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5 Mail Communicator V3 Online Help
Overview
1.1  Introducing Mail Communicator

Introducing Mail Communicator

Mail Communicator allows you to communicate with your clients and keep in touch with your
customers in a more convenient way. It puts the world of the online email marketing on your desktop,

and gives you a powerful tool to promote your business on the internet.
Mail Communicator is the best email marketing software on the market today. Mail Communicator was
developed to offer the Internet Market a powerful but user-friendly tool to promote your business.

Mail Communicator allows you to send Personalized messages to your customers, subscribers and

friends. With the built-in Email Reader function, you can check your mailbox contents before
downloading the messages to your PC. You can also process the messages automatically with
Message Rules, run auto-responders and newsletter list server. A powerful mailing list manager utility

[E=H|EH | 55
‘Work Mode: |'wizard W !

,'_j Fepots + | @Help + 2 Tutarial
|

Meszage Draft

helps manage your mailing list easier.

r& MailCemmunicator - Professional Version
File Go Action Tools Reports  View Help

[y New = | <[’ Mailing List Tools g Mail Validator & Email Tracker

=

Incoming Email || Mail Accounts || Mailing Rules | Mailing List
|

Email Campaign
|

Mail Communicator

“ 1 Getting Started with b &il Commurnicator
Tipz |
If thiz iz your first time to use the program, or you are nep to
email marketing, please be sure to read all the informatioh below
|
|

before starting your email campaign.
|
|

B simple steps to start your first email campaign
i) In troducing Mail Communicator
|
i) Understanding Mailing List Format(s)
|
i) Import an External Mailing List
|

i) Understanding Message format(s)
|

i) How to send a Personalized email campaign
|

Interface

i) what are message rules?
|

i) Subsaibe and Un-subscribe from a mailing list.

There are two interface modes: Wizard and Classic. The Wizards
work you step-by-step through each actions, where Clazsic mode

allows you to access each functions guickly without geing through the
i) Remove un-deliverable email addresses
|

step-by-step wizard.
1) Process message with Message Rules
|

() Working with ‘wizard Interface
il Click for Interactive Online Tutorial Help
|
I

——

() Wtking with Classic Inteface
™ You can choose to work on the step-by-sStep Wizard mods

or the Classlc mode (for experienced user)

[~ When Mail Communicator starts, go directly to Email Campaign panel

Sending "Personalized" bulk email messages
Mail Communicator allows you to send "Personalized" messages to a mailing list in a customized

format, you can insert any customized fields into your message and replace it with the information from
your mailing list. It supports Plain Text and Rich Text (HTML) format, and attachments. You can
specify the number of messages you want to send at a specified time. You can compose messages off
line and send them the next time you connect. You can send email directly from MS Access, SQL

database and MS Outlook address book or folder .

Viewing and Reading Mail Messages
You can view a list of messages in your mailbox by downloading the message headers only, or read
©2009 Apex Pacific Pty. Ltd.
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the entire message as your normal email reader program. Using the message list and preview panel,

you can view a list of messages and read individual messages at the same time. When you view a list
of messages, you can delete the message from your mail server directly without download it. You can
reply to a single message or reply to all messages. You can also add senders to a mailing list.

Managing mutliple mail Accounts and subscribe Mailing List

If you have several mail accounts, you can use them all in Mail Communicator. You can attach a
mailing list to each account, so that your mail account will work as a list server, your clients can
subscribe or un-subscribe to your mailing list.

Process Messages Automatically (or Auto-Responders)

Mail Communicator can help you to processing your message automatically and efficiently; it allows
you to run your own auto-responders from your desktop. You can use rules in Mail Communicator to
automatically reply to or forward certian messages, send a specified message to a mailing list, add or
remove sender from a mailing list(same as subscribe and un-subscribe), or run an external program.

Managing Mailing List

You can easily maintain your mailing list with the Mailing List Editor. When you create a new mailing
list, a Mailing List Wizard will guide you through the process, you can also import a mailing list file from
other format or Microsoft Access Database. You can add or remove email addresses from your mailing
list.

Managing Message Templates

If you send regular bulk emails, running newsletters or creating regular follow-ups, you can manage
your messages or articles easily with Message Template Editor. You can compose your message in
both Plain Text and Rich Text (HTML) and format and manage them in a list view box.

Mailing List Processing Tools

With Mailing List Processing Tools, you can sort and de-duplicate your mailing list, remove email
addresses from one mailing list file against another, merge several mailing lists into one mailing list,
split a mailing list into several mailing lists, retrieve email addresses from Outlook Express or any other
file format.

Related Topics:
Getting Started With Mail Communicator
Features

1.2 Features

Features

Mail Communicator is the best email marketing software on the market today. Mail Communicator was
developed to offer the Internet Market a powerful but user-friendly tool to promote their business on the
Internet.

Mail Communicator allows you to send "Personalized" messages to your customers, subscribers and
friends. With the built-in Email Reader function, you can check your mailbox contents before
downloading the messages to your PC. A powerful mailing list manager utility helps manage your
mailing list easier.

The following is a summary of Mail Communicator 's powerful features:

©2009 Apex Pacific Pty. Ltd.
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OCO~NOUPRA,WNE

an

. Sends personalized email messages to unlimited mailing lists.

. Powerful Pre-Formatted customized message templates

. Supports mail attachments

. Supports both Plain Text and Rich Text (HTML) message format

. Send email directly from your MS Outlook, MS Access and SQL database
. Validate email addresses

. Multiple keyword filters when sending emails

. Incoming email box checker

Built in email reader

. Reply to sender or senders of all the selected incoming email messages
. Checks incoming email headers before downloading

. Processing message automatically with message rules

. Run auto-responders from your desktop.

. Run newsletter list server from your desktop.

. Auto-creates a mailing list or Removes a list from Incoming mail

. Auto Undeliverable email address remove

. Mailing list sorting and duplication

. Retrieve email address from any email folder file such as Netscape, Eudora and Outlook etc.

. Retrieve email address from any file
. Auto Follow Up
. Support ODBC, XML, Outlook and Excel

d much more.

Mail Communicator will save hours of your valuable time, which can then be used for everything you

ne

ed to do in your on-line marketing business.

Related Topics:
Introducing Mail Communicator

Getting Started with Mail Communicator

M

ain Screen Tool Bar Summary

Main Screen Tool Bar Summary

©2009 Apex Pacific Pty. Ltd.
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== s

ﬁ MailCemmunicator - Professional Version

Eile Go  Action Tools Reports  Yiew Help
- Repots | @Help - 4 Tutorial ‘Work Mode: |'wizard W !

[y New = | 4} Mailing List Tools g Mail ' alidator g Email Tracker
Message Draft ||

Mail Communicator | Emai Campaign | Incoming Email | Mail Accounts || Maiing Rules
|
|

Mailing List

“rl Getting Started with b ail Communicator
Tipz |
If thiz iz your first time to use the program, or you are nep to

B simple steps to start your first email campaign
email marketing, please be sure to read all the information below
before starting your email campaign. |
|

E‘l _!) Introducing Mail Communicator ,'
B (1) Understanding Mailing List Format(s) (
. |
- ’ termal Wil | [
ﬂ O S O (1) Importan External Mailing List ,'
B e _ (1) Understanding Message format(s) |
rack your emaill campaign perrormance |
- (1) How to send a Personalized email campaign |
Irikedf |
shilats (i) What are message rules? II
There are two interface modes: Wizard and Clazzic. The Wizards |
(i) Subscribe and Un-subscribe from a mailing list. Il
|
|

work you step-by-step through each actions, where Clazsic mode
allows you to access each functions guickly without geing through the
step-by-step wizard. (1) Remove un-deliverable email addresses
|
_|) Process message with Message Rules
|

() Working with ‘wizard Interface
il Click for Interactive Online Tutorial Help
|
|

O Working with Classic Interface  — ——_
T—
!

S
——
™ You can choose to work on the step-by-sStep Wizard mods
(for experienced user)

[~ When Mail Communicator starts, go directly to Email Campaign panel
or the Classic mode

New
You can create new mail, new mail account, new message rule, new mailing list and hew message

template.
Mailing List Tools

Mailling list utility for you to manage your mailing list, inlcuding: Sort and De-duplicate email addresses,
remove email addressed, merge mailing list, split mailing list, retrieve mail addresses from file.

Mail Validator
Verify email addresses in a mailing list to determine if an email address is valid or not. It will help you to
remove the invalid email address without sending the email and reduce bounce back rate.
Email Tracker

Visit your Email tracking account to see the campaigns you're tracking and the details on those
campaigns.

Reports

This is where you can see the Mail Campaign Report. This report will show you the details of the

Campaigns you've sent out.

Help
Help file providing step-by-step guide on how to use Mail Communicator.

Tutorial
Link to Mail Communicator tutorial with screen shots and tips.

Related Topic:
Add a mail account

Create a mailing list

Create a message template

©2009 Apex Pacific Pty. Ltd.
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1.5

System Configuration

Understand Message Format

Understand Message Format

Mail Communicator supports both HTML (Rich Text) and Plain Text file format. You can specify the
default format under the "File/Configuration" window.

When you create messages using HTML formatting, only mail programs that support HTML can read
the formatting. If the recipient's mail program does not read HTML, the message will be displayed as
plain text with an HTML file attached.

