML
and Offline-HTML are the possible options. In HTML format, images and specific
formatting may be added to the mailing. In Offline-HTML format, images are actually
integrated into the e-mail, while in the normal HTML version images are downloaded from
the server once the e-mail is opened. For our example, it is sufficient to select Text as
your format.

MNew mailing

1:2:3:4>5>6>7:>8:9:10:11

Please choose a format for the maiing: L€
@ Text

5 Textand HTML
7 Text, HTML and Offline-HTML

Fig. 5: What format should the mailing have?

And now for some specifics. Add a reference that will appear in the recipient’s email
heading. The success of a mailing depends to a large extent on the wording of this
subject heading and many recipients decide on the strength of that heading whether to
open the mail or delete it unread.

Please note: It is possible to create individual subject headings. For details see chapter "
Creating customized mailings".

New mailing

1:2:3:4>5:>6>7:>8:9:10: 11

Please enter a subject line for the maiing: £

Subject: New version ofthe EMM available

Fig. 3.6: The e-mail heading or reference decides on the success of the mailing.

The next page allows you to select the mailing list to be used for sending out the mailing
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as well as the archive and target group(s). You will start by determining which Mailing list
your mailing should be based on. In other words, you will select the recipients who feature
that particular mailing list in their profile.

MNew mailing

1»2>3:4>5»6»7>8»9>10>11

Please choose a mailinglist, the target group(s) and
optionally an archive for your mailing:

Mailing lit: Standard-Liste

Archive: no archive

Measure open rate: iat top of E-Mail

4 4 4 4

@
=
E

Target groups:

All subscribers

.'.‘-'i ' . '“al'ﬁ'i-'i-'a '

Fig. 3.7: Select the mailing list, mailing archive and target group(s).

By selecting a Archive, you assign the mailing to a specific archive. This makes mailing
updates easier if you have to manage a large number of mailings. Moreover, it gives you
another option for statistical evaluation. All previously defined archives are displayed in
that drop-down list. Further information on archives is contained in chapter "Archives -
Grouping mailings". You do not have to assign the mailing to an archive. The mailing will
also work as a stand-alone action. You can always select an archive or change the
archive assignment for your mailing later.

It does not always makes sense to send a mailing to all recipients on a mailing list. The
Target groups functional area contains various options for narrowing down your list of
mailing recipients further. In order to be able to work with target groups, you have to define
your target groups. Further information can be found in chapter "Target groups - Dynamic
filters". The default setting is All subscribers. In order to limit the mailing to a certain
target group, select the required target group from the drop-down list and click on the Add
button. Now, the OpenEMM will show that target group below the relevant drop-down list.
Using the Delete symbol in front of the selection will remove the selected target group. It
is also possible to combine various target groups. Further information can be found in
chapter "Linking target groups".

Clicking on Proceed will get you to the following page where you may start to add content
to your mailing. If you would like to skip this step and add content later, simply click on
Skip. Since you have now entered all required information for your new mailing, you might
as well close the wizard by clicking on Finish and starting the test mailing.
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New mailing

1:2:3:4>5>6>7:>8:9:10: 11

Text modules

You can now browse through the text modules in your mailing
and enter content for them.

To skip this steps, press "Skip". Otherwise,

please press "Proceed".: £

Fig. 3.8: If you want to add content to your mailing now, click on Proceed.

After having clicked on Proceed to add content: The text of your mailing goes into the
large entry field, first for the HTML version (unless you specified Text format), then for the
text version. You can type directly into that field or copy text from another software using
the Windows copy function. Now click on Add.

Please note: You should use en editor capable of producing ASCII text, like Notepad,
instead of Microsoft Word. Most word processing software like Word use special
formatting for special characters (symbols, double characters, punctuation marks etc.).
This can cause problems when transferring the text into a newsletter mailing. If, however,
you create a .txt file with an ASCII editor like Notepad, you will not have such problems.
The same applies to HTML text modules, with the only exception that you enter HTML
source code instead of normal text.

The Target group drop-down list can stay as All subscribers for our example. Usually,
you would assign a target for each text module. Only recipients included in that particular
target group will receive the mailing. Further information can be found in chapter "Dynamic
content generation".
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New mailing
1:2:3:4:5:6:7:8:9:10: 11
Text module: Text-Version
New content
My textversion
content: = [¢
Target group: L& All subscribers A
("Back ]

Fig. 3.9: Entering content

If your mailing contains URLs (links), you now may select trackability (see chapter "Using
trackable links") and click action options (see chapter "Linking actions and trackable links
"), or skip this step for the time being.

Mew mailing

1:2:3:4:5:6:7:>8:>89:10: 11
Trackable links:

You can now browse through the trackable links found in the maling
and change measurabiity and click action settings.

To skip this steps, press "Skip". Otherwise,

please press "Proceed”.

[sock Y proceed J ki X Finsi ]

Fig. 3.10: There are a large number of trackability options for links.

The following page lets you specify what file attachments to add to your mailing. This
function may also be customized. If you would like to add a file attachment, please refer to
chapter "Sending normal file attachment", otherwise just click on Proceed.
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MNew mailing
1»2:3>4>5»6>7>8>9» 1011
Attachments.

New attachment:

Type of attachment: Normal attachment -
Attachment: Durchsuchen_
Attachment name:
Target group: All subscribers -
Fig. 3.11: It is possible to customize your mailing by adding file attachments with personalized

content.

You have reached the mailing wizard’s last page where you may start a test mailing. This
involves sending your mailing to a few recipients. They could be your administrator(s) or a
test distribution list. This test distribution list should only contain the email addresses of
selected persons who can give you feedback about the appearance of the emails.

¢ Test mails to administrators: Single-click with the mouse on Send next to Admin-
Mail. All recipients who are marked as Administrator in their profile and who have
subscribed to the mailing list will be sent a test mail. Further information on creating
administrators is contained in chapter "Creating administrators and test distribution lists

e Test mails to test distribution list: Single-click with the mouse on Send next to the
Test-Mail. All recipients who are marked as Test recipient in their profile and who
have subscribed to the mailing list will be sent a test mail. Further information on
creating test distribution lists is contained in chapter "Creating administrators and test
distribution lists".

New mailing

1»2>3>4>5,6:>7:8:>9, 10> 11
Your Mailing is now ready!

You may now trigger a test delivery to
admin or test recipients:

Preview created mai
Admin-Mail: m
S

Test-Mail:

Please click the "Finish” button
to exit to the mailing page.

NS

Fig. 3.12: The creation process was successfully completed.

Now click on Finish which will call up your mailing’s overview page. All information has
been entered into the relevant fields for your to check. If you would like to learn more about
the various entries and fields, continue reading below; or you may jump to chapter "
Testing and sending a mailing" to learn about viewing and sending the mailing.
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3.2.1.2 Entering basic mailing data
]
Name: My Mailing Preview:
Description to be sent on tuesday i
(optional):
The Ir
Planned for: =]
» General Setfing
¥ Target groups
Ed Email
Subject:  New version of the EMM available
Sender emal:  info@agnitas.de Charset:  Unicode (UTF-8) -
Sender full name:  AGNITAS AG Line feed after:  No line feed A
Reply to emal:  syppon@agnitas.de Format:  Textand HTML -
Reply to full name:  AGNITAS AG - Support Measure open rate:  attop of email -
Envelope email:
Create followup mailin

» Show template

» Media types
Maiing:

Fig. 3.13: Configuring a new mailing in a few easy steps.

1. Give the mailing a meaningful, uniqgue name. You can use the Description field to add
further information, helping you to distinguish your mailing according to internal
procedures.

2. Clicking on General opens the section with all general mailing information. You will
start by determining which Mailing list your mailing should be based on. In other
words, you will select the recipients who feature that particular mailing list in their
profile.

3. By selecting a Archive, you assign the mailing to a specific archive. This makes
mailing updates easier if you have to manage a large number of mailings. Moreover, it
gives you another option for statistical evaluation. All previously defined archives are
displayed in that drop-down list. Further information on archives and how to create
them is contained in chapter "Archives - Grouping mailings". You do not have to assign
the mailing to a archive. The mailing will also work as a stand-alone action. You can
always select an archive or change the archive assignment for your mailing later.

The checkbox in Show in archive additionally ensures that the mailing is listed in the
overview of personalized archives (see chapter "Fullview: Always display HTML mails
correctly", Paragraph "Creating customized archive for recipients").

4. In the drop-down list Mailing type, select Normal mailing. This creates a simple
newsletter. The other mailing types are described in chapter "Maintain recipient's profile
with actions".

Please note: It is possible to assign a user-defined template to the mailing using a drop-
down list. However, our example does not use a template since this requires further
steps. You can use the default setting No template for our example. Further information
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on templates can be found in chapter "Templates - Re-usable text modules".

3.2.1.3 Selecting target groups

It does not always makes sense to send a mailing to all recipients on a mailing list. The
Target groups functional area contains various options for narrowing down your list of
mailing recipients further. In order to be able to work with target groups, you have to define
your target groups. Further information can be found in chapter "Target groups - Dynamic
filters".

1. The default setting is All subscribers. In order to limit the mailing to a certain target
group, select the required target group from the drop-down list and click on the Add
button. Now, the OpenEMM will show that target group below the relevant drop-down
list. Using the Delete symbol behind the selection will remove the selected target
group.

2. If you would like to send the mailing to more than one target group, select the required
target groups from the drop-down list and click on Add. All selected target groups are
shown in a list in the Target groups section.

¥ Target groups

- Add Subscriber has to be in all target-groups
List-5plit:  MNone - - ¢
01 Men (11791
07 Berlin (15876
Number of recipients: Calculate

Fig. 3.14: The mailing will be sent to several target groups.

If you delete a target group after selecting it in a mailing, it will still be display with the
annotation (deleted) and in red color. As long as you have not deleted this target group
from the target group overview the mailing could not be sent out.

Mailing mit geldschter Zielgruppe | "Selecting target groups” "Zielgruppen einstellen”

Preview of mailing

‘Your mailing is now ready for sending.
You may test it with the following two links or send it to all recipients.

Check links: Check Unable to send test mads to Unable to send test mails to test Deivery to:  Admin/test recipients -
- admi rs. recipients, P
Maifing uses deleted target groups Maifing uses deleted target groups!

Cannct activate mailing. It contains deleted targst groups, Cannot unlock mailing. It contains deleted target groups.
If you want to be notified about the sending status via email please enter your email address

Status mail recipients: Add

Distribution status: This mailing has not been sent yet.

Fig. 3.15: It is not possible to send a mailing with deleted target groups
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3.21.4 Linking target groups

It is, of course, also possible to combine several target groups.

If more than two individual target groups are involved, the user may select whether all
recipients must be found in any one of the target groups (logical operator OR) or in all
target groups (logical operator AND).

In order to link two target groups, proceed as follows:

1. Select your first target group from the Target groups drop-down list and click add to
set it.

2. Now select the second target group from the drop-down list and add it to the first target
group by clicking add.

3. By checking the Subscriber has to be in all target-groups check box you are
specifying that the recipient must be found in all of the target groups (AND operator).
If this check box is selected, only those recipients who are in all the target groups will
receive the mailing. If the check box is not selected, all those recipients of that mailing
list who feature in at least one of the target groups selected will receive the mailing (OR
operator).

¥ Target groups

V| Subscriber has to be in all target-groups

4
[+
E

o

List-5plit: - - :
01 Men (11791) P None Fi
07 Beriin (15876)

Mumber of recipients: | Calculate |

Fig. 3.16: Two target groups have been linked for a mailing by the AND operator.

4. You may now enter other data for mailing target group selection and linking. To
conclude your entries, click on the Save button.

5. If you want to delete individual linked target groups from the mailing target group list, just

click on the ® symbol which appears next to each target group.

3.2.1.5 Entering further mailing data

There is a total of nine entry fields and drop-down lists where you may specify details for
your mailing: Subject, Sender email, Sender full name, Reply-to email, Reply-to full
name, Charset, Line feed after, Format and Measure open rate.

¢ The Subject field takes the reference that will appear in the recipient’s email heading.
The success of a mailing depends to a large extent on the wording of this subject
heading. Most e-mail clients only display the subject, and many recipients decide on the
strength of that heading whether to open the mail or delete it unread.
Please note: It is possible to create individual subject headings using AGNITAS tags.
For details see chapter "Creating customized mailings".

e The Sender email is the sender address of your newsletter. You should therefore
always enter a meaningful address such as newsroom@yourcompany.com, which
exists in reality.
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¢ The Reply-to email is the address for replies when the recipient clicks on "Answer" in
his email program. You should therefore always enter a meaningful address such as
newsletter-editorial@yourcompany.com , which exists in reality.

e |tis possible to assign different names to the sender’s real-name address (sender’s
name) and the reply-to address (answer name). The actual email address behind the
names remains the same, they are just differentiated by the name displayed. The
different names may be entered into the template into the Sender’s name and Reply-
to Name respectively. If you enter only one name, e.g. into the Sender’s name field, it
will be used as the Reply-to Name.

e The drop-down list Line feed after is provided as an option for the Text version of
your mailing. Unlike HTML mailings, where line breaks are performed automatically,
these have to be specified directly for text mailings. The default setting is a line break
after 72 characters; you need not change this.

e The Charset drop-down list sets the character encoding within the email. The default
value ISO 8859-1 is suitable for all Western European languages. You need only select
a different character set if you want to use other languages, like Greek or Japanese.

e The Format drop-down list selects the mail format. Text, Text and HTML and Text,
HTML and Offline-HTML are the possible options. For our example, set Text.

e Explanation of Measure open rate: In order to be able to track how many HTML
mailings were actually opened and read, a so-called “tracking pixel” is inserted into the
email. Whenever the newsletter is opened, the server loads the pixel and thereby
registers a click.

In order to make absolutely sure that this important detail will not be forgotten, the
software allows for automatic pixel insertion. You select whether page clicks should be
counted and how. The tracking pixel will then be integrated automatically, either at the
beginning or at the end of the email message according to your selection.

Insert at the beginning: The server registers a click as soon as the email is opened.
Even when the recipient closes or deletes the message immediately after having
opened it and before all images were completely downloaded, a click would have been
registered.

Insert at the end: The server registers a click as soon as the e-mail including all images
was completely downloaded. This is the conservative method. It returns slightly lower
figures than a click track at the beginning of the email.

It is also possible to insert a tracking pixel by hand using AGNITAS tags (which are
explained in the appendix to this manual).

3.2.1.6 Saving a new mailing

1. To conclude your entries, click on the Save button.

2. After saving, you will see additional tabs in the upper half of the screen. You can access
further settings, enter content or test your mailing prior to sending it to all recipients.

3. Mailings which you did not want to configure, or which are faulty, can simply be
discarded by clicking on Delete.
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OPENEMM
(2]
Name: My Mailing Preview:
Description to be sent on tuesday| I
(optional):
The Ir
Planned for: [=]
» General Setting
¥ Target aroups
E=d Email
Subject:  New version of the EMM available
Sender email:  jnfo@agnitas.de charset:  Unicode (UTF-8) -
Sender full name:  AGNITAS AG Line feed after: Mo line feed -
Reply to email:  sypport@agnitas.de Format:  Textand HTML -
Reply to full name:  AGNITAS AG - Support Measure open rate:  attop of email -

Envelope email:

Create followun maiing

» Show template

» Media types

Maiing:
Fig. 3.17: After saving, new tabs are displayed.

The following table lists all entry fields and drop-down lists which are available for a new

mailing.

Field Description

Name Defines the name of the mailing. This name subsequently appears in
the contents area, supporting you to select a specific mailing by its
name.

Description Allows you to enter comments relating to the respective mailing.

Archive Assign your mailing to a archive for easy message management.

This is not a required field.

Mailing list

This option allows you to select the mailing list for the current mailing.

Target group This box allows you to set predefined target groups.

Mailing type This option allows you to choose between normal mailings and event
or date-based mailings.

Template This box allows you select one of your templates.

Optional parameters:

Sender email

You use this box to define which e-mail address appears by default
as the sender’s address in the final mailing. It is advisable to use an
e-mail address that is readily understood such as
newsroom@youraddress.com.
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3.2.2

Field Description

Sender full You could also replace the e-mail address by a name which the
name/Reply-to |recipient will see in his or her e-mail client. The complete e-mail
full name address will still be there in the background and be used for reply

mails. The recipient will see only the full name in the sender field of
his or her e-mail client.

It is possible to assign different names to the sender’s real-name
address (sender’'s name) and the reply-to address (answer name). In
both cases the e-mail address will be identical.

Reply to email |With this field you define the standard e-mail-address for replies.

Subject Enter text which will appear as the subject heading of the mailing in

the recipient’s email client.

Format This is where you can select to send out mailings to recipients who

have specified a certain format, Text, Text and HTML and Text,
HTML and Offline-HTML are the possible options.

Measure open |In order to be able to track how many HTML mailings were actually

rate opened and read, a so-called “tracking pixel” is inserted into the e-
mail.
Charset There are several character sets to choose from.

Line feed after |This box is used for defining the line breaks for the text version of your

mailings. By default, a break after 72 characters is set.

List existing mailings

This overview is called up each time you wish to edit or send a mailing. It lists all mailings
created so far.

1.

In the navigation task bar, call the section Mailings and the subsection Overview. A
table shows the status and names of the mailings, the description the assigned mailing
list (i.e. the recipients) and the date sent.

. In the mailing overview you can choose by a filter which of the three mailing types are to

be displayed in the overview, in order not to overload the page.

. You can find out whether a mailing has already been sent in the last column Sent date.

This column also affects the sequence of the mailings in the list. Mailings that have
already been sent are sorted at the bottom end of the list in date sequence. It is
therefore possible that an older mailing that was never sent is to be found at the start of
the list.

. It is also useful to know what actions are linked to a mailing. Mailings with actions have

a further icon in the last column. Clicking on this takes you to an overview of all actions
used in this mailing. You can now call and edit this action or return to the overview with
Back.

. Sortable list: To retain an overview for longer lists, you can sort these according to

column headers. This applies to both the mailing overview and the recipient overview.

34
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7. Number of data records: The number of selected elements is displayed in the mailing
overview or the recipient overview.

8. If you no longer need a mailing, you can delete it via the Wastebasket symbol in the
right-hand column. If you would like to delete several mailings, the collective action
Delete selected mailings is recommended. First mark the mailings concerned via the
checkboxes in the first column and then click the Delete selected mailings command
at the lower edge of the screen. Please note that the selection of mailings is only active
for the page that is being displayed.

Overview

e
L V] Show normal mailings Show date based mailings wiv]
E Show action based mailings Show followup mailings
i)
List size: @ 20 50 100 0
m 12345678 173 Entries found, show from 1 to 20,
Status Mailing Description Mailing list Send date
Videa-Mail AGNITAS Newsletter Ed
- 9
- 13.06.2012 neue Importzeiten nur Kunden AGNITAS Newsletter @
. ;
. 06,01, 2014 Bayerischer Feiertag Kundeninfa AGNITAS MNewsletter @’
- 3
H Follow-up Kampagne AGMITAS Mewsletter @’
. ;
- Responsive EMail Design Testmail fir MHO [ Intelliad AGNITAS Mewsletter B’
By 19.12,2013 Frohe Weihnachten! Weihnachtsgriibe mit PID an alle AGNITAS Newsletter Dec 19, 2013 @’
By 12.12.2013 Responsive E-Mail-Desig  V1: Interessenten ¥2: Kunden AGNITAS MNewsletter Dec 12, 2013 @’
By 05.12.2013 EMM Inhouse nur an Interessenten AGNITAS Newsletter Dec 5, 2013 @’

Fig. 3.18: The mailings oveniew shows the send date — if the mailing has already been sent off.

Please note: The list becomes ever longer with time. In order to improve the overview,
you could delete older mailings. This will, however, also delete statistical evaluation data
for deleted mailings. It is therefore better to assign older mailings to an archive and to
manage them in the Archives section. The list of all mailings ever sent will remain intact.
Further information on archives is contained in chapter "Archives - Grouping mailings".

Please note: When clicking on a mailing which has already been sent to see its details,
you will notice that certain data may no longer be changed. They are the drop-down lists
Mailing list, Target group and Mailing type. These disabled elements are greyed out by
OpenEMM. In case of a normal mailing they can no longer be unblocked and amended.
However, sometimes it is useful to make individual changes in certain date or action-
based mailings. Such mailings never actually end — they are sent out automatically as a
followup to a specific action by the recipient, or they are date-based. In order to make a
change, the mailing must be de-activated first. Open the Send mailing tab and click on
the Deactivate mailing link. You may now make any changes you want. Don’t forget to
activate the mailing again once you have finished. This is done in the Send mailing tab.

3.2.3 Show template data

A mailing may be linked to a template. You do not need to jump to the Templates tab in
order to view the contents of a template.
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1. The link Show template below the E-Mail section shows all fields for entering text or
HTML data within the template. If you did not use a template for the mailing, the text
version entry field only shows [agnDYN name="Text Version'/]. This calls up the Text
Version module to insert it here. The module corresponds to the text entry box in the
Contents tab. The template for the HTML version shows a similar line of text: fagnDYN
name="HTML Version'/]. This will cause HTML code from the relevant tab to be
inserted.

2. It is possible to make changes to adapt the template. You must, however, remember to
tell the system to Save any such changes in OpenEMM.
Please note: If you amend template data at this place, this has no effect on the
Templates section where only those templates which you have created explicitly will
be shown. Template entries from the mailing dialog will only be saved together with the
relevant mailing. If you created the mailing using a template, changes will only apply to
that particular mailing. The original template will remain unchanged.

3. If changes to the template are to be transferred automatically to all mailings that use
this stencil, make a tick at the option Update mailing when template is modified.

4. As soon as you no longer require individual template data, click again on the link Show
template to hide them again.

¥ show template

Text version:

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

[2gnDYHN name="0.2 date"/]
[2gnTITLE type=1],

[2gnDYH name="0.3 Intro-text"/]
[2gnDYH name="0.4 Greeting"/]

[a
gnDYN name="1.0 Headline *#*%&W 1 -

HTML version: =

<!DOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.01 Transitional//EN"> -
<HTML>

<head>

<title>Newsletter</title>

<meta http-equiv="Content-Type" content="text/html; charset=utf-g">

<style type="text/css">

<!-=

body, table { font-family: Tahoma, Helwvetica, sans-serif; font-size:

12p=: }

hl { font-family: Tahoma, Helvetica, =ans-serif; font-size: 16px; }

-

</style> =
</head>

Update mailing when template is modified

Fig. 3.19: The link Show template shows all fields for entering text or HTML data within the template.

3.24 Copying a mailing

It may be useful to copy all data from a particular mailing to a new mailing. You may, for
instance, wish to send a similar mailing with only slight changes a few weeks later. You
do not have to enter all data again: OpenEMM can create a copy of an existing mailing for
you to use.

1. Open the detailed view for the mailing you wish to copy. At the bottom of the entry
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dialog, next to the Save and Delete buttons, there is a button Copy. Clicking on it will
call up the entry dialog for a new mailing in OpenEMM.

2. All settings are identical — from content to attachments, not to forget trackable links. The
words Copy of have been added to the mailing Name, and the Description field is
empty. Now give your new mailing a meaningful name and description and click on the
Save button.

3. The various tabs will now be called up for you to enter settings and make any changes
you may wish to make. Only the Send mailing and Statistics tabs do not show

anything yet since this is a brand-new mailing.

Mew Mailing
(2]
Name: Copy of My Mailing
Description to be sent on tuesday
(optional):
Planned for: =]
Template: My Mailing Mailing type:  Normal mailing - ]
Maiing list:  Standard-Liste ¢ i for none openers [
Archive:  no archive - i Parent mailing: i
Show in online-archive
» Target groups
<] Email
Subject:  New version ofthe EMM available
Sender email:  info@agnitas de Charset:  Unicode (UTF-6) -
Sender full name:  AGMITAS AG Line feed after: Mo line feed -
Reply toemail:  sypport@agnitas.de Format:  Text and HTML -
Reply to full name:  AGNITAS AG - Suppart Measure openrate:  attop of email A
Envelope email:
» Show template
» Media types
Mailing: [ Save ]

Fig. 3.20: A mailing copy has a slightly different name, all other data is copied by the system from
the original mailing.

3.2.5 Inserting content

Mailings without a content make no sense. In this chapter you will learn how to add
content to your mailing. This means creating the mailing text, inserting pictures and links
for evaluation purposes and attaching files.

Tip: The OpenEMM helps you with the integrated preview function when you are creating
mailings. When you edit the content of your mailings, a preview, which is updated at every
save, simultaneously appears that shows you the current status. Therefore you can save
yourself time in creation and editing that was previously needed for switching between the
preview and edit functions.
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m Content Picture Components Attachments Trackable Links Send Mailing Statistics

(2]
20.12.2012 Frohe Weihnachten! | WeihnachtsgriiBe mit PID an ale  [w/i] Preview: =
!
Text module Target group Content Live Pre'\n_rlew .
Forrmat: @ HTML © Text

Betreff Geschlecht_bekannt (3, [agnTITLE type="682

All subscribers wiinscht AGNITAS! Our bes

New content Sollte der nicht komrekt werden, klicken Sie bitte hier

I - English version st the bottom of the email.

Head-Image Fullname_bekannt (16=  <img src="[agnIMAGE nam

All subscribers <img src="[agnIMAGE nam

» AGNITAS
HTML-Metadaten Al subscribers <meta http-equiv="Conter

Mew content
HTML-Version All subscribers <artice >

Mew content

MHTHML-Version MNew content

Text All subscribers Frohe Weihnachten und eir g‘é @ @ @ @ m d @ 9 a 9 é

MNew content s g <

Frohe Weihnachten

und ein erfolgreiches Jahr B
2013!

Fig. 3.21: The live-preview of the OpenEMM helps you by editing your mailing.

3.2.5.1 Creating text and HTML modules

1. In the Mailing view, click on the Content tab at the top. The content area has the
column headings Text module, Target group and Content. The following table lists
the column headings and explains them.

m Content Picture Components Attachments Trackable Links Send Mailing Statistics

My Maiing | to be sent on tuesday - chapter: Entering basic maiing data (W] Preview:

Y

Impert content from source:
Weekly Offer KW 12 v
» Define date

Live Preview
Format: @ HTML | ) M-HTML

HTML-Version All subscribers <img src="http: ffwww.agn

New content
Text-Version All subscribers ‘fou're really looking forwar $ AG N I TAs

New content

The Intelligence in E-Marketing
Fig. 3.22: Content modules for text- and HTML-Mailings

Text module Target group Content
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Column Contents displayed

Text module Concerns the text module created for your newsletter text.
This can be used to store contents. The OpenEMM default
settings display separate text modules for the text and HTML
versions of your mailing. All you need to do is fill the relevant
module for your chosen format (Text, HTML).

Target group You may define different texts for your various target groups.
This column shows which target group the text displayed in
this line belongs to. Clicking on New content calls up the
entry dialog for new text modules.

Content The OpenEMM displays the first 30 characters of your text.
This guarantees you a quicker overview and makes the
modification options easier.

2. For our example, all we need is the text module for the text version. Clicking on one of
the text modules in the overview opens the entry dialog into which you can insert the
required content.

3. The large Content field is for your mailing text. You can type directly into that field or
copy text from another software using the Windows copy function.
Please note: You should use an editor capable of producing ASCII text, like Notepad,
instead of Microsoft Word. Most word processing software like Word use special
formatting for special characters (symbols, double characters, punctuation marks etc.).
This can cause problems when transferring the text into a newsletter mailing. If,
however, you create a .txt file with an ASCII editor like Notepad, you will not have such
problems.

4. The same applies to HTML text modules, with the only exception that you enter HTML
source code instead of normal text. With the tabs above the content field you can easily
switch between the source code and the HTML-editor to control your entries.

© 2014 AGNITAS AG 39



AGNITAS AG OpenEMM 2013 Manual

A|

OPENEMM

My Mailing | to be sent on tuesday - chapter: Entering basic mailing data wli]

Text module: HTML-Version

4

Interestgroup:

gHTML Editor B HTML Code
E W G =:}"jl (= B HE O D Fartt - | Size v= - A~

gafuaac-x,xz i E E ” L]

v AGNlTAS

The Intelligence in E-Marketfing|

i E

body

Target group: All subscribers -

[ Back ]
Fig. 3.23: By clicking on the tab above the content field you open the integrated HTML-Editor

Tip: As well as the practical preview function, the HTML editor offers you the possibility of
conveniently modifying the text field. For this purpose there are numerous icon
commands directly above the text field that are similar to Microsoft Word regarding
presentation and function. Your advantage: If you want to enter the contents of your
mailing as conveniently as possible and without using HTML commands, you can do this
quickly by using the HTML editor.

In the upper right area of the HTML editor you will find the picture editor and AGNITAS
Tags, two more powerful tools that are available to you.

With AGNITAS Tags you can personalize mailings and, for example, address the recipient
directly by name or modify the reference line as desired. AGNITAS Tags offer even more
possibilities. You can find out more in the chapter "Inserting AGNITAS-Tags". "Appendix A:
AGNITAS-Tags" shows you a list of all available AGNITAS Tags.

With the HTML command <img src=""> a picture can always be inserted into a text
building block. With the HTML editor, this functions much more conveniently and,
moreover, saves you troublesome typing. To insert a picture, click on the picture icon at
the upper right edge of the HTML bar.
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Image Properties
Image Info  Link Advanced
URL
hittp:/ Awww agnitas de fileadminAemplate ima/AGNITAS Logy
Altemative Text
Width Preview
308| 1=
Height a O +
7E
Border The Intelligence in E-N=

ipsum dalor sit amet, consectetuer adipiscing ¢
HSpace consequat diam. Maecenas metus. Vivamus ¢

commodo non, facilisiz vitae, nulla. Aenean di
iaculis. nibh non iaculis aliquam, orci felis euisr
VSpace massa mauris sed velit. Nulla pretium mi et risu
id, cursus ac, ullamcorper nec, enim. Sed torc

Alignmert velit augue, condimentum at, ultrices a, luctus

- - pellertesque egestas eros. Integer cursus, aw
<not set> El eros pede bibendum sem. in tempous tellus just ™
Fi 1] I
OK || Cancal |

4
Fig. 3.24: With the HTML editor, you add pictures to your mailings without
having to at the same time attend to the underlying HTML structure.

With the HTML editor, you can insert graphics into a text building block with a few mouse
clicks. Select first of all the desired picture with the button Browse Server. In this
operation, OpenEMM only considers picture material that has already been uploaded to
the server. In the chapter "Using graphic elements" you can find out how to upload
pictures to the OpenEMM server.

After you have selected the desired picture, OpenEMM presents it in a small preview. Now
optionally enter parameters such as Width, Height, Border or Align. Then click OK to
add the picture together with your settings to the mailing text building block.

5. Please note: Information on how to create customized mailings, for instance inserting
the recipient’s name into the header, can be found in chapter "Creating customized

mailings".
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]
My Maiing | to be sent on tuesday - chapter: Entering basic mailing data wn]
Text module: Text-Version
Interestgroup: —— -
Live Preview
B Text Format: © HTML @ Text © M-HTML
You're really looking forward to stor your
winter boots in the closet? We got the best < i ] L
sandale for the warm spring!
Brand new models for European shoe size 35-45 You're really looking forward to Stor your winter boots in
can be found in our Cnline-Shop. Brand new models for European shoe size 35-45 can be found
Take a look at the newest fashion: Take a look at the newest fashion:
http://www.shoeshop.org/sandals http://rdir.de/r.html?uid=nc.A.B.U-o0.C8X.3e5k.doCOKLFCgCOTX
Greeting, wyour ShoeShop Greeting, your ShoeShop
4 n *
Target group: All subscribers A

=
Fig. 3.25: The large entry field takes the text for your mailing (without the subject line).

6. The Target group drop-down list can stay as All subscribers for our example.
Usually, you would assign a target group for each text module. Only recipients included
in that particular target group will receive the mailing. Further information about target
group-specific content can be found in chapter "Dynamic content generation".

7. As soon as you are happy with your text, click on the Add button to send it to the
system.

8. The new entry now features in the text module overview. The line Text version
displays All subscribers as its target group. The last column shows the first
characters of the text.
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My Maiing | to be sent on tuesday - chapter: Entering basic mailng data  [wi] Preview:
e
|I =
S
Import content from source:
Weekly Offer KW 12 - Update
» Define date
Text module Target group Content Live Pre\n_rlew i .
Format: 0 HTML @ Text © M-HTML
HTML-Version All subscribers <img src="http:/fwww.agn
Mew content
< | 1 2
Text-Version All subscribers You're really locking forwar
MNew content You're really looking forward to stor your winter boots in t©

Brand new models for European shoe size 35-45 can be found i

Take a look at the newest fashion:
nttp://rdir.de/r.html?uid=nc.A.B.U-0.C8X. ze5k.doCOKLFCgCOIX1

Greeting, your ShoeShop

4| I 2

Fig. 3.26: The new text module has been added to the oveniew.

As soon as you open an existing text module, a new entry field for New content opens as
well. This gives you the opportunity — if required — to enter an alternative text to be sent to

a different target group. Since in our example you only want to send one text to one target
group, the second entry field can safely be ignored for the time being. More information on
the entry field New content can be found in chapter "Dynamic content generation".

3.2.6 Using graphic elements

ni.

HTML mails often contain pictures or graphic elements. Using the tag <img src=""> you
can insert a link to an image. It is usually on your server and has a similar address to
http.//www.my-company.com/newsletter/grafiken/unterschrift.gif. Using the Picture
components tab you can check whether the URL was typed correctly.

1. Click the mailing being searched for in the Mailings section. Then open the Picture
Components tab.

2. The tab displays a list of allimages and graphics inserted into the mailing using the
<img> tag. The left-hand side shows you the URL for the image next to Picture
component. The right-hand side gives you a preview of your image. Everything is
correct if you can see your image there. If not, you should check the URL again.
Furthermore you can see the File format, the Dimensions.
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(2]
Mail mit Grafikkomponente | Grafik-Komponente verwenden
New component: Keine Datei ausgewahlt
& | Link target for
picture:
Description:
Base component  None M
{when mobile):
Cipioat |
Upload ZIP archive: Keine Datei ausgewahit
Bulk action: components bulk download
Picture compenent:  firmenloge.jpg

1
Deescription: . =
o ]

e-mail & marketing automation

File format  imagefjpeg Dimensions 500 x 202
Filesize 3633kB Added  17.04.2014 10:43:52

Fig. 3.27: The Picture components tab shows all images inserted into an HTML mailing.

Please note: Many errors occur because of the file name spelling. It should only contain
characters and figures, no special characters or symbols. Also note that a web server
distinguishes between upper and lower case characters. For a web server, picture.gif and
Picture.gif are two different files. If you still cannot see the correct image in the OpenEMM,
the graphics format may be the problem. Internet Explorer can only display GIF, JPG and
PNG images.

Instead of saving the graphics file on your web server, you can upload it to the OpenEMM
server.

1. Click on the Browse button and select an image file from your hard disk. By clicking on
Upload, you are sending the file to the OpenEMM server.

2. Link target for picture: You can add the link, which will be connected to the picture in
the mailing.

3. Now the system displays the new image in the overview. To delete the image, just click
on the Delete symbol. Using the AGNITAS tag [agnIMAGE name="picture.gif"] you
insert the image into a mailing. You must use the exact file name just as it appears in
your picture components overview.

Picture component:  firmenlege.jpg

Description: . I*I
b .

e-mail & marketing automation
File format  image/jpeg Dimensions 800 x 202
Filesize 3653 kB Added  17.04.2014 10:43:52

Fig. 3.28: The picture is saved on the server as an image and can be used in HTML mailings.
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If your mailing contains a lot of images, you do not have to upload these individually since
OpenEMM supports the upload of multiple images simultaneously. Pack the images you
want into a zip archive. Then select the corresponding zip file via Browse.

3.2.7 Sending file attachments

3.2.7.1 Sending normal file attachment

The optional file attachment function can increase your OpenEMM's usefulness for
mailings quite considerably. It allows you to provide recipients with further information over
and above the newsletter text. You could, for instance, send out vouchers or price lists by
way of a file attachment.

This effective feature also offers a target group function: Mail attachments can be set
according to target groups, and different recipient groups can be sent any number of
different files. You could even create a personal file name for each recipient.

1. In order to append a file to your mailing, you must start by selecting the mailing. Click on
the Mailings button in the navigation bar and click on the required mailing in the
overview. In the mailing details, open the Attachments tab.

2. In the entry dialog, enter file name and directory of the required file attachment into the
Attachment input field. It is usually easiest to use the Browse button to call up the
Windows file selection dialog. Select the file you want to send and click on Open. The
browser inserts the complete file directory into the field.

Attachments

New attachment:

Type of attachment: Normal attachment -

Attachment: it & Dateien\pricelistpdf | Durchsuchen_

Attachment name: pricelist pdf

Target group: All subscribers -

Attachments:

Fig. 3.29: After choosing a file name and a target group, you store your selection in the OpenEMM
by clicking on the Add button.

3. The entry field Attachment name is used to define a name for your file attachment. In
our example, the original name pricelist.pdf will be used.

4. The Target group drop-down list is used to set which recipients are to receive the
attachment. Since you may define any number of attachments for each mailing, you
can easily specify different attachments for different target groups.

5. By clicking on Add, the selected file is appended to your mailing. Underneath the entry
dialog, the OpenEMM now shows a list with all defined file attachments.
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3.2.8

Content Attachments

New attachment:

Type of attachment: MNormal attachment -
Attachment: Durchsuchen_

Attachment name:

Target group: All subscribers -

Attachments:

Attachment: pricelist.pdf
MIME type: application/pdf
Original size: 7.63 KByte

Size in E-Mail: 0.0 KByte

Target group: All subscribers -

[ Delete ] save
Fig. 3.30: The pricelist.pdf file has been defined as a file attachment for the mailing.

6. The attachments list gives several interesting details. The MIME type (Multipurpose
Internet Mail Extensions) tells you what sort of attachment you have selected. When
sending out a mailing with a text attachment, this will be characterized as text/plain. Our
example uses a pdf file as an attachment, so the MIME type is application/pdf. Any
HTML elements included will also be shown here.

There is also a difference between the Original size and the Size in email. The reason
is that the software converts the file attachment into a send able format (ASCII-Format)
which is about 30 to 40 per cent larger than the original format.

7. Again, you have the option of defining a Target group for this attachment. If you are
sending out several attachments, this does make it easier to assign an attachment to a
different group later. In our example, you leave the original settings. You must, however,
remember to tell the system to Save any such changes.

8. As soon as all data have been entered to your satisfaction, click on Save to tell the
system to store your data. If you want to delete the attachment again from the mailing,
just click on the Delete button.

9. To define further file attachments, call up the entry dialog again and click on the Add
button.

Please note: You must remember to check your file attachments for size in order to take
recipients’ band width into account. Although many people now have broadband Internet
connections, you should also consider recipients who make do with much slower modem
connections. These recipients will not be very happy if you send out large files requiring
long download times. For successful mailings, you should try and keep the size of file
attachments under 100 kb to 300 kb.

Using trackable links

In order to evaluate the success of a mailing, trackable links may be inserted into the text.
As soon as a mailing recipient clicks on the link, it calls up a URL linking to the AGNITAS
server. The server registers a click and assigns it to a recipient. This works both for text
mailings and for HTML mailings. However, the difference is in the notation. The example
contains an integrated link. For an explanation, see chapter "Create a link in the text

version".

A trackable link measures whether or not a mailing recipient clicked on that link. You can
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then measure whether or not the recipient was interested in the mailing subject. The
chapter on statistics explains about the evaluation of trackable links.

3.2.8.1 Create alink in the HTML version

The trackable link is inserted directly into the text module. In other words, you can create
individual links for each text module. Click on the Content tab for that mailing. Insert a tag
with the following notation in the text directly into the HTML source code of your e-mail and
note the lowercase writing of the HTML tag:

<a href=" http.//mww.my-company.com/springseed.html">here</a>
In the example this would appear as follows:

Looking forward to banning your winter boots to the attic and doing some gardening?
We can offer you all you need for a colorful garden. This week's special offer: spring
flower seeds for your garden! Check it out <a href=" http.//www.my-company.com/
springseed.html">here</a

Kind regards from your Seed Newsletter Service

An HTML tag written in this way enables you to tell whether the recipient is interested in
spring flower seeds.

In technical terms, the following happens: When sending out the mailing, the OpenEMM
replaces the link you have integrated by a reference. In your e-mail client, the link looks
just like any other link, i.e. in a blue font and underlined. In the mail source text you will find
an entry of the following type:

<a href=http://rdir.de?43124322>Link-Text</a>

Please note: In this manual, links to your redirect server are named http://rdir.de. This is

an example and other forms such as http.//news.company.org are possible. The decision
about the name of redirect links has to be made during installation process. Please refer

to your installation manual for further information.

The number refers to a unique ID in order to identify the person. The click is counted on
the redirect server and forwarded by the recipient’'s web browser to the actual web page
on your server which recognizes the original address assigned to 43124322, i.e. http://
www.my-company.com/springseed.html. Of course, OpenEMM registers the redirect
process.

3.2.8.2 Create alink in the text version
The text version does not allow the user of HTML tags. Here you can insert the link without
additional coding, like in the example:

http://mw.my-company.com/springseed.html

In the text version, the OpenEMM replaces the link by a reference to an AGNITAS redirect
server. In the text mail which is delivered to customers, a trackable link can then be seen;
to the subscriber, it appears as follows:
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http://rdir.de?43124322

It depends on the email client whether the link can be clicked or whether it appears as
normal text. Some clients search the mail text for http:// and format web addresses as
links. Others don’t, and the recipient must copy the link text and insert it by hand into the
browser’s address line.

There is, however, also a possibility of making do without the measurement, at least in the
text mails, so that the links in the text version are not represented as rdir.-links. We
describe this in the following section.

Building AGNITAS tags into trackable links

You can additionally extend the two AGNITAS tags agnDATE and agnALTER with a
trackable link and thus personalize them. OpenEMM automatically ensures URL-conform
representation of both parameters here.

In contrast to the AGNITAS tags that you can build into an HTML or text building block of a
mailing at any point, there are several differences for AGNITAS tags for trackable links that
primarily concern the notation: Firstly, you must paste the AGNITAS tags agnDATE and
agnALTER into the trackable link. In addition, the AGNITAS tags for trackable links are not
contained in square brackets, but start and finish with the command ##. The AGNITAS tag
is placed directly behind this, however without the prefixed agn, but with its designation in
capital letters. The following example should make this clear:

The AGNITAS tag agnDATE looks like this in a text or HTML building block of a mailing:
[agnDATE]

In a trackable link, the AGNITAS tag agnDATE is appended written as follows:
HHDATEH#

Apart from the different notation, the functionality of the AGNITAS tags is the same for
trackable links as for HTML and text building blocks. For the agnDATE AGNITAS tag you
can, for example, select the preset format via the type parameter and set language-
specific displays such as the name of the month via the language parameter.

The AGNITAS tags agnDATE and agnALTER can be used anywhere in a trackable link,
but must adhere to a certain format that differs from the format of the AGNITAS tags for
HTML or text building blocks in the following ways:

e There must be a colon between the AGNITAS tag and the parameters.

¢ Inverted commas become apostrophes.

¢ Individual parameters are separated by commas.

The notation is illustrated through two examples:

e http://mww.agnitas.de/#tDATE :type="2',language="de '##

becomes
http:.//www.agnitas.de/Mittwoch%2C+8.+Juni+2011.
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e http://agnitas.de/H#ALTER:column="BIRTHDAY '##years.html|
becomes
http://mww.agnitas.de/23years.html

You can find all the details of the AGNITAS tags agnDATE and agnALTER in "Appendix A:
AGNITAS-Tags".

Please note: Links containing AGNITAS Tags must be marked as trackable.

3.2.8.4 Create trackable and non-trackable links

In the OpenEMM you have the option of defining prior to sending out the mailing which
links you would like to track and which you do not. For the link in our example you will de-
activate the tracking function.

1. Click on the tab Trackable links. In the URL column, an overview is displayed of all
links that are available in your text modules.

2. To process a link, click on the relevant URL text or the Edit symbol at the end of the
line.

3. The entry dialog for trackable links displays the selected link at the top. Underneath,
there is a Description field. Here, you can insert a short text describing your link. The
mailing recipient cannot see that description. In the statistical evaluation, the OpenEMM
does, however, display the description. This simplifies evaluation where long URLs are
involved. If there is no description for a trackable link, the title used in the HTML content
is displayed in the column description on the overview page.

2]
URL: http: /fwww.agnitas.de
Description:
Trackable: Only HTML versian l} -
Relevance for stats: For click statistics and total clicks -
Action: Mo action A
Measure through Website/Shop: Mo. -
Warning: Profile- and optoutlinks are not permitted to be marked for deeptracking.
Administrative Link: =
Link extensions:
Name Value
test 9

Fig. 3.31: This entry dialog sets the mail formats for which the link is trackable.

4. The Trackable drop-down list sets the mail formats for which the link is converted into
a trackable “rdir” link.
Please note: The setting only HTML version means that the link is no longer
trackable on the text version, making it useless for statistics. This option should
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therefore only be used if a certain link must appear within the mailing, for instance the
company mail address (ww.yourcompany.com).

If you have selected Not trackable, it is not possible to assign an action to the link for
technical reasons, and therefore this choice is deactivated.

5. If you want to change the status Trackable of all links at the same time you can do this
in the Edit links collectively section in the Trackable area. Choose the correct status
in the drop-down list and save your changes.

6. For our example, the Action drop-down lists are irrelevant. More Details about these
features can be found in chapter "Maintain recipient's profile with actions".

7. By clicking on the Save button, the changed link settings are stored in the system. The
mailing subscriber will see the meaningful link http://imw.shoeshop.org/sandals.html.

In addition to the detail settings for each individual trackable link, in the lower window area
of the Trackable links list you can make settings that apply to all trackable links in the
mailing.

Keep link extensions unchanged ¥

Trackable: -Keep unchanged - -
Relevance for stats: -Keep unchanged - A
Track links on every position: | Execute QR

Default action: -Keep unchanged - -
Default open action: No action A
Default click action: No action A
Measure through Website/Shop: -Keep unchanged - A

Warning: Profile- and optoutlinks are not permitted to be marked for deeptracking.

Use Inteliad:

Intelliad ID string:

Fig. 3.32: Changes for trackable links can also be set globally for all links.

¢ You can show an overview of all shared link extensions by removing the tick next to
Keep link extension unchanged. You can use this function to set up link extensions
that are intended to be valid for all trackable links.

