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Work through the checklist of all the Express Mode functions.

Ii" et up your address book [l Create a mailing list
"""" N S|
....... DcreateanewsmttmDgendwurnmﬁleﬂer
"""" O i Gatevesass
"""" s ¥ o
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Mailing List 0

Ermail Addresses Ernail Address First Marme Last
robin@school.com +—~ robin@school.com Robin Ban
rme@somewhere.com | —+ ben@home.com Ben Ciovw
ben@home.com .+ river@jordan.carm River Jarc
us@anywhere.com joseph@rodeback.com Joseph Fod
richard@head.com Richard Hea
ruth@shaves.com Ruth =ha
anita@lay.carm Anita Lay
Mailing List e chrisp@nugett.com Chris Mug
poly@esthercom Poly Esttk
Monthly Mews
Ermail Addresses
cecil@hishouse .com
me@nowhere.com
ben@home.com +H
me@somewhere,com
us@anywhere.com
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You will need an Address Book containing information on subscribers to your list if:

- you will be personalising emails you send
- you want to collect more than just the email addresses on your subscription form.

it [ set up address book

F ' G "0 % 9

Step 1 - Choose the format of your Address Book

@ Use one of the predefined formats below or -

i) Define a custom format

@ © ©

-r} Email Address -r} Email Address _r) Email Address

_r) Mobile Number _r) Mobile Number _r) Mobile Number
First Name Prefix (ie. Mr., First Name

_-r. _-r. Mrs., Ms.) _-r.

r r’ First Name Sasiie s

Address type :

lus [=]

-{"
o o

_.J Last Mame -

— ' ‘g "0 %0



If you choose to define a custom format, you will see the following menu. Choose the fields you want to include in
your Address Book by ticking the appropriate check boxes.

Step 1 - Choose the format of your Address Book

i) Use one of the predefined formats below or -

Cefine a custom format

Entry name Include in Address Book

Email Address El
......... Mubllenumberl_1

(used for sending SM5/Text messages) =

Prefix (ie. Mr., Mrs., M=.) [
......... FIrstNamE
......... LastNamEEl
......... Suﬁlx{IEPhDrMDrESqJD
......... CDntamnumberD
......... Faxlj
......... AddrEESUSElD

Add these predefined, dropdown fields
[ oOccupation

[ Industry

|i| Country

4 > 0 * ! 6 ' * %0 *# :0
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You have completed your Address Book setup. You can now continue with one of the
following choices, or use the menu to navigate to other pages.

Set up my subscription form.
Add a single contact to my address book.

Add multiple contacks to my address book.

If the format of your Address Book is correct, you can select one of the options provided, or you can
navigate to another menu using the navigation on the left menu..
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Select the image you want to use as the logo for your subscription form

[ subscription_logoarea.gif H

Upload your logo to the top of the form

[ Browse... | upload

Background Colour

Pick lour for the backgr d of bscripti
ick a colour for the background of your subscription Fm— E
form

Subscription Form (text link) buttons

Choose the style, size and the colour for the text links on your subscription

farm

[ verdana B (118 [wormal B8  [#000000 | . &
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Select the mailing lists available for the subscription
{Hold Crtl key and click to select more than one mailing list)

Classic Music
Jazz Music

My mailing list

00 %
*0 0 * 0 % 9=
6 % O 19 0* & )
0 % ‘0 %

Entry Name Show on Subscription Form
Email Address '?_7
Mobile Number [
First name E
Last name E
0 6 0 6 * %
F& G O o* 9
= % 0 9
)*
0 ! % &' 0 * %
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* Fo)* G 60 * 9
Give your newsletter a name | |
Select where you want it saved [ Email / Mewsletter folder H
O Also create a text version
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When you have selected the records you want to export, click ‘create export file’. When the export file

has been created you can click the download file link, and you will be prompted on where you want to
save the file.
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