You can also choose to send the the Email using HTML format only. This option is good to reduce the
size of the email, however, if the recipient's mail program does not read HTML, the message will not
available for viewing.

To use HTML formatting
In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML).

Notes
To edit the HTML source tags, click the Source tab and start editing.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

Understand Mailing List File Format

Mailing List File format

You can send emails from a plain text mailing list file, MS Access, SQL or MS Outlook address or
folder. Your mailing list may contain multiple fields. The following are some samples to show you how a
plain text mailing list file looks like.

A plain ASCII text file format is a common mailing list format for many bulk email program. It expects a
plain text file with one email address on a seperate line as follows:

[Email]

friends@sample-email.com

Email Marketing <friends@sample-email.com>
<friends@sample-email.com> "Money make"

Note: All of the above formats are correct email address format for Mail Communicator.

©2009 Apex Pacific Pty. Ltd.
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Your mailing list can also contain multiple fields seperated by a comma as seen below :

[Email], [Name], [Company]
peter@edynamicsoft.com, Peter Laurent, eDynamicSoft
david@apexpacific.com, David Liang, Apex Pacific

Tips:
Email address field can be at any column. The following mailing list format is also supported by Mail
Communicator.

[Name], [Email], [Company]
Peter Laurent, peter@edynamicsoft.com, eDynamicSoft
David Liang, david@apexpacific.com, Apex Pacific

Mailing List Header Field (for example: [Email], [Name] etc) is an option. If your mailing list file does
not include any header field, it still works with the Mail Communicator. But we suggest that you Create
a New Mailing List function to import your existing mailing list file to the Mail Communicator format. For
example:

friends@sample-email.com
Email Marketing <friends@sample-email.com>
<friends@sample-email.com> "Money make"

or

peter@edynamicsoft.com, Peter Laurent, eDynamicSoft
david@apexpacific.com, David Liang, Apex Pacific

If your mailing list is stored in a database or another file format, you can export your mailing list from
the above format and that is used by Mail Communicator. See related topic below for more information.

Related Topics:
Creating a Mailing List
- Create Mailing List in Mailing List Editor
- Import External File to create Mailing List
Open an existing Mailing List
Enter or Edit mailing list data manually
Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message
Managing Mailing List

1.6 What's a Message Rule

Incoming Message Rule

It is a powerful function allowing you to process mail messages automatically with the message rules. It
works like an auto-responder (Receive Mail Rule), you can use rules in Mail Communicator to
automatically "reply to" or forward certain messages, send a specified message to a mailing list, add or
remove a sender from a mailing list (the same as subscribe and un-subscribe), or run an external
program.

©2009 Apex Pacific Pty. Ltd.
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1.7

Go to "File/New/Receive Mail Rule" item from the menu bar. Or click "Mailing Rules" in the tab, then
click "New" icon on the tool bar then select "Incoming Mail Rule". The "Message Rule" screen will show

up.
There are 9 types of actions you can set up with the Receive Mail Rule:

Reply with message

Add Sender to mailing list

Remove Sender from mailing list

Forward to people in the mailing list

Delete it from the server

Send message to people in the mailing list

Run External Program

Process Web Form with mailing list

Send Message to people in Web Form

Related Topics:

Create a rule for mail messages
Processing Message with Message Rules
Apply a rule to incoming messages
Change a rule

Send Message in HTML Format

Can | send message in HTML format?
Yes, you can send message in HTML format with Mail Communicator.

Mail Communicator has a built-in WYSIWYG HTML editor which allows you to create the HTML
message within the program.

To create HTML format message:

1. Open the Send Mail window by going to File menu, New and Message Template

2. In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML) menu
item. This option is selected by default.

Tips

1. To edit the HTML source tags, click the Source tab and start editing.

2. You can set the default format of the message to HTML format under the File/Configuration
window.

3. When you create messages using HTML formatting, only mail programs that support HTML can
read the formatting. If the recipient's mail program does not read HTML, the message is displayed as
plain text with an HTML file attached.

Related Topics:
Using HTML formatting
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2.1

Troubleshooting and FAQ

Getting Started
Getting Started with Mail Communicator

Getting Started with Mail Communicator

Previous Top Next
With Mail Communicator, you can send "Personalized" bulk email messages to your clients or send

newsletters to subscribers, view messages from your mail box, run auto-responders, manage your

mailing list and message templates.
There are two basic interface modes: Wizard Mode and Classic Mode. You can switch between the

two modes by selecting the "Work Mode" Toolbar icons.
Wizard Mode : The wizards walk you step-by-step through creating campaigns, creating contact
databases, and setting up list builders. Begin any new project from the Wizards page.

Classic Mode : The Classic interface allows you to access the mail campaign(s) easily without going
through the step-by-step wizard. Please use this interface only if you want to manage your campaigns

quickly.
ﬁ MailCemmunicater - Prefessienal Version o] ==z
Eile Go Action Tools Reports  Yiew Help
[ Mew = | -,L} Malling List Toals 0] Mail Walidator %, Erail Tracker q'_j Reparts = | @ Help » . Tutarial Work Mode: |'wizard = !
Incoming Email || Mail Accounts || Mailing Rules || Mailing List || Message Draft ]
]

Email Campaign
|

Mail Communicator
|

“ 1 Getting Started with Mail Cammunicatar
Tipz |
If this is your first time to use the program, or you are nep to
below

email marketing, pleasze be zure to read all the information
|

E simple steps to stark your first email campaign
|

before starting your email campaign.
|

Bl Create an Email Account
. n i) Introducing Mail Communicator

Bl ) i) Understanding Mailing List Format(s) III

& . i) Import an External Mailing List III

Bl E i) Understanding Message format(s) III

i) How to send a Personalized email campaign III

|

i) What are message rules?
|

Interface
There are two interface modes: Wizard and Classic. The Wizards
worl you step-by-step through each actions, where Classic mode i) Subsaibe and Un-subscribe from a mailing list.

allows you to access each functions guickly without going through the } i ) |
i) Remove un-deliverable email addresses |
|
1) Process message with Message Rules Il
|

step-by-step wizard.
E¥] Click for Interactive Onling Tutorial Help

() Warking with Wizard Interface
O Working with Classic Inteiface _
- S |
S |
T ¥ou can choose to work on the sStep-by-Step Wizard mode
(for exparienced user)

[ when Mail Communicator starts, go directly to Email Campaign panel
or the Classic mode

If you are a new user to Mail Communicator, please use the Wizard mode to getting started.

The following topics will show you how to start sending and receiving emails in the Classic mode. After
getting started, you'll find there are many different ways to tailor the Mail Communicator to your needs.
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3.1

Look in the Help Contents for ideas.

To add a mail account, you need your account name and password, and the names of an

incoming(POP) and an outgoing(SMTP) mail server.

Basic Setup
Configuration of your Internet Connection
Create a mail account & Set up mail server information

Create a mailing list

Creating and Sending Mail
Creating a new Mail
Insert "Personalized" field in a message
Change the priority of an outgoing mail message

Viewing and Receiving Mail HIlp_Receiving_message
Receiving message from mail server
Download Message headers only

Related Topics:
Introducing Mail Communicator
Features

Basic Setup - Wizard Mode

Enter topic text here.

Create an Email Account

Create a mail account and Set-up your mail server information

Step 1 - This step is to provide the basic information for the new Account. Make sure to fill the "Email
Address" and the "Reply Address". These information will be used when sending emails out using this

Account.
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Account Wizard - Step 1

Enter Account Details

Account profile containg all the infarmation about yourself such az vour SMTE and POP mail
FEMEL, your name, your return email address and other gettings. v'ou can create multiple mail
accounts with different mail server or contact details. You can aleo attach Message Rules with
your Mail Account to process meszage automatically.

M ail Account M ame

Apes Pacific M ail Communicator

| zer Infarrmation

Mame: |.-’-‘-.|:|e:-: Pacific: Suppart

Organization: |.-’-'-.|:|E:-: Pacific

Email address: |$uppart@ape:-:pac:ific:.cnm

Feply address: |suppnrt@ape:-:pau:ifiu:.u:un“

Step 2 - This is where you need to enter the SMTP (outgoing mail server) server details. If your SMTP
mail server has authentication, you will also need to know the username and password. This

information can be obtained from your (ISP) internet service provider or (LAN) local area network
administrator.

You can also specify how long the pause between emails being sent out at a time. This feature is
useful if you have a limited number of emails that can be sent out by your SMTP server at a time.
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Account Wizard - Step 2

SMTP

~Cutgoing kail Server Infarmation

SMTP Server: |mail.yu:uurdu:umain.u:nm Part: |25

[v Py outgoing mail server requires authentication

Uszer name |yourllserM ame
FPaszword

PEEEEREY

~hore Options

[+ Thiz mail server requires a secure connection[35L)

Idle far |10 geconds after sending |2 messages before continue

Server timeouts: 50 seconds

Cancel ][ « Back H Mext = ]

Step 3 - This is where you need to enter the POP3 (incoming mail server) server details. If your POP3
mail server has authentication, you will also need to know the username and password. This

information can be obtained from your (ISP) internet service provider or (LAN) local area network
administrator.

note: the attached mailing list will be used as the subscribe or un-subscribe list. The program will
automatically put the email address of the incoming email that has "subscribe" as the subject also
"unsubscribe" or "remove" will remove the email address from the mailing list.
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Account Wizard - Step 3

FOP3

[nizoming kail Server [nformation

POP3 Mail Server. |mail yourdomain com Part: [110

[+ Llze the zame setting as SMTF mail zerver.

|lzer name: |_'.'|:|urL| zerl ame

EEREEEEY

Paszwiord:

b ore Optionz
Iv Check far new messages every |20 minutes

Get |5 messages at a time

Attached a kailing List file for this account to be uzed for subscribe or unsubzoribe;
|E:"~L| gershaupparthDeskiophSuppart. bt _

[v Delete the meszage fram mail server after subzeribe ar unzubszcrbe

[+ Only remove a bounced back emaill address if it has been bounced back bwice

Cancel ] [ « Back ] [ Mext =

Step 4 - You can add and apply rules to your Incoming Messages.