¢ Trackable: This option has the same function as described in the example above. The
Trackable drop-down list determines in which mail format the link is converted into a
trackable rdir link. The setting Not trackable makes none of the links in the mailing
trackable. Setting Only text version makes the trackable links non-trackable in the
HTML version, and conversely, links with the setting Only HTML version in the text
version are not trackable. If the links in your mailing should be trackable whatever the
version, select the fourth option Text and HTML version.

e Default action: This option determines whether OpenEMM executes one or more
standardized actions for each trackable link in your mailing. In this way, for example, the
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recipient profile can be modified such that you can immediately read out what person
opened which mailing or clicked on the trackable links contained in the mailing. Please
note that the parameters for a standard action only work with trackable links.

OpenEMM offers three settings possibilities for standard actions:

Default action links all trackable links to a specific action. The action can be individually
changed per link. You can read more about actions in the chapter "Maintain recipient's
profile with actions".

Default open action: The action defined here is executed when the recipient opens the
mailing.

Default click action: If the recipient clicks on a trackable link in the mailing, the action
defined here is executed.

3.2.8.5 Click summation for trackable links

If your mailing contains many links it may not be meaningful to make each link trackable
separately. What you do want to know, however, is how many recipients clicked on any
link at all. OpenEMM lets you do this by using summation. You will define an action which
will automatically be carried out if a particular link is not activated. In order to be able to
use this function, you will need to do the following:

¢ Define an action which increments a numeric field in the recipient’s profile by 7. The
field must, of course, feature in the recipients database; if it isn’t, you will have to create
it.

¢ Define this new action as a Default action for trackable links.

e [f a trackable link already has another action assigned to it, amend this other action by
the step used in the standard action.

The following example will give you a step-by-step explanation of the process. Start by
creating a field.

1. Click on Administration in the navigation bar, then on the sub-menu Edit profile fields
. Click on the New field tab. Define Click count (or any other meaningful name) as a
Field name. Enter a short, but meaningful Description for the new field — for instance
click_count. Under Fieldname in DB enter Counter for trackable links. Do not change
the field entry Numerical for Type. Assign a Default value of 0. Save the new settings
by clicking on the Save button. Further information on fields is contained in chapter "
Extending recipient's profiles".

2. Now call up the Forms & Actions and open in the Actions area the tab New action.
Select a meaningful Name in the entry dialog, e.g. Link feedback. In the Description
box, you can give a description of the intended aim of the action. The Usage drop-down
list should be set to only for Links. Select Modify profile in the Add step section in
the Type drop-down list and click on the Add button.

3. The OpenEMM will now display the entry fields for the first step of the new action.
Select the field which you have just created from the Column name drop-down list. In
our example, it is the CLICK_COUNT field. Do not change the plus sign in the second
drop-down list. Enter 1 into the last entry field in this line. Now click on the Save button.
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Name: pame Description (optional): pescription (optional)

Usage: only for Links T

Steps:

1. Modify profile

Column name: CLICK_COUNT + + v 1

Add step:
Type:  Modify profile - Ly

Action: m
Fig. 3.33: This action increments the click counter by 1.

4. Now call up the Mailings section and open the detailed view for the mailing where you
would like to count all link clicks. Call up the Trackable links section. This will give you
a list of all links embedded in the mailing. The column, Action, shows for each link
whether or not clicking on it will cause a certain action. The action Link feedback is
meant to follow each link click where this column shows No action against the link.

5. Click on the Default action below the table. The OpenEMM opens an entry dialog of
the same name with several entry fields. In the Default action drop-down list, select
the entry called Link feedback (or whatever name you gave it). Click on Save to store
your entries.

6. If none of the links is linked to a different action, you have now successfully set up the
counter function. In other words, in the column named Action, all fields should say Link
feedback (or whatever name you gave it). If you find another link with another action,
you must edit the action, because OpenEMM can only initiate one followup action per
link. If you do not edit the action, the link in question will not count in the click counter.
However, if you wish to leave out a link in order to count the clicks separately, you may
also skip step 7.

7. Write down the name of the action in question and open the Actions section. Now click
on a name in the overview to call up the detailed dialog for that action. You will now add
one step to the action — the very same step you used for your Link feedback action.
Follow the procedure described in step 2. This adds one more step to your action,
incrementing the CLICK_COUNTER by 1 each time. Click on Save to store your
entries.
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MNew action

Mame: special-Mailing: Travel Description (optional): pescription (optional)

Usage: pnly for Links h

Steps:

1. Send actionbased mailing

Maiing:  Special-Mailing: Travel -
Delay: no delay hd
[ Delete |
2. Modify profile
Column name:  CLICK_COUNT * ++ 1
[ Delete ]
Add step:
Type: Modify profile v el

Action: @ECCH EETY
Fig. 3.34: Add the relevant step to each of the actions used in your mailing.

There is now one further entry in the recipient overview. This will show you whether or not
the recipient clicked on a particular link in the mailing.

Please note: In your definition of that particular action, you also give a meaning to the
number which appears here. It is possible either to count all clicks regardless or to decide
that certain links from the mailing should not count in the total number of clicks.

3.29 Creating customized mailings

A major factor in the success of a mailing is directly addressing the recipient. For
example, each recipient should receive a mail that welcomes him by name. Personalized
mailings can however offer much more convenience, for example a link to where the
recipient can alter his profile data, such as his email address, himself. The subject line
can also be personalized in this way.

This is done via special AGNITAS tags which are simply inserted into the text module.
When sending out the mailing, the OpenEMM replaces the tag by the individual, recipient-
specific value. For instance,

[agnTITLE type=1]

produces the following for the recipient John Smith:

Dear Mr Smith
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3.2.9.1 Inserting AGNITAS-Tags
The AGNITAS tag is inserted directly into the text module of your text or HTML mailing.

1. To do this, you start by calling up the text module entry dialog. Click on the Mailings
button in the navigation bar, then on the required mailing in the contents area.

2. Open the Content tab and click on the to be personalized text module.

3. Type the required AGNITAS tag into the text in the Content field. In our example, the
mailing is to receive a customized greetings line. Type [agnTITLE type=1] into the first
line. The emails sent out will then start with Dear Mrs. Smith, for instance. Further
details on this and other AGNITAS tags can be found in the chapter "Overview of
AGNITAS-Tags".

Please note: AGNITAS tags are inserted in the same way into HTML text modules.
They also work within HTML tags, i.e. within < and > brackets. However, you need to
make sure you do not create invalid HTML code.

(7]
My Maiing | to be sent on tuesday - chapter: Entering basic maiing data [0
Text module: Text-Version
Interestgroup: —— -
Live Preview
@ _ _ _
E Text Format: 0 HTML @ Text ©) M-HTML
[agnTITLE type=1]H
You're really looking forward to stor your a o »
winter boots in the closet? We got the best
zandale for the warm spring! Sehr geehrter Herr Recipient,
Brand new models for European shoe size 35-45 You're really looking forward to stor your winter boots in
can be found in our Online-Shop. Brand new models for European shoe size 35-45 can be found
Take a look at the newest fashion: Take a look at the newest fashion:
http://www.shoeshop.org/sandals http://rdir.de/r.html ?uid=nc.&.B.U-o0.C8X.se5k.doCOKLFCgCOJH
Greeting, vour ShoeShop Greeting, vour ShoeShop
4 L r
Target group: All subscribers -

| Back ]
Fig. 3.35: Inserting a customized greeting into a mailing using an AGNITAS tag (highlighted).

4. Save the changes in the text module by clicking on Save.

Tip: You can now paste AGNITAS tags directly into your mailing via a selection list using
the HTML Editor. To do so first switch to the HTML editor by clicking on HTML Editor
over the input field. The list of AGNITAS tags is then available above the AGNITAS icon on
the right in the HTML command bar.

Position the cursor on the point in the text where you would like to paste in an AGNITAS
tag. Now click on the AGNITAS symbol in the command bar. A selection window appears
and lists all available AGNITAS tags in the drop-down menu Tag. The corresponding tag
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parameters also appear in the same window and vary according to the selection. For
example, the AGNITAS tag [agnDATEDB_DE] enters the date value from a date profile
column and uses the two parameters column (column name) and format (display format).
An extensive list of all AGNITAS tags, with their description, can be found in the appendix.

When you have made your choice, OpenEMM pastes in the AGNITAS tag, together with its
parameters, at the cursor position in the text field. There you can further edit the AGNITAS tag as

you wish.

" Special Tags - OpenEMM ’

Tag: agnALTER -

column: Geburtstag -

[ 0K | [ Cancel |

Fig. 3.36: The AGNITAS-Icon in the HTML-Editor calls up a list of all AGNITAS-Tags. You insert then
with all parametres per mouse click.

Form of address - Individual greetings

Of course, you would like to address your customers personally and greet them by name.
Greetings can be defined individually according to your wishes and available customer
data. Further information can be found in chapter "Types of address".

Overview of AGNITAS-Tags

All AGNITAS tags have a similar structure. They start and end with a square bracket. The
tag name starts with the lower-case letters agn which are followed by the tag name in
upper-case letters. Most tags are then followed by a space and a parameter, usually

type=.

Note that in contrast to many HTML tags, these AGNITAS personalization tags do not
have to be terminated by an end tag. There is no “parentheses” system such as that for
the dynamization tags (chapter "Dynamic content generation"). An extensive list of all
AGNITAS tags with their descriptions can be found in the Appendix A.
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3.2.10 Dynamic content generation

The OpenEMM allows you to use special data to address customers according to their
characteristics or properties and to supply certain groups among your subscribers flexibly
with special offers by using flexible text modules.

Let us take the example of a shoe retailer: If you have, for example, recorded women with
a German shoe size of 39 or men with a German shoe size of 42 in the database, you
can have dynamically generated e-mails sent to them. This means that women with a
shoe size of 39 will receive a different newsletter than men with a shoe size of 42 —
without having to generate two different mailings to do this.

As a rule there is a large amount of information that is of equal interest to all customers,
and a message such as “Adidas is bringing out a new style of shoes” would be
information that could be use for all customers. The message “Adidas is bringing out a
new style of shoes for women with size 39 feet” however is only of interest for females
with the corresponding shoe size. The OpenEMM can differentiate between general and
special information and assign this to the respective customers, and men with a shoe
size of 42 would not receive the message.

It is extremely easy to create such a dynamic newsletter using the OpenEMM:

e Create appropriate target groups (see chapter "Target groups - Dynamic filters").

¢ Create individual text modules for each target group.

The following example describes a mailing with different e-mails for men and women. To
create the mailing, proceed as follows:

1. Create two target groups, one selecting men, the other filtering women. In our example,
they have been given exactly those names. Further information on creating target
groups is contained in chapter "Target groups - Dynamic filters".

2. Select the mailing overview. Click on the mailing, and in the detailed view click on the
Content tab.

3. The example assumes that a text module for the text version of the mailing already
exists (otherwise you must create this text module first). Open the existing text module
in the Text version section by clicking on it.

Please note: There are different text modules for the text and the HTML mailing
versions. Our example concentrates on the text version. The description is also valid
for the HTML version. If you want to create both a text and an HTML mailing, you must
create target group specific text modules in both versions.
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My Maiing | to be sent on tuesday - chapter: Entering basic maiing data  [w[i]

Import content from source:
Weekly Offer KW 12 -

» Define date

Text module

HTML-Version

Text-Version

Target group Content

All subscribers <img src="http: ffwww.agn
Mew content
All subscribers ‘fou're really looking forwar
Neu\@nh&nt

OPENEMM
e
Preview:
i
The Ir
[ Update

Live Preview

Format: © HTML @ Text © M-HTML

4 T ] '

You're really looking forward to Stor your winter boots in T
Brand new models for European shoe size 35-45 can be found i

Take a look at the newest fashion:
http://rdir.de/r.html ?uid=nc.h.B.U-o0.C8X.se5k.doCOKLFCgCOIX1

Greeting, your ShoeShop

1| 1 |

Fig. 3.37: Call up existing text modules by clicking, using the Content tab.

4. As you can see, both below the entry box for the first text module and below all other
entry boxes there is a drop-down list for you to select a target group for that text

module.

5. Adapt the first text module to female recipients, then select Women in the Target
group drop-down list.

6. In the lower New content field, insert the mailing version for men and select Men in

the Target group drop-down list. In our example, women are offered a different link
leading directly to a shoe shop’s summer collection.

7. Now click on the Add button.

© 2014 AGNITAS AG

57



& AGNITAS AG OpenEMM 2013 Manual

OPENEMM

B Text

You're really locking forward to store your
winter boots in the closet? We got the best
sandale for the warm spring!

Erand new female model=s for European shoe =ize 35

can be found in our Omline-3hop.

Take a look at the newest fashion:
http://www.shoeshop.ozrg/=andals/femaleds

Greeting, your Jhoedhop

Tangat group: 02 Women (11730) v

Hew content

B Text
You're really locking forward to store your
winter boots in the closet? We got the best
sandale for the warm spring!

Erand new male models for European shoe =size 40
can be found in our Omline-3hop.

Take a look at the newest fashion:
http:/ www._shoeshop.org/sandals/male20

Greeting, your Jhoedhop

Target group: 01 Men (11757) -

Live Preview
Format: ) HTML @ Test ©) M-HTML
4 L 3

You're really looking forward to =tor your winter boots in & %
Brand new models for European shoe size 3545 can be found i

Take a look at the newest fashion:
htop://rdir_de/r_ html?uid=nc.A.B.T-o.C8X. 23k dolTOFELECgCOTHL)

Greeting, your Jho=3hop

Fig. 3.38: Two text modules, two target groups: customized mailings for men and women.

You can repeat this procedure as often as you like, creating, for instance, more than one
text module for different target groups. In our example, it would be useful to create another

module for recipients whose sex is unknown (the GENDER field has the entry 2).

Alternative text modules are displayed in the text module overview. The Target column
gives the target group you selected for each module.
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Content

Recipient: Format: Size:

Test Recipient <testrecipient@agr + HTML - 300600 - [ Preview ]

Text module Target group Content
HTML-Version Mew content

Text Women [2anTITLE type=1] please «
Al subscribers [2anTITLE type=1] please «
Mew content

Fig. 3.39: The oveniew displays text modules by target groups.

Please note: The sequence of text modules plays an important role. The OpenEMM
checks target groups starting with the top of the list. If a recipient belongs to the first target
group, he will be sent the appropriate text module, and the system jumps to the next
recipient. If you do not take care to select the correct target group sequence, it could be
that some recipients do not receive the mailing intended for them at all. In other words:
you should start with the “smallest” target group. Here, the system distinguishes between
HTML and text versions.

This is easiest to understand using an example. Suppose you wanted to send customized
mailings to men and women. Furthermore, recipients are to receive a special greeting if it
is their birthday. If you just append the birthday target group to the list shown in the figure,
no-one will ever receive a birthday greeting. Why is that? The OpenEMM checks first if a
recipient belongs to the “men” target group, then it checks the “women” target group. As a
named recipient is bound to belong to either group, the birthday target group will never be
checked at all.

Testing and sending a mailing

You are now almost ready to go. You have defined the contents and configured your
mailing in line with your needs. Nevertheless, prior to starting the mailing, you should
check that all the entries are correct. The OpenEMM system gives you far-ranging control
options. Click on the Send mailing tab in the detailed mailing screen.

Preview - For in-depth checking

For quick and easy checking of mailings before sending them out, the OpenEMM offers a
preview function. With this function, you can check newsletter quality, find any errors and
correct them.

This preview function offers additional advantages. The OpenEMM being able to create
customized mailings, you can decide to preview e-mails for individual recipients. This
allows you to check whether customizing contents for various target groups of recipients
has been done in exactly the way you wanted and if recipients are being sent the right
newsletters.

Let us take an example. You have decided to send mailings with different contents to
defined subscriber target groups. Target group A will receive a special software offer,
target group B a special hardware offer. By selecting a recipient from target group A, you
can check whether the relevant newsletter does, in fact, contain software-related texts.

Proceed as follows: As soon as you have created your mailing, defined contents and
selected target groups, you can check the mailing by using the preview function.
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1. Select the mailing you want to check. Clicking on the Mailings button will display the
mailings overview. Select the relevant mailing. You can access the preview function by
clicking on the Send mailing tab.

2. The first sub-menu of the Send mailing screen is the preview function. Click on
Preview.

My Maiing | to be sent on tuesday - chapter: Entering basic mailing data

Preview of mailing W

‘four mailing is now ready for sending.
‘fou may test it with the following two links or send it to all redpients.

Check links: w .e.dmin-MaiIing: Test-Mailing: Deliveryte:  Adminjtest recipients -

pelvery: e Urlock
If you want to be notified about the sending status via email please enter your email address

Status mail recipients: Add

Fig. 3.40: Ready for sending, but not yet sent out. Call up the preview function by clicking on the
link.

3. The preview dialog features three drop-down lists for you to specify the contents of the
preview. In the Recipient drop-down list, select a recipient.
Please note: The list only contains administrators and test recipients who subscribe to
that mailing. You may have to create a special recipient for your preview test. Further
information can be found in the next chapter on test mailings.
Alternatively, you can also show the preview for a specific recipient. To do so, enter the
recipient's e-mail address in the field next to Or input e-mail. This e-mail address must
be active in the set-up mailing list of the mailing. Otherwise, OpenEMM displays an
error message. The preview is subsequently shown for exactly this recipient — the
setting for the recipient is ignored during this. To display the mailing preview again for
the selected recipients, delete the e-mail address from the Or input e-mail field again.
Almost nothing is worse for recipients than being unable to open a web link in your
mailing, for example because a spelling mistake has slipped in, or when the web page
referenced perhaps no longer exists. OpenEMM helps here by checking all web links
given in your mailing. Therefore click on the button Check next to Check links. This
check may last for some time.
Are all the web links contained in your mailing correct? As soon as you checked the
weblinks, OpenEMM points out possible problems. Invalid links appear as a warning
message in red lettering. An example can be seen in the illustration below.
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() Invalid Link: http://www.bestshoeshop.com/summerl1/men.html Invald Link: http://www.bestshoeshop.com/summerll/women.html

Preview of maiing m

Your mailing is now ready for sending.

You may test it with the following

buttons or send it to al recipients.

Admin-Mail: Test-Mail: Mailing: =1l Unlock mailing:

If you want to be notified about the sending status via email please enter your e-mail address

Status mail recipients:

Distribution status: This mailing has not been sent yet.

Fig. 3.41: The OpenEMM has found an invalid link.

®In addition, OpenEMM shows you through a description placed in front whether the
invalid web link is a conventional web link or a trackable link.
Please note: In spite of the warning messages, you can still send your mailing. Before
moving on from a test transmission to the final transmission to your recipients however,
you should check the web links singled out by OpenEMM.

Recipient: TestRecipient <testrecipientt + Format: HTML  +  Size: Desktop v  HMoimages: [
Fig. 3.42: Select a recipient, format and size for the preview.

4. The Format drop-down list allows you to select whether to preview your mailing as an
HTML or an Offline-HTML version.
Please note: Only options set by you when creating the mailing will be displayed.

5. The Size drop-down list allows you to select which screen size the preview function
should simulate.

6. The checkbox No images offers a preview with suppressed images. With this features
you see how e-mail clients and webmailer display your mailing if images have to be
loaded manually. So you can optimize the mailing to look good in this case.

7. Once you have entered your selections, click on the Preview button. The OpenEMM
will now generate the email for your selected recipient.

(2]
Recipient: TestRecipient <testrecipientt =  Format: HTML = Size: Desktop > Noimages: [ m
From: "AGNITAS AG - Service” <service@agnitas.de> Back
Subject: test -
Sehr geehrte Damen und Herren, please click here for the new summer collection! http://www.shoeshop.org/summer11/ Sincerly,
Your ShoeShop

Fig. 3.43: The preview at the bottom of the display allows you to check what the e-mail would look
like on the recipient’s screen.

8. To return to the mailing overview, click on the Send mailing tab.
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If there is anything else you want to change, use the navigation bar and the Content tab to
go back, for instance to edit your text modules.

3.2.11.2 Sending out test mails

If the preview was conducted to your satisfaction, you can send your mailing to a few
selected test recipients. They could be your administrator(s) or a test distribution list. This
test distribution list should only contain the email addresses of selected persons who can
give you feedback about the appearance of the emails.

¢ Test mails to administrators: Single-click with the mouse on the Send button next to
Admin-Mailing. All recipients who are marked as Administrator in their profile and who
have subscribed to the mailing list will be sent a test mail. Further information on
creating administrators is contained in chapter "Creating administrators and test
distribution lists".

e Test mails to test distribution list: Single-click with the mouse on the Send button
next to Test-Mailing. All recipients who are marked as Test recipient in their profile and
who have subscribed to the mailing list will be sent a test mail. Further information on
creating test distribution lists is contained in chapter "Creating administrators and test
distribution lists".

Check the test emails sent very carefully! Flawed emails sent to hundreds thousands of
customers are simply embarrassing. If you do find any errors, modify the contents
accordingly and start the test run over again.

If you should delete target groups after placing these in a mailing, these continue to be
displayed in red with the comment (deleted). As long as you do not delete this target
group from the target group overview, no test delivery can take place.

There is no bounce management for testimonials. This means that automatic answers
are not recorded and processed by the system.

The Distribution status area gives you further information on how many mails have been
generated.
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My Maiing | to be sent on tuesday - chapter: Entering basic mailing data

Preview of mailing Preview

Your mailing is now ready for sending.
You may test it with the following two links or send it to all recipients.

Check finks: admin-waiing: ({[EEEE]) Test-Mailing: Deiveryto:  Adminjtest recipients -

Delivery: Configure Unlock mailing: m

If you want to be notified about the sending status via email please enter your email address

Status mail recipients: M

Distribution status: This mailing has not been sent yet.

Last delivery Admin delivery
Date Cec 21, 2012
Time 12:10 PM
Targst groups I:zi gz:s;
Total emails 2

Fig. 3.44: The email was test-sent to administrators and test recipients. The Distribution status area
confirms that the emails have been generated.

3.2.11.3 Send mailing

OK, so far, so good! Your mailing is now ready, the contents have been incorporated and
the test mails have been reviewed several times. You are now ready to send your mailing!

1. Click on the Configure button next to Delivery on the Send Mailing screen. The
OpenEMM will allow you to view the planned mailing. The Recipients selection area
shows all target groups, you have chosen to check your selection again prior sending.
The system also displays the number of recipients as well as the selected mail
formats.
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(2]
Send mailing
Your mailing is now ready to be sent. Please click on the "Send" button to confirm the delivery to all recipients of the maiing list.
Recipients selection
This mailing will be sent to target group(s): Target Group 1 / Target Group 2
This target group contains 0 recipients, divided into:
0 Text-E-Mais
0 HTML-E-Mails
0 Offline-Htm-E-Mails
Delivery time:
Date: Friday. December 21, 2012 -
Time: 13 *: 05 -
Europe/Berlin
Generate automatically a report for this mailing after it has been sent
E tomorrow
O the day after tomorrow
O after 1 week
[T check for duplicate records in emails
[T Do not send mails with empty content
Maxnumber of recipients:
Stepping (minutes): 0
Blocksize: 0

Fig. 3.45: Prior to sending, you will again be given a status report where you can selected when to

send out the mailing.

2. In the Delivery time area, several drop-down lists allow you to select precisely when

sending out the mailing should start. You could for example select automatic sending at
6:00am, and the OpenEMM will then comply with your wishes.

. You can alter the speed of your e-mail delivery using the Max. sending mails/hour

menu (although, of course, you cannot exceed the maximum speed of the hardware).
Available are speeds of 1000, 5000, 10,000, 25,000, 50,000, 100,000, 250,000, and
500,000 e-mails per hour and the maximum speed (unlimited (default)).

This feature is not activated as standard. If you are interested in it, please contact
AGNITAS Support.

. Now click on the Send button. This starts the mailing. Should you wish to make further

changes, click on Cancel instead.

Please note: Maybe after making all entries and setting a date for sending the mailing
at some future time, you decide you do not want to send the mailing after all. It is still
possible to cancel a mailing until very shortly before production of the mailing is actually
started by pressing the relevant button.

After sending, the Send mailing view will display a status report.

You can still call up the preview and send the mailing to administrators and the test
distribution list. The normal send mailing selection is now unavailable. In this way,
sending out a mailing more than once by mistake will be prevented. The Distribution
status report in the lower part of the screen now displays how many recipients the
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mailing has already been sent to.

Testrmail fur Abmelder-maitto: [CSA]

Preview of mailing W

This mailing was already sent. You can send test versions of this mailing again, e.g. for archive purposes.
For safety reasons, another sending of this maiing to all redpients is not allowed.

Check links: w Admin-Mailing: Test-Mailing: Deiveryte:  Adminjtest recipients -

Distribution status: This maiing has already been sent.

Last delivery World delivery Generation Delivery

Date Jun 2, 2014 Started Jun 3, 2014 2:35 PM Started Jun 2, 2014 2:37 PM
Time 2:35 PM Ended 2:36 PM
Target groups test_mlo@agnitzs.de Generated emails 1

Ended

Jun 2, 2014 2:37 PM

unlimited {default)
Total emails 1

ails sent 1

Fig. 3.46: The distribution status report shows you how many emails were already sent.

Please note: You will notice that after a mailing has actually been sent, various options in
the detailed view have been disabled: It is no longer possible to make any changes in the
Mailing list or the Target group or the Mailing type drop-down lists. You can also no
longer select to send the mailing to all recipients. This is meant to prevent accidentally
sending the mailing more than once. However, you still may send the mailing to
administrators and test recipients as often as you wish.

3.2.12 Fullview: Always display HTML mails correctly

Spamming is on the up, so many providers and developers of email software have started
developing protection mechanisms which will prevent correctly displaying an HTML mail
within the email software, or which will even not display HTML at all.

The most recent versions of Outlook or Thunderbird mail software, for instance, do not
display images embedded in HTML mails at all. Moreover, newsletter subscribers often do
not know how to display the content correctly.

In such cases, the standard OpenEMM functions Customized Archive and Fullview may
be of help. The recipient of an email may click on a link embedded in the newsletter in
order to view the mail content in a browser over the web front-end.

Creating Fullview
To create Fullview, please proceed as follows:

1. Create an action Fullview: Display mailing.
2. Create a Fullviewform.
3. Create a link to the current newsletter in order to display it.

Step-by-step creation of Fullview
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In order to be able to offer subscribers a way of viewing their customized mailing over the
web browser, you must start by creating an action telling the system that the Fullview
function should display the current mailing.

To do this, proceed as follows:

1. Click on Forms & Actions and then on Actions in the navigation, then on the tab New
action.

2. Name the action Display fullview mailing and enter a short description for your action.

3. In the Use for drop-down list, select only for forms.

4. In the Add step option, select Show archived mailing from the drop-down list.

5. To conclude this step, click on the Add button.

In order to be able to call up the action you have just created, next you will create a form
followed up by the action Display fullview mailing (Further information on creating forms
can be found in chapter "Forms - Recipient management").

1. Click on the Forms & Actions and then on Forms in the navigation, then on the tab
New form.

2. Name the form fullview and enter a short description for your form.

3. From the Action drop-down list, select the action you have just created, namely
Display fullview mailing.

4. Enter the code $archiveHtml in the Success form entry field.

5. After having entered an HTML code into the Error form field and having assigned that
code an action in the Action drop-down list, finish this step by clicking on the Save
button.

As a last step, you must now embed a link into the newsletter mailing which can be
clicked to call up the Fullview function.

To do this, proceed as follows:

Enter the following link into your mailing. This will customize the current email in order for
it to be called up online together with all customized and individual content:

http://rdir.de/form.do?agnCIl=XXX&agnFN=fullview&agnUID=##A GNUID##
Replace fullview by the name of the form which you have created in step 2.
The value XXX has to be replaced by 1.

Then you must set the link to trackable for the text and HTML version in the Trackable
Links tab.

Each newsletter subscriber will in future be able to call up and display customized and
individual newsletters as an HTML email over the web browser.
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3.213 Automatic date-based mailings - an example

The OpenEMM provides you with the automatic date-based mailing function as a way of
sending out e-mails to coincide with special occasions. You define the rules (dates) and
the OpenEMM sends the mailings on the basis of these rules. By way of example, you
can send mailings congratulating customers on their birthday, or even mailings to remind
customers of special dates. The OpenEMM checks every day at the chosen delivery time
whether the rules fit a recipient; if they do, it sends out the corresponding e-mail.

A date-based mailing is defined in three steps:

e Extend your database so as to be able to store data meant to trigger a mailing. If you
want to send out a mailing on the occasion of a customer’s birthday, you need to be
able to store that date in a database field.

¢ Define a target group setting the required rules. In words, this could be current date
equals birthday, for instance.

¢ Create a new date-based mailing triggered by the above-mentioned target group.

The following example explains how to create a date-based mailing which automatically
sends out birthday greetings when triggered.

1. You need, of course, a field storing recipients’ birthdays in user profiles. Create a new
Date field in the user profile (see chapter "Managing profile fields"). Now either enter
birthdays by hand (which is tedious and time-consuming) or import existing data using
a CSVfile (see chapter "Import function for recipient data"). In the course of our
example, we will assume that the user profile comprises a BIRTHDAY field containing
the required date.

2. Now you will define a target group containing all recipients whose birthday is on the
current date. In the navigation bar, select Target groups, then New target group.
Enter a meaningful Name in the corresponding field, for instance Rule: Birthday
greeting. The name makes it clear that the target group will be used for a date-based
mailing. Do not forget a unique description for your target group.

Edit Target Group

Name: Rule: Birthday Deseription (optional): Foy pirenday mailing

Target group definition

For admin- and test-delivery

New rule
~ Birthday v = ~ sysdate - Ad
Rl tock J Copy Y Delete § Save |

Statistics...

Create maiing list from this target

Delete recipients of this target group?

Fig. 3.47: You start by creating a target group with rules describing who should receive an email.
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3. In the second drop-down list, select the BIRTHDAY field. The relational operator is the
(default) equals sign. Enter sysdate into the reference value box. This is an internal
variable by which the OpenEMM defines the current date. The variable sysdate can
also be used for calculation purposes. sysdate-14 gives the date 14 days ago.
Through creation_date = sysdate-14, for example, new recipients can be written to two
weeks after registration. Further information on target groups is contained in chapter "
Target groups - Dynamic filters". Now click on the Add button.

4. The OpenEMM will now display the New search rule under Target group definition. In
the right-hand drop-down list, select MMDD as the date format. This makes sure only
the month and day are checked. After all, you want to send birthday greetings to
subscribers of any age.

5. Once you have finished entering the rules, click on the Save button.

6. Once you have finished creating the target group, click on the Mailings button in the
navigation bar, then in the New mailing sub-menu. All functions available for normal
mailings (see chapter "Mailings - Sending out newsletter") are at your disposal. The
name should start with the word Date: so you can immediately see in your overview
that this is a date-based mailing. For the same reason, it makes sense to select exactly
the same name as for your target group.

¥ General Setting

Template: Mo template Mailing type:  Date based mailing - i
Maiing list:  Manual - i for none openers i
Archive:  no archive - 4 Parent mailing: [

Show in online-archive

¥ Target aroups

- Add List-5plit:  None - - [@
Rule: Birthday (11792
Number of recipients: m
E=J Email
Subject:  Happy Birthday
Sender email:  service@agnitas.de Charset: Unicode (UTF-8) .
Sender ful name:  AGNITAS AG Line feed after: 72 Characters -
Reply to email:  service@agnitas.de Format:  Text HTML and Offline-HTML -
Reply to ful name:  AGNITAS AG - Service Measure openrate:  attop of email -

Envelope email:

Create followup mailing
» Show template

» Medi types
sl Copy ] oclete ] Save ]

Fig. 3.48: Specify Date-based mailing as the Mailing type

7. There is only one difference, and that concerns the Mailing type drop-down list. Select
the Date-based mailing setting. Now select the previously defined target group in the
Target group drop-down list. In our example this is Rule: Birthday greeting. Now
click on the Save button.
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8. To activate the date-based mailing, click on the Send mailing tab. Click on the
Activate next to Activate mailing to send the date-based mailing to the OpenEMM.
From now on, the system will check the rules every day and send out an e-mail to all
recipients of that particular target group. In our example, this will be a mailing with
birthday greetings.

9. It is possible to select any time for sending out a date-based mailing by specifying the
exact hour and minute of the day for sending the mailing. The date for sending out the
mailing will be generated automatically as soon as the conditions set in the rule are
fulfilled.

Please note: When clicking on a mailing which has already been activated to see its
details, you will notice that certain data may no longer be changed. They are the drop-
down lists Mailing list, Target group and Mailing type. These disabled elements are
greyed out by OpenEMM. A date-based mailing must be de-activated first before you can
make any further changes. Open the Send mailing tab and click on the Deactivate
mailing link. You may now make any changes you want. Don't forget to activate the
mailing again once you have finished. This is done in the Send mailing tab.

3.3 Templates - Re-usable text modules

3.3.1  What are templates?

Most mailings and regular newsletters in particular always have the same structure. There
are sub-headings, delimiters, closing remarks, contact details, links for unsubscribing etc.
If you were to create all these components all over again for each new mailing, this will
mean duplicate work, lost time and renewed error sources. The OpenEMM helps you to
reduce work to a minimum. Templates are the whole secret. You define a framework and
only add up-to-date content to your mailing.

The template contains the fixed mailing components as well as placeholders for up-to-
date text. Up-to-date text is created as a text module, just like for any mailing (see chapter
"Inserting content"). To create a new newsletter mailing, all you need to do is create a new
mailing and new text modules containing up-to-date text. When sending the mailing, the
OpenEMM automatically builds complete emails using templates and modules.

Templates are not rigid. AGNITAS tags allow you to configure your templates in a way that
allows them to react dynamically to existing text modules. If, for instance, a newsletter
does not contain the regular “surfing recommendation” text module, the template also
deletes the corresponding header and delimiter. In addition, you can flexibly set whether
changes to the template are to be transferred automatically to all mailings that use this
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template, or whether only individual mailings are updated.

3.3.2 Creating a new template

Templates are not tied to a mailing list or a specific mailing. They are available to all
mailings.

Please note: It is possible to display and amend the contents of a template directly from
the detailed view of a mailing. By using copy&paste, you may select a copy of an existing
template, use this to create a new template and then make any amendments required.
This saves a lot of time and a lot of typing effort. For details see chapter "Show template
data".

3.3.2.1 Entering basic template data

A new template requires a number of steps which vary according to the required functions
and the selected media types.

1. Click on the Mailings button in the navigation bar and then on Templates to call up an
overview of available templates. The New template tab displays an entry dialog to
create a new template. There is no limit to the number of templates you may create.

Mew Template

(7]
Name:
Description
(optional):
Ed Email
Subject:
Sender email: Charset:  Unicode (UTF-8) -
Sender full name: Line feed after: 72 Characters hd
Reply to email: Format:  Text, HTML and Offine-HTML -
Reply to full name: Measure openrate:  attop of email -
Envelope email:
» Show template
Settings:
¥ General
Mailing list:  mailinglist - i Maling type:  Normal mailing - [
archive:  no archive - [ for none openers 4
Show in online-archive Parent mailing: {
¥ Target groups:
Mailing: [ Save )

Fig. 3.49: A new template with various texts for the different media types.

2. In the Name field you may enter a meaningful name for your template. This name will
later be shown in overview lists and drop-down lists used for selecting templates. You
will make it much easier for yourself if you select a meaningful name here.

70 © 2014 AGNITAS AG



Mailings - Sending out newsletters &

OPENEMM

3. The same applies to the Description box. The text should consist of one or two
sentences. A shortened version of the description will later appear in the overview and
the template’s detailed view. You are also making it easier for someone else to work
with templates or amend them if the description is clear and meaningful.

4. After a click on General, you can enter information on the Mailing list, Archive and
Mailing type. This is useful when you use templates for a newsletter in which the
mailing list, archive and/or mailing type is always the same. You can also change this
information later when you create a mailing with the help of the template. Further
information can be found in chapter "Creating a new mailing".

3.3.2.2 Entering further template data

There is a total of eight entry boxes and drop-down lists where you may specify details for
your e-mail template: Subject, Sender email, Reply to email, Sender full name, Reply
to full name, Charset, Line feed after, Format and Measure open rate.

B=J Email
Subject:  Monthly newsletter
senderemal:  info@agnitas de Charset:  Unicode (UTF-8) .
Sender fullname:  AGNITAS AG - Service Line feed after: 72 Characters .
Reply toemal:  info@agnitas.de Format:  Text, HTML and Offline-HTML -
Reply to ful name:  AGNITAS AG - Support Measure openrate:  attop of email -

Envelope email:

Fig. 3.50: Entry fields and drop-down lists for an e-mail template.

¢ The Subject field takes the reference that will appear in the recipient’s e-mail heading.
Please note: It is possible to create individual subject headings using AGNITAS tags.
For details see chapter "Creating customized mailings".

e The Sender email is the sender address of your newsletter. You should therefore enter
a sensible address that actually exists.

e The Reply to email is the address for answers if the recipient clicks Reply in his e-mail
program. You should therefore enter a sensible address that actually exists.

¢ The full name of the sender address and the reply-to address (answer address) can be
different. The real name is the name displayed in the recipient's e-mail program. You
can enter the differing names in the corresponding form fields under Sender full name
or Reply to full name. If you only enter one name in Sender full name, this is
automatically taken as the Reply to full name.

e The Charset drop-down list sets the character encoding within the e-mail. The default
value ISO 8859-1 is suitable for all Western European languages. You need only select
a different character set if you want to use other languages, like Greek or Japanese.

e The drop-down list Line feed after is provided as an option for the Text version of your
mailing. Unlike HTML mailings, where line breaks are performed automatically, these
have to be specified directly for text mailings. The default setting is a line break after 72
characters; you need not change this.

¢ The Format drop-down list selects the mail format. Text, Text and HTML and Text,
HTML and Offline-HTML are the possible options.
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e Explanation of Measure open rate: In order to be able to track how many HTML

mailings were actually opened and read, a so-called “tracking pixel” is inserted into the
e-mail. Whenever the newsletter is opened, the server loads the pixel and thereby
registers a click.

You select whether page clicks should be counted and how. The tracking pixel will then
be integrated automatically, either at the beginning or at the end of the e-mail message
according to your selection. Insert at the beginning: The server registers a click as soon
as the e-mail is opened. Even when the recipient closes or deletes the message
immediately after having opened it and before all images were completely downloaded,
a click would have been registered. Insert at the end: The server registers a click as
soon as the e-mail including all images was completely downloaded. This is the
conservative method. It returns slightly lower figures than a click track at the beginning
of the e-mail.

The two entry boxes Text version and HTML version, which are visible after a click on
show template, are for entering the actual mailing template text. The two following
sections "Using text modules" and "Dynamic text module" in this manual contain
detailed instructions on how to formulate a template text. As for mailings, the OpenEMM
makes the distinction between text and HTML versions for a template. This is why there
are two entry boxes. You must nevertheless insert template text in both boxes (Text
version and HTML version), since even when sending out HTML mails, the recipient
also receives the text version just to make sure (technically, this is called a multipart e-
mail). If your template text is created in a word processing software outside OpenEMM
and then copied into the box, you should restrict yourself to ASCIl characters (see
chapter "Creating text and HTML modules").

Tip: If templates are changed you can preset whether changes to the template are
automatically transferred to all mailings that use this template or whether only individual
mailings are updated by means of the Update mailing when template is modified
(preference) checkbox.

3.3.2.3 Saving and copying templates

Once you have made all your entries, click on Save. The OpenEMM will now check data
for missing or faulty entries. In case the system finds something, it calls up and displays
the entry dialog again. Any error messages are displayed in red type above the faulty
category. You should now check your entries again and click on the Save button once you
are satisfied that everything is in order.

Mew Template
Mame is too short.

Name:

Description
(optional):

Fig. 3.51: Before saving entries, OpenEMM checks all data for faults and displays any error
messages at the top of the entry dialog.

It may be useful to copy all data from a particular template to a new template. You may
want to create a new template structured in a slightly different way. You do not have to
enter all data again: OpenEMM can create a copy of an existing template for you to use.
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Open the detailed view for the template you wish to copy. At the bottom of the entry dialog,
next to the Save and Delete, you will find a Copy button. Clicking on it will call up the
entry dialog for a new template in OpenEMM.

All template settings were copied and are absolutely identical. The words Copy of have
been added to the template Name. Now give your new template a meaningful name and
description and click on the Save button. The various tabs will now be called up for you to
enter settings and make any changes you may wish to make.

3.3.2.4 Further details for creating templates

Have you noticed? When you click on Save, further tabs are added to the Template tab:
Content, Picture components, Attachments, Trackable links, Send mailing. You
have here the possibility of creating your templates in detail. You can add further
information that will be included in later mailings based on this template. You do not have
to use the additional tabs and instead you can make all the entries later when you are
creating the mailing.

You will already know about these times from the Mailings chapter (chapter "Mailings -
Sending out newsletters") where you can find a detailed description of the individual fields
behind the tabs.

Name: Template] previen: D =

Description
(optional):

Fig. 3.52: After clicking Save there are more tabs available.

Content: Normally, you define only placeholders in the template for the text building
blocks and determine the text building block content later when you are creating the
mailing. If the content of the text building block is to remain the same for multiple
newsletters, you can define the contents of the text building block directly in the template
and then simply use this in the mailing. For details, see chapter "Creating text and HTML
modules".

Picture components: Do you use some graphics and images regularly for your
newsletter? Then paste these directly into the template. For details, see chapter: "Using
graphic elements".

Attachments: You can here add an attachment to the template which remains unchanged
in all newsletters based on it, for example an order form. For details,, see chapter: "
Sending normal file attachment".

Trackable links: You can determine the measurability of recurring links in the template.
For details, see chapter "Using trackable links".

Send mailing: To check the correct setup of the template, you can use the following
functions: Preview, test transmission to administrators, test transmission to those on test
distribution list. Since this is not a complete mailing, but just a template, it will not be
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3.3.25

3.3.3

3.3.3.1

transmitted to all recipients.

Deleting a template

If required, a template can be deleted again. A template can only be deleted if it has been
saved first. You can now do one of two things:

¢ By clicking on Mailings and Templates in the navigation bar, open the list of all
available templates. Click on the Delete symbol behind the required template.

¢ By clicking on Mailings and Templates in the navigation bar, open the list of all
available templates. By clicking on the name of the required template, open the entry
dialog for that template. At the bottom of the website, click on die Delete button.

In both cases, OpenEMM will ask you to answer a confirmation query to confirm that you
do, indeed, wish to delete the template. Just click on the Delete button. If you click on
Cancel instead, the template will not be deleted.

Using text modules

Inserting a text module using AGNITAS-Tags

A template works a bit like a form. It consists of areas, entry fields and placeholders. Text
entered into a field will then be inserted into the e-mail and sent to the recipient. Any text
may be customized, for instance including a personal address. Further information can be
found in the mailings chapter "Creating customized mailings".

We promised you flexible templates, didn’t we? The secret lies in linking a template to
various text modules for a mailing. Inside the template text, you insert an AGNITAS tag
acting as placeholder for a certain text module. You need not define the contents of the
text module in the template. This is done later when creating a new mailing. If the content
of the text module is to remain the same for multiple newsletters, you can define the
contents of the text modules directly in the template and then use this in the mailing. For
details, see chapter "Further details for creating templates".

Let us give you an example. The following text is typed into the Text Version field in the
new template entry dialog.

[agnTITLE type=1]

Welcome to this week’s special offers from your seed catalog!
[agnDYN name="maintext"/]

Yours sincerely

Your Seed Newsletter Service

The first line inserts a customized greeting for the recipient (see chapter " Creating
customized mailings"). The second line is normal text which the OpenEMMwill insert into

the finished email. The secret of templates lies in the third line: fagnDYN name=" maintext
/] inserts the maintext text module into the finished email. The template does not know
which text will be inserted here. This is the whole point of templates. You must enter text
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into that module later under Content when creating a new mailing. All text modules
defined in the template are listed here in alphabetical respectively numerical order. The
remaining lines or blank lines will be integrated by the system into the mailing as is.

Please note: The AGNITAS tag uses special notation. The right square bracket is
precedes by a slash. This shows the OpenEMM that the tag is finished. The following
chapter explains why.

The entries could result in the following email (depending on the recipient and the contents
of the maintext text module):

Dear Mr Smith

Welcome to this week's special offers from your seed catalog!

Looking forward to banning your winter boots to the attic and doing some gardening?
We can offer you all you need for a colorful garden. This week's special offer: spring
flower seeds for your garden! Check out our latest online offers on
http://mww.my-company.com/springseed.htm

Yours sincerely

Your Seed Newsletter Service

There is no limit to the number of text modules you may insert. It makes sense to create a
unique text module for each special offer (as in the example). To save time and make
working with text modules easier, you should select meaningful and explicit names for
your text modules.

3.3.3.2 Dynamic text module

With additional AGNITAS tags, your templates will become even more flexible. Imagine
you have inserted several special offers each included in a separate text module into your
template. Between special offers, a line of dashes should act as delimiter.

[agnTITLE type=1],
Welcome to this week's special offers from your seed catalog!
[agnDYN name="SpecialOffer1'/]

[agnDYN name="SpecialOffer2"/]

[agnDYN name="SpecialOffer3"/]
Yours sincerely
Your Seed Newsletter Service

Now what if a newsletter only features two special offers? There will be no SpecialOffer3
special offer or text module. The OpenEMM will not insert anything there. This produces a
redundant delimiter. A complex template with several text modules may look ugly as a
result.

The special notation for the fagnDYN] AGNITAS tag can help:

[agnDYN name="SpecialOffer3"/]

[agnDVALUE name="SpecialOffer3"/]
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[/agnDYN name="SpecialOffer3"/]

The line fagnDYN name="SpecialOffer3"] starts an area. Please note that the slash /is
missing at the end of the tag. The OpenEMM now knows that it is not supposed to insert a
text module, but that something else is to follow. The second line is the delimiter for your
special offer. The new tag [agnDVALUE name="SpecialOffer3"/] inserts the SpecialOffer3
text module. The tag ends with [fagnDYN name="SpecialOffer3"]. Note this tag starts with
a slash. This tells the system that the tag ends an area. It is very important to include the
same text module in all three tags.

The sequence of three AGNITAS tags does the following:

e If there is a SpecialOffer3 text module, the system inserts the whole text between
[agnDYN name="SpecialOffer3"] and [fagnDYN name="SpecialOffer3"] in the e-mail.
The text module is called up using the line fagnDVALUE name="SpecialOffer3"]. Other
AGNITAS tags could also be used.

e [f there is no SpecialOffer3 text module, the system deletes everything between
[agnDYN name="SpecialOffer3"] and [fagnDYN name="SpecialOffer3"]. The finished e-
mail will contain neither a blank line nor a delimiter.

Using templates

After having defined a template, you can use it in a new mailing. The following example
uses the simple template with one text module from chapter "Using text modules". The
principle is the same for templates requiring more than one text module.

1. In the navigation bar, click on the Mailings button, then on the sub-menu New Mailing.

2. In the Templates selection list below General, choose the desired template. The
system shows all defined templates in this list. You can enter or modify all of the
information necessary for the mailing see chapter "Inserting content"). Then generate
the new mailing by clicking on Save.
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MNew Mailing
2]
MName:
Description
(optional):
Planned for: =]
¥ General Setting
Template: My template % - Mailing type:  Normal mailing - e
Mailing list:  Manual - I for none openers [
Archive:  no archive - i Parent mailing: I
[ show in online-archive
» Target aroups
=1 Email
Subject:  Manthly newsletter
Sender emal:  jnfo@agnitas.de Charset:  Unicode (UTF-8) -
Sender full name:  AGNITAS AG - Service Line feed after: 72 Characters -
Reply to emall:  jnfo@agnitas.de Format:  Text HTML and Offine-HTML -
Reply to full name:  AGNITAS AG - Support Measure openrate:  attop of email -
Envelope email:
» Show template
» Media types
Mailing:

Fig. 3.53: Selecting the required template in the mailings entry dialog.
3. The additional tabs in the OpenEMM take further mailing settings. Please note that you
may still change all mailing details, apart from the assigned template.

4. Open the Content tab by clicking on it. Now, the system displays only the text module
defined in the template. This is one text module named maintext in our example.

Mein Maiing 3 | "Schablone anwenden” [w[i] Preview:

Import content from source:

Weekly Offer KW 12 - [ Update ]

» Define date

Live Preview

Text module Target group Content ) . .

" Format: @ HTML © Text © M-HTML
10berschrift New content
2Hauptext Mew content

HM-HTML-Version New content

Text-Version New content

Fig. 3.54: The OpenEMM only displays those text modules used in the template.
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5. Open the text module entry dialog by clicking either on the module name or on New
content.

6. Enter the required text into the Content box. You must follow the same rules as for
normal mailings. The Target group drop-down list is optional; it can be used for
assigning a target group to a text module. Further information on dynamic mailings is
contained in chapter "Dynamic content generation”. In our example, leave the All
recipients setting unchanged. Click on Add to close the text module.

Mein Maiing 3 | "Schablone anwenden” wlir)

Text module: 2Hauptext
Interestgroup: — -

Live Preview

New content _ _ _
Format: @ HTML O Text ) M-HTML

B HTML Editor B HTML Code

Please click here for the offer of this week:
http://www.shoeshop.org/new_offers.html

Target group: All subscribers -
N—
Fig. 3.55: Insert the contents of the text module and confirm by clicking on Add.

7. This completes the mailing which can now be tested and sent as described in chapter ’
Testing and sending a mailing".

Please note: Sometimes, the content of a text building block must remain the same for
multiple mailings. In this case, alternatively to the procedure described here, you can
define the contents of the text building block directly in the template (see chapter "Using
text modules"). You then no longer need to save the contents for each mailing.

3.4 Archives - Grouping mailings

Content of this chapter

¢ You will define new archives.

¢ You will manage existing archives.
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¢ You will group mailings to create an archive.

¢ You will display a statistical evaluation for a archive.

3.41 What are archives?

Archives help you to structure your mailings if there are a lot of them. In an archive, you
group all mailings relating to the same subject in a file. An archive may, for instance,
consist of all mailings sent over several weeks to customers in the context of a promotion
campaign. The archive may group date or action-based mailings (see chapter "Maintain
recipient's profile with actions") or all mailings sent out in the context of a weekly
newsletter feature.

You decide how to group mailings into archives. Whenever you create a new mailing, you
decide which archive it should belong to. It is, of course, still possible to create mailings
without assigning them to an archive, or to decide which existing mailing should be
grouped together. Archives assignments may be amended at any time.

There are no rules in OpenEMM on how to assign mailings to archives. It is possible to
create an archive called ,Miscellaneous® grouping single mailings for which there is no
special category. The list of mailings in the Mailings section will not change by archive
assignments and will still show all mailings created so far and sorted by date.

3.4.2 Managing archives

3.4.2.1 Create a new archive

To create a new archive, go to the Mailings section, Archive subsection in the navigation
bar.

1. Open the Archive section and click on the tab New archive.

2. The entry dialog calls up the Name field where you can enter a short archive
description, e.g. Newsletter. The Description should consist of one or two sentences
characterizing your new archive. This will make mailing management easier once you
have many archive which are used by several staff.

3. Click on Save to conclude your entries and close the field.

MNew archive

MName: Mewsletter EN Description (optional): prchive for all english
newsletters.

Archive: [ Save ]
Fig. 3.56: All a new archive needs is two entries.

The OpenEMM will now display the overview listing all existing archive, including the one
you just created.
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3.4.2.2

3.4.23

Display and amend details

In the Archive section you can display a list of all existing archive, sorted chronologically
according to the date of first creation. In the table, the names and the first few words of
the description are displayed. To display a detailed view for an archive as well as the
mailings assigned to it, click on the name, the description or the Edit symbol at the end of

the line.

list: size: @20 @50 @100 Ly 3 Entries found, show all Entries.
Archive Description
Eg
Newsletter EN Archive for all english newsletters. @"
Eg

3 Entries found, show all Entries.

Fig. 3.57: To call up a particular archive from the oveniew, click on its name or description.

In the detailed view for the archive, the top of the screens shows the Name and
Description fields. If you want to change either the name or the description, all you need
to do is to enter new text and confirm by clicking on Save. The bottom part of the entry
dialog lists all mailings assigned to this archive. This list is the same as the one called up
in the Mailings overview. Clicking on a mailing or the Edit symbol at the end of the line
calls up the details for that particular mailing. To delete a mailing, click on the Delete
symbol. The OpenEMM then asks you for confirmation; click on Delete.

MName: MNewsletter EN Description (0ptional): zrcnive for all english
newsletters.
awchive: () (EEEED
Mailings:
vaing: (I
Mailing Description (optional) Mailing list Send date
Weekly Offer KW 12 With Template Marual [E¢

1

Fig. 3.58: In the detailed view of a archive, to call up a particular mailing, click on its name or
description.

Please note: By deleting a mailing here, you not only delete it from the archive. It will be
deleted completely from OpenEMM without any way of restoring it later. If you wish to
assign a mailing to a different archive, call up the details of the mailing. For details see
chapter "Assign mailing to a archive".

Deleting an archive
1. To delete a archive, call up the overview in the archive section.
2. Click on the Delete symbol at the end of the line for that particular archive. Alternatively,
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open the detailed view for a archive by clicking on its name or description in the
overview, then use the Delete button.

Owverview
list: size: @ 20 50 100 m 3 Entries found, show all Entries.
Archive Description
E,
Mewsletter EN Archive for all english newsletters. B’
E g

3 Entries found, show all Entries.

Fig. 3.59: The Delete symbol deletes a archive without touching the mailings assigned to it.

3. As an additional safeguard, the system asks for explicit confirmation that you really
want to delete the archive. You have to click on the Delete button before OpenEMM will
consent to deleting the archive. By clicking on Cancel you will get back to the archive
overview.

Please note: By deleting a archive, you do not touch the mailings assigned to that
particular archive. They can still be viewed in the overview of the Mailings section and
assigned to a new archive from there.

Assign mailing to a archive

An archive is like a file to group mailings. Mailings can be assigned to an existing archive;
new mailings can be created as part of an archive; the assignment of mailings to a
archive can also be amended.

Assign existing mailing

Assigning existing mailings to an archive at a later stage is not a problem. You may want
to do this because you never used the archive function before, or because you forgot to
assign the mailing to an archive when you created the mailing.

1. In the navigation bar, click on the Mailings button, then on the sub-menu Overview.
The list features all mailings, whether or not they are part of a archive.

2. Open the detailed view for the archive you wish to edit by clicking on its name or
description, or on the Edit symbol at the end of the line.

3. In the Archive drop-down list below General Setting, select an archive to assign the
mailing to. Save the changes by clicking on the Save button. The mailing is now part of
the selected archive.

¥ General Setting

Template: My template - Mailing type:  Mormal mailing - i
Mailing list:  Manual * [ for none openers i
Archive:  Newsletter EN L\) - ¢ Parent mailing: ¢

Show in online-archive
Fig. 3.60: It is in the mailing’s detailed view that you select which archive to assign it to.

4. If you now open the archive section again and call up the detailed view for the archive,
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you will see that the mailing is displayed in the overview at the bottom of the screen.

Just follow the same procedure to change the archive assignment for a mailing.

Assign new mailing

If you would like to use archive to manage your mailings, you should assign mailings to a
archive as soon as you create them. There are two ways to do this. Either you use the
traditional method:

1. In the navigation bar, click on the Mailings button, then on the sub-menu Overview.
Create a new mailing as usual.

2. In the General Setting section you will find the Archive selection list. Select the
desired entry here. As soon as you save the new mailing, it is part of the archive you
selected for it.

However, you do not need to go via the Mailings section at all.

1. Open the Archive section and call up the detailed view for the archive where you want
to add a new mailing.

Archive

MName: MNewsletter EN Description (optional): zrenive for all english
newsletters.

archive: (D) (D

Mailings:
a0 il
Mailing Description (optional) Mailing list Send date
Weekly Offer KW 12 Wwith Template Manual @’

1

Fig. 3.61: Using the New mailing button, you can create a new mailing from the archive view.

2. In Mailings, click on the New mailing button. The system will now display the familiar
entry dialog for a new mailing. There is already an entry in the Archive drop-down list
for the new mailing. This is to prevent accidentally assigning the new mailing to a totally
different archive and “losing” it in this way.

Attention: If you display the mailing in a personalized online archive, you should first place
a tick in Show in online-archive if the mailing has already been sent. Otherwise the
recipient can already see the unfinished mailing in his online archive.

Statistical evaluation

The detailed view for a archive has a tab for statistical evaluation of the archive. This not
only displays an overview of individual mailings, but also total statistics for all mailings in
that archive.

1. In the detailed view for the archive, click on the Statistics tab. The system will now
perform some calculations; after a short while, OpenEMM will display a table with
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details.

2. The information available for each mailing includes how many of the mails were actually
opened, how many subscribers opted out, how many mails bounced, how many
subscribers received the email and how often a clickable link in an email was actually
clicked.

Statistics
Target group: Al subscribers - Unigue recipient clicks | OK ] =

Mailing Opened mails Opt-Outs Bounces Recipients Clicks

Testmailing_vk 3 0 0 26 17

Total 8 0 0 26 17
Statistics: [ Cancel ]
Fig. 3.62: For each archive, there is a statistical evaluation of mailing actions.

3. If you need more details on a particular mailing, click on its name in the Mailing
column.

The drop-down list Target group is used to qualify your statistical evaluation even further.
This is useful in determining how a specific target group reacted to a mailing. The
Unique recipient clicks check box is used to specify that only one click per subscriber
on a trackable link will be counted for statistical purposes: a recipient may well click on
links in the e-mail more than once. Check the check box and then click on OK.

This is what the column headings mean:

e Mailing: Displays the name of the mailing.

¢ Opened mails: If you want to check how many recipients opened the email, you must
send the mailing in the HTML format. When creating a mailing, a so-called “tracking
pixel” can be inserted into the email automatically by using the Track click rates feature
(see chapter "Entering further mailing data"). This inserts a 1 x 1 pixel image into the
mail when sending it. This image is stored on the OpenEMM server. As soon as the
recipient opens the mail, his or her email clients tries downloading the image file which
is registered by the OpenEMM server. This is a confirmation that the email was indeed
opened.

e Opt-outs: This figure displays how many recipients de-registered from the mailing list
by clicking on the “unsubscribe” link in the mailing.

e Bounces: If an email address is faulty, or if the email could not be delivered for a certain
period of time, the recipient’s mail server returns an error message (bounce).

e Recipients: The total number of recipients to whom the mailing was sent.

e Clicks: The number of clicks on trackable links within the mailing, i.e. how often a
recipient clicked on a trackable link in the email.

If you need more details on a particular mailing, click on its name in the Mailing column.
The OpenEMM will then display detailed statistics for the mailing. For details see chapter "
Statistics - To gain a broad view".
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4 Recipients - Managing customer data

Contents of this chapter

¢ You will understand how to manage mailing recipients.
¢ You will learn how to set search criteria.
¢ You will import existing data into the recipient database.

¢ You will manage the blacklist for recipients who should under no circumstances be sent
e-mails.

¢ You will create types of address and use them in a mailing.
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More than just e-mail addresses

For sending out newsletters, you need recipients’ e-mail addresses. In a newly created
database there is one record per recipient.

The default setting for the OpenEMM is that for each recipient, email address, first name,
last name and greeting or title (Mr., Dr.,) are saved in the database. This is the required
information for creating customized newsletters where subscribers are addressed
personally. The database also saves which mailing lists a recipient has subscribed to.
Several other fields are for internal use only, containing the required type of mailing (text,
HTML etc. view chapter "Forms - Recipient management") and other management
information. All data about a recipient constitute his or her profile.

Management of all recipient profiles is done via the relevant sub-menu in the navigation
bar. Please note that the OpenEMM has only one database for managing all your
recipients. This means that it is very easy to send several different newsletters to one
recipient.

Please note: All field names will be converted in lower case by MySQL. Even if you name
fields in upper case, they will be converted automatically to lower case. To use database
fields, they have to be quoted in lower case, e.g. email instead of EMAIL.

User-defined fields

Moreover, it is possible to define specific fields for each recipient. For instance, an online
show store may want to define a field containing subscribers’ shoe size. Such fields are
used in a newsletter recipient’s personal profile and define what visitors your website
attracts, what they like or what characterizes them. This is a requirement for top-class
customer service using action-based and date-based mailings (see chapter "Maintain
recipient's profile with actions").

All fields can then be used to filter recipients from the database for use in a target group
list. In our example, for instance, you have an end-of-line special offer of shoes in German
size 43. You can then filter all recipients who take that shoe size from your database and
make them, and only them, this special offer. It would not be very useful to send all
recipients from your database that special offer, because no one would buy shoes which
are not their size.

Field definition is an advanced function of the OpenEMM. Special fields are not required
for initial mailings. chapter "Maintain recipient's profile with actions" contains further
information on managing fields and using them for archives as for instance closed loop
marketing.

How do recipients get into your database?

There are several ways to fill your database with recipients.

¢ Clicking on Recipients/New recipient in the navigation bar will open an entry dialog.
This is where you can enter recipient data and save them. This only makes sense if you
want to enter very few recipients. Further information can be found in chapter "Create

new recipients".
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¢ Clicking on Recipients/Import will import existing customer data into the OpenEMM.
Further information can be found in chapter "Import function for recipient data".

e |t is easiest when a prospect subscribes to a newsletter on the Internet and enters all
relevant data himself into a special subscription interface. This subscription interface
can be freely configured, allowing for instance subsequent changes of the recipient’s
email address or the required mailing format by the recipient himself. Further
information can be found in chapter "Forms - Recipient management".

Please note: In some cases you must make sure that certain recipients no longer
receive any communications from you. It is not sufficient to delete the recipient from the
database. You must transfer the e-mail address to a so-called black list of ,blocked
recipients”. Further information on the blacklist function is contained in chapter "Blacklist -
Do not mail".

Managing recipients
You can call up a list of all recipients by clicking on Recipients and Overview in the

navigation bar. The overview automatically shows Salutation, Firstname, Lastname and
Email. They are mandatory fields — this is the default setting for registration.

Overview

@
w
I First name Last name Ermail
by wliv]
Mailing list: Target group: Recipient type: Recipient status:
All ~ Al ~ Al ~ Al -
» Advanced Search [
% Select fields
Recipient fields: Available fields: Selected fields (max. 8)*:
Birthday - Add gender
google_status o firstname
Interessel Add 3l lastname
Interest Cars Remove
INTERESSE_AUTOS P —
Interest Travel - I >
* Field gender is shown as salutation
e
List size: @ 20 50 100 [ Show ] 12 36 Entries found, show from 1 to 20.
Salutation First name Last name Email
Mr. Test Recipient test.recipient@agnitas.de [Eg
Mrs, Agnitas AG agnitas 1@t-online.de @’
Mrs, Agnitas AG agnitas_ag @hotmail, com @’
Mrs. Agnitas AG agnitas_ag@yahoo.de @'
Mrs, Agnitas AG agnitas @web. de @’

Fig. 4.1: The list in the contents area shows all available recipients.

e Sortable lists: To be able to maintain an overview of longer lists, you can sort these
according to column headers. This applies to the Mailing and Recipient overviews.

¢ Number of data records: In the Mailing or Recipient overviews, the numbers of selected

elements is displayed. You can also choose how many data records are to be displayed
on a page.

The default setting is for all recipients on the list to be shown. You can filter the recipients

86

© 2014 AGNITAS AG



421

4211

Recipients - Managing customer data &

OPENEMM

displayed by using the drop-down lists (for instance Recipient Status). Further information
on the search functions is contained in chapter "Searching for recipients".

You filter the displayed recipients via selection lists such as Mailing list, Target group,
Recipient type and Recipient status. OpenEMM displays a maximum of 10,000 entries
in the recipient list as standard.

If the number of available recipients is too large, the program only displays the first page
and by means of an error message makes you aware that the displayed selection must
be limited.

You can read more about the search functions in the "Searching for recipients" chapter.

Show recipient profile

The database contains specific data on each recipient , i.e. his or her profile. You can call
up individual recipient data by clicking on the Edit icon or on the relevant email address.
This calls up an entry dialog with the data saved for that particular recipient, under the
Recipients tab in the contents area.

Mew Recdpient

Mailing lists: wiv]
Salutation:  Mr. -
% mailinglist
Title:

First name: ¥ Manual

Ermail MNormal recipient -

Last name:
Status: Remark:

Email:

Mail format: Text @ HTML Offine HTML M-HTML % Mur vk

Network:
» Standard-liste

More profile data:

AGE_YEARS:
Birthday:
creation_date:
datasource_id:

timestamp:

Recipient: [ Cancel J Save |
Fig. 4.2: Profile of a subscriber with individual database entries.

Data from the profile are organized in three distinct areas. On the left you will find general
information, followed by additional profile data and on the right you will find the available
mailing lists.

General information

The top contains general profile information required by the OpenEMM, i.e.: Salutation,
Title, First name, Last name, Email and Mail format. There should be data in each field
except title. Default salutations are Mr., Mrs. and Unknown. This only sets the recipient’s
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sex. chapter "Types of address" contains information on how to define different forms of
address.

Other profile data

The More profile data section contains fields for internal use as well as all user-defined
fields for the recipients’ profiles. Fields for internal use are:

e CREATION_DATE: Date of last profile change.

e CREATION_DATE: Date of recipient profile creation.

¢ DATASOURCE_ID: where the data were imported from — see chapter "Import function
for recipient data".

User-defined fields follow. This list can be of any length and is based solely on your needs
and requirement criteria, for instance customer IDs or other reference numbers.

Mailing lists and recipient types

The sub-menu Mailing Lists contains all mailing lists created so far. The OpenEMM
shows which lists your recipient has subscribed to by ticking them. For this the
corresponding mailing list has to be expanded by clicking on its name. If the recipient has
subscribed to a particular mailing list, the OpenEMM shows additional data.

Mailing lists:

= Manual
Email Mormal recipient -
Status: Remark:

s Mur vk

% Standard-Liste
s mailinglist

Fig. 4.3: The right part of the screen shows which newsletters a recipient
subscribes to.

The selection list Type shows the type of recipient. The following types exist:

e Administrator: The creator of a mailing is the administrator. You should create a
recipient profile for yourself (if you have not already done so) and assign yourself the
status of Administrator for that mailing list. For details see chapter "Creating
administrators and test distribution lists".

e Test recipients: To test the mailing, it is essential to send a few test mails to test
recipients. They are not real recipients but e-mail addresses only you have access to.
You could also assign that status to someone who has to check a mailing prior to
sending it to all recipients on the list.

¢ Normal recipient: All recipients who have subscribed to a newsletter and want to
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receive it are normal recipients. For details see chapter "Creating administrators and
test distribution lists".

Under Status the OpenEMM shows the recipient’s status. The Remark contains a date, a
time and the last action.

e Active: The recipient has subscribed to this mailing list. The remark explains which
action caused this status.
e Bounce: The address is invalid. The recipient was de-registered from the system.

e Opt-In: The recipient was registered as a subscriber of this mailing list. This may have
been done by the recipient himself via the web interface or by the administrator
(followed by: by ADMIN).

e Opt-Out: The recipient has opted out from the mailing list. This may have been done by
the recipient himself via the web interface or by the administrator (followed by: by
ADMIN).

¢ Blacklisted: The recipient has been placed on the blacklist. The ID of the user who
placed the recipient on the blacklist is also given.

4.2.2 Editrecipient profile

You may edit recipient profile data at any time.

1. You call up the relevant recipient as described in chapter "Show recipient profile".

2. Enter new information in the relevant fields. You may change the recipient Type in the
relevant drop-down list: Administrator, Test recipient or Normal recipient.

3. Finish by clicking on Save. The OpenEMM saves your changes and reopens the
recipient list. If you do not want to save the changes, click on Cancel or use your
browser’s back button.

Mailing lists:

= Manual
Email Mormal recipient -
Status: Remark:

s Mur vk

% Standard-Liste
s mailinglist

Fig. 4.4: Media types requested by the recipient are shown against the
recipient’s name.

4.2.3 Create new recipients

The OpenEMM system allows creation of individual recipients. This only makes sense if
you want to create a few new recipients. In most cases, importing existing data (see
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chapter "Import function for recipient data") or having users register themselves via the
web interface will be more practical (chapter "Forms - Recipient management"). To
create a new recipient, proceed as follows:

1. Click on Recipients, then New recipient in the navigation bar.

m MNew Redpient
@
Mailing lists: W)
Salutation:  Mr. -
» maiinglist

Title:
First name: ¥ Manual
Lt . [7] Ermail MNarmal recipient -
a5t name: Status: Remark:

Email:
Mai format: O Text @ HTML O Offine HTML  © M-HTML s MNur vk

Network:
» Standard-Liste

More profile data:
AGE_YEARS:
Birthday:
creation_date:
datasource_id:

timestamp:

Recipient: m m
Fig. 4.5: This entry dialog allows inserting a new recipient into the database by hand.

2. An entry dialog opens in the contents area for you to enter data for the new subscriber.
This looks like the screen for new recipients (chapter "Show recipient profile"). Fields in
the upper area (from salutation to e-mail) should be filled in to do personalized E-Mail-
Marketing.

Please note: You must enter a unique e-mail address for the new recipient.

Internally, OpenEMM manages all e-mail addresses in small letters. When entering the
e-mail address you do not therefore have to take capitalization into account and all
addresses can be entered directly using small letters.

The Salutation drop-down list only sets the recipient’s sex. The actual form of address
is defined elsewhere (see chapter "Types of address"). Leave the mail format as HTML
(default) unless you want another format (see chapter "Mailings - Sending out
newsletters").

3. The fields CHANGE_DATE, CREATION_DATE and DATASOURCE_ID under More
profile data will be filled by the OpenEMM automatically. You can enter relevant data in
user-defined fields where necessary.

4. Under Mailing lists you can tick the lists the new recipient wants to subscribe to.

Leave the default value Normal recipient in the Type drop-down list unless you want
to enter a different type for testing purposes.

5. To conclude your entries, click on the Save button. The OpenEMM creates a new

recipient.
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Creating administrators and test distribution lists

A recipient can be one of three types: Normal recipient, Administrator, Test recipient.
All subscribers who will only receive mailings are Normal recipients. The other recipient
types are used for testing and managing mailings (see chapter "Sending out test mails").

The creator of a mailing is the administrator. You should create a recipient profile for
yourself (if you have not already done so), enter your own email address and assign
yourself the status of Administrator for that mailing list. Later, you can use the
Administrator as recipient to test a mailing. You will then be sure that only you will receive
that test mailing.

A test distribution list is similar. You create several test recipients with different settings,
for instance different mailing formats (text, HTML and Offline-HTML). They are not real
recipients but email addresses only you have access to. You could also assign that status
to someone who has to check a mailing prior to sending it to the final recipients on the list.

Overview

Firstname Lastname Email

SUCHE

Recipient search:

Mailing list: Target group: Recipient fype: Recipient status:

All mailinglists - Al ~ Testrecipient > Al - | Search ]
» Advanced search
list size: @ 20 50 100 | Show ] One Entry found.
Salutation Firstname Lastname Email
Mr, Test Test test@agnitas.de [Eg

One Entry found.

Fig. 4.6: Using the search function to display only the test recipients in the database.

Deleting a recipient

Sometimes recipients may request to be deleted from a mailing list. Please note that you
do not have to delete a recipient to stop his newsletter subscription. All you need to do is
to unselect the relevant mailing list (remove the tick) as described in chapter "Edit
recipient profile". The recipient profile remains in the database. To delete a recipient from
the database altogether, proceed as follows:

1. Call up the list of recipients by clicking on the Recipients button, then on Overview.
You may have to use the search function to find the recipient you want (chapter "
Searching for recipients").

2. Click on the Delete symbol in order to delete the subscriber from the list. The whole
record is deleted from the database.

Alternatively, you can click on the Delete button in the recipient profile.

Searching for recipients

Your recipient list will soon be very long. As soon as you have several hundred profiles in
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your database, it will be rather awkward to find a particular profile in the list. For this
purpose, the OpenEMM offers you an advanced search function which you can use to
filter and list user profiles. Search requirements can be very different. This is why the
OpenEMM offers several search methods:

¢ Afield search will search for details in user profiles, for instance all users with the same
last name, or all recipients with German shoe sizes between 40 and 43.

e There are four filters for recipients who subscribe to a specific mailing list, have a
specific recipient type, belong to a target group or belong to a specific recipient status.

¢ Best of all: both search methods can be combined.

The search function is called up by clicking on the Recipient button in the navigation bar.

Please note: OpenEMM displays a maximum of 10,000 entries in the recipient list as
standard. This value can be modified in company_tbl.max_recipients.

If the number of available recipients is too large, the program only displays the first page
and by means of an message makes you aware that the displayed selection must be
limited.

In the following, we present the search criteria in detail.

4.3.1 Searching for fields

The Advanced search above the recipient list allows you to filter recipients according to
defined search criteria. You select the field and the relational operator in two drop-down
lists. The next entry field takes the reference value. The three entries together form the
search rule. Once you have defined a search rule, you can apply it by clicking on the Add
button. You can, in the same way as for the target groups definition, combine multiple
search criteria with one another. When you have entered all of yourself criteria, click on
the Show button. The OpenEMM will display a new list containing only those recipients
matching the search rule.

» Advanced search

and = = email

4

[

4

4
[#
E
=N

Search for recipient

=

- [astname = -+ smith -

Fig. 4.7: This search rule only displays recipients whose last name is “Smith”.

4.3.1.1 Field drop-down list

The field drop-down list contains fields defined by the OpenEMM for internal use as well
as user-defined fields. You can easily identify user-defined fields by the name which you
have selected for them. Fields for internal use have the following names (see list):
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Field for internal
use

Description

CREATION_DATE

Date when the recipient was entered into the database.

CUSTOMER_ID

The OpenEMM will automatically assign a customer ID to all new
recipients. This ID is unique. Each recipient can be identified
unmistakably by his or her CUSTOMER_ID.

DATASOURCE_ID

ID of the data source from where recipient data were imported. If
CSV data is imported, the OpenEMM will automatically assign an
ID (see chapter "Import function for recipient data").

EMAIL Recipient’s email address.

FIRSTNAME Recipient’s first name.

GENDER Recipient’s sex (gender). The OpenEMM uses numbers to
identify a recipient’s sex: 0 means male, 1 means female, and all
recipients whose sex is unknown are marked 2.

LASTNAME Recipient’s last name.

MAILTYPE Which mail type the recipient selected. 0 means text, 1is HTML

and 2 means Offline-HTML.

CHANGE_DATE

Date of last profile change.

TITLE

Recipient’s title (Dr. etc.).

4.3.1.2 Drop-down list for relational operators

Relational operators define a relation between the field content and the reference value.
The OpenEMM supports the following relational operators:

Relational operator

Description

Field value and contents are identical. The reference value may be
a number or text.

Please note: When using the equals operator, reference value
and field contents must be absolutely identical. However, no
difference is made between uppercase and lowercase letters:
Axel equals axel.

<> Field contents and reference value are different (unequal). The
reference value may be a number or text.

> The field contents is more than the reference value. The reference
value may be a number, a date or text. If it is text, the sequence in
the alphabet matters, i.e. b is more than a.

< The field contents is less than the reference value. The reference
value may be a number, a date or text. If it is text, the sequence in
the alphabet matters, i.e. a is less than b.

LIKE The field content is like a reference text containing wildcards.

NOT LIKE The field content is not like a reference text containing wildcards.

MOD Modulo operator, see chapter "List split using MOD".

IS Content check, see chapter "IS and NULL or NOT NULL".
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<= The field contents is less than the reference value or equal. The
reference value may be a number, a date or text. If it is text, the
sequence in the alphabet matters, i.e. a is less than b.

>= The field contents is more than the reference value or equal. The
reference value may be a number, a date or text. If it is text, the

sequence in the alphabet matters, i.e. b is more than a.

Using the relational operators LIKE and NOT LIKE, you can select recipient addresses, for
instance searching for similar-sounding names or identical address elements. If you
wanted to search for all recipients in your database who use T-Online as their service
provider, you could use this operator. Such a search works with so-called wildcards or
replacement characters for any other character.

¢ The wildcard character _ (underline character) replaces any single character.

¢ The wildcard character % (per cent character) replaces a string of characters of any
length.

If you enter %@t-online.de as the reference value and select the LIKE operator, only
recipients whose e-mail address is with T-Online will be listed. Examples would be
hans@t-online.de and maurer.krause@t-online.de. If you select NOT LIKE, all recipients
who do not have an e-mail address with T-Online will be displayed.

Combining search rules

Many searches cannot be performed using just one search rule. The OpenEMM allows
you to combine any number of search rules . Search rules are linked with the AND and
OR operators. If, for instance, one of the additional fields defined in the recipient profile is
AGE_YEARS and you wanted to list all recipients aged 20 to 30 and having a GMX e-mail
address (@gmx.de, @gmx.net etc.), you would need to define three search rules:

e EMAIL LIKE %@gmx.%
e AND AGE_YEARS > 19
e AND AGE_YEARS < 31

The GMX search rule contains two % wildcards. GMX allows you to select your own
country ID like .de or .net. The search rule filters all e-mail addresses containing the
character string @gmx.. To specify the search, proceed as follows:

1. By clicking on Recipient and Overview in the navigation bar, call up the overview.
2. Open the input mask for Advanced Search.

3. The first search rule checks the e-mail address. In the Search for recipients drop-down
list below Advanced search, select the EMAIL field. Select the LIKE operator. As a
reference value, enter %@gmx. % into the field at the end of the line.

4. By clicking on the Add button you can now apply the search rule. The OpenEMMwill
now display the e-mail search rule above the drop-down lists with their entry fields.

5. The search rule line now features an additional drop-down list. The selections AND and
OR determine how the OpenEMM links the search rules.
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QOverview
w
E Firstname Lastname Email
D
wy
Recipient search:
Mailing list: Target group: Recipient type: Recipient status:
All mailinglists > Al + Al > Al - [ Search ]
» Advanced search
and > = email > = - v [ Add
Search for recipient
- email LIKE - %@gmx.% -
and » - AGE_YEARS = ~ 19 -
and » - AGE_YEARS < + 31 -
Ipda
list: size: @ 20 50 100 | Show ] One Entry found,
Salutation Firstname Lastname Email
Mr. John Doe jd@gmx.de B4

0One Entry found.

Fig. 4.8: Three combined search rules display only a single recipient.

6. The second search rule checks whether the recipient is older than 19 (i.e., at least 20). In the

first drop-down list, select AND. As a field, select the user-defined AGE_Y EARS (details on
user-defined fields can be found in chapter "Extending recipient's profiles"). Select the “greater

than” relational operator (>). The reference value is /9.

7. By clicking on the Add button you can now apply the second search rule. The second
search rule and the AND link now appear above the drop-down lists.

8. The third search rule filters recipients whose age is less than 31 (i.e., no more than 30).
Select the AND operator and the field AGE_YEARS. Select the “less than” relational
operator (<) and the reference value 31.

9. Clicking on the Add button again adds the third search rule.
10.The recipient list now displays only those profiles matching all search rules selected.
Note: You will receive the same results with the comparison operators >= 20 or <= 30.

If you want to delete a search rule, click on the Delete button behind that rule. In order to
delete all search rules, click on the Overview tab.

Please note: This will cause OpenEMM to delete all search rules in the selected
overview.

4.3.2 Searching for mailing lists
It is sometimes practical to display only those recipients who subscribe to a particular
mailing list. It is very easy to ask the OpenEMM to effect such a selection:
1. Select the desired mailing list from the Mailing list drop-down list. The drop-down list
displays all mailing lists which you have defined so far.

2. Click on the OK button at the end of the line. The system adds this search criterion and
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displays only those recipients who match.

COwverview

Firstname Lastname Errail

SUCHE

Recipient search:

Mailing list: Target group: Recipient type: Recipient status:
All mailinglists > Al > Al > Al - [ Search ]

Fig. 4.9: Select the desired mailing list from the Mailing list drop-down list.

4.3.3 Search by target-group

The search criterion Target group displays all recipients that belong to a target group.
The drop-down shows all target groups you defined in the main chapter "Target groups -
Dynamic filters".

43.4 Search by recipient type

The search criterion Recipient type provides a convenient way of displaying all
subscribers of a certain type. Depending on which type the recipient is set up as (see
chapter "Mailing lists and recipient types"), the subscribers are differentiated as
Administrator, Test recipient, Normal recipient. This function is used for your
personal control: You can check here who is authorized to receive which type of
newsletter and if necessary make corrections to the recipient data.

4.3.5 Search by recipient status

The OpenEMM also informs you about the current status of newsletter recipients. The
Recipient status drop-down list allows you to make the following checks:

¢ All: The system displays all recipients listed in your database.
e Active: All subscribers who verifiably receive newsletters from you.

e Bounced: So-called bounces are server replies concerning failed newsletter deliveries.
This may have various reasons: the address no longer exists, the subscriber mailbox is
full etc. The bounce management of the OpenEMM enables these invalid subscriber
addresses to be selected and excluded from further mailings. This not only means a
financial saving, but also ultimately increases the effectiveness of your newsletter
mailing.

e Opt-Out by admin: All subscribers who have been excluded with an opt-out marker
from the mailing by one of the administrators (see chapter "Mailing lists and recipient
types") are listed here. These are subscribers who are no longer sent newsletters,
although they have not been deleted from the database.

e Opt-Out by recipient: All subscribers who have opted out themselves by
unsubscribing. These are subscribers who are no longer sent newsletters, although
they have not been deleted from the database.

e Waiting for user confirmation: All recipients, who have been registered but have not
yet clicked on the confirmation link within the double opt-in progress.

¢ Blacklisted: All recipients, who have been placed on the blacklist.
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e suspended: Identify inactive recipients who are currently not assigned to a mailing list
and therefore do not receive mailings from you. In the Recipient overview, the recipient
status suspend is available for this purpose.

Import function for recipient data

Users can also directly use the Import function for the database in OpenEMM for smaller
and simple imports.

Prerequisite: The data must be available as a so-called CSV (comma separated values)
file. All popular spreadsheet programs and many database programs are capable of
exporting CSV files. For more information on CSV files, please consult the documentation
for your spreadsheet or database software. You can read more on how to generate a CSV
file using Microsoft Excel in chapter "Creating a CSV-file".

Import dialog structure

The Import function can be found in the navigation bar under Recipient, the sub-item
being Import. The Import menu is split into the three page tabs Import wizard, Profile
Administration and New import profile.

The Import sub-item welcomes you with the first tab: Import wizard. In this dialog you tell
OpenEMM what CSV file you want to read in, and also select a matching import profile. An
import profile is in principle nothing more than a set of instructions on how OpenEMM
should handle the CSV data when importing it into its database. All of the import profiles
stored on the system can be found under the Profile Administration tab. You create your
own import profiles via the New import profile dialog window.

Before you start transferring the customer data stored in a CSV file to the recipient
database by means of the import function, you should first create an import profile. This
ensures that OpenEMM handles your data exactly the way you want and no errors occur
upon import.

Note: If your CSV files are regularly structured in the same way, you only need to create
the corresponding import profile once and from then on you can select it under Profile
Administration. This will then save you time and reduce errors.

Creating a new import profile

Why does OpenEMM need an import profile? CSV files often come from many different
sources and are created by a variety of programs. The format of the data is, however,
identical in almost all cases. So that you do not have to enter this parameter every time
you import a CSV file, OpenEMM offers the possibility of storing these settings in an
import profile. Once created, the import profile will save you a lot of time. When importing
customer data via a CSV file, you only need to select the appropriate import profile —
OpenEMM then carries out the upload automatically.

An import profile contains all the necessary information necessary to read a CSV file. With
this information, OpenEMM assigns the fields of your CSV file to the correct category
such as name, e-mail or birthday, and transfers the customer data to the OpenEMM
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database.
To create a new import profile, in the navigation bar click on Recipient, Import and then

switch to the New import profile tab. In the dialog that follows, you determine the
parameters of your import profile.

Mew import profile

MName: |

CSV file settings
Separator: - - i Text recognition character:  None A I
Charset:  |SO 8859-1 - [ Date format: - dd MM.yyyy HH:mm M

Import process settings

Mode:  Only add new recipients A

Mull-values in CSV file:  Owverwrite existing records with null-values A

Key-Column for Duplicate-Check and Updates:  email -
Check for duplicate records:  complete -

redpients mailing type:  html v

o o] ] [ [e] [

Email address for reparts:

Update all duplicates (not only first found): ¢

Import gender settings
Gender value Number value

New gender value
o - EED
Import profile: [ Save |

Fig. 4.10: An import profile defines in detail how OpenEMM should handle the CSV data when
importing it into its database.

In the Name field enter a meaningful designation for the new import profile. The clearer the
name, the easier it is for you and others to select the appropriate profile when importing
CSV files.

44.21 Determining the CSV-file settings

The CSV file settings are made directly underneath the entry field for the names. You
there tell OpenEMM what Separator and Text recognition character the CSV file uses
and enter the Charset and the Date format.

CSV file settings
Separator: - - i Text recognition character:  None - i
Charset: SO 8859-1 - [ Date format:  dd. MM.yyyy HH:mm M L

Fig. 4.11: The basic parameters of a CSV file are set with these settings.

Separator: If you collect the recipient data in a spreadsheet program such as Excel and
save it as a CSV file, the detail is normally separated by a semicolon. If you use other
programs however, it is possible that another separator is used. In this case set the
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corresponding separator in this part of the menu. As alternatives, these characters are

offered:

Character Meaning

; Semicolon

) Comma

| Bar (vertical stripe)
Tab Tabulator

Text recognition character: If the separator you have used is contained in your recipient
data, it must be marked as such by use of a further character. For example, if commas
are used as separators and the recipient data also contains commas, then the commas
in the recipient data must be prepared for import by this character.

An example: Assume that the ADDRESS column of the CSV file contains the same town
names but differing regional information such as New Town; Vine Street or New Town;,
Ashbury. If you are using the Excel spreadsheet program from Microsoft, semi-colons are
added as separators when the CSV file is created. To ensure that the semi-colons in the
town names are not seen as separators, Excel adds double inverted commas () as text

recognition characters:

“‘New Town; Vine Street’; “New Town, Ashbury”

Therefore if you are using Excel for data import, we recommend that you choose double
inverted comma () as text recognition characters. This prevents the semi-colons in the
town names being entered into the database as separators.

Please note: This example relates to a CSV file generated by Microsoft Excel. If you are
using other spreadsheet programs, we recommend that you consult the corresponding
documentation to check what kind of separator your software uses.

Character

Meaning

None

No text recognition character

Double inverted comma

Single inverted comma

Charset: The West European ISO 8859-1 character set is preset as standard and can
always be used. Other character sets should only be chosen if these are used in the CSV

file.

Character set Meaning

ISO 8559-1 West European character set

UTF-8 Unicode character set

Chinese simplified Character set for simplified Chinese characters
(GB2312)
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Date format: In the standard setting, OpenEMM uses the normal dd.MM.yyyy HH:mm
date and time schedule. The date is given in Day.Month.Year and the time in Hours:
Minutes. The following alternative ways of writing this are available:

Date format Written as

dd.MM.yyyy HH:mm Day.Month.Year Hours:Minutes
dd.MM.yyyy Day.Month.Year

yyyyMMdd YearMonthDay

yyyyMMdd HH:mm YearMonthDay Hours:Minutes
yyyy-MM-dd HH:mm:ss | Year-Month-Day Hours:Minutes:Seconds
dd.MM.yyyy HH:mm:ss | Day.Month.Year Hours:Minutes:Seconds

4.4.2.2 Determining the process settings

The Mode selection list controls how OpenEMM integrates the imported recipients into its
database. You can choose from the following modes:

¢ Only add new recipients

¢ Add new recipients and update existing recipients
¢ Only update existing recipients

¢ Set recipient to status Opt-Out

e Set recipient to status Bounced

¢ Add recipient to blacklist

This opens up many possibilities for you to keep your recipient data up-to-date. It often
happens that recipients do not register via your website but send you an e-mail with a
request to be included in the mailing list. Entering a single recipient is not much work; but
when you receive dozens of such mails, it's easier to collect these users in alistin a
spreadsheet and then enter them all at once into OpenEMM.

If you want to add new recipients only to a database but do not want to change the
information on existing recipients, choose the entry Add new recipients only. This is for
example useful when your CSV file contains information on new customers and existing
ones whose data should not be changed. The option Add new recipients and update
existing recipients goes a step further. OpenEMM adds the new recipients to its
database in exactly the same way as the first option, but in addition checks whether your
CSV file contains new or changed information on existing recipients. In this case the
system updates the information on the recipient concerned. If you want to update your
mailing list but do not want to add recipients, choose the option Update existing
recipients only.

It is also possible to update the status of recipients who want to be removed from your
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mailing lists but who are unable to, or do not want to, do this themselves. The options Set
recipient to status Opt-Out and Set recipient to status Bounced are provided for this
purpose, where Opt-Out should be used for deregistration and Bounced for recipients
who cannot be reached. It is also possible that a recipient contacts you who not only
wants to be deleted from the list, but simultaneously threatens legal steps should he
receive further e-mails from you. In such cases, the option Add recipient to blacklist is a
certain way of excluding individual recipients completely from further transmissions and of
protecting yourself against unpleasantness.

The selection list Null-values in CSV file is also used for control of the import. This deals
with those recipients who are already present in the database. Two recipients are for
OpenEMM identical when they have the same email address.

Assume that in the database, recipient Hank Miller has Dr. entered as title. In the CSV file
the entry for a Mr. Miller also exists, but here the title is missing, the field is empty (null-
value). The selection list allows you to decide what should happen in such a case.

¢ The standard setting is Overwrite existing records with null-values. This loses the
content of the corresponding fields when importing into the database. This setting
makes sense in most cases, because ultimately you want to update the entries in the
recipient database with the import.

¢ The second option Ignore null-values in imported records applies to special cases.
For example, this could be when you know for certain that changes have been made in
the database that are not contained in the import file.

OpenEMM checks whether two recipients are identical using a specific field. The one that
is to be used is determined by the selection list Key-Column for Duplicate-Check and
Updates (see next chapter). As standard, the system uses the field e mail.

Handling with duplicates

When importing new recipients, it is possible that some are already in the OpenEMM
database. The database, however, should not contain a duplicate of a recipient, since that
recipient would, for example, receive a newsletter twice. These ‘dead’ entries also falsify
the evaluation of responses to marketing campaigns. The import system therefore checks
for duplicate entries. As preset, the import function prevents duplicate e-mail addresses.
In individual cases it may make sense to use other recipient profile fields to check for
duplicates. You can control how the system carries this out through several selection
lists.

Key-Column for Duplicate-Check and Updates: It is important to understand which
criteria the system uses to classify an address as a duplicate. When sending e-mails, it
makes sense to use the e-mail address as a criterion. That is also the standard setting. It
is possible that a recipient registers with multiple e-mail addresses, but these kinds of
double registration cannot be discovered automatically. This setting also applies to the
updating of recipients profiles. The selection list contains all predefined and self-defined
fields of the profile database. All selection criteria at a glance:

Key column Meaning

creation_date The date on which the recipient was entered into the database.
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Key column

Meaning

customer_id

OpenEMM automatically assigns a customer number for each
newly created recipient. This ID is unique in the system; a specific
recipient can be uniquely identified via the CUSTOMER_ID.

datasource_id

Code number of the data source from which the recipient data
was imported When importing CSV data using the import
function, OpenEMM automatically assigns an ID (see chapter "
Import function for recipient data").

email The e-mail address of the recipient.
firstname The forename of the recipient.
The gender of the recipient. OpenEMM uses numbers to mark the
gender gender: 0 means male, 7 means female. The number 2 is used to
designate all recipients who do not have a gender defined.
lasthame The last name of the recipient.
The type of mail that the recipient wants. In the CSV file, 0, txt or
mailtype text represents text, 1 or html represents HTML and 2 represents

off-line HTML.

change_date

The last date on which the data for the recipient was changed in
the database.

title

The recipient’s title, for example Dr..

Check for duplicate records: You use this selection list to decide how OpenEMM

checks for duplicates.

¢ With the option only within new data you only exclude the occurrence of duplicates in
the data to be imported. For duplicates within the CSV file, the first entry is imported into
the database. This ensures that new recipients are only imported once even if they are
contained several times in the CSV file. This check is also contained in the complete
duplicate comparison.

* The complete setting checks two things: Firstly, whether a new recipient has already
been entered into the database. Secondly, whether an entry occurs more than once
within the new recipient. How recognized duplicates are handled depends on your
selection under Mode (Chap. "Determining the process settings"). Add new recipients
only ignores existing recipients, i.e. these are not updated with the data from the CSV
file. An additional update of existing recipients takes place if you have selected the
import mode Add new recipients and update existing recipients.

¢ The no check setting: All recipients are imported. There is no check for duplicates
within the import file. Equally, no check is made as to whether a recipient already exists
in the database. This can lead to a recipient with one e-mail address being contained
several times in the database.
Please note: The setting no check in combination with the mode Only update
existing recipients leads to the import of no data.