You can specify multiple conditions for a single rule by clicking more than one check box. Click the
And / Or radio button under the Rule Description section to specify whether all of the rule conditions
apply before the specified action occurs (and) or whether at least one must be met (or).
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4

Account Wizard - Step 4

Select Rules

[+ Processing pour incoming emails automatically uzing Meszage Rules on this account.

Pleaze select the Meszage Fule pou want to attach to your mail account or click “Add Rule"
button to create a new Meszage Rule.

Unsub

T F

Cancel ] [ « Back ] [ Mext =

Step 5 - The final step. Click on the Test Account settings to see if the account you've just set up is
working. It is better to know that you've mistyped a password now than when you're sending out your
email campaign.
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Account Wizard - Step 5

Finish

That's all the information the wizard needs to create pour mail account,

Test settings

After filling out the information, we recommend you test account by chcking the button
below. [Fequires network, connection].

[ Test account settings ]

H‘H make sure to test the settings
baefore finilshing the Wizard.

Click. the "Finizh" buttan, the wizard will zave your mail account,

Cancel ] [ « Back ] [ Finish

3.2 Create a Mailing List
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3.2.1

Create a Mailing List - List Editor

Creating a Mailing List using the List Editor

This wizard will take you to setup a new Mailing List using the build in Mail Communicator's List Editor.
It is an easy, quick way to setup a new Mailing List in Mail Communicator.

Step 1 - Select the option: | don't have a mailing list yet, | want to create a mailing list with List Editor.

Create Mew Mailing List Wizard - Step 1 @

Select an Option to Create Lailing List

Mailing List Wizard allows you to create a new mailing list marnually, or impart a mailing list from your existing data
gource file, You can even import your contact list from MS Access, MS Excel and MS Cutlook,

Please choose how you want to create your mailing list;

{* I don't have a mailing list yet, I want to create a mailing list with List Editor}

I already have a data source file, I want to import my contact list from my
existing data source file,

" I want to open an existing mailing list directly

Step 2 - You will need to specify which column you wish to use on your mailing list.

Tips: You can also create your own column to be used in the Mailing list.
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Create Mew Mailing List Wizard - Step 2

Select Columns Hame

Please specify which column you want to use for vour mailing list:

Colurmns

| -

[ Move Up ]

Email

Marne
CustornColurmn
[ First Mame

[ Last Mame

1 company

[] street Address
O city

O state

Ozip code

D Country

1 rhane

[CJrFax

Add a new column -if it is not found from above list:

Move Dawn

fcustomColumn]

Cancel

| [ <Back || mexts Finich

Step 3 - You will need to specify the name, description and location for your new mailing list.
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3.2.2

Create Mew Mailing List Wizard - Step 3 [E3m]

Enter Mailing List Detail

Flease specify & name for yvour mailing list:

Mailing List Mame

Description of your mailing list:

|Descripﬁ|:|n of Mailing List Mame

Please specify where do yvou want to save yvour new mailing list

f" * Sayve as anew file

C:\Program Files\Dynamic\Mail Communicator Y3 'Mailing List Mame, txt

Browse...

Cancel ] [ < Back ” Mext = Finish

Step 4 - This is the last page, hit "Finish" to create the mailing list.

Create a Mailing List - Existing Data Source

Creating a Mailing List using an Existing Data Source

This wizard will take you to setup a new Mailing List using an external data source as the basis. This is
a useful feature to help you import your existing mailing list.

Step 1 - Select the option: | already have a data source, | want to Import my contact list from my
existing data source.
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Create Mew Mailing List Wizard - Step 1 [E3m]

Select an Option to Create IMailing List

Mailing List Wizard allows you to create a new mailing list manually, ar import & mailing list from your existing data
source file, You can even import your contact list from MS Access, MS Excel and MS Outlook,

Flease choose how you want to create your mailing list:

(" I donm't have a mailing list yet, I want to create a mailing list with List Editor

= [ aready have a data source file, I want to import my contact list from my
existing data source file.

" I want to open an existing mailing list directly

Step 2 - You can import from selected range of data source Text file, Access database (2003 and
before), Outlook, Excel (2003 and before) and XML format files. You can also choose the delimiter for
multiple fielded data sources (normally text sources).
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Create New Mailing List Wizard - Step 2

Import Mailing List from...

Import from:

fText File (=.txt) |

Excel Ijng'..dl:utest.bct Browse ...
XML

If your Import mailing list files contain multiple fields, please select or enter a delimiter character from the
list bax below:

Cancel l [ < Back ” Mext = Finish

Step 3 - If you selected the Text file as your data source, you will see the sample data to make sure it
is the correct format.
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Create Mew Mailing List Wizard - Step 3 [E3m]
Sample Data
Thiz iz sample data of vour import file, Please dlick the Mext' button to continue:

dlientid email name | product

apil43a2 BidMaximizer

apil4365 BidMaximizer

api14870 PROSUITE-PR...

api14872 BidMaximizer

api14a77 BidMaximizer

Cancel ] [ < Back ” Mext = ] Finish

Step 4 - You will need to specify the name, description and location for your new mailing list.
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Create Mew Mailing List Wizard - Step 5 [E3m]

Enter Mailing List Detail

Flease specify & name for yvour mailing list:

Mailing List Mame

Description of your mailing list:

|Descripﬁ|:|n of Mailing List Mame

Please specify where do yvou want to save yvour new mailing list

" Override existing Import file * Sayve as anew file

C:\Apex\Register\List\Mailing List Mame. txt

Browse...

Cancel ] [ < Back ” Mext = Finish

Step 6 - This is the last page, hit "Finish" to create the mailing list.

3.2.3 Create a Mailing List - Open Direcly

Link a Mailing List on an Existing Data Source

This wizard will take you to link an existing data source (list) to the program in order to update the
changes made to the list directly.

Step 1 - Choose the option: | want to open an existing mailing list directly.
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Create Mew Mailing List Wizard - Step 1

Select an Option to Create IMailing List

Mailing List Wizard allows you to create a new mailing list manually, ar import & mailing list from your existing data
source file, You can even import your contact list from MS Access, MS Excel and MS Outlook,

Flease choose how you want to create your mailing list:

(" I donm't have a mailing list yet, I want to create a mailing list with List Editor

I already have a data source file, I want to impart my contact list from my
existing data source file.

Step 2 - You will need to specify which column you wish to use on your mailing list. You can also
create your own column to be used in the Mailing list.
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Create Mew Mailing List Wizard - Step 2 [E3m]

Enter Mailing List Detail

Flease specify & name for yvour mailing list:

[Mailing List Name

Description of your mailing list:

|Descripﬁ|:|n of Mailing List Mame

Please specify the mailing file you want to open

% Text mailing list " Database mailing list

|C: \Apex \RegisterList'\Dealerlist_name. txt

Browse...

Cancel ] [ < Back ” Mext = Finish

Step 3 - This is the last page, hit "Finish" to create the mailing list.

3.3  Prepare Your Message
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3.3.1 Prepare Your Message - Message Draft from Scratch
Create a new Message Draft from scratch
This wizard will guide you to prepare your message from scratch.
Step 1 - Select the option that says: Create a new blank message. you can also choose which

message format you wish to use. Please note that for the HTML format of messages, a plain text
format will automatically be created to support recipients that cannot view HTML format emails.

Message Draft Wizard - Step 1 ==

Create Message Option

Pleaze specify how would vou like your meszage to be created:

{+ iCreate a new blank meszage

hezzage Format

There are bwo meszage formats; HTML[Rich Test] or Plain Test format. HTRL format allows
wou to format your best with different color, set font zsize and ingert pictures in your meszage.

YWhat meszage format dao vou want b uze?

(o HTRL[Rich Text) ™ Plain Text

(" Create a meszage with our default terplate[HTRL format anly]

Step 2 - You will need to specify the name, Subject of the Draft and location for your new Message
draft.
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3.3.2

Message Draft Wizard - Step 2 ==

Enter Message Details

The Meszage Draft Wizard allows you to create a Meszage Draft. Thiz allows you to re-uze the Draft in future
emailingz. & Meszage Draft can be a template of your meszsage format, or an actual meszage. It helps vou to
easily manage your meszage|z).

Pleaze specify a name for this meszage:

|Message M ame

Pleaze enter a zubject for this meszage:

|Message Subject

Fleaze specify the file location you want to zave this message;

|E:"-.f-‘-.|:|e:-:'xF| egiztersListhMezzage Mame. bim @

Cancel ] [ < Back ” Mext =

Step 3 - This is the last page, hit "Finish" to create the new Message Draft.