Settings for e-mail and gender

Recipient's mailing type: With this setting, you determine what type of mail the recipient
wants the newsletter to be in. The following newsletter formats are available: Text, HTML
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, Offline-HTML and M-HTML.

Email address for reports: If you want to be informed about errors that occurred during
the import of recipient data, enter a valid e-mail address in this field. Should a problem
occur, OpenEMM sends an e-mail which can contain the following three components:

e A CSV file containing the found and corrected error.
e A CSV file with the wrong lines that were not imported.
¢ A report containing import statistics.

Update all duplicates (not only the first found): Normally, for multiple recipients having
the same value in the key column, only the first one that the system finds is updated.
Other recipients are not taken into account. If the option Update all duplicates (not only
the first found) is activated, all recipients with a matching key column are updated with
the contents of the CSV file.

Import gender settings: OpenEMM uses numerical values to specify the gender of a
recipient. 0 means male, 1 means female, 2 means unknown. In most cases, the gender
in customer databases is given with Mr., Mrs., or Ms., or, in the case of entities such as
companies, defined in completely different terms. You can take these particulars into
account in the gender settings field.

Import gender settings

Gender valua Number value
Mr. ]
Mrs. 1

New gender valua
2 - I

Fig. 4.12: In the import profile, you can choose which
designations should be assigned to the gender.

In the New gender value field, enter the designation that you want to include in the import
profile and assign it the corresponding OpenEMM value. As can be seen in the above
example, this allows finer grading to be defined. The system now treats both Mrs. and
Ms. as female newsletter recipients.

Once you have made all the settings for the import profile, click on the Save button.
OpenEMM then checks the information you have entered and gives a response if there
are errors. The feedback appears as a text in red above the entry field concerned. If, for
example, you have not assigned a name to the import profile, or if the email address for
the report is not written with the correct syntax, the system makes you aware of this with
a corresponding message. If this is the case, change the information and click again on
the Save button.

As soon as you have saved your import profile, you have even more possibilities to control
the import of your CSV files via the Manage columns dialog window. This function
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appears as a new tab.

Manage columns

The Manage columns function gives you a powerful tool for handling the import of CSV
files more flexibly.

OpenEMM works internally with fixed defined names for database columns such as
lastname, gender and email. However many CSV files use other designations, so a mix-
up can occur upon import.

An example: The e-mail address of a CSV file is located under the column header email
address instead of the internally used email. Normally you would have to first modify the
CSV file for import by changing the column name. OpenEMM does this considerably more
easily, and once configured can even carry this out fully automatically. Staying with the
example: Via the Manage columns function, you tell the system to assign the column
entry email address to the database column email.

The Manage columns function offers further practical features as well as field
assignment: You can in addition determine whether certain fields must be mandatory
present in a CSV file and optionally assign a standard value for empty fields.

Edit Import Profile Manage Columns

(7]
Recipients import file
Choose CSV file: Durchsuchen_
Use uploaded CSV: ]
Upload

Please map the columns fom the csv file with the corresponding data base columns

CSV column DB column Mandatory Default value

title fitle M ]

firstname firstname - ]

lastname lastname - =

gender gender - ] 2

email email -

Mew colurnn: | Add

Manage Columns: w

Fig. 4.13: In the Manage Columns tab you define for each column of the CSV a corresponding
database column.

In the New column input mask, enter the column name that you want to assign to a
database column in OpenEMM and confirm your entry with Add. This system now shows
the column name under CSV column.

Tip: If you do not have the exact designation of the column names of your CSV file to
hand, or want to avoid typing mistakes, OpenEMM offers you a practical, and above all,
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time-saving alternative. Click on the Browse button, tell the system where your CSV file is
saved and then confirm this with Upload. OpenEMM subsequently reads out the column
names of the CSV file and automatically adds them to the tab Manage columns.

Manage columns

Recipients import file
Current recipients file : agnitastest.csv

Please map the columns fom the csv file
to the corresponding data base columns

csv column db column mandatory Default value

title title -
frstname ~do natimport columt %
lastame |astname v
gender gender - 2
email email - v
New colurmn: iy

Manage colurmns: (@EETERY

Fig. 4.14: The system automatically reads in the designations of the CSV columns if you enter the
path for the corresponding CSV file.

In this way you can add the column names of different CSV files to your import profile. By
clicking on Remove you discard the current CSV file and inform the system where the
next CSV file is located via Browse. This however does not permit duplicates: You can
assign only one CSV field to the same database field.

firstname firstname -

lastame firstname - More than one file column is mapped to the same DB column:

T
Fig. 4.15: To exclude mix-ups, each CSV field can only be assigned to one database field.

OpenEMM offers you the following options for each column name that you add to the
import profile:

DB column: Here you determine to which database column the column name you have
entered is to be assigned. If you want to exclude data sorted under the CSV column
names, use the standard choice --do not import column. Further options are:

Database column Meaning

;gﬁr:?\t import Excludes the column given from import into OpenEMM.
lastname The last name of the recipient.

gender The gender of the recipient.

title The recipient’s title, for example Dr..

firsthame The forename of the recipient.

email The email address of the recipient.
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Database column Meaning

mailtype The type of mail that the recipient wants.

Mandatory: With this setting you determine whether the CSV column must be present in
the CSV file. Tick the desired table entry.

Default value: If a column in your CSV file should have no empty fields, you can assign
these fields a standard value upon import. An example: The Newsletter format column is
assigned the mailtype database column. If the recipient has not entered the desired
format here, he will receive the newsletter in HTML format. The value 7 is therefore
entered into the input mask Default value. If you have selected a self-defined field with a
default value, this value is automatically displayed but you can overwrite or delete it.

In the Manage columns dialog field, you can Add and edit any number of column names.
To delete an element from the list, click on the delete symbol on the rate of each line.
Save lets the system note your settings without closing the input mask.

Please note: To import recipient data successfully, you must assign at least one column
in the CSV file to a column in the database. Moreover, the key column must be imported.

Managing a profile, deleting a profile

All import profiles created with the import function can be conveniently managed by
OpenEMM. The corresponding menu to do this is called via the command series
Recipients, Import and Profile Administration.

Profile Administration

List size: @ 20 @50 100 | Show ] One Entry found.
Import profile Default
Import_1 @’

One Entry found.

Default import profile selection : =5

Fig. 4.16: The profile management tab shows all available import profiles.

Several options are available for each import profile. The List size determines the
maximum number of simultaneously displayed profiles and is adjusted to the set value by
clicking on Show. 20, 50 or 100 entries can be selected. The entries can be sorted in
alphabetically ascending or descending order by clicking on the arrow symbol in the
import profile column.

Clicking on the name of the profile opens it to allow further handling. Alternatively, click on
the Process button. OpenEMM switches to the input mask of the import profile, where you
can modify its settings as described in chapter "Edit recipient profile".

If you want to use a certain profile as the standard profile, activate the appropriate button
in the Default column and accept this setting with Save. This option saves you time
when you use one profile more often than others: As soon as you define a profile as
Default, you do not need to explicitly select it before carrying out each import. The Import
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Assistant uses the standard profile as a preset in the uppermost position under the menu
point Select import profile.

You can remove a profile from the list by using the Delete symbol. The system then
responds with a safety query. The profile is only finally removed when the Delete button is
pressed again. Cancel brings you back to profile management.

Profile Administration New import profile

Import profile: Import_1
Do you really want to delete this import profile?

Fig. 4.17: Before finally deleting a profile the OpenEMM there is a security question.

444 The import assistant

The Import Assistant is used to load your recipient data into the OpenEMM database. You
only have to give the system two pieces of information for this to take place: The save
location of your CSV file and an import profile. Proceed as follows:

1. Click on the navigation bar entry Recipients and call the Import submenu. In the dialog
that follows, you first tell the system where your CSV file is located. Clicking on the
Browse button calls the file dialog that lets you select your CSV file. Open confirms

your choice and returns you to the import dialog. If you want to select another CSV file,
click on the Browse button.

(7]
Select csv-file and import profile to start import
Recipients import file
Choaose CSV file:
Use uploaded csv: [
Select import profile Import_1 -

Fig. 4.18: The Import Assistant needs a CSV file and an import profile to be able to import recipient
data into the database.

2. OpenEMM makes all import profiles saved in the system available with the menu point Select
import profile. Choose a profile that fits your recipient data.

3. Once you have selected a CSV file and an import profile, start the Import Assistant
using the Proceed button.
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4441 Assigning the CSV columns to the database columns

The Import Assistant now reads the CSV file in and analyses it in exactly the way defined
in the import profile. If the column names in the import profile are identical with the column
names of the CSV file, both columns are automatically assigned to one another. In the
next window, the system displays a preview of the recipient data to be imported, showing
a maximum of the first 20 lines of your CSV file.

Import wizard

Import preview for first lines of file:
Gender Firstname Lastname Mailtype Email
Herr et
0 html
1
Herrn

Frau

1
0
0
1
1
1
1
1
1
1

RPN S [ [ S N

Subscribefunsubscribe to following mailing lists:

¥ Manual Standard-Liste
Mur vk

Fig. 4.19: The Import Assistant shows a preview of the CSV file of up to 20 lines in length.

In the preview, only the columns that are actually to be imported appear. Note that this is
only a preview and the data cannot be changed. If you discover errors here, you must
change these in the original file and prepare a new CSYV file for import.

Please note: In this first step, OpenEMM only checks whether the CSV data is in the
correct format and whether a filled-out key column exists for each recipient. If for example
the email address has been defined as being the key column, it must contain content.
OpenEMM does not however carry out deeper syntactical checks here. The system
therefore does not check either capitalization or spelling of the CSV data.

For this reason, you should go through the complete CSV list carefully before the import.
Experience shows that import files often contain erroneous data. This can cause
considerable problems after the import. When such erroneous recipient data has been
stored in the OpenEMM database, tracking it down is difficult and takes a lot of effort.
Voluminous imports in particular often harbor much potential for conflict.

In addition to the preview, in this import step the Assistant offers you the possibility of
directly allocating the recipients listed in the CSV file to a mailing list. You can find out
more in chapter "Selection of mailing lists". Clicking on the Start import button starts the
actual import procedure.

Please note: To allow the recipient data to be allocated to a mailing list, this must already
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have been created in OpenEMM. You can find out more on the subject of mailing lists in
chapter "Mailing lists - Managing list subscription".

Selection of mailing lists

All mailing lists that you have previously created for sending to your recipients are listed in
the first Import Assistant window in addition to the preview. By simply clicking on the
corresponding checkbox, you select those lists for which the recipient should be
registered or deregistered. Depending on the import mode (see chapter "Determining the
process settings") you can also use this function to deregister recipients from one or

more mailing lists.

Selecting one or more mailing lists simultaneously activates an OpenEMM security
function: If there is a recipient in the CSV file whose administration status has already
been set to opt-out, the data will no longer be imported by OpenEMM. This prevents the
recipient accidentally receiving mails even though he has already deregistered from the
mailing list.

Subscribe/unsubscribe to following maiing lists:

Manual Standard-Liste
Mur vk

Fig. 4.20: You automatically register the imported recipients for mailing lists with a mouse click.

Please note: The selection of one or more mailing lists applies for all recipients to be
imported. For a selection in which some recipients must be added to mailing list A and
other recipients to mailing list B, an additional step is needed.

Example: Your CSV file consists to one third of recipients who are to be added to mailing
list A, a further third should be added to mailing list B, and the final third to both mailing
lists A and B. In this case you must split the recipients into three separate CSV files and
carry out the import procedure with each of the three CSV files. For the first import
procedure, tick mailing list A, for the second import procedure tick mailing list B, and for
the third import procedure tick mailing lists A and B.

As soon as you have marked the mailing list you want with a mouse click, you can start
the read-in procedure by clicking on Start import. You can watch the import procedure
via the progress bar. Further information can be found under Resuilt.

Error handling

In principle, two kinds of error can occur when importing CSV files into the database:

¢ The import profile chosen does not match the CSV file.
e The CSV file contains errors.

If the Assistant does not even display the first lines of the CSV file as a preview, the import
file chosen does not match the CSV file. This can occur when no information on the
column names or on the key column is noted in the import profile. OpenEMM therefore
indicates an error and switches directly to the input mask of the selected import profile for
correction.
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(1) Mo key found for mapping Lastname.

Narme: Import_1|

Fig. 4.21: The Assistant reports an error when importing
recipient data. The import profile chosen does not match the
CSV file.

Now switch to the Manage columns tab. You can there see that OpenEMM has already
read out the column names of your CSV file and added the import profile as a CSV
column. Assign the CSV columns whose information that you want to import — at a
minimum the key column — to a database name and accept the changes with Save. Then
click on the submenu Import in the navigation bar, again select your import profile and
restart the Assistant via Proceed.

In the second case — the CSV file contains errors — OpenEMM does not switch to the
import profile but remains directly in the Assistant. After clicking on the Start import
button in the import preview, the system carries out a search for errors. This includes a
search for erroneous e-mail addresses and wrong numerical values. If discrepancies
occur, the system announces those found on the following page, for example with the
following output:

Import wizard Mew import profile

Errors found in csv-file. You can fix them and save or ignore.

list: size: @ 20 50 @100 [ Show ] 2 Entries found, show all Entries.
gender firstname lastname mailtype email
Herr i Iwillnix@gmx
IHerrn o] willnix3@amy. de
2 Entries found, show all Entries.

Fig. 4.22: OpenEMM has discovered an error in the CSV file. In this example, the key field with the
email address is missing for one of the recipients.

OpenEMM highlights CSV fields containing wrong information in yellow, and requests that
you enter the correct data. The corrected information is accepted with Save. The search
for errors is subsequently restarted to check your corrections. Alternatively, you can
Ignore errors found. The erroneous information is then not imported.

If in the import profile you have given an email address in the field Email for report,
OpenEMM sends a message that can contain the following information, if it is not empty:

e A CSV file containing the found and corrected errors A CSV file corresponding to the
figure above would consist of two lines. The first line contains individual categories such
as gender, last name and email address; the second line contains the data record for
the recipient that has the wrong email address.

e A CSV file with the wrong lines that were not imported.
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¢ Areport containing import statistics.

4.4.4.4 Importing the CSV-file

In the next step, the Assistant transfers the CSV file to the database while simultaneously
checking for errors. Amongst other things, the system searches for agreements with the
blacklist and duplicate addresses, and also checks for the correct line structure of the
CSVile.

In principle, OpenEMM can import erroneous CSV files because the lines containing
errors are skipped during the import. It is however a good idea to first correct all errors in
the CSV file. Otherwise you will never know exactly whether the desired recipient data
was imported or not.

Import wizard Mew import profile

Finished successfuly

Errors in email addresses:
Addresses on blacklist:

Double records in the CSV file:
Errors in numeric values:
Errors in maik-type values:
Errors in gender values:

Errors in date fields:

o o o o o oo

Errors in line structure (null):
Recipients from CSV file already in DB: 10
Mew recipients: 1
Updated recipients: 0
MNew subscribers imported with DATASOURCE_ID: 44627
Murvk: 1 Recipients added

Result: 20110321.00¢ &
Valid recipients: valid recipients 5761488639949020570.zip =

Invalid recipients: invald recipients 3710533471478435261.7ip =]

Duplicate recipients: duplicate recipients 1823455235016861779.7ip =]

Fixed recipients: fixed recipients 2089822914046613854.7ip =
E

Fig. 4.23: You have successfully finished the import. You can call up a summary via the diskette
symbol.

After the import up to four reports are available. If you click on the diskette symbol, you

can download them as a CSV file. If the Assistant tells you that errors occurred during

import, you can easily go through the list and modify the import data accordingly by, for
example, deleting the recipients with erroneous data.

¢ Valid recipients: Successfully imported respectively updated recipients.

¢ Invalid recipients: Recipients, which could not be imported

¢ Duplicate recipients: Recipients, which were recognized as duplicates corresponding
to the setting. The source of the multiple duplicates will be displayed in an additional
column with file (within the import file) or db (within the data base).

¢ Fixed recipients: Recipients, which were manually corrected in the previous step.

When you have imported the data from your CSV file into the system, click on the Finish
button to switch to the submenu Overview in the navigation bar entry Recipients. The
overview automatically displays the most important parameters such as salutation, first
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4.5

name, last name and email address. You can read more about managing the recipients in
chapter "Managing recipients".

Export function for recipient data

The navigation bar offers an Export function which is accessed over the Recipients tab.

To start a new export process, first click on New. Enter the relevant data on the next
page.
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¥ Select recipients for export
Mailing list: Targst group: Recipient type: Recipient status:
Al - Al ~ Al -~ Al -
¥ Columns for export
Column name Type
] AGE_YEARS numeric
[ Birthday Date
I:‘ Click count numeric
I:‘ creation_date Date
I:‘ customer_id numeric
I:‘ datasource_id numeric
I:‘ email alphanumeric
] facebook_status numeric
I:‘ firstname alphanumeric
D foursguare_ststus numeric
] Geburtstag Date
I:‘ gender numeric
I:‘ google_status numeric
I:‘ Interesssl numeric
l:‘ INTERESSE_AUTOS numeric
l:‘ INTERESSE_REISEMN numeric
[ anterest Cars numeric
[ interest Travel numeric
I:‘ lastname alphanumeric
I:‘ maittype numeric
I:‘ Password alphanumeric
I:‘ timestamp Date
I:‘ title alphanumeric
I:‘ twitter_status numeric
I:‘ xing_status numeric
% Add status of recipients on following mailing lists
D miailinglist
D Manuzl
I:‘ Nur vk
I:‘ Standard-List=
¥ Fil= format
Separstor: Text recognition character: Charset:
: - ~  Unicode (UTF-8) -
% Dates limits
Change pericd: | = - | =]
Creation pericd: | =] - | =]
Mzilinglists binding | = - | =]

pericd*:

* Salact of one mailinglist s necessary.

Fig. 4.24: The Export Wizard allows detailed selection of recipients and columns.

You can also filter the recipient data to be exported by selecting a date. Three different

kinds of date are available: the change date, the creation date and the change date on the
mailing list. If only recipients who meet one or several of these criteria are to be exported,
click on the data input field next to the entry concerned and select the start time (left-hand
field) and end time (right-hand field).

If you export the the recipient's status on a mailing list, two columns will be added to the

export file.
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e Userstate-Mailinglist-<ID>: The status of the recipient will be shown here (7 = Active, 2
= Bounced, 3 = Opt-Out by admin, 4 = Opt-Out by recipient, 5 = Waiting for user
confirmation, 6 = Blacklisted, 7 = Pending).

e Userstate-Mailinglist-<ID>-Timestamp: The date of the last change of the user status
will be shown here.

The <ID> is the number of the mailing list shown in the mailing lists overview.

Export Wizard

(2]
1:2:3
Exporting.: 26 Recipients
Export finished.
Your file is now ready for download. You can retrieve it by clicking on the link below:
EMM-Handbuch_2014 5 21.zp ll  (QLGALEED
» Save ¢ [ Back |
Fig. 4.25: Click on the link to start the export download. Export definitions may be saved for further

use.

Export definitions may be saved for further use. This way, you need not specify all data
(especially which columns are to be exported) each time you start an export process.
Click on Save and enter a Name, possibly also a Description of the export, on the
following page. Whenever you select Recipients and Export, all export definitions saved
will be shown in an overview from now on.

Export wizard

Name: Export_Definition_1 Description (optional):

Export definition: [ Save ]

Fig. 4.26: Before saving an export definition, you must give it a name.

451 Auto-Export

In the navigation bar, under Recipients, you will also find the Auto Export section. Using
this function, previously defined exports can be executed at scheduled times. You create
a new automatic export in the New Auto Export tab. After entering a Name and
Description, you can select an Export profile that has previously been saved under
Recipient, Export (see chapter "Export function for recipient data").

Then inform OpenEMM of the File server and the File path for the recipient data to be
saved. Make sure that you write this correctly. The file server must be input according to
the following syntax:

username:password@domain
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For the file path, enter the complete service directory including the filename, for example:
/home/user/file.csv

If you want to execute a one-time export, place a tick next to Execute one time only.
Now determine the day and time when the export is to be started. Multiple selection is also
possible here — in theory you can execute the export every day at a specific time. Once
you have made your selection, confirm it by clicking on Save.

New buttons will now appear next to the Save button. After clicking Activate, the Auto
Export is executed at the set time, while Deactivate stops the Auto Export. Clicking on
Export recipients makes OpenEMM execute the export immediately and once only.

Auto Export

Name: Weekly Export Description (optional): weey1y export of recipients

Base Settings

Export profile:  Export-Profile h
File server: user;passwon@agnitas_de
File path: Jhome/exportesv

Execute one time only:

Status: not active

Day and Time of Export
Sunday V| Monday Tuesday Wednesday Thursday Friday Saturday
Time: 00:00 ~ Time: 00:00 ~ Time: 00:00 - Time: 00:00 - Time: 00:00 - Time: 00:00 - Time: 00:00 ~

Fig. 5.27: Auto-Export saves the recipient data automatically and at a scheduled time.

In the Overview tab, OpenEMM shows you a list of all created Auto Exports including the
given description, the file server and the status, which can be set to be either active or
inactive. By clicking on a list entry you can edit the corresponding profile as described
above. If you no longer need an Auto Export, you can either delete it in the Overview tab
by clicking on the wastebasket symbol or also delete it in the detailed settings by means
of the Delete button.

4.6 Blacklist - Do not mail

It may happen that a recipient contacts you who would not only like to be deleted from the
list, but also threatens legal action if he continues to receive mailings from you.

In such cases the blacklist is a safe means of completely excluding individual subscribers
from further mailings and protecting you from any trouble. Email addresses that have
been entered in the blacklist are automatically excluded from future mailings of your
newsletters, even if unknown third parties should register these subscribers again.

1. In order to place an address on this list, click on the Recipients tab. The blacklist is in
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the Blacklist sub-menu. Enter the relevant email-address in the entry field add email
and click on the Add button.

2. Clicking on Add enters this address in the blacklist. The system now adds to the
existing blacklist addresses under the input field. The date when the recipient was
added to the blacklist is shown next to each entry in the blacklist.

3. In the recipient's profile you will now see the status Blacklisted. See chapter "Show
recipient profile".

Blacklist

add email | Add ] search ermail [ Search |

download blcklist

list size: @ 20 50 100 | Show ] One Entry found.

Email Date

%u@black-agnitas.de 2011-03-21

One Entry found.

Fig. 4.28: Addresses on the blacklist receive no newsletters even when they are on the relevant
recipient list.

There are different possibilities to enter new addresses to the blacklist:

1. pure email address: e.g. somebody@agnitas.de, only this address is entered.
2. placeholder for name: %@agnitas.de, all addresses with @agnitas.de are entered

3. placeholder for domain: somebody@ %, all addresses with somebody@ are blacklisted
, €.9. somebody@yahoo.com.

4. extended placeholder: %smuster@agnitas.de, everything connected with
muster@agnitas.de is blacklisted (e.g. michael. muster@agnitas.de).

5. further extended placeholder: %smuster%@ %, every address containing muster, no
matter in which domain, is blacklisted (e.g. m.muster@agnitas.de, michael.
muster@yahoo.com, ich_muster_auch@banned.net).

6. placeholder Underline: __ @agnitas.de, all addresses with 2 characters are blacklisted
(e.g. gl@agnitas.de is blacklisted, mlo@agnitas.de is not).

7. placeholder underline can be combined with % placeholder as desired (e.g.
__@agnitas %, here ak@agnitas.com is also blacklisted.

In addition, in the course of importing recipients, it is now possible to import recipients
directly into the blacklist if many blacklist entries have to be made. To do so, choose the
blacklist import mode when importing recipients.

If you have wrongly or incorrectly marked an address in the blacklist, you can remove the
entry by clicking the symbol Delete behind the address.

Please note: If you want to place a larger number of email addresses simultaneously on
the blacklist, you can use the OpenEMM import function to do so. Proceed as described in
the chapter on "Import function for recipient data" and in the settings on the import profile
in the Mode menu, add the value Add recipients to blacklist. The import function
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supports all of the placeholders named above.

4.7 Forms of salutation

You choose whether to greet your customers more formally or whether you prefer a more
relaxed style of address. The OpenEMM allows you to save your chosen form of address
and to use it with your next mailing to greet customers. The system distinguishes
between male and female recipients as well as those whose sex is unknown. For define a
new form of address, proceed as follows:

1. Click on the Recipients tab in the navigation bar, then on the Forms of salutation
submenu. A list of defined forms of address is displayed.

2. To create a new entry, click on the New form of salutation tab. The OpenEMM opens
an entry dialog with several input fields.

New form of salutation

ID:

Description:  Newsflash

GENDER=0 (Male): Dear Sir
GEMDER=1(Female): DearMadam

GENDER=2 {Unknown):  Digar customer

Form of salutation: [ Cancel [ Save |

Fig. 4.29: A form of salutation has three possible greetings: one for female recipients, one for male
recipients and one for recipients whose gender is unknown.

3. In the Description field, enter a meaningful name. In our example, it is Newsflash.

4. Enter your selected greetings into the fields under Salutation. The profile database
stores each recipient together with his or her sex (GENDER field). Male recipients are
assigned 0, female recipients have a gender of 1. Any recipients whose sex is unknown
are assigned a gender of 2. There is one field per gender. For our example, we have
selected the greetings Dear Mr. Smith, Dear Mrs. Smith and the neutral form of
address Dear customer. When sending out the mailing, each e-mail is completed by a
greeting, a title (if applicable) as well as the last name.

5. Once you have entered your texts, click on the Save button. The new entry is now
displays in the Forms of salutation overview. The first column contains the ID for this
form of address. The OpenEMM assigns this ID automatically. The ID is used to select
a form of address (see chapter "Creating customized mailings").

Overview

list size: @ 20 50 100 | Show ] One Entry found.

D Form of salutation

847 Newsflash [Eg

One Entry found.

Fig. 4.30: The new form of salutation is now ready for use.
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5 Statistics - To gain a broad view

Contents of this chapter

¢ You will learn how to evaluate mailings according to recipients and feedback.
¢ You will learn how to program statistical results for use in EXCEL (or other software).
¢ You will learn how to use the Compare function to compare mailings.

¢ You will determine the e-mail domains your mailing recipients use.
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51 What are the available statistical functions?

The Statistics section supplies you with more detailed information about customer
behavior following the mailing. The OpenEMM system gives you far-ranging evaluation
options which enable you to track click rates for links sent within e-mails. You can not only
display which links are clicked on and how often, but also check the overall status of your
subscribers. Very precise measuring instruments are at your disposal, from the basic
statistical functions to detailed recipient statistics.

One special feature are archive statistics. An archive groups several mailings. Archive
statistics displays an overview analysis for each mailing grouped within that campaign as
well as a total value. Further information on archive statistics is contained in chapter "
Statistical evaluation”.

5.2 Mailing statistics

The statistical overview gives you a list of all newsletters sent so far, in the Mailing
statistics section. Simply click on one of the newsletters in the Mailing column to select it
for evaluation. You are immediately shown both in graphic and in numerical form how
many clicks there were to the links in your mailing. The same evaluation is accessed by
selecting a mailing from the Mailings section and then clicking on the Statistics tab.

You are immediately shown an overview with gross and net click rates for all trackable
links embedded in your mailing. This number includes all repeat clicks caused by the
recipient clicking on a particular link more than once. The net click rate is shown in
brackets. It counts how many recipients clicked in the trackable link. Repeat clicks by the
same recipient do not count here.
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Heatmap
Target group: All subscribers - m

Klick statistics:
URL

Clicks gross (net)

All subscribers

&=

http://sf.net/projects/openemm/files/OpenEMM%2 0software/OpenEMM%202011

[}

http:/fwerw.openermm.org/fileadmin/docs/ CHANGEL OG. xt

&=

http://www.openemm.or

= =

)

64 (51) (3.6 %)
40 (37) (2.6 %
25(21) (1.5%
22(18) (1.3%

21 (17) (1.2 %

11 (6) (0.4 %
http://sf.net/projects/openemm 5(5) (0.3 %
http:/fwww.facebook.com/openemm 5(4) (0.3 %
http://twitter.com/openemm 3(3) (02 %
http://www.openemm.org/newsletter.html 2 (2) (0.1 %
total dicking subscribers: 113 (7.0 %)
total clicks: 199 (164)
Delivery statistics:

pe ils:

Ovened mails 274 (19.1 %)
Opt-Outs: 13 (0.9 %)
Bounces: 9 (0.6 %)
Recipients:

1432

Fig. 5.1: Mailing statistics show interesting data on a selected mailing.

Below the total number of clicks, the system will display delivery statistics on the selected
mailing list, including opt-outs and bounces. If you want to check how many recipients
opened the e-mail, you must send the mailing in the HTML format. When creating a
mailing, a so-called “tracking pixel” can be inserted into the e-mail automatically by using
the Track click rates feature (see chapter "Entering basic mailing data"). In this case a 1

x 1 pixel image is inserted into the mail when sending it. This image is stored on the
OpenEMM server. As soon as the recipient opens the mail, his or her e-mail clients tries
downloading the image file which is registered by the OpenEMM server. This is a
confirmation that the e-mail was indeed opened. This does not work in text mailings. For
mixed-format mailings, the statistical figure for opened mails is an approximate one only. It

does not in fact register all opened e-mails.

Additional details are available on all e-mails which were opened. Clicking on the link
Opened e-mails will cause OpenEMM to display data according to domains taken from
recipients’ e-mail addresses and rank the 20 top domains by number of recipients.
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Opened mails =]

Open rate over time

Domain Opened mails

gmail.com 54
web.de 12
yahoo.com

gmx.de

agnitas.de

yahoo.de
t-online.de

ibbl.lu

Mac.com

car.or.at
campopoly.com
lvedatagroup.com
wexmedia.at
angieslist.com
transactiontree.com
voxteneo.com
macropage.de
tchesoft.com
carguygarage.com
corporateworld.biz
basche.net

e e S S S S S S S Y I E I S

Other 171

Total 274

| Back |
Fig. 5.2: The statistics function shows the 20 top domains of recipients who have opened e-mails.

Open rate over time: Click to see all openings sorted by day. Click on a day, and
openings are sorted by hour.

Additional details are also available on all e-mails which bounced. Click on the Bounces
link to view a detailed list as well as a distinction according to category. Seven different
types of bounce are displayed:

Soft bounces:

¢ Problems with the mail box (e.g. mail box full)
¢ Problems with the mail server (e.g. temporarily not available)
e Irregular bounces (no distinction possible according to the server’s return message)

e Other soft bounces (all other types of soft bounce)

Hard bounces:

® Unknown address (the e-mail address is invalid)
¢ Unknown mail server (the domain is invalid)

e Other hard bounces (all other types of hard bounce)
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Statistics

Bounces

Soft bounces Amount
Problems with mailbox 14
Problems with mail server 3
Irregular bounces 6
Other soft bounces 19
Hard bounces Amount
Unknown address 4
Total 46
Subsribers set to status 'Bounced'™ 9
| back ] download hardbounces

*The number of subscribers set to status 'Bounced' consists of the number of hard bounces plus soft bounces which triggered the internal bounce score of the
subscriber to ‘Hardbounce’

Fig. 5.3: List of bounces classified in categories. If no bounces have occurred in a specific category,
the category is not displayed at all.

5.21 Heatmap

Click statistics in the form of a bar chart can quickly become confusing, especially for
extensive or elaborately designed newsletters containing many links. OpenEMM provides
you with the Heatmap for exactly this case. This tool gives you click statistics that are
directly embedded in the mailing. The Heatmap shows the mailing in the HTML view and
places the number of clicks and click rate, expressed in percent, directly next to each
URL. This kind of view lets you quickly see what links your recipients click often.

The name Heatmap says it already: The statistics shown in the HTML view are coded in
color to give a better overview. The more often recipients click a link the “hotter” it gets,
and the associated click statistics are correspondingly shown in warmer colors.
OpenEMM uses the following color gradations for the Heatmap:

Click Rate Color coding
up to 5.0% white

up to 10.0% blue

up to 15.0% green

up to 20.0% yellow

up to 25.0% orange

up to 100.0% red

To analyze one of your newsletters in the Heatmap view, first select this with a mouse
click in the Mailings column and then switch to the Heatmap tab. The system now
shows the mailing in the HTML view with the click statistics for each link.
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[ viing | Conient ] Pere omooners | _tadments | radaberis | seriaing | _sitss U
(2]
03.09.2012 Einladung zur dmexco | Einladung dmexco
View mode: Gross clicks ~  Recpient: Markus Superport <demo@: ~  Sze: 800x600 -
Color Coding: [ |max. 5.0% [ |mex.10.0% [ |max. 15.0% [ |max. 20.0% [ |max. 25.0% [ ]| mex. 100.0%

dmexco 2012

Wir freuen uns auf lhren Besuch!
(12. und 13. September in Koin)

m

Sehr geehrter Herr Dr. Superpor,

sicherlich sind Sie mittlerweile schon mehrfach zur dmexco 2012, der wichtigsten Online-Messe im
deutschen Raum, eingeladen worden.

Natiirlich sind auch wir dieses Jahr {12. und 13. September) wieder mit von der Partie in K&ln
und freuen uns schon auf Ihren Besuch!

Sie finden uns hier:

53 (L.49%)
DIGITAL MARKETING
53 (1.49%) t>|<r;:|§|'|-3N & COMFERENCE
Koelnmesse, Congress Centrum Mord, Messeplatz 1 53 (1.49%)

Mit freundlichen Grifzen

Fig. 5.4: The Heatmap shows color-coded click statistics directly in the selected mailing.

In the View mode selection list, you can switch between various Heatmap views. Gross
clicks are preset and are shown by the system as a number followed by the percentage
value. In addition, the Heatmap shows the Net clicks in the same pattern. Select the
option Mailing only when you want to view the mailing in the HTML view without clicks
statistics.

In the Recipients selection list, choose the desired addressees. Attention: The list only
shows administrators and test recipients who have subscribed to this mailing. You may
first have to create these special recipients. You can read more about this subject in
chapter "Sending out test mails".

5.2.2 Comparing target groups

Mailing statistics shows data for all mailing recipients as a default setting. It is, however,
possible to display only data belonging to recipients of a particular target group. Here, it is
possible to display data for up to five target groups in parallel in order to allow statistical
comparison.

1. In the Target group drop-down list, select a target group and click on the Add button.

2. Now, the OpenEMM will show a second column with statistical data for that target
group. This does not influence the delivery statistics which are automatically shown in
the far right-hand column.
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[ Heatmap |
Target group: All subscribers Ay Add =
Klick statistics:
URL Clicks gross (net) Clicks gross (net)
All subscribers HTML
http://sf.net/projects/openemm/fies/OpenEMM%20software/ OpenEMM%20201 1 l 52 (51] (Ml l &-5(_1}_
http://www.openernm.ora/fleadmin/docs/ CHANGELOG. et l 037 2_& l @_
http://www.openemm.or l 25 (21 1_5%— l 25 ZE
: - .000: l 22018) (1.3 Dx.— l &u_ﬁ-]_
http://sf.net/projects/openemm/files/ OpenEMM%20documentation/Documentation [ o [ |
%20%28latest¥%20versions¥%29 21 (17) (1.2 % 21017y
: e ) | s_(i]l_
http://sf.net/projects/openemm l 5(5) (03 %I l 5_(21
http:/fwoww.facebook.com/openemm l =[4] (03 %I s_(i]l_
http://twitter.com/openemm l 2(3) (0.2 %I l 4_@;_
http:/fwww.openemm.ora/newsletter.html l 212] (0.1 %I l 2_@[
total dlicking subscribers: 113 (7.9 %) :_110

— [ ——
total clicks: 199 (164) 190 (160)

Delivery statistics:

_ [ ] | |

pel H

Opened mails: 274 (19.1 %) 274 (20.2 %)
. [ 1 [ 1

Opt-Outs: 13 (0.9 %) 13 (1 %)
. [ ] [ |

Bounces: 9 (0.6 %) 8 (0.6 %)

Recipients: 1432 1356

Fig. 5.5: Further target groups are added to the statistical comparison by selecting a target group
and clicking on Add.

3. In order to delete a target group from the comparative statistics, click on the Delete
symbol next to the target group name.

5.2.3 Feedback analysis

But the OpenEMM can do even more. If you click on the heading Total clicks (directly
below the link list), you receive an overview of the distribution of the clicks according to
days of the week following the mailing. You can even restrict them to predefined target
groups by using the Target group drop-down list. Select a target group from the drop-
down list and confirm, by clicking on OK.
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Feedback analysis =]
(click on a particular date for the daily overview)
Target group: All subscribers - m

[ | I | - - —
Clicks: 10 121 22 13 B B 3
Date: 4 13.07.11 14.07.11 15.07.11 16.07.11 17.07.11 18.07.11 19.07.11 b
Total: 181 Clicks

Fig. 5.6: A distribution of clicks according to days of the week.

It is even possible to select to evaluate the click rate according to the hour of the day. All
you need to do is to click on the date of the selected day of the week. This evaluation can
also be restricted to certain target groups.

Feedback analysis: Thursday, July 14, 2011 =]

Target group: All subscribers - m

Total: 121 Clicks

Fig. 5.7: A distribution of clicks by hour.
By clicking on Back you can return to the previous screen.

In addition, click rates in your newsletters can be observed over a longer period. In the
display of clicks according to the day of the week, the two arrowhead symbols to the left
and the right of the date bar (in the weekly analysis) allow you to navigate to the next week
or the previous week. This provides you with a convenient way of controlling the
development of click rates in the weekly analysis.

5.3 Comparing mailings

If, however, you wanted to monitor the success of your mailing campaigns by comparing
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them over a longer period, statistical representation of individual mailings is a bit awkward.
The OpenEMM of AGNITAS AG allows you to compare the success of any number of
mailing campaigns in an overview. By relating various mailings, you can monitor the
development of your mailing activities at a glance. Results can also be exported to be
displayed and processed in common spreadsheet programs. This is how it works:

1. Call up the overview of all mailings sent to date by clicking on the Statistics button in
the navigation bar.

2. The Mailing (Comparison) sub-menu displays a list of all mailings sent to date.

Comparison
Mailing Comparison

Target group: All subscribers -

Mailing Description (optional) Compare

Fig. 5.8: Highlight mailings to be compared.

3. On the right-hand side under Compare, there is a check box for each mailing. Tick the

check boxes for all mailings you would like to compare. Then click on the Compare
button.

4. After a little while, the OpenEMM displays a list with the column headings Recipients, Clicks,

Opened, Bounces and Opt-outs. Clicking on the Back button allows you to go back and make
a new selection.

Target group: All subscribers Al CK ] (=]

Mailing Recipients Clicks Opened Bounces Opt-Outs Revenue
434 1323 208 0 0 0.0
609 207 210 0 0 0.0

4348 298 814 17 7 0.0

*When a target group is selected, there could be an imprecision.
Fig. 5.9: A clear representation of statistical data.
5. A further refinement of statistical monitoring is the selection by target groups. All you

need to do is to select an entry in the Target group drop-down list and to click on OK
for confirmation.

126 © 2014 AGNITAS AG



Statistics - To gain a broad view &

OPENEMM
Target group: All subscribers L\\, - Ly =
Mailing Recipients Clicks Opened Bounces Opt-Outs Revenue
434 1323 208 a 0 0.0
6029 207 210 0 0 0.0
4343 298 314 17 7 0.0
*When a target group is selected, there could be an imprecision.

Fig. 5.10: Refine your statistical analysis by selecting target groups.

54 Domain statistics

Finally, you have the option of displaying all recipients according to their service provider
or e-mail domain. It could be interesting for you to find out how many of your customers
have their e-mail address with BT, GMX or AOL, or whether a lot of recipients belong to a
single company like Siemens or BMW. You may want to create a special mailing for that
group of recipients.

E-mail addresses follow a common format: name@domain.de. The domain overview
shows you, how many recipients have one specific domain.

1. This function is called up via the Statistics button in the navigation bar and the sub-
menu Domain overview.

2. Two drop-down lists allow you to restrict recipients to mailings lists and/or target
groups.

Domain averview

Targetgroup: Al subscribers - =

Maling list: ~ All mailinglists -

Domain Recipients

@gmail.com 389
@yahoo.com 38
@web.de 30
@armx.de 16
@googlemzil.com 13
@t-online.de 11
@yahoo.de 10
@yahoo.fr
@hotmail.com
@agnitas.de
@163.com
@comcast.net
@aol.com
@yahoo.co.in
@arcor.de
@qgg.com
@yahoo.com.ar
@free.fr
@libero.it
@grrec.at

WWWWW s b b= o

Other: 870

Total: 1436

Fig. 5.11: The ovenview displays, which domains your recipients use.
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5.5 IP overview

The purpose of IP overview is to determine which IP addresses recipients used to
subscribe to a mailing list. OpenEMM shows the 20 top-ranking IP addresses. This
statistical feature is meant to prevent fraud. There are lottery agencies who will register
their paying members with all lotteries, raffles and promotions they can find. Since the
members are not really interested in the promotion in question, such email data is
worthless.

Some agencies even use fraudulent email addresses; mails sent to such addresses will
never be read. It is relatively easy to create an email domain so that the email address
itself is no indicator for a scam. However, the agency usually has an IP address. If this IP
address suddenly appears in the top 20 statistics, this could indicate fraud.

The IP address shows the recipient’s IP address. In the Recipients column, the system
lists how many subscribers used that address to register. Various drop-down lists can be
used to narrow down the statistical base:

IP statistics

Targetgroup:  All subscribers - Bport: 2 B

Mailing list: Al mailinglists -

IP Overview Client Target Mailinglist
All subscribers All mailinglists

IP Overview

[ 101
K
[
|
M-
H:
I:
i:
I:
i:
I:
I
I:
I
I:
I
I:
I
I:
I

o o z00 30 40 50 &0 FOO B0 B0 100 110

Fig. 5.12: IP statistics show which IP addresses recipients used to register in your database.

1P Address Recipient

5

B fim 1 i 1 i [ [ [ o [ [ [ o | s e fen [ |8

Other
Total

Mo

1. The Target group drop-down list selects members of your target group.

2. The Mailing list drop-down list selects only subscribers of a particular mailing list for
statistical evaluation. Both selection criteria can be combined.

3. To finish, OpenEMM will recalculate all statistical data after clicking on the OK button.

128 © 2014 AGNITAS AG



5.6

Statistics - To gain a broad view &

OPENEMM
Recipient statistics

In the Recipient statistics area, you can find out all movements of data that have
occurred since the first delivery of your newsletter, as an overall inquiry. You can restrict
the inquiries more precisely on the basis of previously defined Target groups or Mailing
lists.

Redpient statistics

Maiing list:  All mailinglists -

Targetgroup:  All subscribers A

Fig. 5.13: Select the target you would like to see statistical data on.

The selection is made in the drop-down list. After clicking on Submit, overall statistics will
be displayed. Divided under two headings Recipient status and Recipient mailtype you
now receive precise analyses of which statistical changes to the overall numbers your
subscribers have caused since your first mailing.

Redpient statistics

Maiinglist:  All mailinglists - =

Targetgroup:  All subscribers A

Recipient status:

0pt-Outs: 129
Bounces: 154
Active: 1435
without list: 18
Total: 1736

Recipient mailtype:

Text: 75
HTML: 1212
Offline HTML: 148
Mukt-metening possible

Detailed analysis: August 2011

Day Opt-Ins  Opt-Outs Bounces
Mon , Aug 1, 2011 0 0 0
Tue , Aug 2, 2011 0 0 0
Wed , Aug 3, 2011 0 0 0
Thu , Aug 4, 2011 0 0 0
Fri, Aug 5, 2011 0 0 0
Sat , Aug 6, 2011 0 0 0
Fig. 5.14: A precise oveniew of your mailing list subscriber data.
Field Description
Opt-outs The total number of recipients who have
opted out during the mailing period.
Bounces The total number of all undeliverable e-
mails, e.g. due to invalid addresses etc.
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Active The current total of all active newsletter
recipients.

Without list The number of recipients not bound to any
mailing list.

Total The current total of all recipients since the
first mailing.

The second heading of Recipient mailtype indicates the distribution of subscribers
according to the type of mailings they receive. The total number of subscribers for text,
HTML and offline HTML e-mails is displayed here.

Detailed recipient statistics

The OpenEMM's innovative statistical functions give you a detailed overview, allowing you
to check the current status of individual recipients (or a group of recipients) quickly and
easily. This feature has the following background: the Internet is a fast medium which
changes daily. The same is true of e-mail addresses. There are frequent changes to an e-
mail address database and in particular immediately after a mailing. It is important to note
down such changes.

The detailed statistics record subscriptions and opt-outs daily and also points out
bounces, i.e. undeliverable e-mails. This not only allows you to evaluate the success of a
mailing, but also helps you to monitor your address database. Moreover, the checking
time frame can be adapted to personal requirements.

In order to check for changes, select a date from your Detailed analysis and click on one
of the numbers.

Detailed analysis: August 2011

Day Opt-Ins  Opt-Outs Bounces
Mon , Aug 1, 2011 o o
Tue , Aug 2, 2011 b o o
Wed , Aug 3, 2011 0 0 i
Thu , Aug 4, 2011 0 1] I

Fig. 5.15: Clicking on the figure behind the date displays
further information.

This leads you to the recipient database containing all newsletter recipients where there
was a status change on the date you selected.

Clicking either on the e-mail address or on the Edit symbol calls up the detailed profile for
that particular recipient. It displays the current changes made for individual mailing list
subscribers.

The statistics on recipients with a status change may also be called up starting from a
different page. If you want to check for which recipients there was a status change on a
specific day, click on the Recipients button, then on Overview. In the Advanced search
area, use the first drop-down list to select the change_date option.
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The relational operator should be the equals sign. The reference value in the last field, i.e.
the date you are looking for, must be entered in the YYYYMMDD format. For 13th
February 2006, for instance, the format is 20060213. Clicking on the Add button applies
the search rule. The list of recipients will only display recipients whose profile was
changed on that date.

» Advanced Search |[{
and * ~ email - = - > [%) Add
Search for recipient

~ 20060213 YYYYMMDl~

+ change_date

Fig. 5.16: Enter the required date in the following format for year, month, day: YYYYMMDD.

5.7 Exporting statistical data

For you to be able to export statistical data from newsletter mailings into your office
software and combine them with data from other mailings (e.g. by post), the OpenEMM
provides you with a function for exporting statistical data. You have the possibility of
exporting click data from the OpenEMM's statistics tool into your spreadsheet software (e.
g. Microsoft Excel).

The data can be exported in CSV (Comma Separated Values) format. This is a simple
text format that separates the individual entries by the use of commas. The CSV format is
used for data exchange between various spreadsheets and databases. Aimost every
spreadsheet program can import and export CSV data. OpenEMM uses this to advantage.

The procedure is extremely simple to use: If you want to export the statistics for a mailing,
click on the corresponding symbol for export in the Statistics side tab.

This form of data export is possible for general statistics as well as all other forms of
statistics the OpenEMM provides (weekly, daily or hourly statistics, see previous
chapter.). Clicking on the small disk symbol opens the web browser’s download dialog
which guides you through the process. It may look slightly different on your screen
according to your browser version and operating system.
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i B
Ciffnen von mailing_click_stat_csv.csv I&

Sie machten felgende Datei herunterladen:
mailing_click_stat_csv.csv

Vom Typ: Microsoft Excel Comma Separated Values File
Von: https://reports.agnitas.de

Wie soll Firefox mit dieser Datei verfahren?

Offnen mit | Microsoft Excel (Standard) -

@) Datei speichern

Ear Dateien dieses Typs immer diese Aktion ausfihren

oK ] |Ahhrechen

Fig. 5.17: Download can start.

The download starts as soon as you click on the Save button. Choose a directory on your
hard disk where you would like to save the CSV file. It is safer to have the computer store
the file on your hard disk first, because not all EXCEL and browser versions support direct
import using the Open button.

Please note: Depending on your browser settings, the download dialog may include a
security check warning you of possible dangers when downloading files and asking you
for confirmation you wish to proceed. This confirmation may be answered by clicking on
the Yes button.

When the download is finished, you can open the CSV file in your spreadsheet software,
for instance Excel like in our example. Statistical data is already entered into columns and
cells. They can then be processed for documenting marketing activities or creating
individual analysis reports.
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E2 Microsoft Excel - 1140605066948, csv EliE®
0 * | A 10 - F KU EEIBRI%E _->24A- 7
Al - e Mailing:
A | B c D =
[Mailing: INewsletter waek 20 Bl

Klick Statistics

LIRL Description Clicks gross (net), All subscribers
| hitp:ffseeree schuhshop.orgfsandalen  shop-link 3
total clicking subscribers 2
total clicks it

1
2
3
4
]
7]
T
i)
9
10
11
12 Delivery statistics
13
14
15
16
17
18
19
20

Cpened mails 0
Qpt-Outs 1]
Bounces 1
Recipients g8
W4 b N 1140605066348 |+l '||;P

Beredt

Fig. 5.18: An exported CSV file, opened in Excel.
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Statistics reports by email

You can regularly analyze the most important key indicators for your mailings without
having to log in to OpenEMM. Simply have reports such as mailing statistics and mailing
comparisons, which you already know from OpenEMM, be sent to you by email.

You can modify the format and contents of the reports to match your needs and thus have
full control over the point in time, scope and representation of campaign-relevant
information.

In the menu, select the Reports section. You will see a list of already-defined reports. You
can select a report to edit or delete by means of the icons on the right-hand edge of each
column. Please note that you are not here dealing with reports filled with data (these are
sent to you via email) but with report definitions that you used to determine when the
reports are to be created and what data they contain. You can create any number of
reports.

To create a new report, switch to the New Report tab. In the upper part of the window
you specify the name and the sending settings.

Edit Report
(7]
name: Weekly Report Description: gvery monday, all seminars
Report active
@) Report inactive
Send report automatically
Email:  marketing@firm.com
Subject:  Weekly seminar report
Description:  please send it also to support
Daity @ Weekly Biweekly Monthly firstday ofthe month -
V| monday monday
tuesday tuesday
wednasday wednesday
thursday thursday
friday friday
saturday saturday
sunday sunday
Tme: 09 -: 00 -«
After mailing dispatch 24 hours
Datatype: PDF =
EndDate: |Feb 28, 2014 El
Fig. 5.19: Name and sending settings of a report
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First give the report a Name and (optionally) a Description to be able to easily identify it
later.

Select whether the report should be created immediately at the given times (Report
active) or not (Report inactive).

Enter the email address of the recipient, a Subject and (optionally) a Description. You
can enter multiple e-mail addresses, each separated by a comma.

Then select when the report is to be created and automatically sent. Click the
corresponding box or select the day of the month and the time of day. The time is valid for
every sending day that you have selected.

Alternatively, you can select a specific time after each mailing is sent.

Then select whether the report is to be created as a PDF or as a CSV file. In PDF format,
the key indicators are prepared in clear tables and color graphics. CSV files can be post-
processed, for example in a spreadsheet program.

Finally, specify the End Date. The report is no longer created after this date.

In the lower part of the window, you configure the exact contents of the report: What data,
and for what mailings, are you interested in? You can here process three data areas
separately:

¢ Mailing-Comparison — clearly arranged comparison of the key indicators from two or
more mailings

e Mailing-Statistics — comprehensive statistical data separated out for selected mailings

¢ Recipient-Statistics — information on the recipients of your mailings differentiated in
time

Select the desired area by means of the tab.

You can exclude an area completely from the report by removing the tick next to
Activated (in the upper right-hand corner).

The illustration shows as example the configuration of the recipient statistics:
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Recipient-Statistics

Period
@  |ast7days ~ O from E t | =

Mailing lists

mailinglist - Add Manual » | Sortlistby

Nur vk = @ Name

Standard-Liste Add all ]

Wocheschnappchen Remove _' Change date
L Remove all L

Target groups

02 Women - 01 Men | Sortlistby

i Add

03 Kids £ @ Name

04 Company Add all

06 Munich T _) Change date

07 Berlin Remove all

08 Hamburg - e -

Figures [ all enable / disable

Openers (measured) Openers (PC rate) [ Clicking recipients (PC rate) [ signed off [ HTML
Openers (invisible) Openers (mobile) [ Clicking recipients {mobile) [] Hardbounce [ Text
Openers (total) Openers (PC & Mobile) [ Clicking recipients (PC & Mabile) [C] Conversion rate [ M+HTML
[ Clicking redipients [ offlineHTML
i) st

Fig. 5.20: Configuration of recipient statistics for a report
Under the Mailing-Comparison tab you determine:

e Which of the last mailings you would like to compare, for example the last 2, 3, etc.,

¢ Or the ones you would like to compare from a list of mailings. Use the arrow symbols to
drag the desired mailings into the right-hand selection box.

e What target groups should be taken into account. Use the arrow symbols to drag the
desired target groups into the right-hand selection box.

¢ What key indicators the report should contain. You can select all, or individual, key
indicators by clicking the box.

A comprehensive description of the statistics function for mailing (comparison) can be
found in the "Comparing mailings" section.

Under the Mailing-Statistics tab you determine:

e What mailings should be taken into account, for example the last one, the last three or
five from a specific archive, or a specific mailing

¢ \What mailing lists should be taken into account. Use the arrow symbols to drag the
desired mailing lists into the right-hand selection box. You must here select at least one
mailing list.

e What target groups should be taken into account. Use the arrow symbols to drag the
desired target groups into the right-hand selection box.

¢ \What key indicators the report should contain. You can select all, or individual, key
indicators by clicking the box.
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A comprehensive description of the statistics function for mailing (individual) can be found
in the "Mailing statistics" section.

Under the Recipient-Statistics tab you determine:

e What period the report should cover (number of days or by date information)

e What mailing lists should be taken into account. Use the arrow symbols to drag the
desired mailing lists into the right-hand selection box.

¢ \What target groups should be taken into account. Use the arrow symbols to drag the
desired target groups into the right-hand selection box.

¢ What key indicators the report should contain. You can select all, or individual, key
indicators by clicking the box.

A comprehensive description of the statistics function for recipients can be found in the "
Recipient statistics" section.

Save the current report configuration with Save. Evaluate causes the report to be
generated immediately and offered for download.

The following illustration shows an example of several possible elements from report in

PDF format:
Kennzahlen tallln] Alle Emplénger P |
Versendete Emails 100 {100,0%) |
; Hardbounces
Zugesielite Emails a7 (97,0%) Akl |
Offner (gemessen) 78 (28,0%) | Ungen -
Offner (unsichtbar) 5 (5.0%) Klickende Empfanger |
Offrier (gesamt) 33 {33,0%) Offner (gesamt) ..'_
Klickende Emplanger 11 (11,0%) Qfﬁnertunsmnmar} |
Abmeldungen 0 (0,0%) Offner jgemessen) | ) |
Hardbounces 2 (2,0%) Zugestelite Mails _
Softbounces 1 (1,0%) Emplanger —J
Umsalz 10€ Q 20 100
Mailingliste 1 Mailingliste 3

mAkty B Watng lor confemn” - Abmslder = Bounces EHTML ETXT Offline-HThL

Entwicklung letzte 30 Tage Malingliste 3

Fig. 5.21: Extract from a report

.,'.J;L._'.g:..-uw.h
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6 Target groups - Dynamic filters

Content of this chapter

¢ You will learn how to create and manage target groups.

¢ You will learn how to use combined search rules using brackets.
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6.1  Whatis a traget group?

Atarget group is used like the search function (see chapter "Searching for recipients") to
select recipients. First, you define the search rule for that particular target group. You then
save the definition under a meaningful name.

A target group does not highlight certain recipients, but is a filter consisting of user-defined
search rules. As soon as you add a recipient to your database who fulfils the criteria
defined for a particular target group, he is automatically added to that target group.
Defining a target group does not change the database in any way.

For certain functions, the OpenEMM uses a stored target group as a recipient filter. You
may, for instance, restrict recipients for a particular mailing list by using a target group.
The statistical evaluation of mailings also uses target groups. There are, however, many
more ways of using target groups.

6.2 Creating and managing target groups

In order to create a target group, proceed as follows:

1. Call up the overview of available target groups by selecting the Target groups button in
the navigation bar. By clicking on the New target group sub-menu you call up the entry
dialog for a target group to be defined.

2. In the Name field you should enter a meaningful name. The Description should consist
of one or two sentences characterizing your new target group.

Edit Target Group

(7]
Name: Target Group 1 Desaription (optional):
For admin- and test-delivery
Target group definition
~ gender v = * Mr v -
New rule
and = ~ email v = - - Add
Target group with mailinglist as base: All mailing lists Ml Evaluate |

el Lock ] Copy ] Delete J Save )
Statistics...

Create mailing list from this target

Delete recipients of this target group?

Fig. 6.1: The definition of a target group resembles a database search.

3. Define your search rules like in a normal search (described in chapter "Searching for
fields"). There are additional relational operators as well as brackets. Further
information can be found in the following chapters.

4. Click on Save to store the new target group in the OpenEMM.
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6.3

6.4

To edit an existing target group, call up the Overview sub-menu under the Target
groups heading. The system will display a list of available target groups. Either click on
the target group name or on the Edit symbol at the end of the line. To delete a target
group, click on the Delete symbol.

Evaluating target groups

As well as the Statistics... link that displays recipient information relating to the target
group, the Evaluate button offers further statistics functions for the target groups. This
lets you easily check whether the rule settings are correct and lets you find recipients in
the target group.

After clicking on Evaluate, the system expands the detail view in the lower area of the
window with graphical evaluation of the target group in which the number of recipients is
output sorted according to their status on the mailing list. The basis for the evaluation is
the mailing list selected from the drop-down box.

Target group with maiinglist as base: All mailing lists Ml Evaluate |
Tarset grovr: (EED) (D) (D (XD
Statistics...

Create mailing list from this target

Delete recipients of this target group?

12

2

)

3 2 >
<
& b !

&

Fig. 6.<ABB_ZIE++%>: The Evaluate function displays the status of the target group relative to the
selected mailing list.

Search rule setup

Target groups are defined using search rules. A search rule consists of a field name in
the database, a relational operator and a reference value. The search rule GENDER = 1,
for instance, filters all female recipients (0 = male, 7 = female, 2 = unknown) from the
database. Detailed information can be found in chapter "Searching for fields". The
following table lists all valid relational operators:
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Relational operator |Description
Field value and contents are identical. The reference value may
be a number or text.

- Please note: When using the equals operator, reference value
and field contents must be absolutely identical. However, no
difference is made between uppercase and lowercase letters:
Axel equals axel.

<> Field contents and reference value are different (unequal). The
reference value may be a number or text.

The field content is more than the reference value. The reference
> value may be a number or text. If it is text, the sequence in the

alphabet matters, i.e. b is more than a.

The field content is less than the reference value. The reference
< value may be a number or text. If it is text, the sequence in the

alphabet matters, i.e. a is less than b.

Modulo Operator; for an explanation see chapter " List split using

MOD
MOD".

IS Contents check; for an explanation see chapter "IS and NULL or
NOT NULL".

The field content is like a reference text containing wildcards (see

LIKE " : . "
chapter "Drop-down list for relational operators").

The field content is not like a reference text containing wildcards (see

NOT LIKE . )
chapter "Drop-down list for relational operators").

<= The field content is less than the reference value or equal. The
reference value may be a number or text. If it is text, the
sequence in the alphabet matters, i.e. ais less than b.

>= The field content is more than the reference value or equal. The
reference value may be a number or text. If it is text, the
sequence in the alphabet matters, i.e. b is more than a.

The OpenEMM uses predefined fields for the recipient database. The search rule uses
those fields as well as any user-defined fields (see chapter "Extending recipient's profiles
"). The following table lists all fields which are valid for a target group search rule.

Field for internal

Description
use
CE:REATION—DAT Date when the recipient was entered into the database.

The OpenEMM will automatically assign a customer ID to all new
CUSTOMER_ID |recipients. This ID is unique. Each recipient can be identified
unmistakably by his or her CUSTOMER_ID.

D

ID of the data source from where recipient data were imported. If csv
DAT RCE_I
ASOURCE_ data is imported, the OpenEMM will automatically assign an ID (see
chapter "Import function for recipient data") per recipient profile.

EMAIL Recipient’s e-mail address.
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6.4.1

Field for internal

Description
use

FIRSTNAME Recipient’s first name.

Recipient’s sex (gender). The OpenEMM uses numbers to identify a

GENDER recipient’'s sex: 0 means male, 7 means female, and all recipients
whose sex is unknown are marked 2.

LASTNAME Recipient’s last name.

MAILTYPE Which mail type the recipient selected. 0 means text, 7is HTML and

2 means Offline-HTML.

CHANGE_DATE |Date of last profile change.

TITLE Recipient’s title (Dr. etc.).

List split using MOD

In some cases it may be useful to select only a fraction of the recipients selected for a
particular target group. For instance, you may want to test the success of a mailing by
sending it to one tenth of customers only. The OpenEMM calls this type of selection a list
split. The system uses the customer ID (CUSTOMER_ID field) in connection with the
MOD operator (modulo function). The OpenEMM assigns customer IDs at random for
each new entry into the recipient database. They are therefore not consecutive numbers,
but numbers in a statistically equal distribution (for practical applications).

You may remember the modulo function from your maths class. It calculates the residual
from a division by a whole number. Let us take an example. 87 MOD 10 results in 7. First,
you divide 87 by 10, which results in 8 (without decimal places). 8 times 10 is 80, 87
minus 80 is 7 which is the calculated residual.

Now, the MOD operator of the OpenEMM selects recipients whose modulo residual
matches the rule specified. By entering 5 into the last field of the search rule, you select all
customer IDs with a modulo residual of 5. In other words, you select one fifth of all
addresses available. The number 10 selects one tenth of addresses, and the digit 3
allows you to select one third. If you wanted to highlight one thousandth of your addresses
only, you would need to enter the value 1,000.

One big advantage of the MOD method is the repeatability of the result. Each time you
apply a MOD rule to the database, the same recipients are filtered by the OpenEMM,
since a recipient’s customer ID never changes. This is important if you are planning a
multi-stage mailing where your target group receives several emails.

The following example shows a selection with 5 as the modulo value:

1. In the navigation bar, select Target groups, then New target group. To the right, the
entry dialog for a new target group is displayed.

2. Fill in the Name and Description. You may want to choose a name that alludes to the
MOD function application; you will then find your target group more easily at a later
stage.

3. Under New rule select customer_id from the second drop-down list. This is the
customer ID that the OpenEMM automatically assigns to each new recipient. The
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relational operator drop-down list should be set to MOD.
4. Now enter 5 into the reference value box. Click on Add to close the rule.
Edit Target Group

9
Mame: Modulo 5 Description (optional):
For admin- and test-delivery
Target group definition
+ customer_id - MOD * 5 = * 0 -
New rule
and + v AGE_YEARS v = - - Add
Target group with rmaiinglist as base: All mailing lists Ml Evaluate |

Target grove: (Y (T D €D
Statistics...

Create mailing list from this target

Delete recipients of this target group?

Fig. 6.2: This is how you create a new modulo rule with the factor 5.

5. The system now displays the rule under Target group definition. Behind the modulo
value, there is a new drop-down list for a relational operator, followed by an entry box.
The first part of the search rule results in the residual value. The last entry field is used
to select which residual value should be calculated. To select one fifth of all recipients
the value = 0 suffices. This will select all recipients whose CUSTOMER _ID is divisible
by 5.

Entering 4 here will also select one fifth of recipients, but only those whose residual is
4. In other words, you can select a different fifth of your target group by changing the
residual.

6.4.2 IS and NULL or NOT NULL

For the IS operator there are two special modifiers: NULL and NOT NULL. They are only
relevant for very specific database operations. The database distinguishes between a text
field which is totally empty and not used, and one which contains the empty string
(character string of length 0, represented by “). The operator NOT NULL will find all fields
containing a character string, even if it is the empty string.

The rule LASTNAME IS NULL will, for instance, filter only those recipients where a last
name is missing. By contrast, LASTNAME = " will find recipients where the last name
was originally there but was subsequently deleted or replaced by the “empty” string.

This also works with numeric fields. If a field contains the digit 0, the database does not
consider this to be an empty string. SHOE_SIZE = 0 will find only those recipients where
the shoe size field SHOE_SIZE in fact contains the entry 0. SHOE_SIZE IS NULL, on the
other hand, will find recipients who have never entered their shoe size in that particular
field.
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6.4.3

Date functions

One field in the user profile can be used to store a date. The OpenEMM provides several
special functions which use a date. The following example creates a target group for all
recipients whose birthday is on a specific day.

1. In the navigation bar, select Target groups, then New target group. To the right, the
entry dialog for a new target group is displayed. Fill in the Name and Description.

2. Select the birthday field in the second drop-down list.
Please note: This is not a standard field. You must create it yourself (and enter
birthdays, of course). You will find more information on user-defined fields in chapter "
Extending recipient's profiles". The relational operator should be the “equals” sign.

3. For the current date, the OpenEMM supports the special keyword now(). When
processing the rule, the system replaces the keyword by the current date. Enter now()
into the reference value entry field. Click on Add to close the rule.

Edit target group

Name: Rule: Birthday| Description (optional): goy pirtnday mailing

Target definition:

- birthday = + now() MMDD - -

=

New rule:

and - - emaill v = - - +| Add

Target orour: (T (CEED DD
Statistics...

create mailinglist from this target

Delete recipients of this target.

Fig. 6.3: The keyword now() represents the current date.

4. Anew search rule is displayed under Target group definition. Behind the reference
value (now() in our example) you will see further drop-down lists for the date format .
YYYYMMDD represents year, month, day. The system compares the whole date
including the year. This is not very practical when looking for birthdays, because it is
rather improbably that a new-born baby will already be in your database from birth with
an email address. You do want to find people on their birthdays, however. You should
therefore select the date format MMDD. This will cause the system to compare the
month and day, but not the year.

5. Click on Save to close the field.

In the above example a target group of recipients was defined whose birthdays are today.
However it sometimes makes sense to create a target group with a comparative value
that is not related to the current date but a point in the future or the past. To make this
case clearer, there follows an example for a target group of all recipients who were
created yesterday in OpenEMM:
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1. The date on which a recipient profile was created in OpenEMM is stored in the field
creation_date. Select this field in the selection list as in the example above. As
comparison operator, again use the equal to character.

2. You must know enter an expression that shows OpenEMM that it is not the current date
that is being dealt with, but a date in the past, namely one day ago. You do this simply
with the expression date_sub(now(), interval 1 day ), i.e. current date minus 1. This is
again saved by clicking on the button Add.

3. The next step continues in the same way as for step 4 of the example above.

Please note: If you want to create a target-group using a date that is further in the past
than one day, you have to show it to the OpenEMM by using a slightly different keyword. E.
g. two days in the past would be date _sub(now(), interval 2 day ), three days date sub
(now(), interval 3 day ) and so on. As you can see, this is a pattern, date_sub(now(),
interval<n> day ) , where <n> has to be replaced by the number of days. If you are
referring to a date that is exactly one day, one week, one month, or one year in the past,
another pattern can be used. This is how looks: date_sub(now() , interval <n> <expr>)
with the following values to be uses: DAY, WEEK, MONTH, YEAR.

If you want to refer to a date in the future instead of one in the past, the keywords are quite
similar. The only difference is that the syllable sub has to be changed to add. The keyword
for tomorrow is for example date_add(now(), interval 1 day ), the expression for 10 days in
the future is date_add(now(), interval 10 day ).

For further information please have a look at the MySQL manual (MySQL is the database
OpenEMM uses).

6.5 Combined search rules with brackets

In many cases, a single search rule (field — operator — reference value) is not sufficient to
define a target group. It is therefore admissible to specify several search rules, linking
them with the AND and OR operators as in a normal search. Brackets are also allowed in
target group definitions.

The use of brackets permits the definition of very complex target groups. Mathematical
rules apply for bracket processing: what’s inside brackets will be processed first.
Brackets may also be nested. However, this quickly leads to a rather unclear target
definition structure.

Target definition

( % BIRTHDAY

Fig. 6.4: Using brackets, you
can group search rules,
controlling the sequence of
their processing.

Imagine you have defined various database fields describing recipients’ interests and
hobbies (INTEREST_CARS, INTEREST_TRAVEL i.e. car interest, travel interest etc.)
where 0 means not interested and 1 means interested. Now imagine you wanted to send
an email containing images to two interest groups only. You need to use the HTML mail
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format (see chapter "Mailings - Sending out newsletters" on mailings). You would need to
define the following search rules: (INTEREST_CARS = 1 AND INTEREST_TRAVEL = 1
) AND (MAILTYPE = 1 OR MAILTYPE = 2). This will result in a target group containing
all recipients who have ticked INTEREST_CARS and INTEREST_TRAVEL and who
requested the HTML (1) or Offline-HTML (2) mail formats.

It is easiest to define a target group by first jotting down the search rules with required
brackets on a piece of paper. To enter the search rules from our example, proceed as
follows:

1. As described in chapter "Creating and managing target groups", call up the entry dialog
for a new target group and give it a Name and Description.

2. Select the left bracket ( from the first drop-down list in the search rule entry line. Select
the field INTEREST_CARS from the next drop-down list, then the = relational operator
and 1 as a reference value. Click on Add to close the rule.

3. In front of the second search rule, an additional drop-down list allows you to select a
linking operator (AND or OR). Select the AND operator. Select the field
INTEREST_TRAVEL, then the = relational operator and 7 as a reference value. In the
last drop-down list of the line, select the right bracket ). Click on Add to close the rule.

4. The third search rule begins with an AND link, followed by a left bracket ( . Select the
MAILTYPE field, the = relational operator and 7 as a reference value (HTML). Click on
Add to close the rule.

Edit Target Group

Mame: ITravery car Description (optional): Empfanger, die gerne mit dem
huto verreisen und
HTML-E-Mails erhalten

Target group definition

1

( » InterestCars v = - -
and + =~ Interest Travel > = =1 ) -
and + ( + mailtype v = ~ html - -
or ~ - mailtype v = ~ offline-himl - ) -
New rule
and » ~ AGE_YEARS v = - v~ [#Add

Target group:

Statistics...

Create mailing list from this target

Delete recipients of this target group

Fig. 6.5: The third search rule is complete. Finish by clicking on Add.

5. The fourth search rule starts with the OR link and no bracket. Select the MAILTYPE
field again, the = relational operator and 2 as a reference value (Offline-HTML). Finish
the rule with a right bracket. Click on Add to close the rule.

6. After entering the four search rules and the relevant brackets, close the target group
definition by clicking on Save. The new search rule will now be listed in the Overview
when you click on Target groups in the navigation bar.
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Please note: Complex data bank queries within a target group can extend the processing
time considerably. This may lead to loading times in the minute range.

Create a mailing list from a target group or delete recipients

Sometimes you may want to create a mailing list from the recipients of a particular target
group. All operations may also be done using existing mailing lists and target groups. It is,
however, easier to handle a mailing list. Additionally, the creation of a mailing list for
complex target groups leads to considerably faster loading times.

To convert a target group into a mailing list, proceed as follows:

1. Click on the Target groups button, then on the Overview sub-menu. Click on the
required target groups in the right-hand contents area.

2. When viewing target group details, at the bottom right you will find a link entitled Create
mailing list from this target group. Click on the link. The OpenEMM asks you for
confirmation; click on OK.

Mew target group

Name: Travel by car Description (optional):

Target definition

1
1 J

( ~ INTEREST_CARS
and - + INTEREST_TRAVEL

& &

wlon [ [
4 4] 4 4
4 4| 4 4

and » ( - maitype HTML -

ar - ~ mailtype Offline HTML > )
New rule

and - ~ email v = - v [#) Add

Target group: () (IS EXD

Statistics...

create mailing\is"ﬁ’rom this target

Delete recipients of this target.

Fig. 6.6: The link will create a mailing list from the target group selected.

3. As soon as you have confirmed the request, the system will display the entry dialog for
a new mailing list. Fill in all fields as described in chapter "Creating a mailing list" and
confirm by clicking on Save.

You now have a new mailing list. Moreover, the system has marked all recipients of the
new mailing list as subscribers. Without converting a target group, you would have had to
select all recipients individually as subscribers.

Sometimes recipients of a certain target group are not interesting for any further email-
marketing actions. In this case, click on Delete recipients of this target group. All
recipients of this target group are erased completely from the database.
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Please note: The recipients can not be restored!

6.7 Copying of target groups

Sometimes new target groups are created that are similar to existing target groups. You
don’t have to re-enter all search rules in this case. Simply copy the existing target group
and make your modification in this copy. You may know this function from copying
mailings. You can find the bottom Copy next to Delete.
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7 Mailing lists - Managing list subscription

Content of this chapter

¢ You define different ,distribution lists“, the mailing lists.

¢ You edit and delete mailing lists.
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7.2

7.3

What is a mailing list?

Mailing lists are the key element for sending out newsletters using the OpenEMM. A
mailing list contains all prospects and subscribers for an individual mailing or a newsletter.
The mailing list manages all declarations of acceptance (or permission information) which
recipients have given when requesting e-mails. For each newsletter you will create an
individual mailing list.

Creating a mailing list

When you log on for the first time, there is no mailing list. The following steps will allow
you to create a new mailing list for your newsletter:

1. Click in the left area of the web page on the Mailing lists button. In the sub-menu
select the option New mailing list. An entry dialog is then displayed on the right which
you can use to input your data. Self-explanatory content has already been entered in the
respective fields for your guidance.

2. Enter the relevant data in the fields Name and Description. Each time you have to
select a mailing list, the OpenEMM will display the relevant text. Recipients, however,
will not see this text. You should try to use meaningful descriptions which will make
your work easier once you have to manage many different mailing lists. Especially if
several employees use the OpenEMM, unambiguous mailing list names are a must.

MNew mailing list

Mame: Manual Description (optional):

Mailing list: [ Delete [ save ]
Fig. 7.1: The New mailing list sub-menu will be the basis for your newsletter.

3. To conclude your entries, click on the Save button. The system saves your data. The
browser automatically switches to the mailing list editing screen (see chapter "
Modifying a mailing list"). If you click on Overview under Mailing lists, your new
mailing list will be displayed.

The overview of mailing lists shows you the MailinglistID of each mailing list. These IDs
are created automatically. You need a mailinglist ID when creating some formulars e.g. for
subcription or fullview.

Please note: You can also create a mailing list from the list of recipients for a target
group (see chapter "Target groups - Dynamic filters"). The OpenEMM will highlight all
recipients selected by that particular target group as subscribers in the recipient database
and transfer them to a new mailing list.

Modifying a mailing list

Carry out the following steps to change the name, description, sender address or
character set of a mailing list.
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1. Click on the Mailing lists button, then the Overview sub-menu in the left-hand
navigation area.

2. The contents area will display a list of all mailing lists defined so far. Click on the name
of the mailing list or the Edit symbol at the end of the line.

Overview

List size: 920 os0 0w (EXEP

5 Entries found, show all Entries.

[ m Mailing list Description Creation date Change date

] | &992 mailinglist E4
F | s924 Marual E4
F | s696 Nur vk Mur vk [Ed
[C]  &503 Standard-Liste Standard ... NICHT LOSCHEN! 1! E 4
[} 10610 Wacheschndppchen Wichentlicher Mewsletter mit Abverkaufsware @"

5 Entries found, show all Entries.

All [onfoff]  Bulk action: Delete selected mailing lists

Fig. 7.2: Clicking on a mailing list in the ovenview calls up its detailed view.

3. The contents area will now display an entry dialog with current mailing list properties.
Just change the text in the entry fields or the item in the drop-down list. Save the new
settings by clicking on the Save button.

Mew mailing list

Name: Manual Description (optional):

Mailing list: m

Fig. 7.3: It is not a problem to modify a mailing list later.

7.4 Deleting the recipients of a mailing list

The recipients of each mailing list can be deleted at any time with just a few editing steps.
To do so, first call the detail view of the desired mailing list. Click on the desired names in
the Mailing list column or alternatively click on the edit symbol.

Edit Mailing List
2]

Name: nailinglist Description (optional):

Mailing list:

Delete recipients of this rmailinglist

Fig. 7.4: You remowve recipients who are no longer needed from the mailing list with the Delete
recipients of this mailinglist command.
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Now click on the Delete recipients of this mailinglist link in the detail view. Before
OpenEMM takes action, you can give the program more exact information on the
procedure as follows. Two filters are available:

e Delete only active recipients: OpenEMM deletes all recipients from the mailing list
who have their status set to active. Recipients with a bounced or blacklisted status
are, for example, not deleted.

e Don't delete admin- and testrecipients: Place a tick here if admin and test recipients
are not to be deleted from the mailing list.

Edit Mailing List Delete redpients of this mailinglist

[ Delete only active recipients
[C] pon't delete admin- and testrecipients

Fig. 7.5: You hawe two filters available for deleting recipients from a mailing list.

To execute the changes, click on Delete and confirm the subsequent security question
with Yes.

Please note: If the recipients are still on another mailing list, only the information
regarding the selected mailing list is deleted, the recipients themselves are not deleted.

Deleting a mailing list

If you want to delete a mailing list altogether, call up the mailing list overview. You now
have two options:

¢ Click on the Delete symbol at the end of the unwanted mailing list in the overview.

¢ Click on the name of the unwanted mailing list to call up the edit dialog. In this dialog,
click on the Delete button.

Qverview

Mailinglist: mailinglist
Do you rezlly want to delete this mailng list?
Caution: permission information and opt-in interface will be lost!

Fig. 7.6: Only after confirming that you want to Delete the mailing list by clicking again on the button
will the mailing list be remowved.

In both cases, the OpenEMM asks you for confirmation. This is meant to ensure that you
do not inadvertently delete the wrong mailing list by clicking on it. Only after confirming that
you want to Delete the mailing list by clicking again on the button will the mailing list be
removed once and for all from the OpenEMM server.
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Please note: You should think hard before deleting a mailing list. Once deleted from the
database, it is very difficult to re-create that particular mailing list. Moreover, the
permission information saved on individual recipients is also deleted so that you can no
longer check whether or not a particular recipient ever subscribed to a mailing list.
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8 Forms & Actions
Content of this chapter
¢ You create forms, for example for registering and de-registering your recipients.

¢ You define actions for individual customer mailings.

¢ You will get two examples for the use of forms and actions.
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8.1 Forms - Recipient management

Contents of this chapter

¢ You will understand the various interfaces.
¢ You will define forms and actions for your own pages.

¢ You will set up your own confirmation pages on the OpenEMM server.
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8.1.1

8.1.2

8.1.21

What is a form?

From the customer’s viewpoint, customer-oriented marketing is characterized by
courteous treatment. This starts with the subscription to the newsletter. AGNITAS AG
offers you a customized service that responds immediately to the opting in or opting out
instructions of customers and prospects, and allows them to change their profile data.

The OpenEMM enables you to adapt the confirmation into the design of your website.
AGNITAS can, however, also design the corresponding pages to your requirements and
perform the relevant adaptation.

The interface covers the following applications:

e Subscribing to a newsletter.
¢ Opting out from a newsletter subscription.
e Changing own profile data.

¢ Double Opt-In confirmation e-mail.

Forms

Forms offer a very flexible customer interface in OpenEMM. Customers may register by
themselves, subscribe to a mailing list, or change their personal profile data — like for
instance the required mail format — directly on the website.

This is how forms work

The forms concept follows a clear structure. A form definition always consists of a
starting action, a success form, an error form and a concluding action.

¢ The starting action prepares the OpenEMM for returning the success form to follow as a
next step. The corresponding action is defined in the Actions section. The action may
for instance be configured to fetch database entries for the user from the profile
database after a change.

You can check or modify the selected action directly by clicking on the switch to action
link.

¢ The user will see the success form once the starting action was completed
successfully. The form is a web page which the user sees in his or her browser. Its
contents are specified using HTML tags and script commands.
Alternatively, you can also give a URL outside OpenEMM. To do so, click on Success
URL and enter the address into the corresponding field.

e [f the starting action cannot be completed successfully — for instance, because that user
is not in the database at all — the user will see the error form in the browser window. For
configuration of an error form, there are mainly the same possibilities as for creating a
success form. So it is also possible to refer to an external page. However, a
customized form is usually not possible because this would mean the recipient would
have to feature in the database in the first place. After returning the error form,
processing is finished. The concluding action will not be carried out.

¢ The concluding action will only be carried out by OpenEMM if the starting action was

completed successfully and the user sends off the success form. In other words, this
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action is carried out after processing was completed.

Please note: Do not confuse forms and web forms. Within an OpenEMM form, HTML
tags define web forms. For this reason, they are called HTML forms in this manual.

Content

Hame: My form Description (optional):

URL: |http://rdir defform do?agnCl=6358agnFN=Ny fc

Action Mo action -

9 Success form:

Success URL:

@ Error form:

Error URL:

Action Mo action -

g oel=te J save

Fig. 8.1: A form consists of four elements. They will be used on a context base according to the
system’s reactions and the user’s actions.

Access to the form is established using a link which is inserted into the mailing. The
registration form may also be called up independently; otherwise, no new subscribers
would ever be able to register. The link for calling up a user profile looks like this:

http://company.openemm.org/form.do?
agnCIl=1&agnFN=MyForm&agnUID=##AGNUID##
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8.1.2.2

8.1.2.3

For new registration, please include the following:
http://company.openemm.org/form.do?agnCl=1&agnFN=RegistrationForm
The link for your form can be found in the URL field below the Name.

The following chapters explain in detail how to create forms for the most frequent
applications using practical examples. The examples also explain what the links calling up
the form consist of and how they may be customized to your particular environment.

Managing forms

If you want to create a new form, call the overview list. Here you will find all the forms that
have been previously created. You can also rework or delete existing forms here.

Qverview

List size: @ 20 50 100 [ Show ]
12 21Entries found, show from 21 to 21,
Form Description URL Creation date Change date

fullview fullview http:/frdir.defform.do?agnCI=6358agnFN=f 2013-07-15 @’
Your CompanylID is:
12 21Entries found, show from 21 to 21.

All [onfoff]  Bulk action: Delete selected forms

Fig. 8.2: OpenEMM lists all previously created forms in the Overview.

1. Call the category Forms & Actions and switch to the sub-point Forms.

2. All already-created forms are listed by OpenEMM in the overview. The name of each
form is contained under the column Form, while the Description column explains its
function.

3. To maintain an overview for longer lists, these can be sorted according to the column
headings. One click on the column concerned sorts the entries initially in alphabetically
ascending order, i.e. from Ato Z. A further click reverses the sort sequence. In addition,
the List size option limits the number of simultaneously displayed list entries to 20, 50
or 100.

4. To edit a form that has already been created, simply click on its name or description, or
on the symbol in the last column. OpenEMM then automatically displays the contents of
the form.

5. If you no longer need a form, you can delete it via the Wastebasket symbol in the right-
hand column.

6. You can see the entry dialog for a form that has to be newly defined in the New form
tab. The section "Creating a form to display data" shows you an example of how to best
proceed.

Example form: Amend a profile

In this section, we will create two forms to display current profile data in the user profile
and then include any amendments made by the user in the database. When sending out a
mailing, links for forms call-up will be personalized so that each user sees his or her own
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profile.

8.1.2.3.1 Creating a new action

To start, you will create two actions. The first action will call up the customer’s user
profile. This is necessary so that user profile data may be called up using defined
variables in the script commands. The second action saves the amended data in
OpenEMM's database after the user has sent off the form.

1. Click on the Actions section and then on the New action sub-menu.

2. Select a meaningful Name in the entry dialog, e.g. Load user data. This is important,
because is helps you find the corresponding action quickly in the drop-down lists. The
same applies to the Description box.

3. The Usage drop-down list should be set to Only for forms. This tells OpenEMM to
display that particular action only in drop-down lists relating to forms and not for
trackable links. This makes it easier to define new forms and mailings.

4. The Type drop-down list is used to specify what the action should do. Select Load
recipient-data and click on Add. This tells the system that each time the form is
opened, the user’s profile record should be loaded. Data is now available for
amendment or processing.

New action

Name: | gad user data Description (optional):

Usage: only for Forms -

Add step:
Type: Load recipient-data L\\) pdlL Add ]
Action: [ Save )
Fig. 8.3: The action loads a customer’s database record.

5. Save the action by clicking on the Save button.

Using the Type drop-down list and the Add button, the action can be extended by further
steps. For the purposes of our example, however, it is enough to load the required data.

1. For the second action, create a new action as described above, naming it Save user.
The exact name is not a problem; all you need to do is select a name that means
something to you. The Usage drop-down list should be set to Only for forms.

2. Select Subscribe as the action type. Later, you want to include profile data in the
OpenEMM's database, just like any new subscription.

3. Click on Save to store your entries.

4. There are several options for Subscribing in OpenEMM. Checking Use double-opt-in
causes OpenEMM to send a confirmation email to the address stored which the
recipient must confirm by clicking on a link. Further information and a full example for
this feature can be found in chapter "Example: Subscribing with double opt-in".
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Mew action

Name: Saya yser Description (optional):

Usage: only for Forms -

Steps:

1. Subscribe

Key-Colurmn for  email - Use double-opt-in | Delete” |
Duplicate-Check and 7 !
Updates: Check for duplicate records

Add step:

Type: Subscribe -~ Rl

ACHON' | s s
Fig. 8.4: Several settings are available to tell OpenEMM what to do in case of a new subscription.

5. The second option, Check for duplicate records, checks on new registration whether
or not the subscriber already features in the database. When saving amendments to an
existing profile, this is only important when a customer enters a new email address. In
this case, OpenEMM checks whether or not the address is already registered in the
database. If the email address is unchanged, this duplicate check does not take place.
You should therefore always check this option.

6. Since no changes were made, entering settings for the action is now completed.

Now check the overview for two actions called Load user data and Save user (unless
you selected different names for your actions).

8.1.2.3.2Creating a form to display data

Preparations for the forms are now complete. Now go to the Forms section and select
the New form sub-menu. Start by creating a form which will be used to display stored
user profile data.

1. As afirst step, assign your form a meaningful name. This name will be inserted in the
link to call up the form, it should therefore contain no spaces and no umlauts or other
special characters because they may cause problems at the recipient’s end depending
on his or her web browser and email client. Using either upper or lower-case letters is
not a problem, however, as long as you are consistent in their use. In our example, the
Name is ShowProfile. In the Description box, you can give a description of the
intended aim of the form.

2. In the Action drop-down list, select what OpenEMM should do before calling up the

success form. All previously defined actions for that section are displayed in the drop-
down list.

Please note: Only actions where you defined, under Usage, that they should be used
Only for forms or Link and form are visible (see chapter "Defining actions" and "
Creating a new action"). For our example, select the Load user data action you
defined in the previous section as your action.

3. In the Success form box, enter text or HTML code for the website where user profile
data should be displayed. A further example for displaying last name, first name, email
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address and mailing list status is explained below.

4. The Error form box takes the text the system should return in case of an error. Here,
all HTML commands are available as before. For the purpose of our example, however,
the text An error has occurred should be enough.

5. Our example does not need a concluding action. Just leave the No action entry in the
Action drop-down list at the end of the entry dialog untouched. Click on Save to store
your entries.

7]
R
Mame: ShowProfile Description (optional):
URL: |http://rdir.defform.do?agnCl=635&agnFN=Shov
Action Load userdata ~ » switch to action
@ Success form:
<form action="form.do" method="post"> o
<input type="hidden" name="agnCI" value="88">
<input type="hidden" name="agnFN" wvalue="SaveProfile">»
<input type="hidden" name="agnUID" value="SagnUID">
<zelect name="GENDER" size="1">
<option wvalue="2" #if( ScustomerData.GENDER == "2~ )} selected #end >no =
specification</option>
<option walue="0" #if( ScustomerData.GENDER == “07 ) selected #end
sMr</option>
<option walue="1" #if( fScustomerData.GENDER == "1~ )} selected #end
>Mrs</option>
First name: <input type="text" value="$customerData.FIRSTNAME"
name="FIRSTNAME" ><br>
Last name: <input type="text" value="§{customerData.LASTNAME" -
name="LASTNAME " ><br>
! Success URL:
@ Error form:
An Error occured!
~/ Error URL:
Action Mo action v
FOrm:  wmie ) ot

Fig. 8.5: This form will later display Last name, First name and Email address for your subscriber.

If you want your user to be able to change his or her profile data, these must be displayed
as an HTML form. Otherwise, the text may not be changed within the browser, and it will
not be possible to send the amendments to OpenEMM. The following example displays
the contents of the FIRSTNAME, LASTNAME and EMAIL fields without any formatting.
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There is a button which, if clicked, transmits the amendments to OpenEMM.
The complete HTML code reads as follows:

<form action="form.do" method="post">

<input type="hidden" name="agnCl|" value="88">

<input type="hidden" name="agnFN" value="SaveProfile">

<input type="hidden" name="agnUID" value="$agnUID">

<select name="GENDER” size="1">

<option value="2" #if( $customerData. GENDER == “2”) selected #end >no
specification</option>

<option value="0" #if( $customerData. GENDER == “0”) selected #end >Mr</
option>

<option value="1"#if( $customerData. GENDER == “1”) selected #end >Mrs</
option>

First name: <input type="text" value="$customerData.FIRSTNAME"
name="FIRSTNAME"><br>

Last name: <input type="text" value="$§customerData.LASTNAME"
name="LASTNAME"><br>

E-mail address: <input type="text" value="$customerData. EMAIL"
name="EMAIL"><br>

<input type="submit" value="submit!">

</form>

Please note: Date fields must be divided into three separate entry fields for entering the
day, the month and the year. Field names are always: FIELDNAME_DAY DATE,
FIELDNAME_MONTH_DATE, FIELDNAME_YEAR_DATE.

Example for a date field birthday:

Day: <input type="text” name="birthday DAY DATE”/><br/>
Month: <input type="text” name="birthday MONTH_DATE” /><br/>
Year: <input type="text” name="birthday YEAR_DATE”/>

This is an HTML form which is why tags are surrounded by <form>. The action attribute in
the starting tag controls which script the form should evaluate when the Submit button is
clicked. Always enter form.do here, and select method="post" as the transmission
method.

The following three lines of code define hidden form fields. They do not actually appear in
the web browser, but the data they contain will be transmitted when evaluating the form.
OpenEMM needs them to be able to make changes in the right customer data record.
These hidden fields have the following meaning:

e <jnput type="hidden" name="agnCl|" value="88">: The field entitled agnC/ transmits
OpenEMM your company ID. The value attribute sets the value, in this case 88. You will
find your company ID on the forms overview site.

e <input type="hidden" name="agnFN" value="saveProfile">: The agnFN field tells the
system which form to call up after data have been transmitted by clicking on the Submit
button. This subordinated form saves amendments made to the customer’s record in
the profile database. In our example, the value is named saveProfile. This form will be
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created in our next example.

e <input type="hidden" name="agnUID" value="$agnUID">: In order to identify a
subscriber, OpenEMM creates a user ID for that user. This user ID was written into the
$agnUID variable when the user profile was loaded. All you need to do is write the
variable under value. Before issuing a web page, OpenEMM will automatically replace
the variable with the correct user ID.

The next three lines from our example create entry fields from the customer profile data
loaded in the previous step. It is up to you to decide which sections of a profile you want to
display on the web page. The <input> tag structure is always the same. It is, of course,
possible to include further HTML tags with the aim of formatting entry fields or data with
right or left alignment or as a table. However, in order not to complicate matters further,
we did not include them in our example. The line

<input type="text" value="$customerData.FIRSTNAME" name="FIRSTNAME">

defines an entry field for the subscriber’s first name. Two attributes are of importance
here:

¢ The value attribute contains a default value which the browser will enter into the relevant
field when first calling up the form. This should, of course, be the current contents of the
first name field which is saved in the profile database in that customer’s record. The
script command $customerData accesses the whole profile which was loaded in the
starting action (see chapter "Creating a new action"). The command ends with the
name of the field from the profile database, separated from the command by a full stop.
All profile fields including those you defined yourself are permissible. The name of the
field must be written in upper-case letters. Chapter "Other profile data" contains a list of
all field names. In our example, the name of the first-name field is FIRSTNAME.

¢ To tell the OpenEMM what the field contains, i.e. what to use for evaluation, the name
attribute gives the internal system field name, In our example, it is the FIRSTNAME
field.

At the end of the HTML tags you define a button for the subscriber to click if he or she
wants to send amendments to OpenEMM. In our case, we used the Submit button
customary in HTML. The value attribute defines what the button says, in our example
submit!

<input type="submit" value="submit!">
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%) mMozilla Firefox

Daktei  Bearbeiten  Ansicht Gehe  Lesezeichen Extras  Hilfe [GL

’ . | e = =5 —¢ il
J J = .il _'I http:{jrdir. defform.do? agnCI=888agnFN=ShowProfilefagnlUID=( *
I w
Iaal format: | Text v

First name: [John
Last name: |Smith
E-Mail address: smith@agnitas.de

Fertig

Fig. 8.6: The form from our example called up in the browser. It looks a bit empty — it is, after all,
only a demonstration example.