Prepare Your Message - from Template
Create a new Message Draft from Mail Communicator's template
This wizard will guide you to prepare your message based on the template.

Step 1 - Select the option that says: Create a message with our default Template.
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Message Draft Wizard - Step 1

Create Message Option

Pleaze specify how would vou like your meszage to be created:

(" Create a new blank meszage

hezzage Format

There are bwo meszage formats; HTML[Rich Test] or Plain Test format. HTRL format allows
wou to format your best with different color, set font zsize and ingert pictures in your meszage.

YWhat meszage format do you want to uze?

g 0

{+ Create a message with our default template[HTML format anly

Step 2 - On this step, you can select from 6 different templates available for you to use.
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Message Draft Wizard - Step 2 ==

Select Default Template

Pleaze select a default template from the list below:

orporate. hitrm Preview
& | Eleqant hitm
&1 Express.htm
&] hitech htm e B
&1 pop.htrm ! ——
& profezsional htm — T

e TR e et e e

Cancel ] [ < Back ” Mext =

Step 3 - You will need to specify the name, Subject of the Draft and location for your new Message
draft.

©2009 Apex Pacific Pty. Ltd.



Basic Setup - Wizard Mode 32

Message Draft Wizard - Step 3 ==

Enter Message Details

The Meszage Draft Wizard allows you to create a Meszage Draft. Thiz allows you to re-uze the Draft in future
emailingz. & Meszage Draft can be a template of your meszsage format, or an actual meszage. It helps vou to
easily manage your meszage|z).

Pleaze specify a name for this meszage:

|newh-1 ezzagelraftT emplate

Pleaze enter a zubject for this meszage:

|default subject meszage

Fleaze specify the file location you want to zave this meszsage;

|E:"-.f-‘-.|:|e:-:'xF| eqgiztersListhnewid eszagelraft T emplate. htm @

Cancel ] [ < Back ” Mext =

Step 4 - This is the last page, hit "Finish" to create the new Message Draft.
3.4  Create Your Email Campaign
Create Your Email Campaign

This wizard will guide you to create your Email Campaign from selecting the list to sending the email
message.

Step 1 - First, you need to select a mailing list for the email campaign to send to. You have 3 options:
Use and existing Mailing List, Create a new Mailing List or send to a single email Address.
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Mailing Carmpaign Wizard - Step 1 @l
Select Mailing List

23455

To ztart an email campaign, you need o have a mailing list{or contact lizt). & mailing list containg the email addreszes that pou
want yaur meszage ko be sent to. Please specify a mailing list pou want to use with this email campaign:

f* | aready have a mailing list, | want to zend to my existing mailing lizt

Fleaze chck the 'Open' button to select an exizsting mailing izt file. Y'our mailing list can be a plain test file, M5 Access,
M5 SAL, M5 Outlook or ML file:

|E: YU zershsupporth D ezktopih allcomm T esting Client List. bt Open...

" | don't have a mailing lizt wet, | want bo create a new mailing list marually;
Pleaze click the 'Create’ buttan to create a new mailing list;

Create...

| don't want to zend to a mailing list, | just want to send to a single email address

Fleaze enter an email address vou want to zend bo:

Step 2 - You can choose between creating a new message or Open an existing message from your
"Sent" items.

When creating a new message, you can choose from creating a blank message, creating from your
own Message Draft or from a default Message Dratft.
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Mailing Carmpaign Wizard - Step 2 @
Edit Message Content

423355

How would vou like your mezzage to be created? vou can create a new message of open an existing message.

{+ Create a new messags

" Create a blank message
{* Create a meszage with vour own message template.

" Create a meszage uzing default meszage template.

(" Dpen an existing meszage

Cancel ] [ < Back ” Mext =

Step 3 - You can track your email campaign by ticking the box. The Tracking feature is a subscription
based service. If you haven't setup your Email Tracker account, ticking the box will ask you to setup an
Email Tracking Account.
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Mailing Carmpaign Wizard - Step 3 @
Tracking Code

4233550

Email Tracking allows pou to track pour emall marketing campaign statistics by getting the infarmation you need, including: How
many people open pour emails? What i the click through rate’? What is vour conversion rate?

Mate: This feature only applies to HTML meszagelz) only.

[v Tracking thiz email campaign

Cancel ] [ < Back ” Mext =

Step 4 - This is where you need to put your Campaign message details.

You need to enter your Subject. Attach a file if you wish, set the message priority and reques a read
receipt.

Please note that it is optional for the receiver to agree to send a read receipt.
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Mailing Campaign Wizard - Step 4 @

Enter Campaign Details

Enter a Subject for your meszage:

ky Ermnail Campaign Subject

If you want to zend an Attachment with your email, please click the 'attach’ button to Inzert an attachment file or items:

M ame Size Path | Attach...
Chent Ligt. b=t 1719 KB C:hUzerzsupportsDesktopsMalcomm TestinghClient List. bt

Pleaze specify yaur messaae priorky:

" High pricrity & Mormal priority " Low priority

[v Fequest a read receipt when the message has been read

Cancel ] [ < Back ” Mext =

Step 5 - This step is to select which Mail Account you would like the email Campaign to be sent from.
You can also create a new Mail Account on this page.
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Mailing Carmpaign Wizard - Step 5 @

Select Mail Account

423305

Choosze which mail Account you would like vour email to be sent from:

Account Profile containg vour name, return email address, your SMTP mail sever and other zettings. If you have not zet up wour
Account pet, pleaze click the 'New. " button to create an Account profile before zending.

t ame | Email Mew...
Apew Mail support@apexpacific. com

Cancel ] [ < Back ” Mext =

Step 6 - You can choose how many emails on the mailing list you wish to send to or you can send to all
of the email addresses in the mailing list. You can also put a filter on the sending of the emails by
ticking the box that says "Send Message only of the following condition is applied:" You can also send
the messages in Blind Carbon Copy mode. This is good option to use if you're trying to send your
emails with a big attachment.
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Mailing Carmpaign Wizard - Step 6 @l

Number of lessages to Send

Pleaze specify the number of meszsage you want to zend in this section:
" Send all the meszages in mailing lizt:
{* Send specific range of meszages in this mailing list

For example: you want to send message to people from position 20 ta 300 in this mailing lizst, please enter 20 in From:'
box and enter 300 in 'To:' box.

If you leave the 'To' box blank, the prograrm will zend mezsage start from position 20 to the end.

Frarn: |1 Ta [optionall: |5|:| Hide Options Setting

Optiong
Iv Send meszzage only if follow condition is applied:

Iffigld: | Status | Equals: |paid

Iv Send messzage asblind carlbon copy recipient [BCC)

Dizplay addrezz in 'Ta' figld: |suppnrt@ape:¢pacific.cum

MOTE: if you choosze thiz option, the mezsage can not be personalized.

Cancel ] [ < Back “ Mext =

Step 7 - On this step, you can set the "Send Time".
Send Now: Sending the Mail Campaign straight after finished the wizard.

Send at a specific time: Send the Mail Campaign at the specified date and time (the program must be
running at the specified date and time, if not, the next time the program runs, it will try to send the
pending Send jobs).

Send this message by "Send Rules": you can specify the send rules and attach it to the Send Mail
Campaign. This Mail Campaign will stay in your inbox and check against the "Send Rules" every day.
Normally to be used for Follow Up emails.

| don't want to send now: this will put this campaign to the "Message Draft" tab for later editing or
sending.
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3.5

Mailing Carmpaign Wizard - Step 7 @

Send Time

Pleaze be specific when you want to send this emaill campaigr:

{* Send Mow

= Send at a specific ime 04:55:31 P [1 47 A09] J
{7 Send this message by 'Send Bulss'

Please select 'Send Rules' from below ;

| don't want to zend now, | want to zave this campaign ta the 'Draft’ falder and edit/zend it later.

Cancel ] [ < Back “ Mext =

Step 8 - This is the last page, hit "Finish" to create the Mailing Campaign Wizard.

Manage Subscribe and Return Emails

Manage Subscribe and Return Emails

This wizard will guide you to apply a default "Subscribe" and "Unsubscribe" rules to your specified Mail
Account and Mailing List.

The default "Subscribe" rule is that if the incoming email's Subject contains "Subscribe", the program
will add the incoming mail's email address to the Mailing List.

The default "Unsubscribe" rule is that if the incoming email's Subject contains "Remove" or
"unsubscribe”, the program will remove the incoming mail's email address from the Mailing List.

Step 1 - In this step, you need to specify which account you wish to add the default
Subscribe/Unsubscribe rule.
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Subcribe/Unsubcribe Wizard

Select Account

Thiz step allows pau ta apply the default Subzeribednzubszcribe e ta the selected mail account. Sa when
youl refriese emailz from your mail account, the default SubscribedUnsubscribe rule will be applied.

Pleaze zelect the mail account(z] vou want to apply with thiz message rule;

Account Mame E mail Address

Apes Mail

Mew Account

support@apexpacific. com

Step 2 - You need to select which mailing list to Subscribe/Unsubscibe to. You can also automatically

delete the email message from the mail server after Subscribe/Unsubscribe.

©2009 Apex Pacific Pty. Ltd.