8.1.2.3.3Creating a form to save data

As soon as a subscriber confirms changes made in the previous form by clicking Submit,
a script on the OpenEMM server evaluates data from the individual entry fields. The script
reads both visible and hidden fields. It is intended to save all data read in the database.
This is what a second form will do. The name of the form is already specified within the
first form:

<input type="hidden" name="agnFN" value="SaveProfile">:
You will therefore need to create a new form named SaveProfile.

1. In the navigation bar, click on the Forms button and then on New form. In the Name
field, enter SaveProfile (or the name you gave the first form in your HTML code). Under
Description, enter a short description to the effect that the form saves data read from
another form. This will make it easier to manage forms if you have many of them.

2. In the top Action drop-down list, select Save user as the action type. This is the action
you defined previously in chapter "Creating a new action". If you gave the action a
different name, you will have to select that from the drop-down list.
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3. In our example, the entry box Success form only takes a short message confirming
that the changed data submitted were saved, e.g. Your profile has been saved! or
words to that effect. What you write here and how you format it — for instance with
HTML tags — is up to you; you could also include a link to your company website.

4. In our example, the text in the Error form field is also very short. In practice, you should
include at least an email address or a phone number customers can call in case of
queries.

5. The bottom Action drop-down list is set to No action in our example. You could, for
example, select to send the subscriber an email confirming the changes made to his or
her customer data record. This action must have been defined in the Actions section.

6. Click on Save to store your entries in OpenEMM.

(2]
Mame: SaveProfile Description (optional):
URL: |hitp://rdir.defform.do?agnCl=6358agnFN=Save
Action Save user ¥ » switch to action

9 Success form:

Your profile has been sawved.

' Success URL:

@ Error form:

Your profile could not be saved.

' Error URL:

Action Mo action -

Form

Fig. 8.7: The form causes changes in the customer data record read from the previous form to be
saved in the database.
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8.1.2.3.4Calling up a form

Access to the first form is established using a link which is inserted into the mailing. It is
advisable to include links at the end of each mailing which subscribers can click to
change their profile and to unsubscribe. Such a link is made up as follows:

http://rdir.de/form.do?agnCIl=88&agnFN=formName&agnUID=##AGNUID##

The first part of the link, http://rdir.de/form.do, calls up the form.do processing script from
the OpenEMM server. It is followed by several parameters separated by question marks:

e agnClI: This parameter sets the Company ID value, in this case 88. Your company ID is
always 1.

e agnFN: This parameter sets which form OpenEMM should display. In our examples
above, you have defined a form called ShowProfile which is used in the example.

e agnUID: In order to identify a subscriber, OpenEMM creates a user ID for that user. In
our example, it is the ##AGNUID## variable. This ID is created automatically for each
user by OpenEMM when sending out a mailing. This means that each user can only call
up one profile, namely the one with his or her personal subscriber data.

CISuSE Linux Openexchange Server 4 - WehMail
Dstei  Besrbeiten Ansicht  Gehs  Leseseichen Extras  Hife

e b TUY y -

. ) 18 1 )
Antworten Allen antworten Weiterleiten Laschen Diucken Optig
Absander: tert@tertde Datuny:  22,02,2006 12:16
A ddminmall <escherenfagnitas.de>

Bt Link

bk Frdic. daf rPODD0 T4 SES F1 SO0 B S AL A4 BSFTREd eTAAEE T IS

£ >
Fertig legolas, agnitas.de )

Fig. 8.8: The link for changing a user profile looks like this.

After sending out the mailing, each subscriber receives an individual link where the user
ID is part of the URL. The figure above shows the link like it is displayed in a recipient’s
text mail. The mail client formats the link as a clickable link automatically. If you send
mails in HTML format, this URL can be hidden behind a normal text link without the user
seeing the long sequence of characters.
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8.1.2.4 Example form: Opt-in

The following example shows how to create an opt-in form where new recipients can
subscribe. Potential subscribers enter their personal data themselves and will then
receive all messages from the mailings lists they subscribe to. This requires two forms
and one action:

¢ The first form calls up the entry fields for last name, first name, email address etc. in the
browser. As soon as data entry is confirmed by clicking the required button, a script is
called up from the OpenEMM server which starts the second form.

e With the second form you confirm to the subscriber that subscription was completed
successfully. The form also starts an action which saves the data entered in the
recipients database.

The registration form can either be called up by clicking a link in the mailing or by going to
the website directly. This means that the form is open to all. It can also be linked from your
website.

The following sections do not describe in detail all steps you need to take. They are
available in more detail in our example for displaying user profile data (see previous
chapter "Example: Form for a user profile amendment"), in particular as far as creating an
action is concerned.

8.1.2.4.1 Creating a new action

To start with, you will define a new action which enters new data into the recipients
database and saves them. The data will be required in the second form.

1. The Name of the action should be self-explanatory, for instance Save customer record.
Select Subscribe from the Type drop-down list. To conclude your entries, click on the
Save button.

2. The OpenEMM will now display the subscribe command as a first step of the new
action, together with fields for further options. Do not check Use double opt-in for the
time being. The next section will give a more detailed explanation of that topic. You
should, however, activate Check for duplicate records by checking the check box.
This will prevent duplicate entries in your database. This option is explained in greater
detail in chapter "Creating a new action".

3. This concludes entries for the action in question.
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Mew action

Name: gave user Description (optional):

Usage: only for Forms -

Steps:
1. Subscribe
Key-Colurnn for  email - Use double-opt-in | Delete |
Duplicate-Check and 7 ;
Updates: Check for duplicate records
Add step:
Type: Subscribe -~ Gy

Action: (@EECH LT
Fig. 8.9: The finished action which will save customer data for the new subscriber.

8.1.2.4.2Creating a form to enter data

The form for data entry looks quite similar to the form for entering data to change a
customer record which we explained in the previous chapter. There are, however, a few
differences:

e Data on gender (i.e. greeting or title) as well as the mailing type and the email address
are mandatory, and a subscription for a mailing list is also required. Otherwise
OpenEMM will not accept the new subscription data.

¢ The user has not been created yet, which is why the HTML code for the success form
does not feature the hidden field with the user ID (agnUID). This user ID will be created
automatically by the system as soon as the new subscriber’s record is saved in the
database.

Create a new form using the navigation bar as usual. This form will only collect all data
entered by a potential new subscriber in various fields. It will then pass on the data to the
script on the OpenEMM server for processing. No actions are involved here.

1. Select a meaningful Name in the entry dialog, e.g. Subscribe. This name will become
part of the link for calling up that form later. It should therefore contain neither spaces
nor any special characters. The Description should briefly describe what the form will
do.

2. The Success form entry box will take HTML code to call up and display a form with the
required entry fields in the web browser. The next section explains the required code
structure in detail.

3. The Error form entry box takes text which potential subscribers will see if their
registration is not successful. Saving the form using the Save button concludes entry
of the form.
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Mame: Subscribe Description (optional):

URL: |hitp:/frdir.defform.do?agnCl=6358agnFN=Subs

Action Mo action -

@ Success form:

<form action="form.do" method="post">
<input type="hidden" name="agnCI" wvalue="88">
<input type="hidden" name="agnFN" wvalue="subscribeConfirm">
<input type="hidden" name="agnMATILINGLIST" wvalue="3">
<select name="GENDER" size="1">
<option value="2" selected>no specification</option>
<option value="0">Mr</option>
<option value="1">Mrs</option>
First mame: <input type="text" wvalue=" " name="FIRSTNAME"><br>
Last name: <input type="text" value="" name="LASTNAME"><br>
Email address: <input type="text" wvalue="" name="EMAIL"><br>
<input type="submit" wvalue="submit!">
Format:
<select name="MAILTYPE" size="1"> -
<option value="2">0ffline-HTML

m

! Success URL:

9@ Error form:

An error occured!

./ Error URL:

Action Mo action -
Form: (ECEED) (D

Fig. 8.10: The registration form consists mainly of HTML code to display the corresponding web
form.

HTML code for the subscription form looks quite similar to the one for changing a
customer record. There are, however, a few differences. There is no user ID, for instance.
Other entries are required instead, though. The following example assumes that the
subscriber registers to receive a newsletter which is always sent out impersonally (no
customized greeting or title) in HTML format. You may also let the potential subscriber
make the required entries. For this see chapter "Advanced form layout".

The complete HTML code for our example reads as follows:

<form action="form.do" method="post">
<input type="hidden" name="agnCl|" value="XX">
<input type="hidden" name="agnFN" value="subscribeConfirm">
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<input type="hidden" name="agnMAILINGLIST" value="3">
<select name="GENDER” size="1">
<option value="2" selected>no specification</option>
<option value="0">Mr</option>
<option value="1">Mrs</option>
First name: <input type="text" value=""name="FIRSTNAME"><br>
Last name: <input type="text" value=""name="LASTNAME"><br>
Email address: <input type="text" value="" name="EMAIL"><br>
<input type="submit" value="submit!">
Format:
<select name="MAILTYPE" size="1">
<option value="2">Offline-HTML
<option value="1" checked>HTML
<option value="0">Text
</select><br>
Subscribe for newsletter: <input type="checkbox" name="agnSUBSCRIBE"
value="1">Yes<br>
<input type="hidden" name="agnMAILINGLIST" value="XX">
<input type="submit" value="Subscribe">
</form>

The first three lines of code are the same as in the form to display saved customer data.
They define the script which, on the OpenEMM server, will evaluate customer data, create
a customer ID (agnCl is always 1 in OpenEMM) and define the form which will then be
called up (in our example: SaveProfile). Chapter "Creating a form to display data" contains
a detailed explanation of all options. From line 4, the HTML code creates entry fields for
the subscriber’s customer data.

e <select name=“GENDER”> ... </select>: This selection operates the field GENDER in
the database and allows the user to set how he or she will be addressed. In OpenEMM,
0 means male, 1 means female and 2 means a gender-neutral form of address.
Please note: <input type="hidden” value="2" name=“GENDER"><br>: The hidden
entry field determines the gender of the recipient. With type="hidden”you transmit the
gender without the user being able to make a selection. This can be used for
registrations where only the email address is recorded. In the example, this is why a 2
(unknown) is entered in the attribute value.

e <select name="MAILTYPE"> .... </select>: The MAILTYPE selection determines in
which format the recipient receives the emails. A 0 stands for text, a 7 for HTML, a 2 for
Offline-HTML.

Please note: <input type="hidden” value="“1" name="MAILTYPE ><br>: In this variant,
a 1 for HTML format is permanently set. The selection cannot be influenced by the user.

¢ The entry fields for first name (FIRSTNAME), last name (LASTNAME) and email
address (EMAIL) will be empty in the form (attribute value=""). The potential subscriber
must enter his or her personal data here.

e Subscription to the mailing list in question requires two form elements, the reason being
that each form element can only save one value in HTML. The first element is a check
box. It determines whether or not subscription to the mailing list is activated. The
second element is a hidden field containing the mailing list’s internal code ID. It is very
easy to determine this mailing list ID: Call up the detailed view for the list and look for the
mailinglistID= text in your browser’s address bar. In our example it is 526.

OpenEMM will automatically make the connection between the two elements. If you

170

© 2014 AGNITAS AG



Forms & Actions t

OPENEMM

would like to enter more than one mailing list subscription, you will need two form
elements for each. Just number them consecutively, for instance aghSUBSCRIBE?2
and agnMAILINGLIST?Z etc.

¢ The last line but one creates the usual Submit button for sending off the form. The last
line concludes form definition in HTML.

There are various options for slightly more attractive formatting in HTML, for instance
using a table layout. In our example, we have only included a few carriage returns (<br>)
to separate the more important elements clearly.

£ Mozilla Firefox
Datei Bearbeiten Ansicht Gehe Lesezeichen Extras Hife |GL

;",] x; L] http:firdi.defform.dotagnCl=: |+ H

Mr v

First name: |
Last name:
E-Mail address:
Hewsletter: [#]

submit

Fertig

Fig. 8.11: A simple form for registering a new subscriber. In practice, there
are limitless formatting possibilities for you to adapt the layout to your
website graphics.

8.1.2.4.3Creating a form to save data

This section can be very short since both the form and the action are direct equivalents of
saving data after amending a customer record. Chapters "Creating a new action" and "
Creating a form to save data" contain further information on how to create the form and
the corresponding action. If you have already created an action for saving amendments to
a customer profile, that action can also be used for saving data for a new subscriber.

8.1.2.4.4Calling up the registration form
Calling up the registration form is dead easy. All you need to do is call up a script from the
OpenEMM server and tell it your company ID and the name of the form.

http://rdir.de/form.do?agnCI=88&agnFN=Subscribe

In our example, the company ID is 88. You will enter your own company ID in the code.
You will find your company ID in the forms overview. The parameter agnFN= is followed
by the name of the form, in our example it is Subscribe.
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8.1.25

Example form: Subscribing with double opt-in

The Double opt-in parameter helps prevent faulty, mistaken or even malicious registration.
OpenEMM will send off a confirmation email to the subscriber after registration. It contains
a link which the subscriber must click for confirmation. The system will not save the data
in the database unless this link is clicked. Only after successful confirmation will the
subscriber receive messages from the mailing list he or she subscribed to. If the
subscriber does not react to the confirmation email, the profile is blocked and deleted
from OpenEMM automatically after three months. This process lengthens the usual
subscription routine (see previous chapter):

¢ A potential subscriber clicks on the registration form, enters his name and other data,
and clicks on Submit which calls up the second form. Until here, the process is the
same as for any normal registration.

¢ The second form starts an action which saves the data entered in the recipients
database. The registration process uses the Double opt-in option. OpenEMM will
therefore write data into the database, but marks them as blocked. To conclude the
action, the form will cause an action-based mailing to the new subscriber’s email
address.

¢ In this email, the subscriber will be sent a customized link. If clicked, a third form is
displayed. This form starts an action which unblocks the data entered in the recipients
database. The unblocking is confirmed within the system.

¢ The process may be extended by an action sending a confirmation mail to the new
subscriber.

You therefore need a total of one mailing, three actions and three forms, and this without
the optional confirmation e-mail. Just proceed systematically, and the whole process will
become easy to keep track of. You should, however, make sure that all elements carry
meaningful and unmistakable names, e.g. starting with Double. You also need to observe
the sequence. You need the mailing to be able to define the action, and you need the
action to be able to create the second form.

8.1.2.5.1 Create an action-based mailing

Defining an action-based mailing is done in the corresponding section of the navigation
bar, just like for any other mailing. Detailed information can be found in chapter "Creating a
new mailing". The following section will only explain the differences.

1. Call up the entry dialog for a new mailing and give your project a meaningful name, for
instance Double: Confirmation.

2. From the Mailing list drop-down list, select the mailing list to which the subscriber
wants to subscribe when he uses the registration form. This is important, because
OpenEMM cannot process the confirmation mail correctly if the information is faulty.

3. Specify Action-based mailing as the Mailing type.

4. The remaining fields — Subject, Sender e-mail etc. are used in the same way as for a
normal mailing. Click on Save to store your entries.
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(2]
Name: Double: Confimation
Description confirm subscription
(optional):
Planned for: E
% General Setting
Template: Mo template Maiing type:  Action based mailing - [
Maiing list:  mailinglist - i for none openers ¢
Archive:  no archive - i Parent mailing: i
[T 5how in online-archive
» Target groups
Email
Subject:  Confirm your subscription!
Sender email:  info@agnitas.de Charset:  Unicode (UTF-8) -
Sender fullname:  AGNITAS AG - Service Lne feed after: 72 Characters -
Reply to email:  info@agnitas.de Format:  Text, HTML and Offine-HTML -

Reply to full name:

Envelope email:

AGNITAS AG - Service

Create followup mailing

» Show template

» Media types

Measure open rate:

attop of email -

Meing.

Fig. 8.12: The action-based mailing for confirming a subscription.

5. Open the Content tab of the new mailing by clicking on it. Create a new text module in
both text and HTML format with an explanation that the e-mail is a registration
confirmation and that the subscriber should confirm his or her subscription by double-
clicking on the link. The link structure corresponds to the usual syntax for calling up a

form:

http://rdir.de/form.do?agnCl=88&agnFN=DoubleConfirm &agnUID=##AGNUID##
For agnCI= enter your own company ID. In OpenEMM it is always 1.

6. For agnFN= enter the name of the third form which asks the subscriber to confirm
registration. In our example, the name is DoubleConfirm. This is the exact name the
form must be given.

7. To conclude your entries, open the Send mailing tab and click on the Activate mailing

link.

If an actionbased mailing is not included in the list while creating a new action, you may
have forgotten to click on Activate mailing when creating the mailing.

8.1.2.5.2Creating new actions

Now that the mailing is ready, you must create three actions for registering and
conforming the registration. The registering action follows the same structure as that
explained for registering in chapter "Creating a form to enter data". All three actions should
have the Only for forms option activated. This will make action management easier once
you have a lot of actions to manage.
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1. Create a new action named Double opt-in: Subscription (or words to that effect). The
name should above all be meaningful. Check the Use double opt-in check box.

MNew action
Mame: Double optin: Subscription Description (optional):
Usage: anly for Forms -
Steps:
1. Subscribe
Key-Column for  email - ¥ Use double-opt-in | Delete |
Duplicate-Check and V] check for duplicate records
Updates:
Add step:
Type: Subscribe - Ly

acton: (D) (D

Fig. 8.13: This action saves the new subscriber’s data in the database, but marks them as blocked.

2. The second action triggers the action-based mailing. Create a new action named Double opt-

in: send email. Select Send actionbased mailing as the Type. Click on Save to store the data
in OpenEMM.

3. In the Steps section, select the Double: Confirmation mailing you defined earlier
from the drop-down list. Click on Save to conclude your action.

4. The third action is the double opt-in confirmation. Create a new action named Double opt-in:

Confirmation. Select Double opt-in confirmation as the action type. Click on Save to store
your entries. This concludes entries for the actions in question.

8.1.2.5.3Creating new forms
In this chapter, you will create three forms for your double opt-in registration.
1. The first form is exactly identical to that used for normal registration (see chapter "
Creating a form to enter data"). In our example, the form is called DoubleSubscribe and

calls up the DoubleSave form. In your HTML code, insert the following line:
<input type="hidden" name="agnFN" value="DoubleSave">

2. The second form is also very similar to a normal registration form. In our example, the
name of the form is DoubleSave. As a starting action, you will call up the action defined
as a double opt-in registration, in our example Double opt-in: Subscribe. The entry in
the Success form box tells the new subscriber that an email asking him or her to
confirm the subscription will be sent out shortly. The concluding action for the form is
the action which triggers the mailing, in our example Double opt-in: send email.
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(2]
Name: DoubleSave Description (optional):
URL: |http://rdir.defform.do?agnCl=6358agnFN=Dout
Action Double opt-in: subscription ~ » switch to action
@ Success form:
Your data has been processed. You will recieve an email with a coded link
which you must click to complete your subscription.
) Success URL:
@ Error form:
4n error has occured!
) Error URL:
Action Double opt-in: Send email ~ => switch to action
Forn: (R

Fig. 8.14: The form saves subscriber data but marks them as blocked. In a concluding action a
confirmation email is sent to the new subscriber.

3. All the third form does is to unblock the database entry for the new subscriber’s data. In our
example, the name is DoubleConfirm.
Please note: The name must be written exactly as in the link which you inserted into the

action-based mailing created earlier. The entry in the Success form box tells the new
subscriber that subscription was completed successfully.

Now all elements for registration with double opt-in are ready.

8.1.2.5.4Calling up the registration form

Calling up the form works like in a normal subscription process. It is done with the
following link:
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http://company.openemm.org/form.do?agnCl=1&agnFN=DoubleSubscribe

Your company ID is 1. The parameter agnFN= is followed by the name of the form, in our
example it is Subscribe.

2 Mozilla Firefox

Datel  Bearbeiten  Ansicht  Gehe  Lesezeichen  Extras  Hilfe [GL

;’,..1 X| | http:jirdir.deffarm. do?agncl=: v/ H

- r =

My i
Mail type: | HTML v
First name: Bob )
Last name: |Jones
E-Mail address: bob@agnitas.de]
Mewrsletter;

submitl

Fertig

Fig. 8.15: The form for entering new subscriber data.

To start with, the new subscriber fills in the form with personal data. Clicking on Submit
sends the data to the subscriber database of OpenEMM. However, the data is blocked. No
mailings will be sent to the new subscriber, even if a subscription to a mailing list was
effected. Calling up the details for the new subscriber by clicking that subscriber’s email
address in the Recipients section and the Overview sub-menu shows that subscriber’s
status as waiting for confirmation.

¥ Mewsletter

[T Email Mormal recipient -
Status: Waiting foruser  Remark: Subscribe via mailloop #4463
confirmation Jan 7, 2011 4:55:30 AM

Fig. 8.16: The new subscriber is blocked in the database until a subscription
confirmation is received because the subscriber has double-clicked the
confirmation link in the email.

Data in the OpenEMM database will be unblocked as soon as the new subscriber reacts
to the confirmation e-mail and clicks a link. If this does not happen, the blocked entry will
be deleted from the OpenEMM database after three months.

8.1.2.6 Sending the last newsletter just after subscription

There is the possibility to send new subscribers the latest newsletter just after their
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subscription. The advantage is clear: In the moment of subscription, the person has a
strong desire to get your newsletter. So why let him/her wait until the next issue when you
can send the latest newsletter right away. If your latest newsletter was going to a specific
target group, the new subscriber will only receive it, if he belongs to that target group.

The setup of this feature is quite easy: You just have to modify your existing action for
subscription. Choose your action for subscription from the action overview and add the
following points (it makes sense to change the description, so you can remember your
change). In the section Add step, choose Script-Action and click on Add. Now copy the

following code:

#set($last=$ScriptHelper.findLastNewsletter($customerID, 1, <mailinglistiD>))
#set ($mail=$MailingDao.getMailing($last, 1))

#if($mail)

$mail.sendEventMailing($customerlID.intValue(), 0, "1", null, $ScriptHelper.
getApplicationContext())

#end

#set($scriptResult="1")

Click on Save and the action is activated. You may want to check your changes by
subscribing a new address.

Steps:

1. Subscribe

Key-Column for  email - Use double-opt-in [

Duplicate-Check and 7 )
Updates: Check for duplicate records

2. Script-Action

Script:  #set ($mail=$MailingDao.getMailing ($ScriptHelper.findLastNewsletter (ScustomerI
D, <companyID>», <mailinglistID>) , <companyID>))
#if (Smail)
Zmail.sendEventMailing ($customerID.intValue(), O, "1", null,
f5criptHelper.gethpplicationContext () )
#end
#set (SscriptResult="1")

Fig. 8.17: A simple script is added to the Subscribe action.

8.1.2.7 Example form: Unsubscribe

For practical reasons, it is easiest to process an unsubscribe action by using a
personalized link which calls up a form. This link can be included at the end of each
mailing, for instance, giving the subscriber the possibility of unsubscribing at any time
from the mailing list. In our example, the process uses two forms.

¢ The first form is a security check asking the subscriber for conformation. Clicking on the
Unsubscribe button calls up a second form in OpenEMM. This form could also be
combined with a questionnaire researching the reasons for unsubscribing. To do this,
the relevant fields in the recipients database must be defined. The example in chapter "
Example: Form for a user profile amendment" explains how to insert data from an HTML
form into a customer record.

¢ The second form calls up an action unsubscribing the recipient from that particular
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mailing list. It also displays a success message confirming the deletion. That recipient’s
profile data will remain in the database, but can no longer be called up by the recipient.

8.1.2.7.1 Creating a new action

This action only has one task, namely to unsubscribe the recipient. The action should
have the Only for forms option activated. This will make action management easier once
you have a lot of actions to manage.

1.
2.

Create a new action named Unsubscribe. Select Unsubscribe as the action type.

Save the action by clicking on the Save button.

8.1.2.7.2Creating new forms

The first form calls up an HTML form with two buttons, one for canceling the action and
one for confirming the unsubscribe action. This security check gives the recipient the
possibility of changing his mind or canceling the process in case he or she clicked the link
by mistake.

1. Create a new form entitled UnsubscribeQuery.

3.

. Enter the code below in the Success form entry field. It is up to you how to arrange the

HTML form and what layout to choose. The Error form contains a short message
telling the recipient that the unsubscribe process was unsuccessful. It is advisable to
offer more detailed instructions here, possibly including a link pointing to your website’s
support section or giving a hotline phone number the recipient can call for help.

Save the form by clicking on the Save button.

HTML code for the web form is rather short:

<form action="form.do" method="post">

<input type="hidden" name="agnClI" value="XX">

<input type="hidden" name="agnFN" value="OptOutConfirm">
<input type="hidden" name="agnUID" value="$!agnUID">

Do you really want to unsubscribe?<br>

<input type="reset" value="Cancel">

<input type="submit" value="Unsubscribe">

</form>

The hidden fields in lines two to four are required and make sure the important customer
ID (agnCl) and user ID (agnUID) parameters are transmitted to the next form (agnfFN).
The company ID in OpenEMM is 1.
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e
Hame: UnsubscribeQuery Description (optional):
URL: |http:/frdir. de/form.do?agnCl=635&agnFN=UnsL
Action Loaduser data ~ » switch to action

@ Success form:

<form action="form.do"™ method="post">

<input type="hidden" name="agnCI" wvalue="88">

<input type="hidden"™ name="agnFN" wvalue="0ptOutConfirm">
<input type="hidden" name="agnUID" wvalue="£!agnUID">

Do you really want to unsubscribe?<br>

<input type="reset" value="Cancel">

<input type="submit"™ wvalue="Unsubscribe">

</ form>

_ Success URL:

@ Error form:

An error has occured!

_/ Error URL:

Action Mo action A

Fom:

Fig. 8.18: The form displays a security check before finally unsubscribing the recipient from that
particular mailing list.

The two buttons for cancelling (type="reset") and unsubscribing (type="submit") are
HTML standard. Only clicking on the submit-type button (unsubscribe) will cause the web
browser to call up the form.do script for evaluation by the OpenEMM server.

1. Create a new form named OptOutConfirm.
Please note: This name must be exactly the same as that entered as an agnFN value
in the HTML code for the first form.

2. Select the Unsubscribe action defined earlier as a starting action. The Success form
contains a short confirmation message telling the recipient that the unsubscribe
process was successful. The Error form should feature a short message telling the
recipient that the unsubscribe process was unsuccessful.
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3. Conclude the form definition by clicking on the Save button.

8.1.2.7.3 Calling up the unsubscribe form

Calling up the security check confirmation form is done in a mailing. In this mailing, insert
a personalized link made up as follows:

http://company.openemm.org/form.do?
agnCl=1&agnFN=UnsubscribeQuery&agnUID=##AGNUID##

You must always insert 7 as an agnC/ value in OpenEMM. The value for agnFN= is the
name of the first form, the one asking the confirmation question, in our example named
OptOutQuestion. Furtheron the link has to be trackable.

3 Mozilla Firefox
Datel Bearbeiben  Ansicht  Gehe  Lesezeichen Extras  Hife |GL

Q - [ :\: .'-:._ |1 hitp:ffrdi.defform. doragnt I=588tagnFi=0ptout H

Do you really want to unsubscnbe?
| Cancel ] | Unsubscribe |

Fertig

Fig. 8.19: A simple HTML form asking the confirmation question from our
example.

Please note: Once the recipient has unsubscribed from the mailing list, the link will no
longer work, because although the data is still in the database, the system will no longer
display it for security reasons. This is why the user ID (agnUID) is no longer valid either,
although it features in the personalized unsubscribe link. The administrator interface in
OpenEMM will still allow you to call up a user and view his or her details.

8.1.2.8 Advanced form layout

The HTML forms used in our examples for displaying, subscribing and unsubscribing are
very simple and only show the code structure. Advanced layout using drop-down lists and
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dynamic content will make the forms much more user-friendly.

8.1.2.8.1 Drop-down list instead of entry field

Some data is saved in the profile database as a reference number, for instance gender or
mail format. It is impossible to ask a subscriber to enter the relevant numerical data on
registration. This would not only cause many errors, but will also prompt some people to
enter invalid data on purpose. It is much more elegant to offer subscribers a drop-down
list for parameter selection. To do this, the tags <select> and <option> are used to define
a drop-down list in the HTML form. The following example is suitable for gender selection.

<select name="GENDER" size="1">

<option value="2" selected>no entry</option>
<option value="0">Mr</option>

<option value="1">Mrs</option>

</select>

In the first line, the <select> tag with the name="GENDER" attribute determines that the
drop-down list will select the subscriber’s gender. This is a required field since without a
gender, OpenEMM cannot process entries correctly.

Please note: The name of the field must be written in upper-case letters.

3 Mozilla Firefox
Datei Bearbeiten Ansicht Gehe Lesezeichen Extras Hife |[GL

E x:_ L] http:ffrdir.defform.dovagnCl=: * H

M 4
Mail type: | HTML v
First name
Last name:
E-Mail address:
Newsletter: [v]

Fertig

Fig. 8.20: The registration form from the last example, now with drop-down lists
for gender and mail type.

The following lines starting with <option> define the possible selections in the drop-down
list. There is one <option> tag per selection. Each <option> tag is attributed a value=""
which will be used by OpenEMM to determine which entry to make in the profile database.
In our example, we used 0 for male, 1 for female and 2 for no entry.
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But what happens if the subscriber does not make a selection? You will define a default
entry for this situation. In our example, when evaluating the form the default value will be
No entry. This is why the selected attribute is shown against that selection’s <option> tag.
This also means that the entry is the default form entry and visible at form call-up.

When defining other selections, for instance the mail format or entries for fields you
defined yourself, you must adapt the following data:

¢ The field name in the name attribute.

¢ The values (value="") and text for all drop-down list selections (<option> ...</option>).
There is no limit to the number of selections you may insert.

8.1.2.8.2Creating a HTML form dynamically

When creating a recipient profile from data entered into a form, there are certain types of
data where an entry field is not the best way of processing entries. Drop-down lists are
more suitable for data with a limited number of selections like gender, while a check box is
ideal for opting in or out of a mailing list.

The previous chapter explained how to create a drop-down list within an entry form. When
returning data from an existing profile, however, the correct option from the drop-down list
must be selected. To do this, the selected attribute must be inserted against that
selection’s <option> tag within the HTML code. Selecting an option using a check box is
done in a similar way: the checked attribute returns a check. Script commands will insert
the attributes where required and depending on the subscriber profile. Our example for
displaying the mail format from a drop-down list looks like this:

Mail-Format: <select name="MAILTYPE" size="1">

Text

</option>

<option value="1" #if( $customerData.MAILTYPE == "1") selected #end >
HTML

</option>

<option value="2" #if( $customerData. MAILTYPE == "2") selected #end >
Offline-HTML

</option>

</select><br>

The list option selected in the browser window must have the selected attribute against its
value. First, the #if query checks whether or not the value stored in the database is
plausible for the list option concerned. The $customerData. MAILTYPE code calls up the
value stored in the profile. MAILTYPE is the name of the field where OpenEMM stores the
mail type selected by the recipient. If the value selected and the value found are identical,
the script command inserts the text from the ‘if query immediately before #end into the
HTML code. For instance,

<option value="2" #if( $customerData. MAILTYPE == "2") selected #end >
will return

<option value="2" selected >
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if the recipient profile has a mail type of 2. If the value is not 2 but 1 or 0, the following
HTML tag is created instead:

<option value="2">

Only the <option> tag whose value corresponds to the entry in the recipient profile will
therefore be selected.
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8.2 Maintain recipient's profile with actions

Content of this chapter

¢ You edit the profile database.
¢ You define actions.

* You prepare multi-stage mailings.
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8.21 What are the special features of the OpenEMM?

In the preceding sections, you will have learnt about the individual steps required to send
emails to your customers and to evaluate the response to these using statistics.
However, this is by no means everything you have at your disposal. This is why the
OpenEMM incorporates a number of features that extend beyond the simple sending of
mailings. By way of example, you can enter into a dialog with your customers (based on
their interests profile) and expand these profiles. This will enable you to launch targeted
and, as such, more successful mailing campaigns. The OpenEMM provides you with
tools for performing what is known as closed-loop marketing in addition to the archive
functionality for optimizing the way you address your customers.

Such mailings essentially work as follows. An action-based email for the recipient
contains one or more links. The link addresses include codes describing the recipient and
the type of action. As soon as the recipient clicks on a link, the OpenEMM registers the
click and starts the corresponding action. This action could be to modify the recipient’s
profile and/or to send out a follow-on mailing.

Date-based mailings, on the other hand, send a “standing order” to the OpenEMM. The
system checks every day whether a recipient fulfils set search criteria and sends out a
mailing to that person. Date-based mailings are ideal for sending out birthday greetings
automatically, for instance.

However, before thinking about mailings, you will learn about the individual modules the
OpenEMM provides for managing customer profiles.

¢ You will create new fields in the Profile Database to store additional information about
your customers.

¢ You will create actions defining what happens if a recipient clicks on a link in the mailing.
Such an action could be to edit a field or to activate a new mailing.

¢ You will create trackable links for a mailing which trigger previously defined actions.

¢ You will create mailings which will be sent to recipients after the corresponding action
has been triggered.

8.2.2 Extending recipient's profiles

The prerequisite for e-mail-based dialog marketing is a freely configurable database set
up according to your requirements and containing up-to-date recipient data. A database
contains entries describing customer profiles. Usually, a recipient’s entry consists of the
properties last name, first name, gender and email address. Customers’ properties are
entries in fields in the Profile Database. If you want to define new characteristics for your
customers in preparation for planned marketing campaigns, you need to accommodate
new data in the database and create new fields to do so. You may want to define fields for
shoe size, favorite color or special interests.

8.2.2.1 Planning fields properly

Before you start creating new fields, you should take some time to think about their future
use. The planned use determines the required field type. The fewer fields you have in your
Profile Database, the clearer it is. You may want to read chapters "Closed-loop marketing
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8.2.2.2

- An example" and "Automatic mailing - An example" first; they contain precise examples.

You may want to consider some basic rules:

¢ Use meaningful field names. This will make it much easier to work with the Profile

Database, especially if several people will maintain the data.

The field type you will use most often is the Numerical type which may only contain
numbers. Despite the restriction, this is a truly universal field type. You can, for
instance, enter whether or not a recipient is interested in a particular topic. The value 0
means ,not interested”, while the entry 7 will mean ,interested“ (an example can be
found in chapter "Closed-loop marketing - An example").

You may want a field for fixed values, like for instance the GENDER (sex) field.
Recipients marked 0 are male, a 1 means female and recipients whose sex is unknown
are characterized as 2. Such a field only makes sense if properties are mutually
exclusive. Recipients could be interested both in travel and in cars. In this case, you will
need one field for each topic.

¢ The use of Date fields is self-explanatory. They could contain birthdays or a contract’s

expiry date. All dates are entered in the YYYYMMDD format, i.e. 19650905 for the 5th of
September 1965.

¢ The field Alphanumerical should only be used for truly free entries without any

restrictions. Such a text field could contain holiday destinations or nicknames. Please
note, however, that such text fields are difficult to evaluate with the search function or
the target group drop-down list. Very often, entries are just slightly different, for instance
if the user mistyped his or her entry.

Creating new fields

To create a new field in the Profile Database, proceed as follows:

1.

Click on Administration in the navigation bar, then on the sub-menu Edit profile fields

. In the contents area, the system will display a list of all defined fields. Fields managed

by the OpenEMM like FIRSTNAME are invisible, but still there. Click on the New field
tab. You will need to enter definition into six entry boxes: Field name, Description,
Field name in DB, Type, Length and Default value.

. Next to the Field name, insert the name the OpenEMM will use to characterize the

user. The system will use this name each time you can select fields from a drop-down
list, for instance. You should therefore select a meaningful name. All characters are
valid. However, the field name should not be too long. Lengthy explanations can be
entered into the Description box where you can explain the meaning of a field in one or
two sentences.
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New field

Field name: Description:

Fieldname in DB:

Type: Alphanumerical -

Length: 100 0 for numeric fields means default length of 32 bit - not changeable
Default value:

Field visible v
Line after this field

Value defines grade of
interest:

Sort without sorting -

Fig. 8.21: A new field must first be given a meaningful name.

4. Next to Field name in DB you will enter text which the OpenEMM database should use
internally. This name will only be displayed in connection with field management. The
user will never see this name. Experienced users like to select two-word names
separated by an underscore (_) delimiter. You may want to select Interest Cars or
Age in_Years. This prevents conflict with internal OpenEMMfield names. The name
spelling need not be case-sensitive. The OpenEMM converts everything into upper-
case letters anyway.

5. The Type column features the options Alphanumerical, Numerical and Date in a
drop-down list. This specifies the format the new customer data need to be given for
the Profile Database. While the Numerical fields takes only numbers and the Date only
allows for a date to be entered, the Alphanumerical format takes any valid Unicode
character.

6. The Length field defines the maximum number of characters that may be entered into
the new field. This only concerns Alphanumerical fields where any type of character
may be entered. The system specifies a maximum length of 7 characters for the Date
field and a maximum length of 22 characters for Number fields. The OpenEMM will
ignore all other entries. Since Alphanumerical does not have a default length, you must
specify a length for this field. Otherwise, the system will give out an error message.

7. The Default value field defines the value the new field will initially have. For each new
recipient, for instance, the OpenEMM will fill in the default value for the profile.
Numerical fields should have a default value of 0. For fields like a Alphanumerical field
indicating the main country traveled to, a default value of none would be useful. Then
you can use the search function (chapter "Searching for fields") after a few months to
filter all recipients who have not entered anything into that field yet. It is possible to
change the default value any time. Once you set a new default value, all new recipients
get this new value. Old recipients maintain the old default value.

Please note: No standard value is assigned for entries in the format Date.

8. Once you have made all your entries, click on the Save button. The system will now
display an overview with the new field added at the bottom.
Please note: Once you have created a field, only the field name and the description
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may be changed. Other parameters (Length, Type, etc.) can no longer be amended.
All you can do is to delete the field and start again.

Field name Fieldname in DB Type Length Default value Visibility Sort

AGE_YEARS AGE_YEARS Mumerical visible without sorting @"
Birthday BIRTHDAY Date not visible without sorting @
Click count CLICK_COUNT Mumerical 0 | not visible without sorting @’
Geburtstag GEBURTSTAG Date not visible without sorting B”
Interessel INTERESSE_1 Mumerical 0 | not visible without sorting @"
INTERESSE_AUTOS INTERESSE_AUTOS Mumerical not visible without sorting @’
INTERESSE_REISEM INTERESSE_REISEM Mumerical not visible without sorting @’
Interest Cars INTEREST_CARS Mumerical 0 | not visible without sorting @"
Interest Travel INTEREST_TRAVEL Mumerical 0 | not visible without sorting @

Fig. 8.22: The newly created field is displayed in its correct alphabetical sequence in the overview.

8.2.2.3 Deleting existing fields

1. If you have mistakenly created a field, call up the field overview by clicking on
Administration and Edit profile fields in the navigation bar.

2. At the end of the line with the field you want to delete, click on the Delete symbol.

3. For security reasons, there is an intermediate step where you are asked for
confirmation that you do indeed want to delete that field. Possible answers are the
Delete or Cancel buttons.

4. Before deleting, the OpenEMM checks whether the field in question is being used in
other program functions. If for instance you defined a target group using the field, the
system will not accept your order to delete it. You will have to delete the target group
first.

Field name: BIRTHDAY

Profile field cannot be deleted because there are target groups depending from it. The target groups affected are:
Rule: Birthday

Fig. 8.23: Before deleting a field, the system checks whether it is used by other program functions.

Please note: You should be extra careful before you delete a database field. Deleting the
field also deletes all data entered into that field in the meantime. Once deleted, data
cannot be restored.

8.2.3 Defining actions

An action is used to define what to do when a recipient clicks on a link. It could, for
instance, cause a change in the recipient’s user profile by incrementing the value in a
Numerical field by 7. An action could also cause a mailing to be sent. Actions can
combine several steps. In this chapter, we will deal with changing user profiles and
sending out a mailing separately to keep things clear.
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8.2.3.1 Managing actions

If you want to create a new action, call the overview list. Here you will find all the actions
that have been previously created. You can also rework or delete existing actions there.

Qverview

List size: @ 20 50 100 [ Show ]
12 21 Entries found, show from 21 to 21,
Action Description used in form Creation date Change date

User_Daten_speichern Speichert Daten in DB Yes 2014-01-30 @'

12 21 Entries found, show from 21 to 21.

Al [onfoff] Bulk action: Delete selected actions

Fig. 8.24: OpenEMM lists all previously created actions in the overview.

1. Call the category Forms & Actions and switch to the sub-category Actions.

2. All already-created actions are listed by OpenEMM in the overview. The name of each
form is contained under the column Action, while the Description column explains its
function. The column Used in form shows whether the action is already used in a
form. If you move the cursor to the Yes in this column, OpenEMM displays the name of
the according form.

3. To maintain an overview for longer lists, these can be sorted according to the column
headings. One click on the column concerned sorts the entries initially in alphabetically
ascending order, i.e. from Ato Z. Afurther click reverses the sort sequence. In addition,
the List size option limits the number of simultaneously displayed list entries to 20, 50
or 100.

4. To edit an action that has already been created, simply click on its name or description,
or on the symbol in the last column. OpenEMM then automatically displays the contents
of the action.

5. If you no longer need an action, you can delete it via the Wastebasket symbol in the
right-hand column.

6. You can see the entry dialog for an action that has to be newly defined in the New
action tab. The next section shows you how to best proceed.

The following actions are available in the drop-down field Type: The empty lines are
deliberately left empty.

Action Description
Unsubscribe Removes a recipient from a mailing list.
Send action-based Sends an activated action-based mailing.
mailing Parameters:
Mailing: Mailing to be sent.
Delay: Delay in sending after the action is triggered.
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Subscribe

Places the recipient on a mailing list. To do so, at least the
information about the mailing list, gender, e-mail and mail
type must be transferred. See the chapter "Example: Opt-in
form" or "Example: Subscribing with double opt-in".

Parameters:

Key column: OpenEMM compares this column with the
database and updates the existing data.

Use double-opt-in: Selection of the subscribing procedure.
Check for duplicate records: Comparison to existing data
in the OpenEMM database.

Show archive mailing

Carries out the action to display Fullview. See chapter "
Fullview: Always display HTML mails correctly".

Parameters:
Expires: After this date, Fullview can no longer be called up,
and an error page is displayed.

Double-opt-in
confirmation

Sets the status of the recipient from Waiting for confirmation
to Active. See the chapter "Example: Subscribing with double
opt-in".

Load recipient-data

The recipient data for a recipient is loaded. The agnUID must
be transferred for this. See the chapter "Example: Form for a
user profile amendment".

Parameters:

Load even if customer is not a active subscriber:
Recipient data is also loaded for recipients who have
unsubscribed.

Mailing-archive list

Shows an overview of sent mailings in an archive for which
Show in online-archive has been activated in the detail
view of a mailing.

Parameters:

Archive: Selection of subscription procedure.

Modify profile

Changes the profile field of a recipient. See the chapter "
Action: Changing recipient profile".

Parameters:

Column name: Selection of the profile field to be changed,
the action and the value.

Send service e-mail

Sends a single e-mail to a selected recipient with self-
defined text. A valid agnUID must be transferred for this in
order to exclude misuse. If you want to use data from the
recipient profile in a service name, you must load this in the
first step of the action.

Parameters:

To: The e-mail address of the recipient

Subject: Reference line of the e-mail.

Text version: Text version of the e-mail.

HTML version: HTML version of the e-mail.
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Script-action Executes self-defined scripts. See the chapter "Action:
Including a script in an action".

Parameters:

Script: Script to be executed.

Show specific Shows the content of a content block of a mailing. Works
contentblock like Show archive mailing.

Parameters:

Name ot the contentblock: Name of the content block
within the Mailing.

8.2.3.2 Action: Changing recipient profile

To define a new action changing a user profile, proceed as follows:

1. In the navigation bar, click on the Forms & Actions and Actions button. The overview
will display defined actions with the two symbols Delete and Edit at the end of the line.

2. Click on the New action sub-menu in the navigation bar. The system will display an
entry dialog in the contents area.

3. In the Name box, select an appropriate name for the action. This name will be displayed
each time you are prompted by the OpenEMM to select an action. To simplify your
work, the name should be meaningful. In the Description box, you can give a
description of the intended aim of the action. This makes sense particularly if several
people work with the OpenEMM.

4. The Usage drop-down list is used to determine how the action should be used.
Technically speaking there is no difference between actions. However, it is much easier
to manage your work with OpenEMM if you do specify a usage for an action. There are
several entry dialogs where the system presents all actions defined so far in a drop-
down list. Some examples are statistical evaluations of trackable links or the various
forms pages. If you define an action as being for links only, you are making sure that the
action in question will only appear in drop-down lists where the subject matter is link-
related. This reduces the number of entries in drop-down lists. The selection only for
forms means that this particular action will only appear in drop-down lists on forms
pages. Selecting Links and forms specifies that the action is always available.

New action

Name: |nterest Cars Description (optional): gsces Fiela Interest_Cars by 1.
Usage: gnly for Links v

Add step:
Type:  Modify profile -
Action: [ Save )
Fig. 8.25: Select a meaningful name and description for your new action.

5. Next, you select what the action should do in a first step. The Type drop-down list
offers you the choices listed in chapter "Managing actions". This chapter is concerned
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with profiles. You should therefore leave the Modify profile setting. To conclude your
entries, click on the Save button. Further information on the various options is
contained in the forms chapter "Forms".

. When enhancing data via a profile modification, only the self-defined fields are available

for selection. The OpenEMM-specific fields such as Mail type and Gender are no longer
available. Now you define in the OpenEMM exactly which field the system should
change in the recipient profile and how. To do so, click the button Add next to the
selected type. Thereupon the Column name appears in the selection list, showing all
fields in the recipient profile. These comprise only your self-defined fields. Select the
desired field, in this example the self-defined INTEREST_SANDALS.

New action

Mame: |nterestCars Description (optional): gises field Interest_Cars by 1.

Usage: only for Links -
Steps:

1. Modify profile

Column name: INTEREST_CARS L\\, - o+ =1

[T
Add step:
Type:  Modify profile - Ly
Action: [ Save ]

Fig. 8.26: Using drop-down lists, you select which field to change and how.

7. The second drop-down list features the operator. In the last box you can type the value

the operator should process. This is different according to the field type.

The Plus (+) and Minus (-) operators only make sense in Number fields. They
increment or decrement a numerical value in the field. If you wanted to register a
recipient’s interest in a specific topic, you would increment that value. If, on the other
hand, the recipient registered disinterest by clicking, the value could be decremented. In
the last box you can enter the numerical value the system should use to add or
subtract. In our example, the contents of our INTEREST_TRAVEL field would be
incremented by 1 (+1).

The equals sign (=) means the contents should be equated to that value, irrespective of
what was stored there before. This operator may be used for all field types, i.e.
Numerical, Date and Alphanumerical. The contents of the last entry box must match,
of course. A Alphanumerical field will take any Unicode character; a Numerical field
will only take figures. The system expects a Date to be entered in the YYYYMMDD
format, i.e. 20061224 for Christmas Eve 2006.

8. Once you have made all your entries, clicking on Save will store them in the system.

9. The Add step area will take any number of new steps for this particular action. Just

repeat from step 4. Steps already defined may be amended at any time. All you need to
do is to enter new values and confirm by clicking on Save.

Please note: It is not a problem to combine modifying a profile, sending an email and
other options within the same action.
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10.To delete a step, click on the Delete symbol at the end of the relevant line.
Please note: The OpenEMM will delete that step without asking for confirmation. You
should take care with that button.

8.2.3.3 Action: Triggering an action-based mailing

Before triggering an action-based mailing using an action, you must create a new mailing.
Proceed as follows:

1. Create a new mailing as described in chapter "Mailings - Sending out newsletters". All
options described there are at your disposal. It is a good idea to start all action-based
mailings with a specific text like for instance Event: This makes mailing management
easier.

2. In the entry dialog for the new mailing, select Action-based mailing as the Mailing type.
Save the new mailing by clicking on the Save button and proceed like for any other
mailing.

Name: Special-Mailing: Travel g test

Description
(optional):

Planned for: E

» General Setting

» Taraet aroups

<] Email
Subject:  Starttraveling now!
Sender email:  service@agnitas.de Charset:  Unicods (UTF-8) -
Sender full name: - AGNITAS AG - Service Line feed after: 72 Characters .
Reply toemall:  service@agnitas.de Format:  Text, HTML and Offine-HTML -
Reply to full name:  AGNITAS AG - Service Measure openrate:  attop of email -

Envelope email:

Create followup rmailing
» Show template

» Media types
Meiing:

Fig. 8.27: Create a new mailing, selecting the Type Action-based mailing.

3. Once you have finished defining contents, trackable links etc., click on the Send
mailing tab. Unlike for normal mailings, the bottom button is not Send mailing, but
Activate. Click on this button to activate your action-based mailing.

Please note: Action-based mailings will not be sent to the recipients right away. It only
activates the mailing in the OpenEMM so that a defined action may trigger sending an
email to that recipient. Only recipients who have triggered the action by clicking on a link
will receive a mailing.
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SpedalMailing: Travel
Preview of maiing

‘four mailing is now ready for sending.
‘fou may test it with the following
two links or activate it.

Check links: Check .e.dmm-Mailing: Test-Mailing: Deiveryte:  Adminftest recipients ~

Activate
mailing:

Fig. 8.28: The link Activate mailing tells the OpenEMM that an action-based mailing is ready.

4. If you want an action to trigger a mailing, the procedure to follow is similar to that

needed for a profile modification. Follow steps 1 to 3 as described in the previous
chapter "Action: Changing recipient profile". This calls up the entry dialog for an action;
you enter a name and description. After that, proceed as follows:

5. Set the Type drop-down list to Send actionbased mailing and click on Add. Clicking on

the Save button sends your entries to the system.

Name: gend Special-Mailing: Travel Description (0ptional): seng special-Mailing witn

. " information about traveling
Usage: only for Links -

Add step:
Type: Send actionbased mailing l}'

Action:

Fig. 8.29: The setting Send actionbased mailing creates an action which sends out mailings.

6. In the contents area under Steps, you will see a different entry dialog from that shown

for profile modification, since a mailing requires different parameters. The drop-down
list displays all action-based mailing lists which you have defined so far. Select the

relevant mailing.
Please note: The drop-down list does not feature either normal mailings or date-based

mailings.

7. The Delay drop-down list sets the time lapse between starting the action and sending

the email. There are various options, from one hour to seven days. A delay makes
sense, for instance, if you offer the recipient an individual offer. Any normal person
would expect this to take several hours at least.
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Mew action

Mame: Send Special-Mailing: Travel Description (optional): seng Special-Mailing with

. - information about traveling
Usage: gnly for Links -

Steps:

1. Send actionbased mailing

Maiing:  Special-Mailing: Travel v
Delay: 1 Hour l} -
| oeete )
Add step:
Type: Send actionbased mailing hR ~dd
Action: | Save ]
Fig. 8.30: The Delay drop-down list sets the delay after which the action actually sends out the

email.

8. By clicking on the Save button, the changed settings are stored in the system.

9. The Add step area will take any number of new steps for this particular action. Just
repeat from step 4. Steps already defined may be amended at any time. All you need to
do is to enter new values and confirm by clicking on Save.

Please note: It is not a problem to modify a profile and send an e-mail within the same
action.

10.To delete a step, click on the Delete symbol at the end of the relevant line.
Please note: The OpenEMM will delete that step without asking for confirmation. You
should take care with that button.

8.2.3.4 Action: Including a script in an action
The OpenEMM allows you to execute your own made scripts. You can write your own

script and include it in an OpenEMM action.

You just have to create a New action. After you filled in the first part of the page, choose
Script-Action in the Type dropdown and click on Add. Now type in your code and click
on Save.

Now you can insert your script in the field. Conclude with Save.

There is also the possibility to add a script to an existing action. Choose an action from
the action overview. In the section Add step, choose Script-Action and click on Add.
Now type in your code and click on Save.

An example for adding a script action is "Sending the last newsletter just after
subscription" in the chapter "Sending the last newsletter just after subscription".

Further information can be found in the "Documentation for OpenEMM ScriptActions” on
http://www.openemm.org.
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8.24

Linking actions and trackable links

Now you have finished preparations for the start of dialog marketing which allows you to
send out targeted and customized mailings. You must, however, still define the links
recipients can click on to trigger actions you have defined. To do this, you create a normal
mailing containing trackable links within the mailing text (see chapter "Using trackable
links"). Those links will trigger the actions you have defined in the preceding chapter "
Defining actions".

1. Create a new mailing as described in chapter "Mailings - Sending out newsletters". All
options described there are at your disposal. Specify Normal mailing as the Mailing

type.

2. In the Content tab, insert a trackable link as described in chapter "Using trackable links
". The trackable link must point to an existing URL, for instance a page on your web site
featuring a special offer connected to the topic. The reason is that if a recipient clicks
on the link, the OpenEMM registers the click and then forwards it to the original URL. If
that URL does not exist, the recipient’s browser produces an error message — which
does not look very professional. It is sufficient to create a simple page thanking the
recipient for his or her interest.

Text module: Text

Interestgroup — -

EHTML Code
[2gnTITLE type=1]!

Please click here for information about cars:
http://www.myshop.org/cars . html

Please click here for information about travel:
http://www.myshop.org/travel .html

Sincerly,
Your MyShop-Team

Target group: All subscribers -

N I
Fig. 8.31: The mailing contains a trackable link (highlighted).

3. Select the Trackable links tab. The OpenEMM displays all trackable links included in
the mailing. In the overview, click on the link you would like to use to trigger an action.

4. Now, the system displays details on the selected link. Enter a Description in the
relevant box, and select whether the link should be trackable or not. To trigger an
action, a link must be trackable.
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Edit links individually:
URL Description Trackable Relevance Action M e tend link
~  http:ffwww.mys Text and HTML versiol for dick statistics and | Mo action Mo =] @
«  http:ffwww.mys Text and HTML versiol  for dick statistics and | Mo action Mo [} @

Fig. 8.32: Select the trackable link that is to trigger an action.

5. In the Action drop-down list you set which previously defined action should be triggered
by a click on that link. All previously defined actions are displayed in that drop-down list.
Please note that each link can only trigger one action. If you need to trigger several
actions, for instance changing several profile fields, you need to define a multi-step

action.

URL: http:/ fwww.myshop.org/travel.html
Description: Link for Travel-Mailing|

Trackable: Text and HTML version -
relevance for stats: for click statistics and total clicks -
Action: Send Special-Mailing: Travel -
Measure through Website/Shop: No -

Warning: Profile- and optoutlinks are not permitted to be marked for deeptracking.

extend link: [}

Fig. 8.33: Select the action which should be triggered by the trackable link.

6. Once you have made all your entries, clicking on Save will store them in the system.

Now that you have defined the action connected to the link, the newsletter is ready for
sending. If you click on the Statistics button in the navigation bar, a list of click statistics is
displayed (see chapter "What are the available statistical functions?").
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8.3

Closed-loop marketing

Closed-loop marketing is direct marketing under ideal circumstances. This dialog
marketing process consists of a self-governing control loop involving the results of an
email marketing campaign flowing directly into the draft of the next campaign. The
OpenEMM system provides you with the corresponding tool for this. It enables you to
further develop your subscriber database, since the subscriber profiles are automatically
extended with the feedback from the recipients and updated for the next mailing
campaign. As such, it is possible to optimize the way you address customers by allowing
the interests of your customers to be incorporated for future campaigns.

In other words, this implies addressing prospects and existing customers with the aid of
database-assisted emails that are customized for each recipient and individualized as
regards the contents on the basis of a specific customer profile so as to achieve a
maximum response quota.

Receive Response

Fig. 8.34: Using the information fed back, you can plan your next mailing campaign more
effectively.

If a subscriber clicks on a specific link, the OpenEMM changes the profile of the clicking
subscriber such that the click behavior triggers new actions (e.g. correspondingly
modified contents in the next newsletter).

An example will make this clear. Let us assume you incorporate two links in your
newsletter, namely one for a travel offer to Australia and another to a car manufacturer
and his latest model that you have on offer. Subscriber A decides to click on the link to the
travel offer, whereas subscriber B opts for the car offer. This process is noted in the
subscriber’s recipient profile — the dialog with the subscriber slowly forms a profile of his
or her interests. As soon as the subscriber has clicked a pre-defined number of times,
further email actions could be triggered based on the profile characterized by the clicks.
Subscriber A seems to be interested in travel, so you could send him or her customized
information about special travel offers at a later stage. Subscriber B being interested in
cars will receive car information based on his interest profile as shown by his clicking
behavior.

Framework conditions for dialog marketing are set in the OpenEMM in four stages:

1. Firstly, create a corresponding field in the Profile Database to store click behavior.
2. Secondly, define an action modifying subscriber profiles.

3. Now, connect the link inside your newsletter (with which you wish to establish the click
behavior of your subscribers) to a pre-defined action.
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4. After sending out the newsletter, you can prepare follow-on mailing and define target
groups for them.

Editing recipient profile

The example measures subscribers’ interest for two different topics (travel and cars).
This requires two additional fields in the user profile. Every time the subscriber clicks on a
topic-related link, the field content is to be incremented by 1. After a few mailings,
subscribers’ interests become clearer. A recipient who only clicked on the travel link once
is not nearly as interested as a subscriber with 15 clicks registered in his or her profile.
You must create two Number fields with a default value of 0. Meaningful names would be
INTEREST_TRAVEL and INTEREST_CARS.

1. Click on Administration in the navigation bar, then on the sub-menu Edit profile fields
. The contents area will display a list of all available user-defined fields. Click on the
New field tab.

2. Type Car interest into the first field behind the Field name. Under Description,
describe the field in detail — not much in this case. Under Field name in DB enter
Interest_Cars. The name spelling need not be case-sensitive. The OpenEMM converts
everything into upper-case letters anyway. Select Numerical as the field Type. The
Length field need not be changed. The system sets 22 characters as the default value.
Set a Default value of 0in the last box. This means all profiles will start with the same
value.

3. Click on Save to conclude your entries and close the field.
Mew field

Field name: Interest Cars Description:

Fieldname in DB: INTEREST_CARS
Type: Numerical
Defauft value: 0

Nul-value allowed: Yes

Field visible

Line after this field

Value defines grade of v
interest

Sort without sorting A

Fig. 8.35: Create a new Number field entitled Interest_Cars.

4. The second field denoting interest in travel is created in a similar way. The Field name
is Travel interest, the Field name in DB Interest_Travel, the Type Numerical and the
Default value 0. Store your entries by clicking on Save.

Defining actions

For our example we need two actions incrementing both Numerical fields,
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INTEREST_CARS and INTEREST_TRAVEL, by 1 each. Proceed as follows:

1. In the navigation bar, click on the Actions button, then on the sub-menu New action.
Mew action

Name: |nterest Travel +1 Description (optional): gises the field

. . Interest Travel by 1.
Usage: only for Links - -

Add step:

Type: Modify profile -

Action: (R
Fig. 8.36: Add a new action which is to modify the INTEREST_TRAVEL field

2. For the Name field in the entry dialog, enter Travel interest +1. You are free in selecting
any name for your action. Precise names, however, will make it easier to manage
actions later, especially if you have created dozens of actions in the meantime. The
Description can be short, since the action does not involve any complex steps. Select
Profile modification as the field type. Now click on the Save button.

3. Under Steps, the OpenEMM now displays entry fields and drop-down lists for you to
determine what the planned action should do. In the Column name drop-down list,
select the field INTEREST_TRAVEL. In the next drop-down list, select the + sign as
the operator. Enter 7 as a value into the last box. This causes the value in the
INTEREST_TRAVEL field to be incremented by 1 each time the link is clicked. Now
click on Save to close the field.

Mew action

Name: |nterest Travel +1 Description (optional): gises the field

- Interest Travel by 1.
Usage: gnly for Links - - ¥

Steps:

1. Modify profile

Colurnn name:  INTEREST_TRAVEL > + v 1

Add step:
Type:  Modify profile - Gy

Action:
Fig. 8.37: The first step increments the field value by 1.

4. As described in steps 1 to 3, create an identical action to increment the value in the
INTEREST_CARS field by 1.

5. Each time you call up the overview by clicking on the Actions button in the navigation
bar, both new actions will be displayed (and their name will serve to distinguish them).

200 © 2014 AGNITAS AG



Forms & Actions %

OPENEMM
Overview
list size: @ 20 50 100 | Show ] 12 21Entries found, show from 1 to 20.
Action Description used on form
Description (optional) Yes @'
Yes @'
Anmeldung per Double-Opt-In fes B’
L&dt das Profil des betroffenen... Yes @’
Speichert die Profildaten des Empfangers... Yes @'
No E 4
Interest Cars+1 Rises field Interest_Cars by 1. Mo B’
Interest Travel +1 Rises the field Interest_Travel by... Mo B’
Fig. 8.38: The two new actions in the overview (as well as the others which are irrelevant to our
example).

On the overview page of all actions created there is a pointer to show if a action is used in
a form. This information helps in deleting campaigns that are no longer used.

8.3.3 Connecting links to actions

Now you create the mailing you wish to use to find out about recipients’ interests. It is
structured just like any other mailing, but contains two trackable links connected to the two
actions created in the preceding chapter. Further information on creating a mailing is
contained in chapter "Mailings - Sending out newsletters". This example assumes that the
relevant mailing already exists. All you need to do is to insert two trackable links and
connect them to actions.

1. Create a new mailing as described in chapter "Mailings - Sending out newsletters".
Click on the Content tab and open the email text entry dialog by clicking on the Text
version link. Insert two links into the text, writing out the address as follows: http.//www.
my-company.com/cars and http.//www.my-company.com/travel. Please note the URLs
must, in fact exist, otherwise recipients will receive an error message when clicking on
the link in their browser. Moreover, the text version should include a unique description
to precede the link; link addresses are converted into a sequence of numbers when
sending. Click on Save to store your entries.
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Text module: Text

Interestaroup —_ -

EHTML Code
[2gnTITLE type=1]!

Pleazse click on one of the following links:

Cars: http://www.onlinshop.de/cars
Travel: http://www.onlinshop.de/travel

Sincerly,
Your CnlineShop

Target group: All subscribers -

Fig. 8.39: The email text features two trackable links.

2. Open the Trackable links tab by clicking on it. The system displays a list with the two

links inserted in the previous step. Click on the first link to edit it; in our example it refers
to cars.

3. In the contents area, the system now displays the entry dialog for the selected trackable

link. As a Description, you could enter text like, for instance, Track interest in cars.
However, it is the Action drop-down list which is crucial. Clicking on the arrow displays
all defined actions. Select the action Interest_Cars +1. Save the new settings by
clicking on the Save button.

URL: http:/fwww.onlinshop.defcars

Description: Car interest

Trackable: Textand HTML version -
relevance for stats: for click statistics and total clicks -
Action: Interest Cars+1 -
Measure through Website/Shop: Mo -

warning: Profile- and optoutlinks are not permitted to be marked for deeptracking.

extend link: B

Fig. 8.40: The drop-down list is used to connect a link to an action.

4. For the second trackable link, proceed as described in steps 2 and 3. The action to
select this time is Interest_Travel +1. This concludes the connecting of trackable links
to actions. Further information on links within email text can be found in chapter "Using
trackable links".

Now you can test and send out your mailing as described in chapter "Testing and sending
a mailing". As soon as a recipient clicks on either of the links in the email, the OpenEMM
starts the action connected to the link and causes the browser to call up the original URL.
Without further effort on your side, recipients can now modify their own profile in the
database. The following chapter explains how to utilize the data collected in this way.
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Yon AGMITAS AG - Service <info@agnitas.dex
Betreff Closed Loop Marketing

An Sie

Dear sir or madam,
please click on one of the following links:
Cars: http://rdir.de/r.himl?uid=4.B.WU-.Kp6.wEQS.ROQKVKPCXK orOtoXTt374

Travel:
http://rdir.de/r.html?uid=A.B.WU-.Kp6.wEQ9.Bi5k84hNEIHSOLYSUZRUSA

Sincerly,
Your OnlineShop

Fig. 8.41: This is what the text mailing looks like in a recipient’s email client.
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8.4

8.4.1

Automatic mailing - An example

The following example explains how the recipient — by clicking on a link — triggers a follow-
up mailing. This basically works in a similar way to closed-loop marketing, with several
special features. In our example, the recipient should be able to request additional
information about cars by e-mail by clicking on a link.

1. Create the follow-up mailing the recipient should receive after clicking on a link.
2. Define the action triggering the sending of the email and modifying the recipient profile.

3. Finally, create the basic mailing containing the trackable link for requesting further
news.

At first, steps seem to be exactly the wrong way round. The basic mailing, after all,
reaches the recipient first. As far as the OpenEMM is concerned, however, this sequence
does make sense. In order to be able to define trackable links for the basic mailing, the
actions they are to trigger must have been defined first. And in order to be able to define a
mailing, the system must know which additional (or follow-on) mailing it is to send with it.

Creating a follow-up mailing

First, you will create the mailing that only customers who click on the required link will
receive. This is not a normal mailing; it is a so-called action-based or action-based
mailing. Proceed as follows:

1. In the navigation bar, click on the Mailings button, then on the sub-menu New Mailing.
Entry boxes and drop-down lists are used in the same way as for a normal mailing.
There is only one difference: the Mailing type. This is an Action-based mailing. It
makes sense to select a mailing name starting with the word Event:, because then you
will immediately know that this mailing has been triggered as a reaction to a mouse
click on a link. To conclude your entries, click on the Save button.

2. Under the Content tab, insert the text for the mailing. All functions available for normal
mailings (see chapter "Mailings - Sending out newsletters") are at your disposal, for
instance file attachments or trackable links. In our example, the functions are not
required.

3. Now click on the Send mailing tab. The contents area displays several links you can
use to test your mailing. As soon as you are satisfied with your amendments, click on
Activate. This causes the action-based mailing to “go live” and be used by an action.
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SpeciakMailing: Travel

Preview of mailing

‘four mailing is now ready for sending.
‘You may test it with the following
two links or activate it.

Check links: Check a:dmm-Mailing: Test-Mailing: Defveryto:  Adminjtest recipients

Activate Activate

mailing:

Fig. 8.42: If the action-based mailing is ready, activate it by clicking on the Send mailing tab.

Please note: When clicking on a mailing which has already been activated to see its
details, you will notice that certain data may no longer be changed. They are the drop-
down lists Mailing list, Target group and Mailing type. These disabled elements are
greyed out by OpenEMM. An action-based mailing must be de-activated first before you
can make any further changes. Open the Send mailing tab and click on the Deactivate
link. You may now make any changes you want. Don’t forget to activate the mailing again
once you have finished. This is done in the Send mailing tab.

Defining actions

In our example, the action should do the following: trigger the follow-on mailing. Proceed
as follows:

1. In the navigation bar, click on the Forms & Actions and Actions button, then on the
sub-menu New action. Name the action in a meaningful way, e.g. Special travel
mailing. This will provide you with a unique description later. The Description can be
longer, if you wish. Select Send actionbased mailing as the Type. Now click on the
Save button.

2. The system now displays additional drop-down lists for the first action step. Select the
required action-based mailing from the Mailing drop-down list, in our example: Event:
Special travel mailing. Delaying the mailing does not make any sense in this case.
You can leave the default setting No delay unchanged.

Please note: If you cannot see anything in the Mailing drop-down list, it is more than
likely that you did not activate the action-based mailing in the Send mailing tab (see
preceding chapter "Creating a follow-up mailing").
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Name: Send Special-Mailing: Travel Description (optional): seng special-Mailing with

. - information about traveling
Usage: only for Links -

Steps:

Add step:

Type: Send actionbased mailing - m

Fig. 8.43: Creating a new action to send out a mailing.
3. Save the new settings by clicking on the Save button. This concludes the action.

8.4.3 Creating a basic mailing

As a last step, you will now create the basic mailing. This is a normal mailing containing at

least one trackable link triggering pre-defined actions. Proceed as follows:

1. Create a normal mailing as described in chapter "Mailings - Sending out newsletters".
All options described there are at your disposal.

2. After creating the mailing by clicking on Save, call up the Content tab. Within the
mailing text, insert a valid web address as a trackable link. If it is a text mail you are
creating, a http://... type URL will suffice. Do make sure the URL actually exists.
Otherwise recipients will receive an error message when clicking on the link in their

browser.

Text module: Text

Interestgroup — -
EHTML Code

[2gnTITLE type=1]!

Please click here for information about travel:
nttp://www.myshop.org/travel.html

Sincerly,
Your MyShop-Team

Target group: All subscribers A
D D

Fig. 8.44: Within the mailing text, insert a live link.

3. After inserting the link, call up the Trackable links tab. This will display an overview of
pre-defined links. Click on a link to view its details.
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4. The entry dialog for trackable links is really very simple. Enter a short Description. In
the Trackable drop-down list, the Text and HTML version setting may be selected
unchanged. In the last drop-down list, Action, select the action defined in the preceding
chapter: Special travel mailing.

URL: http://www.myshop.org/travel.html
Description: Link for Travel-Mailing

Trackable: Text and HTML version -
relevance for stats: for click statistics and total clicks -
Action: Send Special-Mailing: Travel -
Measure through Website/Shop: No -

Wwarning: Profie- and optoutlinks are not permitted to be marked for deeptracking.

extend link: [}

Fig. 8.45: Connecting the link from the basic mailing with an action.

5. Save the new settings by clicking on the Save button. This completes the mailing
which can now be tested and sent as described in chapter "Testing and sending a

mailing".
Yon AGMITAS AG - Service <info@agnitas.de>i
Betreff You have to decide

An Sie

Dear sir or madam,

Please click here for information about cars:
http://rdir.de/r.html?uid=A.B.WUS.DGa. wIMt. FvOTSUKo37rVEXOYSVCysge

Please click here for information about travel:
http://rdir.de/r.html?uid=4A.B.WU9.DGa.wIMu.FgG99FZ9gtmIcdG8vCGE5s

Sincerly,
Your MyShop-Team

Fig. 8.46: This is what the basic mailing looks like in a recipient’s email client (in this case:
Pegasus Mail).
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9 Content Manager

Content of this chapter

¢ You learn how to use the Content Manager.
¢ You create and edit Module types, Content modules and CM templates.
¢ You define CM categories to maintain overview.

¢ You learn how to send out mailings with Content Manager.
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9.1 Whatis Content Manager?

Content Manager offers you even more flexibility when creating mailings than the
templates introduced in chapter "Templates - Re-usable text modules". At first glance, the
basic principle of both functions is the same. just as with a template, with Content
Manager you define the components of a mailing as well as those points in which should
contain up to date texts. The special feature of Content Manager is that, in comparison to
templates, mailings created using it no longer have a “rigid” structure. In Content Manager,
you conveniently create the boilerplates and contents for mailings using a building block
system. Moreover, the content modules of this building block system, in contrast to the
text blocks, are not tied to a template or a specific mailing but can be edited and managed
separately.

A mailing template defined using Content Manager consists of individual modules, the
arrangement of which you decide for each mailing. When creating mailings, you can
change the sequence of the individual components defined in Content Manager directly in
the Content tab and add new components at any time with a mouse click. In this way
Content Manager lets you design mailings considerably more dynamically, and particularly
helps those users who are not especially familiar with HTML, but who would still like to
create and send professionally designed mailings without much effort.

With its flexible structure for mailings, the Content Manager building block system offers a
further advantage. If you have already integrated the appropriate AGNITAS tags into the
boilerplate, you no longer have to add your current texts to these, and you can quite
literally create your mailing with just a few mouse clicks. OpenEMM subsequently puts
together the mailings automatically from these individual parts.

Please note: Beside the Content Manager you can still use the templates presented in
chapter "Templates - Re-usable text modules".You can use both features of OpenEMM
completely independent of one another and decide on a per project basis whether you
want to use templates or Content Manager. Although it is not possible to use a template
and the Content Manager for one mailing at the same time. A template must not assigned
to a CM Mailing and the other way round.

Content Manager does not replace the templates presented in, but is meant to
meaningfully add to their functionality. Content Manager is therefore intended to be an
additional support tool for your mailing projects.

Whether you decide to use Content Manager or templates — your mailings are created as
usual via the Mailings module. You can find out in chapter "Using CM templates in
mailings" how to use a CM template for a mailing.

How does Content Manager work? Mailing templates created with this function consists of
three components: Module type, Content module and CM template. Under the Module
categories menu point you can now assign each content module to a category freely
defined by you. When creating a new mailing this eases searching for a thematically
suitable content module, and is especially valuable if you use many different content
modules.

The smallest unit is the module type, a predefined text module that contains placeholders
for texts, graphics and links. The module type of the Content Manager can also be
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compared to a template. It defines a fixed frame, and in the mailing has only the current
texts added.

Name Preview

<< hide preview

[agnTEXT name="Text_links"] [agnTEXT name="Text_rechts"]
[agnL ABEL name="Linkname links"] [agnl ABEL name="Linkname rechis"

2_rows [P

Fig. 10.1: An example of a module type with placeholders for header, text and link.

Component number two, which is at the same time the next higher instance of the
Content Manager, is made up of content modules. These access the module types and
add the corresponding content to their placeholders. The module type used can be a
simple content module that, similar to the above figure, consists only of a header, a text
and a picture. More complex content modules that, for example, also contain an
introduction, copy text, graphics, sub-headers and links, can be created just as easily
using Content Manager.

Content modules

Category: <none> -
» Mew content module

list size: @20 @50 © 100 | =how ]

2 Entries found, show all Entries.

Name Preview
Sailing_2_columns_2 it B e Yl g TR BB @’
Test_vk Test Dies ist &in test AGHNITAS @’

2 Entries found, show all Entries.

Fig. 10.2: A content module supplements a module type with contents such as pictures or texts.
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The third and largest components of a mailing template created using Content Manager
are the CM templates. The CM template combines the individual content modules into a
basic structure that forms the framework for your mailing. In a conventional template, the
order of the text modules is defined by the position of the placeholders. In a CM template
however, the order of the individual content modules can be changed at any time.

The corresponding mailing boilerplate consists of one CM template and n content
modules. The Content Manager has therefore the following hierarchy for the individual
components:

¢ Mailing = CM template + n content modules

e Content module = module type + content for placeholders

¢ Module type = predefined text module (HTML code + placeholder for graphics, text and
links)

Name Preview

<< hide preview

[agnDYN name="cm2"/]
[agnDYN name="cm3"/] [agnDYN name="cm4"/] [agnDYN name="cm5"/] [a
name="cm6"/] [agnDYN name="cm7"/] [agnDYN name="cm8"/] [agnDYN nz
[agnDYN name="cm10"/] [agnDYN name="cm11"/] [agnDYN name="cml3".
name="cm14"/] [agnDYN name="cm15"/] [agnDYN name="cm16"/] [agnDY]
name="cm17"/] [agnDYN name="cm18"/]

EdE

Meue CM-Schablone

4 T b

Fig. 10.3: A CM template consists of placeholders for content modules, whose order you can change
at any time.

To cleanly separate mailings and their contents, all Content Manager components are
saved in a central database. And do not worry, all data is securely stored on our servers
and is available to you at all times.

If you have further questions on the creation of CM templates after reading this
introduction, please contact AGNITAS Support. We can create these boilerplates for you if
you wish, or together discuss the modified design.

Please note: If you use the CMS module of OpenEMM to build mailings and want to
change the default text for text mails, please change the content of field text in table
cm_text_version_tbl of database openemm_cms accordingly. At least you should change
the domain name of the links from localhost to your redirect domain name.
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9.2

9.2.1

9.2.2

Module types

Show available module types

To display available module types, click on the entries Mailings and Content Manager in
the navigation bar and then select the tab Module Types. On the following page,
OpenEMM shows all module types present as a list.

The table shows several pieces of information for each module type. The left-hand
column contains the name of the module type. The middle column shows the module type
in a small classic preview window together with its placeholders and thus gives you an
immediate overview of its content.

To get a larger preview of a module type, click on its preview image. You can make the
large preview smaller at any time by clicking on the Close preview command that can be
found directly to the left of and above the corresponding preview window.

The option List size defines how many module type entries should appear in the list. This
is preset to 20 entries, which you can alternatively extend to 50 or 100 entries. You can
accept this setting by clicking on the Show button. Content Manager then updates the list
shown.

Module types

» New module type

list size: @ 20 50 100 | Show ] 4 Entries found, show all Entries.
Name Preview
2_rows i, R i Edzlig

Fig. 10.4: Content Manager shows the module types available clearly arranged in list form and with a
preview.

In the right-hand column you can modify the module type. Three ways of doing this are
available: Delete module type (chapter "Deleting a module type"), edit module type
(chapter "Entering basic data") or assign the module type to a content module for further
handling (chapter "Adding contents to a module type and saving it as a content module").
You can find more concerning these points in the corresponding chapters.

Create a new module type

The Content Manager components are not tied to a specific mailing list or a mailing, but
are generally available for all mailings. The Content Manager therefore has its own areas
for CM templates, content modules and module types, in each of which you can carry out
management tasks.
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9.2.3 Entering basic data

1. Call the entries Mailings and Content Manager in the navigation bar and then click on
the tab Module Types. OpenEMM now lists an overview of all available module types.
To add a new module type, click on the New module type.

2. From the list of available module types select the one you want to use as the boilerplate
for the new module type. Then click on the Create button.

Module types

MName: 2_rows| Description (optional):

¥ Preview

Content:

<table> -
<tr>

<td>

<h3>»<font color="$#87ceeb">[agnlLABEL name="Titel links"] </font></h3>
</td»

m

<tds>

<h3><font color="#8T7ceeb">[agnlABEL name="Titel rechta"]</font></h3>

</td>

</trr

<tr>

<td>

[2gnTEXT name="Text links"]

</td> -

R sve ] Copy ] pelete
Fig. 10.5: The input mask for the creation of a new module type.

3. In the input field Name, give the module type a meaningful title. This designation
appears later in the overview list in which you select a module type. Later work is
considerably simplified when you assign a clear name.

4. In the input field Description, enter the information on the module type as exactly as
possible. The text should consist of one or two sentences and briefly describe the
function of the module type. This is particularly useful when someone else edits the
module type. The task of the module type should be clearly recognizable from the
description.

5. In the Content box now enter the text building blocks that are to be used by your
module type. Please note that, just as for the templates, you can use additional
AGNITAS tags to make the module type even more flexible. An example will help to
make this clear.

With the following code that consists exclusively of AGNITAS tags, you create a
module type with four placeholders consisting of one each for a graphic, a header, a
text and a web link consisting of URL and designation.

<img src="[agnIMAGE name="Picture"]">

[agnLABEL name="Header"]

[agnTEXT name="Text"]

<a href="[agnLINK name="LinkURL"]">[agnLABEL name="Linkname"|</a>
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Saving and copying module types

Once you have configured the module type, click on the Save button. OpenEMM now
checks all entries for correctness. If something is incorrect, the program outputs an error
message in red.

() Name is too short

Mame: 1 Description (optional):

Fig. 10.6: OpenEMM outputs an error message if you have not assigned a name for your module
type.

Please note: You only receive an error message in this input mask if you have not
assigned a name for your module type. In this case, choose a suitable name and confirm
your entry by again clicking on the Save button.

It often makes sense to copy the content of an existing module type to a new module type.
This could be the case if, for example, you want to generate a module type with a slightly
changed structure. So that you do not have to start from the beginning each time,
OpenEMM can create a copy of an existing module type. This can sometimes save you a
great deal of typing. To copy a module type, proceed as follows:

1. Click on the entries Content Manager followed by Module types, then select the
module type whose content you want to copy from the overview table.

2. Click on the symbol Edit for the appropriate module type to be able to edit the element
in the detail view.

Narme: Sailing_Editorial Description (optional):

¥ Preview

Content:

<tablex -
<tr>

<td>

<h3><font color="#87ceeb">[agnlABEL name="Titel links"]</font></h3> L
</td> F
<td>

<n3><font color="#87ceeb">[agnLABEL name="Titel rechts"]</font></h3>

</td>»

</tr»

<tr>

<td>

[2gnTEXT name="Text_links"]

</td>» -

Modie type:

Fig. 10.7: The Copy button lets you transfer the structure of an existing module type.
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3. In the detail view for the selected module type, you can see three buttons, including the
Copy button, underneath the input dialog. After clicking it, OpenEMM displays the input
dialog for a new module type.

4. All settings for the new module type are identical to those for the old module type. Only
the name has changed — the word Copy of is prefixed to the previous name. Assign a
new name for the copied module type and enter a meaningful description. OpenEMM
accepts your new module type with Save.

Adding contents to a module type and saving it as a content module

You can fill an available module type with contents directly in Content Manager and save it
as a content module via the submenu Module types. Keep in mind: A content module is
nothing else than a module type whose placeholders have been supplemented with
contents.

Switch to the entries Mailings and Content Manager followed by the tab Module types
in the module type overview and then select the module type that you want to fill with
contents. Then, in the list entry, click the symbol for the content module. This is on the far
right in the symbol bar and shows a page with the letters CM. OpenEMM now switches to
the Content Manager submenu Content Module and displays an input mask that lets you
add content to the module type. Proceed as in chapter "Entering basic data".

Content modules

MName: Description (optional):

Category: <pones -

» Preview
Content

Titel_links

Titel_rechts

Fig. 10.8: After clicking on the content module symbol, you can fill a module type directly with
contents and sawe it as a content module.

Deleting a module type

If necessary, you can also delete a module type. However this option only works if you
have previously saved a module type, or if already existing module types can be found in
the overview table. There are two ways to make the deletion.

¢ Open the overview list for existing module types by clicking on Mailings and Content
Manager in the navigation bar and then select the tab Module types. Click the Delete
symbol that can be found after the appropriate entry.

¢ Open the overview list for existing module types by clicking on Mailings and Content
Manager in the navigation bar and then select the tab Module types. Then open the
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edit dialog by clicking on the name of the module type in question. On this page, click on
the Delete button.

In both cases OpenEMM responds with a safety query that you confirm with the Delete
button. If however you click on Cancel, the template is retained.

9.3 Content modules

9.3.1 Show available content modules

You can display an overview of the content modules available by clicking on Mailings and
Content Manager in the navigation bar and then on the tab Content modules. On the
following page, OpenEMM shows all content modules present as a list.

If you want to see only the content module of a specific category, filter your selection via
the menu point Category.

Please note: If you have not yet assigned a category to a content module, you cannot
utilize this option. You can read how you can sort content modules according to
categories in chapter "CM categories".

The table shows several pieces of information for each content module. The left-hand
column contains the name of the content module. The middle column shows the content
module in a small preview window that gives you an overview of its content.

To get a larger preview of a content module, click on the corresponding image. You can
make the large preview smaller at any time by clicking on the hide preview command
directly to the left of and above the corresponding preview window.

216 © 2014 AGNITAS AG



Content Manager &

OPENEMM
Category: <none> -

» MNew content module

list: size: @20 @50 @100 | Show |

Hame Preview

2 Entries found, show all Entries.

Sailing_2_columns_2

Test_vk Test Dies ist ein test AGMITAS @

2 Entries found, show all Entries.

Fig. 10.9: The submenu Content Module shows all content modules available in Content Manager in
a conwenient list.

The option List size defines how many content module entries should appear in the list.
This is preset to 20 entries, which you can alternatively extend to 50 or 100 entries.
Clicking on the Show button accepts this setting.

9.3.2 Creating a new content module

OpenEMM provides on request all predefined content modules available in the submenu
Content Module and thus saves you a great deal of time. Due to the standardized
boilerplate, you can successfully create your own components quickly. Just as for the
module types and the CM templates, content modules are also not tied to a specific
mailing list or a specific mailing.

9.3.3 Entering basic data

1. To create a new content module, click on the entries Mailings and Content Manager
in the navigation bar and then click on the tab Content modules.

2. Click on the New content module link to use an already existing module type as the

boilerplate for a new one. Select one of the existing module types via the drop-down
menu.
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Content modules
Category:  <none> -
¥ New content module
Select content module type: 2_rows -

Content module: [ Create |

Fig. 10.10: OpenEMM provides numerous example content modules as boilerplates for your own
content modules.

. Confirm your selection by clicking on the Create button. OpenEMM now opens a new

window where you enter the basic data for the new content module.

. Depending on the module type boilerplate you have chosen, you must enter different

information on the new content module in the following dialog. No matter whether this
is, for example, a boilerplate for an editorial, a teaser or a headline, two data records
always remain the same; namely the Name and Description of the new content
module.

. In the input field Name, give the content module a meaningful title. This designation

appears later in the overview list of content modules. Assign as clear a name as
possible to simplify your work.

Please note: The designation given in Name is not related to the module name of the
agnDYN tag of the CM template.

. This also applies to the Description input field. The text should consist of one or two

sentences and briefly describe the function of the content module. This is particularly
useful when someone else edits the content module. They should be able to clearly
recognize the task of the content module from the description.

. Optionally assign the content module to a category. If you have not yet created any

categories, only the entry <none> appears in this selection menu. You can find out in
chapter "CM categories" how to create categories and assign content modules to them.

. Fill out all remaining fields. The information you have to enter depends on the boilerplate

selected. For a content module that you want to use as a banner, it is sufficient to enter
a corresponding graphic and a link. In contrast, OpenEMM needs considerably more
information for a two-column text element. The following table gives you an overview of
the individual, optional integrated content menu boilerplates:

Content module Description Necessary information
Sailing_Banner Banner Graphic, link URL
Sailing_Editorial Editorial Editorial, picture, name
Sailing_Footer Footer Text

Sailing_fullviewlink Link Link URL, link text
Sailing_headline Headline Text

Sailing_left_pic

Two-column text element
with picture in left column

Picture left, header, text, link
URL, link text

Sailing_navbar

Navigation bar

Navigation bar text, link URL,
link text
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Content module

Description

Necessary information

Sailing_nurText

Single-column text element

Header, text, link URL, link
text

Sailing_right_pic

Two-column text element
with picture in right column

Picture right, header, text,
link URL, link text

Sailing_rightPic&leftPic

Three-column text element
with picture in left and right

Picture right, picture left,
header, text, link URL, link

9.34

column text

Two-column text element Header left, header right, text
left, text right, link URL left,
link URL right, link text left,

link text right

Sailing_text_2cols

Saving a content module and assigning it to a mailing, copyin a content
module

Once you have configured the content module, click on the Save button. OpenEMMnow
checks all entries for correctness. If something is incorrect, the program outputs an error
message in red. If this is the case, check the information and click again on the Save
button.

You can assign each content module to one or more mailings. To do so, proceed as
follows: Click on the entries Mailings and Content Manager in the navigation bar and
then the tab Content modules to receive a list of available content modules. For the
desired module click on the symbol Edit and click on the button Assign to mailing.

OpenEMM now displays a list of all available mailings. To assign a content module to one
or more mailings, place a tick behind the corresponding entry in the list. Confirm your
settings by clicking on Save. Mailings that are not based on a CM template (see third
column) cannot have content modules assigned to them and the corresponding checkbox
is therefore grayed out.

Content modules

list: size: @ 20 50 100 | Show | 18 Entries found, show all Entries.

Mailing ID Mailing Assigned
91454
91453
90361
90360
90356
88254
86364
85928
84133
84113

84080 CM-Mailing v

Fig. 10.11: You can assign each content module to one or more mailings.
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Using module types as boilerplate for content modules is not the only option. It often
makes more sense to use the content of an existing content module as a boilerplate for a
new one. This is particularly useful when you want to generate a content module that has
only been changed slightly. In OpenEMM and create a copy of existing model and save on
time and typing effort. To copy a content module, proceed as follows:

1. In the navigation bar, click first on Mailings and Content Manager and then on
Content modules. Select the content module whose contents you want to copy from
the overview table.

2. Click on the symbol Edit for the appropriate content module to call its detail view.
Alternatively: Click on the name of the content module to switch to the edit dialog.

3. In the detail view for the selected content module, you can see four buttons, including
the Copy button, underneath the input dialog. After clicking it, OpenEMM displays the
input dialog for a new content module.

4. All settings for the new content module are identical to those for the old content module.
Only the name has changed — the word Copy is prefixed to the previous name. Assign
a name for the copied content module and enter a meaningful description. OpenEMM
accepts your new content module with Save.

Linkname_links

Yachten.de

LinkURL_rechts

http:/fwww.agnitas.de/

Linkname_rechts

Segel-Shoppen.de

content medule: (I (ETTILLLD €TH €D

Fig. 10.12: The Copy button lets you use the structure of an existing content module as a boilerplate
for a new content module.

Tip: You conveniently can adapt the contents of each content module by means of the
integrated HTML editor. For this purpose there are numerous icon commands directly
above the text field that are similar to Microsoft Word regarding presentation and function.

Start the editor by first sequentially calling the entries Mailings, Content manager and
Content modules from the navigation bar to get a list of available content modules. Now
click in the desired module on the symbol Edit and call the integrated HTML editor via the
icon next to the field header.
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Text_rechts =1
B Em: - #h | i TE- da-
SB 7 U | x IO = s EiE s
IEEEEQ F : Fort | Size -

A
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Cio you need sailing stuff? Click here:

Fig. 10.13: You can conveniently adapt the contents of each content module by
means of the integrated HTML editor just as conveniently as in Word.

9.3.5 Deleting a content module

If necessary, you can also delete a content module. However this option only works if you
have previously saved a content module, or if already existing content modules can be
found in the overview table. There are two ways to make the deletion.

e Open the overview list for existing content modules by clicking on Mailings and
Content Manager in the navigation bar and then select the submenu Content
modules. Click the Delete symbol that can be found after the appropriate entry.

¢ Open the overview list by clicking on Mailings and Content Manager in the navigation
bar and then click on the submenu Content modules. Then open the edit dialog by
clicking on the name of the content module in question. On this page, click on the
Delete button.

In both cases OpenEMM responds with a safety query that you confirm with the Delete
button. If however you click on Cancel, the content module is retained.

9.3.6 CM categories

The Content manager offers you the possibility of assigning each content module to a
category defined by you. This is, on one hand, particularly useful when you work with
many different Content modules and want to organize this collection to give a better
overview. On the other, the ability to select the category means you can quickly find the
Content module when you are creating a new mailing and need a specific boilerplate.

In order to call the CM categories, click on Mailings and Content manager in the main
menu and then on Module categories. OpenEMM now lists an overview of all available
CM categories.
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» Mew module category

list size: @20 @50 @100 2 Entries found, show all Entries.
Hame Description (optional)
Segel Spezial Spezialnewsletter @1
Segelwoche MNewsletter @

2 Entries found, show all Entries.

Fig. 10.14:0penEMM lists all available CM categories.

The option List size defines how many entries should appear in the list. This is preset to
20 entries, which you can alternatively extend to 50 or 100 entries. Clicking on the Show
button accepts this setting.

The table shows several items of information for each CM category. On the very left is
the Name, then the Description. On the right in every column, you will see two symbols
that allow you to delete or edit the CM category.

9.3.6.1 Create a new CM category

1. To create a new content module, click on the entries Mailings and Content manager
in the navigation bar and then on the tab CM categories and subsequently on the link
New CM Category.

2. In the input field Name, give the CM category a meaningful title. This designation
appears later in the overview list of CM categories. Select as clear a name as possible
to simplify your work.

3. This also applies to the Description input field. The text should consist of one or two
sentences and briefly describe the function of the CM category.

4. OpenEMM accepts all of the settings with Save.

9.3.6.2 Assigning a content module to a CM category

Every Content module can be assigned to a CM category. To do so, proceed as follows:
Click on the entries Mailings and Content manager in the navigation bar and then
Content modules to receive a list of available Content modules. For the desired module
click on the symbol Edit and then select the menu point Category to select the category
to which the content module is to be assigned.

Mame: Sailing_2_columns_2 Description (optional):

Category: Segel Spezial bs M

Fig. 10.15: If you hawe already created CM categories, you can assign any content module to these.

Then click on Save to accept these settings.
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9.3.6.3 Deleting a CM category

94

9.4.1

You can always delete a CM category. This only functions, however, after you have
previously created a CM category. To delete, proceed as follows:

1. Open the overview list for existing CM categories by clicking on Mailings and Content
manager in the navigation bar and then select the submenu CM categories. Click the
Delete symbol that can be found after the appropriate entry in the list.

2. OpenEMM responds with a safety query that you confirm with the Delete button. If
however you click on Cancel, the CM category is retained.

The content modules assigned to a CM category are not, of course, lost. When the CM
category is deleted, only the assignment is cancelled.

CM templates

A CMtemplate gives a mailing boilerplate created using Content Manager its ultimate
appearance. It combines the individual content modules into a basic HTML structure that
you can modify to fit your mailing requirements. A CM template consists of individual
content modules, whose structure is in its turn defined by module types. The placeholders
in a CM template for content modules are defined via the

[agnDYN name="modulname'/]

AGNITAS tag.

Show available CM templates

In the OpenEMM navigation bar, click on Mailings and Content manager to have a list of
available CM templates output.

As for the module types and the content modules, the overview table uses lists with a
practical preview function. OpenEMM shows each CM template in a small preview
window that informs you of its contents at a glance. This is particularly useful when you
work with many different CM templates and want to access a specific template quickly.