41

Mail Communicator V3 Online Help

3.6

Subcribe/Unsubcribe Wizard ==

Select Mailing List

Thiz step allows wou to apply the default Subscribednsubscribe e to the below mailing lizt. By default, if the
Subject line containg the word "Subzenbe"’, the program will add sender's email address to the mailing ligt pou
zpecified below. If the Subject line contains “'Unsubscribe ar "Remaove", the program will remove zender's email
addrezs from the mailing list.

Pleaze zpecify the Mailing List file you want to subscribe or unsubzeribe

4 zers'supportsDeskiopiM ailcomm T estingsClient List, bt

[v Drelete the message from mail server after subscribe or unsubscrbe

Cancel ] [ « Back ” Mext =

Step 3 - This is the last page, hit "Finish" to finish the Subscribe/ Unsubscribe Wizard.
Make sure to tick the box that says "Apply this setting now".

Track Your Email Campaign Performance

Track Your Email Campaign Performance

Mail Communicator™ also integrates Email Tracking systems that allows you to track your email
campaigns, Track how many visitors open your email campaign, how many click-thrus and sales, and
also calculates ROI.
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Email Tracking Make Easy ....

EmailTracker iz an integrated email tracking system that alloves pou to track your email marketing campaign,
providing detail information on how wour email campaign perform.

b ail Communicator also integrates Email Tracking sestemns that allows vou to track vour email campaigns o kel wou how
maty recipientz open your emailz, how mary people click through vour your emails, where they come from, how marny
leads or zales you corvert, and much more.

Quick Summary:

o Track your email campaign automatically without enter a tracking code
Track how many visitors open your emails

Track how many cick-thrus to your email

Track how many leads or sales yvour email campaian converts
Calculates Return On Investment (ROI)

Drill down complete detail for each individual recipient

Segment visitars by Region / Country

e T -

View campaign progress over time with report history

Learn more about Email Tradker ]

2% Create Email Tracking Account (5w

I Mext = ] I Cancel

In the Email Tracking Report you may:

1. Manage your Campaigns - Create, Edit or even delete your Campaign information as shown
below.

iy EMAIL macsrn sk ) PABOLA e

Lt Ubosten | e Aciurt AMBTORE 1 AT |

& Campalgn Managensent

e Ruselrested  SariSerdnas  IweSendeos 00 Saan

JOSPE-2O0008)1 Chastmas Nolice Hagpy ksliday Seancn rom dpea Paoldd 120100048 L4 4] PU 192004 § .21 3 P 12220005 10 I 09 P S E-l'Ju:'I

Tolal - 1 20 E3mp 35018
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2. Viewing the Stats - Get a comprehensive report on your Email Campaigns performance, such as:

* Open - Know how many recipient opens your email message.
* Click Thru - Know how many recipient click the link on your email message to your website
* Sales - Know how many recipient finally make the purchase originated from your email message
(In order to do this you need to insert a tracking code into your order confirmation page , please
click to "My Account" / "ROI Tracking" in the system to find out more.)
* Bounce Back - Know how many "no good" email address in your list and got bounced back from
the server

There are also few reports types such as:
* View by History - Display the progress of your campaign over time.

* View based on Region & Country - Know more where you getting conversion from and aim your
campaign to certain demographic area.
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* Drill down to a complete detail - Comprehensive report on which particular recipient performing
which action on which date.
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3. Change your Details - Click on the "My Account" link at the top of the screen, this screen will
enable you to change your details such as Name, Address, Credit card information.

4. ROI Tracking - Click on the "My Account" link at the top of the screen, and then click "ROI
Tracking", this screen contains information on how to setup tracking code in your order confirmation
page that will enable you to track sales of your campaigns.

5. Billing Summary - Click on the "My Account" link at the top of the screen, and then click "Billing
Summary" to display the history of your billing.

4 Basic Setup - Classic Mode

4.1 Add a Mail Account

Create a mail account and Set-up your mail server information

You will need the following information from your (ISP) internet service provider or (LAN) local area
network administrator:

For receiving emails, you'll need to know the name of your POP3 mail server (incoming mail
server), and your login name and password.

For sending emails, you will need to know the name of SMTP mail server (outgoing mail server). If
your SMTPmail server has authentication, you will also need to know the username and password.
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Mail Account:Apex Mail =™

General | SErVErs | Message Rules | Advanced

Server Infarmatian

Income mail [POP3]; ||:n:u|:u._l,u:|ur|:||:umain.|:|:nm Pt 110

Outgaing mail [SHTR): |$mtp,_lrl|:|urd|:|main.|3|:|m Part: |257
[rizoming kail Server

Account Mame: |user@yuurdnmain.cnm

Paszword: R

Outgaing Mail_?n_a_rgg[ anly tick this box if you OutgoingtSMTR) mail zerver requires authentication
v hipzend mail server requires authentication

Account Mame |user@yuurdnmain.cnm

EEREEETY

Pazzward

“We recommend voul test account by clicking the button below[Requires netwark, connection).

Test account settings

To add a new mail account (Classic mode):

1. On the File menu, select New from menu item and select Mail Account. (Or by clicking on the
Drop down arrow button of the New button on the Tool bar , and select Mail Account .)

2. In the New Mail Account dialog box, enter the information as needed on the appropriate tabs.

General

Enter the name of new mail account, then the user information with name of the user, name of
organization, email address and reply address.

Servers
Server information, Incoming mail server and Outgoing mail server. For receiving emails, you'll need to
know the name of your POP3 mail server (incoming mail server), and your login name and password.
For sending emails, you will need to know the name of your SMTP mail server (outgoing mail server). If
your SMTP mail server has authentication, you will also need to know the username and password.

Message Rules

Check the box to select the message rules you have created. For how to create or set-up a new
message rules, please see Message Rules Set-Up.

Advance
You can set up the Server timeouts, Incoming mail server, Outgoing mail server and subscribe mailing
list.
The Subscribe/Un-Subscribe rule will check the incoming email Subject for "Subscribe" to add to the
mailing list and "Remove" or "Unsubscribe" to remove the email address from the mailing list.
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Mail Account:Apex Mail =™

General || Servers || Message F'.ulesJ Advanced |_

Server Hmeouts: |E|:| seconds

[nizoming kail Server

[¥ Check for new messages eveny |2|:| rintes
Get oo messages at a time, when receiving mai.

td ailing Lizt [for Subzcribe and Un-Subscribe with thiz mail account];
|E:'xLIsers'&suppnrt'&[ﬁlesktnp'\Mailcnmm Testing.Client List bt

v Delete the message from mail server after subscribe or unsubscribe

[ Only remove a bounced back email address if it haz been bounced back bwice.

Outgainig kail Server

[dle far |5 geconds after zending |2 meszages before continue.

Iv This mail server requires a secure connection]550)

You can create multiple accounts by repeating steps 1 and 2 for each new account.

Tips:
Message Rules : allows you to apply rules to your incoming mail account so that your Mail

Communicator can process your incoming message automatically. For more information, please see
"Create a rule for mail messages".

Advance/Subscribe Mailing List: allows you to attach a mailing list to your mail account, so that your
mail account will work as a newsletter server to subscribe and un-subscribe your clients from your
mailing list. For more information, please see "Subscribe and Unsubscribe Mailing List".

See Also:
Change settings on an existing mail account

Related Topics:

Create a mailing list

Create a message template
System Configuration

Main Screen Tool Bar Summary
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4.2

Create a Mailing list

Create a mailing list

Create Mew Mailing List Wizard - Step 2 @

Select Columns Hame

Flease specify which column you want to use for your mailing list:

Columns | - [ Move Up ]
Mame
CustomColumn
D First Mame

D Last Mame

D Company

[] street Address
O city

O state

O zip Code

D Country

] rhane

D Fax \
Add a new column - if it is not found from above list:

ICustu:umCu:qumn| Add

[ Cancel ][ < Back ” Mext = Finish

1. On the File menu, click New and then choose Mailing List . (or on the toolbar, click New from the
drop down menu, and select Mailing List)

2. The Mailing List Wizard screen will show up with 3 options to create a new mailing list.
Create a mailing list in Mailing List Editor

Follow the instructions on the Mailing List Wizard to create the mailing list. For details, please
see Create a mailing list in Mailing List Editor.

Create a mailing list from an existing Data Source (import)
For more details, please see Import external file/database to a mailing list.

Create a mailing list by open directly from an existing Data Source (linking).
For more details, please see Create a Mailing List - Open Directly

Enter or Edit mailing list data manually On Mailing List Editor

1. Select the cell you want to edit, and press the "Space" bar or double click on the cell to enter into the
Edit mode

2. Press the "Enter" key to move to the next cell.

©2009 Apex Pacific Pty. Ltd.



Basic Setup - Classic Mode 48

Tips :

You can add multiple fields such as your name, company name, and your address to your mailing
list file, so that can you send "personalized" messages with the Send Mail function.

You can also import a email address from an existing mailing list file or MS Access Database file.

When you import a mailing list file, you can select any field you would like to include in the new mailing
list.