CM templates

» New CM template

list size: @20 ©50 © 100 [ Show ] One Entry found.
Name Preview
awaiy S
Meus CM-Schablone "JI_/ B’

One Entry found.

Fig. 10.16: OpenEMM displays a list of all available CM templates and a preview image.
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The left-hand column contains the name of the individual CM template and in the middle
the preview image. You can edit the CM template using the symbols in the right-hand
column of the table or by clicking the name.

94.2 Editing CM templates

In OpenEMM you can retrospectively edit each CM template to meet your needs at any
time. You can call a list of all available CM templates by selecting firstly Mailings and
then Content manager in the main OpenEMM menu. Then, for each desired CM
template, click on the Edit symbol.

OpenEMM now displays the CM templates in a new window. In the standard view,
OpenEMM lists the name and description of the templates and displays them in a preview.
Clicking on the Edit button allows you to modify the template contents. The button Assign
to mailing assigns the CM template to a mailing. In chapter "Using CM templates in
mailings" you can read how this functions.

Template content:
<html> -
<head>
<title>Sailing</ticle>
</head>
<body bgcolor="#f3fafc">
<table width="600" border="0" align="center":
<tr>
<td colspan="3" align="right">[agnD¥N name="cml"/]</td>
</tr>
<tr>
<td style="border:thin #0033CC solid"><table width="538" border="0" cellpadding="0"
cellspacing="0" bgcolor="4#FFFFFF">
<tr>
<td colspan="3" width="538"><img src="/cm5_image?fid=1302" alt="head"™
width="5%8" height="125"></td>
</tr>
<TIr>
<td colspan="3" width="35338"><img src="/cm5_image?fid=1301" alt="" border="o"
height="10" widch="1" /></td>
</tr>
<TIr>
<td colspan="3" width="598">[agnD¥N name="cm2"/]</cd>
</ftr>
<tr>
<td width="14"><img src="/cms_image?fid=1301" alt="" border="0" height="1"

m

width="14" /></td>
<td width="570"> [agnDYN name="cm3"/]
[2gnDYHN name="cm4"/]
[2gnDYH name="cm5"/]
[2gnDYHN name="cm&"/]

[2gnDYN name="cm7"/] i
Picture component:
blind.qif
[0 Edit
@ Upload:
Durchsuchen
External picture component:

Fig. 10.17: You can directly edit each the contents of each CM template in OpenEMM.

In the text box Template content you now see the contents of the CM template and can
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adapt this according to your wishes.

Please note: agnDYN tags must be placed in the body section of the HTML code. Tags
outside the body section are not recognized.

Directly under this input field you can the supplement the template with pictures or replace
existing ones.

e Change picture: OpenEMM lists all integrated pictures under the input field with the
template contents. In order to change an existing picture, set a tick next to Edit and then
enter the corresponding path under Import or External picture component.

¢ |f you want to remove the picture from the CM template, click on Delete.

¢ Add picture: In order to add a new picture to the CM template, set a tick next to Add,
give it a Name and then enter the corresponding path under Import or External
graphics component. Enter the name in the Name field that you used in the source
code in the associated agnIMAGE tag. Do not forget to create an agnIMAGE tag with the
same name in the source text so that OpenEMM can assign the new picture. (If the tag
has already been converted by OpenEMM into a path of the type /cms_image ?fid=4711,
simply overwrite the code again with the agnIMAGE tag.)
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9.4.3

Template content:
<html> -
<head>
<title>Sailing</title>
</head>
<body bgcolor="#f3fafc">
<table width="600" border="0" align="center">
<tr>
<td colspan="3" align="right">[agnD¥N name="cml"/]</td>
</tr>
<tr>
<td style="border:thin #0033CC solid"><table width="598" border="0" cellpadding="0"
cellspacing="0" bgcolor="4#FFFFFF">
<tr>
<td colspan="3" width="538"><img src="fcm5_image?fid=1302" alc="head"
width="598" height="125"></td>
</tr»
<tr>
<td colspan="3" width="538"><img src="fcm5_image?fid=1301" alt="" border="0"
height="10" width="1" /></td>
</tr»
<tr>
<td colspan="3" width="59&">[agnD¥N name="cm2"/]</td>
</tr»
<tr>
<td width="14"><img src="fcm5_image?fid=1301" alt="" border="0" height="1"
width="14" /></td>
<td width="570"> [agnDY¥N name="cm3i"/]
[agnDYN name="cm4"/]
[agnDYN name="cm5"/]
[agnDYN name="cm&"/]

m

[2gnDYHN name="cm7"/] -
Picture component:
blind.gif
[0 Edic
9 Upload:
Durchsuchen
External picture component:

Fig. 10.18: You can change pictures or add new ones in a CM template via this input mask.

Click on Save to store all CM template changes.

Uploading new CM templates

OpenEMM provides you with a sample CM template which you can use for your mailings
in exactly the same way as they already predefined content modules and module types.
You define the contents of the CM template in detail in the same way as for the “standard”
templates described starting in chapter "Templates - Re-usable text modules". by using
the navigation bar element Mailings. Chapter "Using CM templates in mailings". shows
you how to use CM templates for mailings.

If you do not want to use any of the predefined CM templates, you can alternatively upload
CM templates that you have created yourself to the OpenEMM server. These are then
available via the CM templates menu in the same way as the sample CM templates.

To upload a CM template, click on Mailings and Content manager and call the CM
template overview table via the tab CM templates. There, click on New CM template.
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¥ New CM template

Choose CM template: l% Charset: Unicode (UTF-8) -

CM template: W
Fig. 10.19: You upload your own CM templates to OpenEMM using the upload function.

You can of course set up the CM templates via AGNITAS tags such that they dynamically
react to building blocks that are present. In principle, a normal text editor is sufficient to
create the code for your CM template.

Please note: The CMtemplates must meet several requirements so that the OpenEMM
server can handle these without problems. These are in detail:

e If your CM template contains links to pictures, ensure that the associated pictures are
placed in a subdirectory and that the HTML file contains the file names with the
corresponding path. The pictures should not be in the same directory as your HTML file.

e The CMtemplate must be present as a ZIP file. This is an archive that contains all the
CMtemplate files. The HTML file must not be stored in a subfolder within the ZIP file and
all picture elements have to be stored in a subfolder "template-media" which is
referenced in the HTML file.The advantage: The ZIP permits compressed loss-free
storage of files, which can in certain circumstances save a lot of storage space.

Windows XP, Windows Vista and Windows 7 possess a practical integrated ZIP function,
so you do not need to install additional software. To pack the directory with your CM
template into a ZIP archive, proceed as follows:

Select the directory containing your CM template in Windows Explorer and call the context
menu with the right-hand mouse click. Using the commands Send to and ZIP-
compressed directory, Windows adds the directory to a ZIP archive. The operating
system creates this at the same directory level as the directory containing your CM
templates. Then give the archive a name.

images 06.10.2009 10:32 Dateiordner
¥ indexhtml A1 (48 MR 164 Eirafis M -
Senden an b | Desktop (Verknipfung erstefien)

- s/ Dokumente
Ausschnesden

Kopieren _J  E-Mail-Empfanger

=y Faxempfinger
) Shype
|, AP-komprimierter Ordner h

Verkndpfung erstellen
Léschen

Umbenennen Diskettenlaufwerk (&)

Eigenschaften oy DVD-RW-Laufwerk (F:)

Fig. 10.20: Your CM template must be present as a ZIP file. Windows has a suitable archiving
function that you can call via the context menu.

To upload the archive to theOpenEMM server, inform OpenEMM of the Charset that your
CMtemplate uses. Unicode (UTF-8), ISO-8859-1, ISO-8859-15 or Chinese Simplified
(GB3212) can be used.
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9.5

Tip: If you are not sure what coding your HTML editor uses, leave the setting for the
Charset at its standard Unicode (UTF-8) value. The reason is that UTF-8 is the most
widespread coding for Unicode characters and is being more and more used for HTML
representation of web browsers.

When all settings have been made, upload the CM template to the OpenEMM server by
clicking on the Upload button.

Using CM templates in mailings

The chapters "What is Content Manager?" through to "CM templates" describe the
individual components of the CM templates and how they are structured hierarchically.
This Chapter shows you how to use CM templates for your mailings. Just as for a
“classic” template, you must first tell OpenEMM which CM templates are to be used for
what mailings.

Please note: To assign a CMtemplate to a mailing, at least one mailing must be stored
in OpenEMM. You can find out in chapter "Creating a new mailing" how to create a new
mailing.

Click on the entries Mailings and Content manager in the navigation bar and then CM
templates to call an overview page of available CM templates. Switch to the detail view of
the CM template desired by either clicking the Name or the Edit symbol. In the tab Assign
to mailing you inform OpenEMM what mailing should use which CM template.

CM templates

list: size: @ 20 50 100 | Show ] 18 Entries found, show all Entries.
Mailing Description Has CM template assigned Assigned
no
no
The second mailing for auto-optim no
The first mailing for auto-optimiza no
With Template no
Fiir AGNITAS Tags_EM no
"Selecting target groups” "Zielgry] no
to be sent on tuesday - chapter: no
Versand am 04, Juli no
Mailing fiir Kapitel "Links mit Aktior no
CM-Mailing yes v

Fig. 10.21: In OpenEMM you can assign each CM template to one or more mailings.

You can assign each CM template to one or more mailings (if available). To do so, place a
tick behind the corresponding table entry and accept your settings by clicking on the Save
button. Mailings that operate using classic templates cannot have a CM template
assigned to them, because it is not possible to use both template variants in parallel in
one mailing.

Now you can allow your creativity full rein and create a mailing based on a CM template.
To do so, proceed as follows:
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1. In the navigation bar, click on the Mailings button and select the mailing that you would
like to assign a CM template via the Content Manager.

2. OpenEMM now displays an additional list for further mailing settings. Note that you can
still change all the details of the mailing — but not the assigned CM template.

3. Now switch to the Content tab with a mouse click. Here you can see at a glance how a
CMtemplate differs from a conventional template. In the main window, the system
shows the content defined in the CM template. In addition, on the right-hand side of the
window you see a sidebar showing those content modules you remove from the
mailing (until you leave the content tab). You can navigate through these easily using
the arrow buttons above and below the sidebar.

Content: ERESNEVCTET

Preview

Recipients: TestRecipient<testrecipient@agnitas.de> + Format: HTML ~ Size: 800x600 ~

Test Dies ist ein test AGNITAS teoory

e/

Content:

-

Iy

Sail ol

e g

Hier finden Sie die neuesten Yachten! Segel ben?tigt? Klicken Sie hier!
Yachten.de Segel-Shaoppen.de

m2 i W — - oY (x
Fig. 10.22: OpenEMM shows the content of the CM templates. The right-hand bar shows all the
available content modules that you can additionally integrate into the mailing.

4. You are completely free to arrange the content module within the mailing as you wish.
Each of the content modules shown in the sidebar can be integrated into the mailing by
clicking on the Plus symbol. The placing of the module within the mailing is carried out
using the arrow buttons. Click on the Delete symbol to remove a content module from
the mailing. OpenEMM notes the current arrangement of the content module when you
click the Save button. You can limit each content module to a target group by using the
Target group field, so that not all recipients receive the same content module.

5. The content module that has been added to the mailing can also be filled with contents.
If you click on the Edit symbol of the desired content module, OpenEMM switches to
the Content Manager submenu Content module, opening the corresponding input mask
there. Proceed as described in chapter "Content modules".

Please note: If you have already defined the structure of the content module for your
mailing and want to fill a specific content module with contents, do not forget to Save it
first. Your changes will otherwise not be accepted.

If you have finished the layout of your mailing and confirmed this with Save, you can
configure further settings for your mailing. To do so, proceed as described in chapter "
Mailings - Sending out newsletters".
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10 Administration - Configuring the system

Contents of this chapter

¢ You will extend and manage a profile data base containing all personal data for
recipients.

¢ You will create users.
¢ You change your password.

¢ You define what is to be done with returns (bounces).
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10.1 Managing profile fields

Personal data for each mailing recipient are stored in a separate profile in the OpenEMM
database. This profile contains some data as default, e.g. name, title und email address.
However, for many applications that is not enough information. If, for instance, you would
like to mail your customers for their birthday, you need to save the date of birth as well.
Sending out mailings by fax or letter require a fax number and a street address. You could
also enter data on customers’ interests.

Cverview

Field name Fieldname in DB Type Length Default value Visibility Sort
AGE_YEARS AGE_YEARS Mumerical visible without sorting @'
Birthday BIRTHDAY Date not visible without sorting @'
Click count CLICK_COUNT Mumerical 0 | not visible without sorting @'
Geburtstag GEBURTSTAG Date not visible without sorting B‘
Interessel INTERESSE_1 Mumerical 0 | not visible without sorting B‘
INTERESSE_AUTOS INTERESSE_AUTOS Mumerical not visible without sorting @‘
INTERESSE_REISEM INTERESSE_REISEM Mumerical not visible without sorting @‘
Interest Cars INTEREST_CARS Mumerical 0 | not visible without sorting @’
Interest Travel INTEREST_TRAVEL Mumerical 0 | not visible without sorting @’
Password PASSWORD Alphanumerical 100 not visible without sorting B’

Fig. 12.1: The profile database has been extended by seweral fields.

Since the required fields in the profile database differ according to their usage, OpenEMM
offers you a great deal of freedom here.

Various data types are available. Dates, for instance a date of birth, are stored in a
different way from, say, a town or street name. Changes made to the structure of the
database will always apply to all recipients stored in your database. You should therefore
decide in good time which fields you will require. It is not a problem to add fields to the
profile database at any time. However, if you delete a field this may have consequences
for many sections of OpenEMM.

A comprehensive introduction to the creation of profile fields and several practical
examples can be found in chapter "Maintain recipient's profile with actions".

10.2 Users

You as the administrator of OpenEMM are allowed to create as many independent users
as you wish. You as the administrator may set very detailed client user rights.

The number of users is discretionary. A user receives access to the database as well as
all settings defined for that user. This means that you may allow staff to use all or some
OpenEMM functions. The possibilities for assigning user rights are very comprehensive.
A member of staff may, for instance, be assigned the sending of mailings or the
management of the recipients database only. Further information on managing users is
contained in the next chapter.
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10.2.1

10.2.2

What are users?

User management is a special tool of the OpenEMM. It allows assigning user rights to the
respective accounts. Several employees can therefore be assigned access to the
OpenEMM, but with specific user rights.

This de-centralized management has many advantages. Various steps required for
preparing a mailing campaign or organizing the followup could be distributed to several
employees. You are free to assign flexible user rights and access authorizations User and
access rights can always be modified or withdrawn again.

You could, for instance, allow one employee access to statistical functions only, so he or
she can evaluate the success of your mailing campaigns. If you sub-contract the writing
of newsletter to a free-lance journalist, that external employee could be given user rights
for creating mailings and inserting contents.

Working with the OpenEMM can be subdivided into various tasks which are assigned to
different colleagues. You as the client have the right to assign user and access rights to
your account, retaining total control over who may work on your behalf.

Let us assume you use the OpenEMM and would like to assign individual tasks to
employees or even other companies. You are the client. On the basis of your account,
you assign any number of user rights to other users. Your own access to all features in
your client account will remain unchanged.

Creating a new user and changing password

For each account you may create individual users, assigning them specific user rights.
Each account must have at least one user who logs in when registering with the
OpenEMM (see chapter "Starting the OpenEMM").

There are two ways of calling up the entry dialog for creating a new user:

¢ Either directly from the detailed account view, under the New user tab;

e or via the navigation bar, in Administration, sub-menu Users, then open the New user
tab in the contents area.

Fill in the required data in the input boxes. Salutation, Title, First name and Last name
take the user’s data and Company its firm name. Email address stores the user's email
address. User name, on the other hand, is a special name the user enters when logging
into the OpenEMM. It should contain no spaces or special characters, but can contain
numbers.
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Edit User

(2]
Salutation:  Unknown « Title:
First name: Lastname: JohnDoe
Company:  AGNITAS
Ernail address: jd@agnitas.de
Username: john_doe
Password:
insecure |:| secure
Confirm:
Group: Administrator -
Language: English -
Layout: Standard -
Time zone: Europe/Berlin -
List size: 20 -
Statistic email address:
Client: EMM-Handbuch
Startpage: Dashboard -
[ )

Fig. 12.2: Creating a new user for the travel shop client account.

Enter a Password in the relevant box. For security reasons, web browsers do not show
characters but only stars for that password. For this reason, the password must be
confirmed by entering it again.

Several drop-down lists are used to enter the following information:

e Language: There is a choice between the German, English, French, Chinese, Spanish,
Portuguese and Dutch software versions.

e Time zone: If a user is in a different time zone, this may be entered here.

e List length: In your user rights you can determine how many data records are to be
shown on one page in lists.

e Statistic email address: Enter the e-mail address here that the automatically
generated statistics should be sent to.

e Startpage: OpenEMM displays the selected page as standard after login. The
Dashboard or the Calendar can be chosen.

Once you have made all your entries, click on the Create button. Once you have created
the new user, the OpenEMM displays an overview of all users existing in the system.

10.2.3 Assigning user rights

You may now assign individual user rights to the new user. You can either use user
groups (see chapter ™) or single-click on the user name of the user you want to assign
individual rights to. The system will now display an entry dialog where you can change
individual user settings (Name, Password etc.).
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Click on the User rights tab: The system will display a list of possible user rights. All are
individually selectable. Just click on the corresponding check box to assign that particular
right. You may assign a block of rights by clicking on the button on next to each block.
Deactivation of a block of rights is possible by clicking off. At the top of the page, you may
assign all rights or disable all rights.

Once you have entered your selections, click on the Save button. User rights may be
modified or withdrawn at a later date.

User rights

Al [onoff]

¥ Client [on/off]:

Expand All / Collapse Al

Change existing clients
¥| Delete existing clients
¥| Create new dlients

Display clients

% Actions [on/off]:
» User [on/off]:
¥ Archive [on/off]:

Use Auto-Optimization
Change archive data
Delete archive

Create new archive
Display archive

Show archive-statistics

Fig. 12.3: The entry dialog for user rights is very detailed and allows precise settings.

A short test: Log out from your client account by clicking on the Logout button. Log in with
that user name and password. After login, the screen should only display those
components of the navigation bar which are valid for that user according to user rights
assigned. Our sample user John Doe only has access to mailings, actions and some of
the statistics functions. The OpenEMM will only display those buttons in the navigation
bar. It is always up to you who may access which functions in your client account.

| Logout | 3 Help

» Dashboard Last maiing edited

List Preview

» Summary

Status Mailing Mailing list Send date
Mailings
active

Mailing Detail
edit

Mailing Detail
edit

Mailing Detail
new

Mailing Detail

new Mailing Detail

Fig. 12.4: Restricted rights of user John Doe only allow him access to certain functions.

10.3 Bounce-Filter

Bounce filters allow actions to be set up that are carried out when an email answer to a
newsletter or an e-mailing is received. When an answer is received, bounce management
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firstly filters and deletes automatically generated emails. The bounce management
actions are utilized for the other emails. Possible actions are Forwarding and
Autoresponder.

Overview of bounce filters: The details of a bounce filter that already exists can be called
up via the symbol Edit at the end of an entry. Alternatively, click the name of the bounce
filter in the table. You remove an existing bounce filter via the symbol Delete.

To create a new bounce filter, click on New bounce filter in the overview. On the pages
that follow, you can enter the following information:

e Name: The internal designation of a bounce filter.
e Description: A freely selectable description of the bounce filter.

e Filter address: Filtering of bounces is carried out under this address. See below for
more.

¢ Forwarding address: If you want to forward incoming emails (e.g. for manual reply) to
an email address, enter that address here. Activate the tick in front of Forward
incoming emails.

¢ The items Use for subscribe address to Form for double-opt-in mail are explained
in the next chapter.

e Sender address: The Autoresponder is displayed with the sender address given here.
e Subject: Enter a text for the subject line of the automatically generated answer.
e Text version: Enter the content for the text version here.

e HTML version: Enter the content for the HTML version here (if desired). By clicking on
the symbol next to HTML version you can open a WYSIWYG-Editor.

Then click on Save. After saving, you are returned to the bounce filter overview.
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New bounce filker

Marme: Description:

fitter address:

Forward incoming E-Mails

Addrass:

Use for subscribe address

Mailinglist: mailinglist A
Form for double- AbmeldenFrage -
opt-inmail:

Autoresponder

Sender-Address:

Subject:

Text version:

Fig. 12.5: Bounce-Filter determine actions for incoming email responses.

The filter address you have entered now appears in the overview. The actions defined in
the corresponding bounce filter are used on all emails sent to the address given here. A
last step is therefore necessary to complete the setting up of the bounce filter:

Qverview

(7]
List: size: @ 20 50 L Show | =
2 Entries found, show all Entries.
Bounce filter Description Address
Mewsletter aml_5043@filter. agnitas.de @’
Subscription via email aml_5123@filter. agnitas.de @’

2 Entries found, show all Entries.

Fig. 12.6: After the bounce filter has been set up the filter address appears in the overview.

All reply mails of a mailing will be sent to the sender’s address resp. the reply-to address
(if defined) of the mailing (for example newsletter@company.com). Now set up in your
email client of that address a forwarder to the email address stated in the overview (
xxx@filter.yourcompany.com). Only if this forwarder has been set up, the bounce
management can filter all automatically generated replys and forward the remaining
emails according to the settings of the bounce-filter and/or reply them via an

236 © 2014 AGNITAS AG



Administration - Configuring the system &

OPENEMM

autoresponder.

10.3.1 Subscription via e-mail

The OpenEMM supports not just the subscription on a website (which is the standard
way) but also the subscription via email. The person who wants to subscribe can send an
email to a pre-defined address, which starts (and documents) the subscription process.

For security reasons, the subscription via email is always combined with a double-opt-in
email. To ensure that it is not possible to subscribe someone else, the subscription has to
be confirmed. An email will be sent to the new recipient with a confirmation link that has to
be clicked. Only by clicking the confirmation link, the new recipient will be included in the
mailing list.

The setup to offer subscription via email is closely related the setup of a bounce filter.

Click on Administration, Bounce filters, New bounce filter. Choose a Name and
Description e.g. Subscription via email.

Activate Forward incoming emails. Choose the address for incoming subscriptions per
email. OpenEMM has to recognize incoming subscriptions, so please use the same
subdomain that is also used for the newsletter, e.g. newsletterabo@newsletter.company.

com.
New bounce filter
Name: Subscription via email Description:
fitter address:
Forward incoming E-Mails
Address: newsletterabo@newsleter firm.co
Use for subscribe address [V
Mailinglist: Manusal -
Form for double- DoubleSave -
opt-inmail:

Autoresponder

Sender-Address:
Subject:

Text version:

Fig. 12.7: Creating a subscription per e-mail.
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Check the box Use for subscribe address. Choose the specific mailing list for new
recipients.

Subscription via email will always be a double-opt-in process. For this reasons, a form for
a double-opt-in mail is needed, that you choose next. In most cases you can simply
choose your previously designed form for subscriptions via your website. The double-opt-
in-mail is now activated. Click on Save. If necessary you find more information about
forms in chapter "Forms - Recipient management".

The new bounce filter for registration per email subsequently appears in the overview. The
address aml_XX@filter.xx.xx is only relevant to you if you have not entered a forwarding
address when setting up. In this case, it would be your email address for registration. Due
to its somewhat cryptic appearance, it is in any case advantageous to use a forwarding
address instead of this one. In this case, therefore, you can ignore the address given
here.

You can now test the new feature by sending an e-mail to your subscription address. Be
sure to write from an address, which is not yet included in the mailing list.

Qverview

(2]
List size: @ 20 50 iUV Show | ”
2 Entries found, show all Entries.
Bounce filter Description Address
Mewsletter aml_5043@filter.agnitas.de @’

Subscription via email aml_5123@filter.agnitas.de @’

2 Entries found, show all Entries.

Fig. 12.8: The Bounce-Filter Subscription via email is in the ovenview.

Automatic update of OpenEMM

OpenEMM (Linux version only, version 5.4 or higher) features the possibility for an easy
update of the current OpenEMM version. In the menu Administration, you can find a
button for the update.

Click on the Update button and OpenEMM will automatically update your current
OpenEMM version. The update contains the following automatic steps:

e Stops the current OpenEMM session.

e Checks if the is a new version available (if not, restart OpenEMM).

¢ Loads new version of OpenEMM from Sourceforge.net.

¢ Renames the current OpenEMM directory (used as backup).

e Prepares new installation and modify user rights (if necessary).

¢ Imports configuration data from current version (if possible).

¢ Adjusts database (if necessary).

e Starts new version of OpenEMM.
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During the process, you will be informed about the current update status.

10.5 Userlog

The User log gives you as administrator an overview of what OpenEMM activities have
been carried out by which user within a specific period. If you use, for example, several
user accounts or have work on OpenEMM carried out by different colleagues, the User log
gives you an ongoing picture of what has been done. The activities recorded by OpenEMM
include, for example, registrations by users or loading of a mailing.

You call the activity protocol from the OpenEMM main menu via Administration, User log
. OpenEMM now lists all activities for the current day.

You can limit the User log to certain Actions and Users via the selection lists Actions and
Users. For exact analysis, you can determine a period for which OpenEMM should
indicate recorded activities by means of start date and end date. Clicking on OK accepts
these settings.

For non-administrators, a restricted version of the User log is available, in which a user
sees only his own activities.

Overview

(2]
E Actions: Users: From Date: To Date:
S Any Action - - [2r12714 =] [2r12114 =]
| Ok |
" List size: @ 20 50 100 [ Show ]
9 Entries found, show all Entries.
Date Username Action Description
2/12{14 3:32 PM login_logout log in
2{12{14 3:26 FM login_logout log out
21214 3:26 PM login_logout log in
2/12{14 3:25PM login_logout log out
21214 3:12FM login_logout login
21214 3:07 PM login_logout log out
2/12{14 3:01PM login_logout log in
2{12{14 2:54 FM login_logout log out
21214 2:22 PM login_logout log in

9 Entries found, show all Entries.

Fig. 12.9: OpenEMM logs important actions automatically in the background.

10.6 Plugin Manager (only for license users)

The plugin interface permits users to modify the OpenEMM core software to meet their
own wishes and needs. New functions can be added via the plugin interface at any time
and these visually integrate seamlessly into OpenEMM. There are no limitations —
imaginable are, for example, alternative list views with more columns, individual
representations of statistics or supplementary import possibilities for mail content.
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The plugin interface is an Open Source development and is also used by OpenEMM, the
Open Source variant of OpenEMM. As a result, the extensions also run there without
limitations and you can fall back on OpenEMM as a free development platform for the
functional extensions. The complete plug-in source code as well as all demo plug-ins, is
contained in OpenEMM 2012. In addition, the individual demo plugins and the interface
documentation are available for download on the AGNITAS website. Alternatively, you can
have the extensions developed by AGNITAS.

The plugins at a glance

If you want an overview of what plug-ins are currently included in OpenEMM, under
Administration in the main menu, call the entry Plugin Manager. OpenEMM lists all
plugins together with their status in the dialog that follows. As well as the Plugin-ID, the
Plugin name, a short Description, the Version and the Vendor, you can also see
whether the corresponding plugin has been activated or is currently inactive.

(2]
List: size: 20 @ 50 O 100 w 3 Entries found, show &ll Entries.
Plugin-ID Plugin name Description Version Vendor activated

emm_core EMM core system System plugin providing the cor 0.0.1 Agnitas AG activated @
emm_core_navigation EMM navigation System plugin providing extensi  0.0.1 Agnitas AG activated B’

redpient_import Redpient impart 0.0.1 Agnitas AG activated @"
3 Entries found, show all Entries,

Fig. 12.10: You can extend OpenEMM with any number of functions by using the Plugin Manager.

OpenEMM lists 50 entries with its standard setting. To modify this view, under List size
click on the number 20 or 100 and then on Show.

Installing and activating a plugin

To install a plug-in, under Administration in the main menu call the Plugin Manager and
then click the Install plugin tab.

Install Plugin

Select plugin to instal Durchsuchen_

Fig. 12.11: You can integrate a new plugin via this dialog.

Inform OpenEMM about where the plugin is stored by clicking on the Browse button. After
you have selected the desired plugin, it is directly integrated into OpenEMM with Upload.
The new plugin subsequently appears in the list of all plugins.

You must now activate the plugin. To do this, in the overview click on the corresponding
line or on the icon to the right of the line. In the following window, the most important detail
information on the plugin as well as both buttons activate and uninstall appear. Click on
the first button to activate the plugin. OpenEMM accepts the setting and confirms it with
the response Changes saved.

240

© 2014 AGNITAS AG



Administration - Configuring the system &

Plugin-ID:
Plugin name:
Description:
Version:
Vendor:
Status:

Depending plugins:

OPENEMM
(2]
emm_core {System pligin)
EMM core system
System plugin providing the core extension points
0.0.1
Agnitas AG
not activated
recipient import

Fig. 12.12: The new plugin starts as soon as you click on the activate button.

10.6.3 Deactivating and uninstalling a plugin

To deactivate an active plugin, select it in the Plugin Manager overview by clicking on the
corresponding line or on the icon to the right of the line. Then click on deactivate to
switch the plugin off. OpenEMM confirms this with the response Changes saved.

Plugin-ID:
Plugin name:
Description:
Version:
Vendor:
Status:

Depending plugins:

emm_core {System pligin)

EMM core system

System plugin providing the core extension points
0.0.1

Agnitas AG

activated

recipient import

Fig. 12.13: OpenEMM stops the function working after the deactivate button has been pressed.

To remove a plugin from OpenEMM, proceed exactly as described in the above
paragraph, but click on uninstall instead of deactivate. OpenEMM then deletes the plugin

from the system.

Please note: You can only uninstall a plugin when it is not active.

10.6.4 Example plug-in: Exporting statistics data
In this section, working with plugins is explained using an example.
The mailing_statistics_export plug-in developed by AGNITAS is used to export statistics
data in a CSV file that you can view and analyze using, for example, Microsoft Excel.
10.6.4.1 Installing and activating
To install a plugin, call the Plugin Manager under Administration in the OpenEMM
navigation bar and then click the Install plugin list. Find the location of the plugin using
Search and then click on Upload. The new plugin subsequently appears in the list of
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installed plugins.

Note: The Plugin Manager is only displayed when the user has the corresponding right.
This is only possible in the license and Private Cloud versions of OpenEMM.

mailing_statistics_export Export mailing statistics 1.0.0 Agnitas AG activated @’

Fig. 12.14: The "mailing_statistics_export" plugin in the list of plug-ins.

Before using the plugin, you must activate it. To do this, click on the corresponding line in
the table or on the icon on the right-hand side of the line. In the following window you will
see the most important detail information on the plugin as well as the activate and
uninstall buttons. Click on activate.

Using the plug-in

To compare statistical data for multiple mailings and export this to a CSV file, you must
first select a number of mailings. To do so, select the functions Statistics and Mailing
(Comparison) in the OpenEMM navigation bar. The "Comparing mailings" chapter shows
you how to use the comparison function included as standard in OpenEMM. The data that
this function supplies gives you an overview of the most important key indicators. A
thorough comparison can however be obtained via the Export plugin.

The plugin displays an additional Export tab. The function's window lets you determine in
detail the scope of the data and how it is displayed:

e Choose one or more of the four mailing types.

e Select the period across which the analysis is to be made. Clicking in the date field
opens a selection calendar.

¢ Select the character that is to be used to separate the individual data fields in the CSV
file. This character depends on the program that you use to view or edit the CSV field.
For Microsoft Excel for example, this is the preset semicolon character.

e Select a character that is to be used to mark the individual data fields. In most cases,
the preset None is the correct choice.

e Select the character set that is to be used. In most cases, the preset ISO 8859-1 is the
correct choice.

e Select the data fields that you need for your analysis.
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Export

e

Mailing type: Mormal mailing Action based mailing Date based mailing Followup mailing
Send date: |October 1.2013 =] -|October8,2013 =]

Separator: -

Textrecogniion  MNone v
character:

Charset: |50 88591 -

Select data to export:

Mails sent

Openers

Clicking subscribers

Signed off

Hardbounces

[T mails delivered

= Openers (invisible)

= Openers {mabile)

= Openers (tablet)

= Clicking subscribers (mobile)
= Clicking subscribers (tablet)
[ softbounces {undeliverable)

[T revenue

Fig. 12.15: Determining the data to be exported and how it is displayed.
Now click on Export.

After a short wait time, a message is shown and the file is made available for download.
Click on the Save icon. The normal browser download dialog, in which you can open or
save the file, is now displayed. If you open the file in Excel, the representation is similar to
the following example:
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Mailing type:
Send date:

Separator:

Text recognition
character:

Charset:

Select data to export:

Mormal mailing Action based mailing Date based mailing Followup mailing

|October1.2013 [ - [October9.2013 [

MNone A

1SO §859-1 -

Mails sent

Openers

Clicking subscribers

Signed off

Hardbounces

[T mails delivered

= Openers (invisible)

= Openers {mabile)

= Openers (tablet)

= Clicking subscribers (mobile)
= Clicking subscribers (tablet)
[ softbounces {undeliverable)

[T revenue

Fig. 12.16: Example data in Excel

10.6.4.3 Deactivating and uninstalling

If you no longer need the plugin, or want to replace it with another version, you can

deactivate it and subsequently uninstall it. To do so, game called the Plugin Manager and
click on the plugin line or on the icon at the end of the line. In the following window select
deactivate.

To uninstall a plugin that is no longer needed, click again on the corresponding line in the
Plugin Manager. In the following window now select uninstall.
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The OpenEMM system allows you to integrate the following special AGNITAS
personalization tags: these are simply entered in a template or a text module and replaced
accordingly prior to mailing. This allows you to customize and personalize each single
mailing using information contained in your database. Tags can help you address a
recipient personally or customize part or all of your mailing according to recipients’ known
fields of special interest. You should note, however, that in contrast to the normal HTML
tags, these AGNITAS personalization tags do not have to be closed by an end tag: there is
no bracket system as with the dynamic content tags (see chapter "Dynamic content
generation"). The empty columns are intentionally left blank.

Please note: Profile fields in #-Tags can now be encrypted with the ##MD5:
<FIELDNAME>#i# add-on. Links containing AGN-Tags got to be trackable.

AGNITAS tags Contents displayed

Pastes in a barcode corresponding to the value given under code.
Alternatively, it may point to a database field in the recipient profile.
The tag outputs a URL that must then be pasted in as an image
via HTML.

Syntax: [agnBARCODE code="<Value>" drawtext="<Text>"
barheight="<Height>" type="<Type>"] or [agnBARCODE
column="<Database field>" dramtext="<Text>"
barheight="<Height>" type="<Type>"]

Parameters: <Value>: Value to be displayed as a barcode.
<Database field>: Name of profile field.

<Text>: Should a text be displayed under the barcode (true/false).
true is standard.

<Height>: Height of the barcode in pixels. 30 px is standard.
<Type>: What kind of barcode should be displayed (Code 128,
Code128A, Code128B, Code128C, UCC128, EAN128, EAN13,
Bookland, UPC-A, Standard 2 of 5, Interleave 2 of 5, PDF417,
Code 39, Codabar, PostNet). Code128B is standard.

Example: abc123 is displayed as a barcode. [agnBARCODE
code="abc 123" drawmtext="true" barheight="40" type="Code 128B"]

[agnCUSTOMERID] |Inserts the recipient's user-id.
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[agnDATE] Inserts the current date.

Syntax: [agnDATE type="<type>" language="<lang>"]
Parameter: <type>: Enter the following values for the format:

0 = Example: 3.4.2001

1 = Example: 04/03/2001

2 = Example: Tuesday, 3. April 2001

3 = Example: 20071-04-03

<lang>: With this optional addition you can change the language.
en stands e.g. for englisch, de for german (view ISO 639-1). The
standard value is German.

Example:

[agnDATE type=2 language="de"[: Donnerstag, 28. Januar 2010
[agnDATE type=2 language="en"]. Thursday, 28. January 2010

[agnDB] Inserts the contents from one of the fields from the Profile database.
Syntax: [agnDB column="<databasefield>"]

Parameter: <databasefield>: The name of the according profile
column in the data base. (e.g. SHOE_SIZE)

Example: [agnDB column="SHOE_SIZE"]

Attention: If you want to use the field in a trackable link, write #
#SHOW _SIZE#t.

[agnDVALUE] Defines the place of the corresponding agnDYN.

Syntax: [agnDVALUE name="<placeholder>"]

Parameter: <placeholder>: Enter a placeholder name of the
agnDYN definition.

Example: Insert the text of module "Introduction”. [agnDVALUE
name="Introduction"]

[agnDYN] Inserts a text component in a mailing.

Syntax: [agnDYN name="<placeholder>"]

Parameter: <placeholder>: Enter a placeholder name which is
used for a text module.

Example: Insert module "Introduction". [agnDYN
name="Einleitung'/]

[agnEMAIL] Inserts the recipient’s e-mail address.
[agnFIRSTNAME] Inserts the recipient’s first name.
[agnFORM] Inserts a working link of a form. The named form must exist under

Forms & Actions.

Syntax: [agnFORM name="<form_name>"]

Parameter: <form_name>: Enter the form name.

Example: Create link to opt-out site "unsubscribe". [aghFORM
name="unsubscribe"]
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Contents displayed

[agnIMAGE]

Inserts the image by that name from the mailing’s graphical
components.

Syntax: [agnIMAGE name="<picture_name>"]

Parameter: <picture_name>: Enter the name of the picture (can
be found under Picture components).

Attention: Don't enter the file name of the picture. Use the name
you assigned in the Picture components tab.

[agnIMGLINK]

Embedding the Picture with the declared name and a link from the
graphic-components of the mailing.

Syntax: [agnIMGLINK name="<picture_name>"]

Parameter: <picture_name>: Enter the name of the picture (can
be found under Picture components).

Example: [agnIMGLINK name="grafik.qgif"] will be the HTML
code. <a href="t#tyourlink##"><img src="grafik.qgif" border=0></
a>.

Attention: The picture and the link have to be under Picture
components.

[agnLABEL]

Creates a placeholder for a onelined text (e.g. headlines oder link-
text) in a module of the content manager.

Syntax: [agnLABEL name="<placeholder>"]

Parameter: <placeholder>: Enter the name of the placeholder, e.
g. headline.

Example: [agnLABEL name="headline"]

[agnLASTNAVE]

Inserts the recipient’s last name.

[agnLINK]

Creates a placeholder for a link in a module of the content
manager.

Syntax: [agnLINK name="<placeholder>"]

Parameter: <placeholder>: Enter the name of the placeholder, e.
g. link.

Example: [agnLINK name="link"]

[agnPROFILE]

Inserts the link of the form profile. This form has to be created.
Syntax: [agnPROFILE]
Example: <a href="[agnPROFILE]>Profil data</a>

[agnSUBSCRIBERC
OUNT]

Inserts the number of mailing recipients.

[agnTEXT]

Creates a placeholder for a multiline text in a module of the
content manager.

Syntax: [agnTEXT name="<placeholdername>"]
Parameter: <flaceholdername>: Enter the name of the
placeholder, e.g. Description.

Example: [agnTEXT name="Description"]
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[agnTITLE]

Inserts a complete title into the newsletter, where x is replaced by
1 or 2 to result in one of the following forms of address:

Syntax: [agnTITLE type="<type>"]

Parameter: <type>: Choose a display form, the number will be
saved under forms of salutation as ID.

Example: The following default types can be chosen:

[agnTITLE type=1] produces: Dear Mrs/Mr Last Name

[agnTITLE type=2] produces: Dear Mrs/Mr Last Name
[agnTITLEFULL type=2] produces: Dear Mrs/Mr First Name Last
Name

Please note: You may of course define personalized forms of
address (see chapter "Forms of salutation"). You simply replace x
by the ID of your chosen form of address:

[agnTITLE type=164] produces: the form of address characterized
by the ID 164.

[agnTITLEFIRST]

Puts the title with first name in the newsletter.

Syntax: [agnTITLEFIRST type="<type>"]

Parameter: <type>: Chose your preferred form of salutation by
naming its ID.

Example: [agnTITLEFIRST type=2] produces: Dear Stefan

[agnTITLEFULL]

Works like [agnTITLE] but uses first- and last name.

Syntax: [agnTITLEFULL type="<type>"]

Parameter: <type>: Chose your preferred form of salutation by
naming its ID.

Example: [agnTITLEFULL type=1] produces: Dear Mister Dr.
Heinz Mustermann.

[agnUNSUBSCRIBE
]

Inserts the link of the form unsubscribe. This form has to be
created.

Syntax: [agnUNSUBSRIBE]

Example: <a href="[agnUNSUBSRIBE]">Unsubsribe</a>

248

© 2014 AGNITAS AG



	OpenEMM - The Basics
	Introduction to the OpenEMM
	Functions of the OpenEMM
	Overview: This is how the modules interact

	Handling - Navigate through OpenEMM
	Starting the OpenEMM
	User Self-Administration
	Navigation bar and mailing elements
	Online Help

	Mailings - Sending out newsletters
	What is a mailing?
	Create, edit and send mailings
	Creating a new mailing
	Create new mailing using the wizard
	Entering basic mailing data
	Selecting target groups
	Linking target groups
	Entering further mailing data
	Saving a new mailing

	List existing mailings
	Show template data
	Copying a mailing
	Inserting content
	Creating text and HTML modules

	Using graphic elements
	Sending file attachments
	Sending normal file attachment

	Using trackable links
	Create a link in the HTML version
	Create a link in the text version
	Building AGNITAS tags into trackable links
	Create trackable and non-trackable links
	Click summation for trackable links

	Creating customized mailings
	Inserting AGNITAS-Tags
	Form of address - Individual greetings
	Overview of AGNITAS-Tags

	Dynamic content generation
	Testing and sending a mailing
	Preview - For in-depth checking
	Sending out test mails
	Send mailing

	Fullview: Always display HTML mails correctly
	Automatic date-based mailings - an example

	Templates - Re-usable text modules
	What are templates?
	Creating a new template
	Entering basic template data
	Entering further template data
	Saving and copying templates
	Further details for creating templates
	Deleting a template

	Using text modules
	Inserting a text module using AGNITAS-Tags
	Dynamic text module

	Using templates

	Archives - Grouping mailings
	What are archives?
	Managing archives
	Create a new archive
	Display and amend details
	Deleting an archive

	Assign mailing to a archive
	Assign existing mailing
	Assign new mailing

	Statistical evaluation


	Recipients - Managing customer data
	More than just e-mail addresses
	User-defined fields
	How do recipients get into your database?

	Managing recipients
	Show recipient profile
	General information
	Other profile data
	Mailing lists and recipient types

	Edit recipient profile
	Create new recipients
	Creating administrators and test distribution lists
	Deleting a recipient

	Searching for recipients
	Searching for fields
	Field drop-down list
	Drop-down list for relational operators
	Combining search rules

	Searching for mailing lists
	Search by target-group
	Search by recipient type
	Search by recipient status

	Import function for recipient data
	Import dialog structure
	Creating a new import profile
	Determining the CSV-file settings
	Determining the process settings
	Handling with duplicates
	Settings for e-mail and gender
	Manage columns

	Managing a profile, deleting a profile
	The import assistant
	Assigning the CSV columns to the database columns
	Selection of mailing lists
	Error handling
	Importing the CSV-file


	Export function for recipient data
	Auto-Export

	Blacklist - Do not mail
	Forms of salutation

	Statistics - To gain a broad view
	What are the available statistical functions?
	Mailing statistics
	Heatmap
	Comparing target groups
	Feedback analysis

	Comparing mailings
	Domain statistics
	IP overview
	Recipient statistics
	Detailed recipient statistics

	Exporting statistical data
	Statistics reports by email

	Target groups - Dynamic filters
	What is a traget group?
	Creating and managing target groups
	Evaluating target groups
	Search rule setup
	List split using MOD
	IS and NULL or NOT NULL
	Date functions

	Combined search rules with brackets
	Create a mailing list from a target group or delete recipients
	Copying of target groups

	Mailing lists - Managing list subscription
	What is a mailing list?
	Creating a mailing list
	Modifying a mailing list
	Deleting the recipients of a mailing list
	Deleting a mailing list

	Forms & Actions
	Forms - Recipient management
	What is a form?
	Forms
	This is how forms work
	Managing forms
	Example form: Amend a profile
	Creating a new action
	Creating a form to display data
	Creating a form to save data
	Calling up a form

	Example form: Opt-in
	Creating a new action
	Creating a form to enter data
	Creating a form to save data
	Calling up the registration form

	Example form: Subscribing with double opt-in
	Create an action-based mailing
	Creating new actions
	Creating new forms
	Calling up the registration form

	Sending the last newsletter just after subscription
	Example form: Unsubscribe
	Creating a new action
	Creating new forms
	Calling up the unsubscribe form

	Advanced form layout
	Drop-down list instead of entry field
	Creating a HTML form dynamically



	Maintain recipient's profile with actions
	What are the special features of the OpenEMM?
	Extending recipient's profiles
	Planning fields properly
	Creating new fields
	Deleting existing fields

	Defining actions
	Managing actions
	Action: Changing recipient profile
	Action: Triggering an action-based mailing
	Action: Including a script in an action

	Linking actions and trackable links

	Closed-loop marketing
	Editing recipient profile
	Defining actions
	Connecting links to actions

	Automatic mailing - An example
	Creating a follow-up mailing
	Defining actions
	Creating a basic mailing


	Content Manager
	What is Content Manager?
	Module types
	Show available module types
	Create a new module type
	Entering basic data
	Saving and copying module types
	Adding contents to a module type and saving it as a content module
	Deleting a module type

	Content modules
	Show available content modules
	Creating a new content module
	Entering basic data
	Saving a content module and assigning it to a mailing, copyin a content module
	Deleting a content module
	CM categories
	Create a new CM category
	Assigning a content module to a CM category
	Deleting a CM category


	CM templates
	Show available CM templates
	Editing CM templates
	Uploading new CM templates

	Using CM templates in mailings

	Administration - Configuring the system
	Managing profile fields
	Users
	What are users?
	Creating a new user and changing password
	Assigning user rights

	Bounce-Filter
	Subscription via e-mail

	Automatic update of OpenEMM
	User log
	Plugin Manager (only for license users)
	The plugins at a glance
	Installing and activating a plugin
	Deactivating and uninstalling a plugin
	Example plug-in: Exporting statistics data
	Installing and activating
	Using the plug-in
	Deactivating and uninstalling



	Appendix A: AGNITAS-Tags