Related Topics:

Create Mailing List in Mailing List Editor

Import External File to create Mailing List

Open an existing Mailing List

Enter or Edit mailing list data manually

Mailing List File format

Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message

Managing Mailing List

4.3 Create a Message Template

To create a message template
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e

¥ Message Draft - Mame of the template =N ==

Eile  Edit  Inset Format Tool

[ Mew Save |3 Open | 4 Cut =3 Copy R Paste S5 Undo | ' Fomat= % Spel

Mame: |Name af the template

Subject: |T emplate far promation emails

File: Location: |I::"~F'r|:|gram FilehDenarmichh ail Communicator W34 ame of the template. htm
.--"'-F'_F--.

Edit | Source | —— HTWL source code of the dratt mail browyse craft Iocation

|TimesNewHDman ﬂ|3 j B 7 U &

44—
:—
5 —

I
¥
]
At
]
i
11
i

the Body of the template

-

A Message draft allows you to manage your messages, follow up on your newsletters in an effective
way. You can also easily manage your messages in a single list view.

1. On the File menu, click New and Select Message Template . (Or on the Message Draft Tab,
select New from the drop down menu list, and choose a Message Draft )

2. Type the name of your message draft, and a short description and the location of the message draft
to be saved.

Tips:
You can open a message from a file by clicking the File menu item, and select Open . (Or directly
click the "Open" icon from the tool bar)

You can save a message to any file by clicking the File menu item, and select Save As . (Or click
the "Open" icon on the right side of "File Location" to select from local folder)

Message drafts supports both Plain Text and Rich Text (HTML) formated documents.

Related Topics:

Open an existing message template
Inserting items in a message
Formatting message text

Using HTML formatting
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Creating a Pre-formatted customized message

See Also:

Add a mail account

Create a mailing list

Main Screen Tool Bar Summary

4.4  Subscribe and Unsubscribe to a Mailing List

Subscribe and Unsubscribe to a Mailing List

This function of Mail Communicator allows you to subscribe or unsubscribe your clients from your
mailing list.

Each Mail Account has a Mailing List file attached to it. This mailing list will automatically has a default
subscribe or unsubscribe rule attached to that mail account.

The default "Subscribe" rule is that if the incoming email's Subject contains "Subscribe", the program
will add the incoming mail's email address to the Mailing List.

The default "Unsubscribe" rule is that if the incoming email's Subject contains "Remove" or
"unsubscribe”, the program will remove the incoming mail's email address from the Mailing List.

Tips :
You can also use Message Rules to provide more complicated functions and actions.

Related Topics:

Add a mail account

Receiving message from mail server
Download Message headers only

Get Returned(undeliverable) Email addresses
Processing message with Message Rules

4.5  Configuration - General
Configuration of Internet Connection
System configuration allows you to set up settings for the program.

1. Click File menu and choose Configuration.
2. On the Configuration window, select the appropriate options as request.
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Configuration @

General | Connection | Filter | Advanced

__—— to remove undeliverable or bounced back emall address
v Always add undeliverable and unsubscribe email address to master Removed file.

™ Delete the meszage from the server after adding to the Removed file
—to delete emalls once added to "master Removed” flle

[ Check new meszage automatically
——Auto check Mall

| Add to tray icon when minimize window

[ Contirue to send the mail campaign in the Dutbox folder if it i not completed or
——gtart from where the =2end mall job was interrupted
|nterrupteu:| lazt time.

v Enable previsw panel
T—to enable the email preview function

Default Mail Sending Format: f+ HTHL [ HTML Format only
" Plain Text

Send Mail Transfer Encoding: |I]uu:uted-P'rintable j

b &ximum Threads: 10 [Between 10 - B5 recommended)

“specify the number of connections

oK ] [ Cancel

General Setting

Always add undeliverable and unsubscribe email address to master Removed file : this option
allows you to build a master removed list file which contains all the email addresses to be removed.
You can always use the Remove mailing list tool to clean your mailing list to remove the email
addresses you do not want to send. Check the box to delete the message from server after added to
the removed file.

Check New Message Automatically : If your mail account has a Message Rule, enable this option will
allow the program to process your message automatically with your Message Rules. You can turn it off
if you do not want to process the message automatically.

Default Mail Sending Format : to specify which format to be used for your default mail sending
format. For example, if you choose HTML format, when you create a new Mail by clicking the New Mail
button, it will use HTML format for your message.

Add to Tray Icon when minimize window : This option will add your program to the window's Tray
Icon task bar when you minimize Mail Communicator screen.

Default Mail Sending Format: You can choose either HTML or txt. format as your default format
which will be used when you compose the mail. Check the box of "HTML format only" if you prefer to
send your message only in HTML format to the intended recipient (Mail Communicator automatically
sends message in both HTML and txt. format).

Enable Preview Panel: You can enable or disable the preview Panels for "Email Campaign" and
"Incoming Email" tabs to preview the emails stored in the folders there.
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Continue to send the mail campaign in Outbox : This option allows you to automatically re-send the
mail campaign in the Outbox folder. For example, if your internet connection is dropped when you are
sending, and the program is interrupted before it completed all the addresses. To enable this option,
the program will continue to send the message start from where it stopped last time.

Connection

It allows you to choose your internet connection. By default it is direct connection. If your PC is
connected to the internet through a Proxy Server(or firewall), please choose Proxy Server option. If
your server or proxy requires authentication, enter your username and password as well.

Filter

Allows you to specify a list of keywords to filter out addresses you do not want to mail to. For example,
.edu, .gov, .org, postmaster, Spam, etc... Any email addresses containing these keywords will be
filtered out by the program. First enter the keywords in the small box at the bottom, then click "Add’
button. The keywords you entered will show in the above big box. You can use 'Edit" or "Remove"
button to manage filter keywords.

Related Topics :
Troubleshooting and FAQ
Technical Support

5 Creating and Sending Mail Message

5.1 Creating a new Malil

To creating a new Mail

) SendMail - Ernail Subject |E= [ EoH 5

File Edit [nsert Format Tools

—_11 Send Mail }l]F'review |_‘3 Open | 4 Cut =3 Copy Epaste @ Unda | U Attach ] Format = | ,g Check 'fl/c Spelling| j,! Fririty + o;‘_'}__Tracking

= to preview the email, good to check the "Perzonalized" figldz

Frorm: |Apex M ail [supportEapexpacific. com) j
To: |C:\Users\support\Desktop\MaiIcomm Testing4Client List.tat s
Subject: |Email Subject apecify the number of email you wizh to send from the list scheduls the campsign sending /
Send: 200800 messages this session |t _~||o5:08:16 PM [02/07/2009) | — _totrack your campsign
Inzert personalize field: |[Nam81 j | ¥ EmailTracking ——— B |
di HTML =ource
Edit |ELEE____ code for this email
[tsial >z x| BNZ U @)= = iE E| = = =
Perzonalize vour emails -
Hi Eield:?\'ameL _— "[Field: Mame] will be replaced by the name field on your mailing list

You can save a draft of your mail campaign to work on or send it later. To save a mail campaign, click the File Menu and select Save to send
later menu item. The mail will be saved in the Draft folder. You can open the mail campaign later by double clicking on the Mail name

1. On the File menu, click New and select EMail Campaign . (Or select New dropdown from the Mail
Communicator tool box, and click the Create New Mail).

2. In the From box, select a mail account you wish to send the mail from. If you have not set up an mail
account yet, please click here to add a mail account.
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3. Inthe To box, click the Open Mailing List icon next to the To box and select a new mailing list file
you would like to send. Please click here to see how to create a mailing list.

Note: you can send emails to MS Access and SOL Server database directly. Please click "here" for
more details.

4. In the Subject box, type a message title.

5. You can insert a personalized field name to the body of your message or the Subject line, the Mail
Communicator will replace the field name with the correspondent data value from your mailing list.
Simply move your cursor to the place you want to insert the personalized field in the Message or
Subject Box, then click the Insert Personalized Field box and choose the field name you wish to
insert. For more information please click Pre-formatted customized message.

6. Type your message or insert the message template, and then click the Send button on the toolbar to
send the mail.

Tips:

Draft Mail Flder: store a draft mail campaign.

Outbox Mail Folder: store the mail campaign to be sent later
Send ltems Mail Folder: store the mail that has been sent.

Save mail campaign to send it later

You can save a draft of your mail campaign to work on or send it later. To save a mail campaign, click
the File Menu and select Save to send later menu item. The mail will be saved in the Draft folder.
You can open the mail campaign later by double clicking on the Mail name.

Send mail at a specified time

You can specify the Date and Time you wish to send a mail message, and the mail will be sent at the
specific time . Simply click the Send ...message this session Now box and click At, then it will
display the Time box to allow you to specify the time you would like to delivery this message . When
you click the Send Button, the Mail campaign will also be saved in your Outbox. It will be sent
automatically with the time that the message has reached the time you specified.

Auto Follow Up (Send Message with Send Rules)

This allows you to send auto follow up at a regular time automatically. Simply click the Send
...message this session Now box and choose "Send Rules" option (you need to create a "Send Rule"
by clicking the 'New\Send Rules" button from the toolbar), then choose a send rule. Your message will
be sent depending on the rules you specify in the "Send Rules". Please click here for more information.

Send specified number of addresses per session

You can specify how many addresses you want to send for a mail campaign. For example, if your
mailing list contains 10000 email addresses, but you only want to send first 5000 this time, you can
simply enter the 5000 in the Send ...message this session box, so that the Mail Communicator will
only send first 5000 emails.

Following these settings are available for the formats you can use to specify the number of addresses
you would like to send:

nnn: S end first nnn addresses in your mailing list and stop. For example, 5000

nnn-mmm: S kip first nnn addresses and send from nnn to mmm then stop. In this format, only the
addresses between nnn to mmm will be sent. For example, 5000 - 8000.

nnn : S kip first nnn addresses and sent from position nnn to the end. For example, 5001-

Send to a single email address :
You can type an single e-mail address in the To box to send a single message. It works as your
normal email program.
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Open mail message from a file:

You can open a mail message from a file, click the File menu and select Open Message, or click the
Open icon from the toolbar. In the "Select Message" dialog box, select the message from the template
list or open the message from a file in local folder.

Save message to afile :
You can also select the File menu and select Save Message As you would when you save a mail
message in your file system in text (.txt), or HTML (.htm) format.

Related Topics:

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

5.2 Save a Mail Campaign to send later

Save a Mail campaign to send later
You can save a draft of your mail campaign to work on or send it later.

To save a mail campaign, in the "Send Mail - New Mail" window, click the File menu and select Save
to send later menu item. The mail will be saved in the Draft folder. You can open the mail campaign
later by double clicking on the Mail name.

Related Topics:

Creating a new Mail

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

5.3 Open adraft Mail Campaign

Open a draft mail campaign

If you have a mail campaign saved in the Draft folder, you can open the draft mail campaign to edit and
send.

1. Click the Message Draft tab on the Mail Communicator list box.
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5.4

2. On the Mail list box, click the name of Mail campaign .

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

Insert "Personalized" field to a Message

Insert "Personalized” field in a message

1. Load your mailing list file by clicking the Open Mailing List button next to the To box. Then the
Mailing List Header names will be added automatically to the "Insert Personalized Fields" box.

2. Click where you would like the "Personalized" field name to appear.
3. Click the Personalized Field box, and select the Field name you wish to insert.

Tips :
The Mailing List Header names will be added to the "Insert Personalized Fields" box automatically
after you specify the location of the mailing list file.

If your mailing list file does not contain any customized header field names, the program will
automatically use [Fieldl], [Field2] and so on for the "Personalized" field name. You can insert
[Field1], [Field2] ... to your message body, and it will be replaced with the data information from your
mailing list.

Use the "Preview" to quickly check your "Personalized" fields.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages
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5.5 Insertitems in a message

5.5.1 Insert file attachment
Insert file attachments
To insert a file in a message

1. On the Send Mail window, click Insert menu, then click File Attachment. Or directly click the
"Attach" button on the toolbar.

2. Find the file you want to be attached.
3. Select the file, and then click Open. The file is listed in the Attach box in the message header.

Note
You can also add a text (*.txt) file into the body of your mail message by clicking the Insert menu and
then clicking Text from File.

Related Topics

Insert a picture

Insert a hyperlink or HTML page
Insert a HTML code

5.5.2 Insert a Picture
Insert a picture in a message
1. In the Send Mail window, click where you would like the image to appear.

2. On the Insert menu, click Picture, and type the location of your image into the Picture Source box
(please note the location is HTML souce code, not the local folder).

3. Enter Layout and Spacing information for the image file as needed.
Notes

If you cannot select the Picture command, make sure HTML formatting is turned on by clicking the
Format menu in the message window and then clicking Rich Text (HTML). A black dot appears by the
command when it is selected.

The picture must be stored on your web server. You must use a FULL URL address for the Picture
Source box. For example, http://www.mailcommunicator.com/images/mailcomm.gif. You can NOT
make a local copy of this image with your message.

More Info: please visit
http://www.dynamicwebcenter.com/knowledgebase/screenshot/mailcomm/insert_html.html

Related Topics
Insert an attachment
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5.5.3

5.5.4

Insert a hyperlink or HTML page
Insert a HTML code

Insert a Hyperlink or HTML page
Insert a hyperlink or HTML page
1. In the Send Mail window, click where you want to add the hyperlink or Web page text.

2. To add a hyperlink, click the Insert menu, and then click Hyperlink. Select the file type, and then
type the location or address of the link.

3. To add an HTML page, click the Insert menu, and then click Text from File. Change the Files type
box to HTML Files, and then find the file you want to add.

Tips

If you cannot select the Hyperlink menu command, make sure that the HTML formatting is turned
on by clicking the Format menu in the message window and then Selecting a Rich Text (HTML).
And then tick the mark that appears by the command when it is selected.

To create a hyperlink from message text, simply select the text before you create the hyperlink.

Related Topics
Insert an attachment

Insert a picture
Insert a HTML code

Insert HTML Code
Insert HTML Code
1. In the Send Mail window, click where you want to add the hyperlink or Web page text.

2. To add a hyperlink, click the Insert menu, and then click HTML Code. Select the file type, and then
type the location or address of the link.

3. Type the HTML code into the HTML code box, and click OK .

Tips

If you cannot select the Hyperlink menu command, make sure that HTML formatting is turned on by
clicking the Format menu in the message window and then select Rich Text (HTML). A selection tick
mark appears, by the command when it is selected.

You can also add / edit HTML directly to the message by clicking the Source tab on the Message
box.

Related Topics
Insert an attachment

Insert a picture
Insert a hyperlink or HTML page
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6 Formatting Message Text

Formatting message text

When you want to add special emphasis or structure to a message text:such as bold, color, or bulleted
lists, you can use Hypertext Markup Language (HTML) message format. Using HTML formatting also
enables you to add graphics and links to Web sites in your messages.

When you use HTML formatting and the recipient's mail program does not read HTML, the message
appears as plain text with an HTML file attached. Only e-mail programs that support MIME
(Multipurpose Internet Mail Extensions) can read HTML formatting.

Related Topic:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

7 Understand Message Format

Understand Message Format

Mail Communicator supports both HTML (Rich Text) and Plain Text file format. You can specify the
default format under the "File/Configuration" window.

When you create messages using HTML formatting, only mail programs that support HTML can read
the formatting. If the recipient's mail program does not read HTML, the message will be displayed as
plain text with an HTML file attached.

You can also choose to send the the Email using HTML format only. This option is good to reduce the
size of the email, however, if the recipient's mail program does not read HTML, the message will not
available for viewing.

To use HTML formatting
In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML).

Notes
To edit the HTML source tags, click the Source tab and start editing.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message
Insert items in a message

Formatting message text

©2009 Apex Pacific Pty. Ltd.



59

Mail Communicator V3 Online Help

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages

Creating a Pre-formatted Customized Message

Create a Pre-formatted customized message

This feature will allow you to pre-format your message and make your email much more personal (so
called "Personalized " Email ) . By sending "Personalized " email message in this way, your message
will look like to be sent for each individual recipient only. The recipient will think that the message were
sent for him / her personally and not from a bulk emailing list, you will experience a much better
response to your email messages sent using this feature.

To do this, you need to first know the number of fields in your mailing list and the field name. For
example, if your mailing list has 3 fields: email address, name and company name as below:

[NAME], [EMAIL], [COMPANY]
david@apexpacific.com, Peter Laurent, eDynamicSoft

then you can insert the field name [EMAIL], [NAME] or [COMPANY!] into anywhere of the body of your
message or the Subject line. Every time the program sees this control charactor [NAME], [EMAIL] or
[COMPANY] it will replace the control character with the value from your email list (from the 'name' or
‘email’ field).

For example (please compare the text in RED font color carefully):

Your mailing List looks like this:
[NAME], [EMAIL], [COMPANY]
<success@newnet.com>, Peter Laurent, eDynamicSoft

Your original message looks like this:
Dear [NAME],

Thank you for joining our mailing list. | just want to confirm your subscribe information as below:
Email: [EMAIL]

Name: [NAME]

Company: [COMPANY]

Email message received by the recipient will looks like this:
Dear Peter Laurent,

Thank you for joining our mailing list. | just want to confirm your subscribe information as below:
Email: success@newnet.com

Name: Peter Laurent

Company: eDynamicSoft
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As you can see from above, the personalized fields([Email], [Name] and [Company]) you have entered
in the message has been replaced with the data information from your mailing list. Each message will
looks like to be sent for each individual recipient only.

Note : The first line of your mailing list file normally is the field name. However, this is only an option. If
your mailing list file does not contain a field name, the program will use [Field1], [Field2] ... as a field
name for each column in your mailing list.

For example, your mailing list file does not contain a field name. Your mailing List file looks like this:

<success@newnet.com>, Peter Laurent, eDynamicSoft

Your original message looks like this:
Dear [FIELD2],

Thank you for joining our mailing list. | just want to confirm your subscribe information as below:
Email: [FIELD1]

Name: [FIELD2]

Company: [FIELD3]

Email message received by the recipient will looks like this:
Dear Peter Laurent,

Thank you for joining our mailing list. | just want to confirm your subscribed information as below:
Email: success@newnet.com

Name: Peter Laurent

Company: eDynamicSoft

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Change the priority of an outgoing mail message
Requesting read reciept for sent messages

9 Change the Priority of an Outgoing Mail Message

Change the priority of an outgoing mail message

When you send a new message or reply to a message, you can assign the message a priority so the
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recipient knows to either look at it right away (High Priority) or to read it when time permits (Low
Priority).

A High priority message has an exclamation point next to it
‘A Low priority is indicated by a down arrow.

In the New Message window, click the Priority button on the toolbar, and then select the priority you
would like. Or, click the Message menu, point to Set Priority, and then select the priority option.

Note
This setting assigns the priority only for the current message.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Requesting read reciept for sent messages

Requesting Read Receipt for Sent Message

Requesting read receipt for sent messages
To be notified when your outgoing messages are received.
You can set up Mail Communicator to receive a receipt for the email you send. The receipt is sent

when the message recipient has displayed your message. This is useful when you want confirmation
that your message has been delivered.

To request a read receipt for messages, click the Tools menu in the Send Mail window, and then click

Request Read Receipt.

Note
Message recipients can choose not to send read receipts, even when they are requested.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
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11 Viewing and Receiving Mail Message

11.1 Receiving message from mail server

Receiving messages from mail server

1. Click the Incoming Email tab the Mail Communicator.
2. Select a mail account on the Mail Account list box.

3. Click the Get Msg button on the Toolbar.

Note:

Once the messages have been retrieved from your mail server, the messages are still stored in your
mail server. You can delete the messages permanently by selecting the messages you want to delete,
and click the Delete button on the toolbar.

We suggest that you use this facility in conjunction with your normal email reader software. You can
check your mail server at any time for new messages and reply to them if you wish. Then delete any
messages you don't want to read, and view the remaining messages with your email reader program.

Tips:
You can reply to a message by selecting a message, and clicking the Reply button on the toolbar.

You can also reply to all messages by selecting all the messages, and clicking the Reply All button
on the toolbar. This function allows you to send a message to all the people in your mailbox.

You can add a sender's email address to a mailing list file, by selecting the messages you would like
to add and then Select the Add To Mailing List button on the toolbar.

Related Topics:

Download Message headers only

Get Returned (undeliverable) Email addresses
Subscribe and Un-subscribe to a Mailing List
Processing message with Message Rules

11.2 Download Message Headers Only

Download Message Headers Only

1. Click the Incoming Email tab the Mail Communicator.

2. Select a mail account on the Mail Account list box.

3. Click the Header button on the toolbar .

Note:

This function will only retrieve message headers from your mail server, the messages that are still
stored on your mail server. You can delete the messages from your mail server permanently by

selecting the messages you want to delete, and select the Delete button on the toolbar.

This function provides you a powerful feature to view a list of the messages in your mailbox before they
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11.3

are downloaded onto your PC. It can be used to delete mail bombs, junk emails and the emails that
contains viruses.

We suggest that you use this facility in conjunction with your normal email reader software. You can
check your mail server at any time for new messages and reply to them if you wish. Then delete any
messages that you don't want to read, and view the remaining messages with your email reader
program.

Tips:
You can reply a message by selecting a message, and clicking the Reply button on the toolbar.

You can also reply to the sender, including the CC recipient by selecting the email, and clicking the
Reply All button on the toolbar. This function allows you to reply to the sender of the email and also
all the CC (carbon copy recipient)..

You can add sender's email address to a mailing list file, by selecting the messages you want to add
and clicking the Add To Mailing List button on the toolbar.

Related Topics:

Receiving message from mail server

Get Returned (undeliverable) Email addresses
Subscribe and Un-subscribe to a Mailing List
Processing message with Message Rules

Get Returned (un-deliverable/bounced back) Email Addresses

Remove Returned (un-deliverable) Email Addresses automatically

This is a powerful function which allows you to retrieve the email address of the unsuccessful (un-
delivered) emails. When sending a large bulk email campaign to thousands of people, there are always
undelievered emails that will bounce back. To get a returned email address and add them to the
Removed mailing list manually is very difficult and time consuming.

This function provides you a way to add returned email addresses to your master Removed Mailing list
AUTOMATICALLY, so that you can remove the un-deliverable email addresses from your mailing list
and don't send it again next time.

To retrieve returned (un-delivered) email address:

1. Click the Mail Account folder item on the Mail Communicator folder list.

2. Click a mail account on the mail account list.

3. Go to Tools item in the menu bar, and select Get Returned Email Address menu item.

Tips:

You can add returned email addresses to the master Removed Mailing list automatically. Please click
the File/Configuration menu item from the menu bar. In the "General" tab of Configuration setup
window, always check the box Always add undelieverable email address to the master Removed

Mailing list file. You can also check the box delete the message from server after added to the
removed file .

Related Topics:
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114

12

12.1
12.1.1

Receiving message from mail server
Download Message headers only

Subscribe and Un-subscribe to a Mailing List
Processing message with Message Rules

Subscribe and Un-Subscribe to a Mailing List

Subscribe and Unsubscribe to a Mailing List

This function of Mail Communicator allows you to subscribe or unsubscribe your clients from your
mailing list.

Each Mail Account has a Mailing List file attached to it. This mailing list will automatically has a default
subscribe or unsubscribe rule attached to that mail account.

The default "Subscribe" rule is that if the incoming email's Subject contains "Subscribe", the program
will add the incoming mail's email address to the Mailing List.

The default "Unsubscribe" rule is that if the incoming email's Subject contains "Remove" or
"unsubscribe”, the program will remove the incoming mail's email address from the Mailing List.

Tips :
You can also use Message Rules to provide more complicated functions and actions.

Related Topics:

Add a mail account

Receiving message from mail server
Download Message headers only

Get Returned(undeliverable) Email addresses
Processing message with Message Rules

Message Rules Set-Up

Incoming Message Rule

Incoming Message Rule
Incoming Message Rule

It is a powerful function allowing you to process mail messages automatically with the message rules. It
works like an auto-responder (Receive Mail Rule), you can use rules in Mail Communicator to
automatically "reply to" or forward certain messages, send a specified message to a mailing list, add or
remove a sender from a mailing list (the same as subscribe and un-subscribe), or run an external
program.

Go to "File/New/Receive Mail Rule" item from the menu bar. Or click "Mailing Rules" in the tab, then
click "New" icon on the tool bar then select "Incoming Mail Rule". The "Message Rule" screen will show

up.
There are 9 types of actions you can set up with the Receive Mail Rule:

Reply with message
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12.1.2

Add Sender to mailing list

Remove Sender from mailing list

Forward to people in the mailing list

Delete it from the server

Send message to people in the mailing list

Run External Program

Process Web Form with mailing list

Send Message to people in Web Form

Related Topics:

Create a rule for mail messages
Processing Message with Message Rules
Apply a rule to incoming messages

Change a rule

Create Incoming Message Rule
Create a rule for mail messages

1. On the File menu, select New menu item, and then select Message Rules. (Or select Message
Rules item from the Mail Communicator list box and click the New button on the Toolbar).

2. Select the conditions for your rule by selecting the desired check boxes in the Conditions section.

You can specify multiple conditions for a single rule by clicking more than one check box. Click the
And / Or radio button under the Rule Description section to specify whether all of the rule conditions
apply before the specified action occurs (and) or whether at least one must be met (or).

3. Select the actions for your rule by selecting the desired check boxes in the "Actions" menu. There
are 8 types of actions you can choose from. (You must select at least one condition). Please see
Processing Message with Message Rules for details on 8 types of actions.

4. Double-click the description text in the Rule Description section to specify the conditions or actions
for your rule.

5. You can select words in the Rule Description section to specify the words you'd like the Mail
Communicator to look for in messages.

6. In the Name of the rule box, type a new name for your rule, and then click OK .

Note: If you don't select any condition but you have assigned an action, then the action will apply to all
messages.

Related Topics:
What is a Message Rule?
Apply a rule to incoming messages

Change a rule
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Processing Message with Message Rules

12.1.3 Reply with a Message
Reply with Message
This action replies the message with a specified message. Eg, auto-responders.

In the "Message Rule" window, check the box "Reply with message" in "No. 2 Select the actions for
your rule”, and select the message from the given list.

Related Topic:

Add Sender to a Mailing List

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program

Process Web Form with Mailing List

12.1.4 Add Sender to Mailing List
Add Sender to a Mailing List

It adds an email address of the sender to a specified mailing list. For example, you can add your
subscriber's email address to your newsletter mailing list if the subject line contains the word
"subscribe".

In the "Message Rule" window, check the box "Add Sender to a Mailing List" in "No. 2 Select the
actions for your rule", and select the mailing list where the sender will be added in.

Related Topics:

Reply with Message

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program

Process Web Form with Mailing List

12.1.5 Remove Sender from Mailing List
Remove Sender from Mailing List
It removes an email address of a sender from a mailing list. For example, you can use it as a "un-
subscribe" function to remove your clients email address from your mailing list if the Subject line

contains the word "unsubscribe".

In the "Message Rule" window, check the box "Remove Sender from Mailing List" in "No. 2 Select the
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12.1.6

12.1.7

actions for your rule", and select a mailing list where the sender will be removed.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program

Process Web Form with Mailing List

Forward to People in Mailing List
Forward Mail to People in Mailing List
This action forwards original emails to a specified mailing list.

In the "Message Rule" window, check the box "Forward Mail to People in Mailing List" in "No. 2 Select
the actions for your rule", and select a mailing list where messages will be forwarded to.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List

Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program

Process Web Form with Mailing List

Delete from Mail Server
Delete Mail from Server
This action deletes the message from your mail server with conditions set up early on.

It is used to delete any selected messages which you don't want to read. This facility is very useful if
you receive a mail bomb. It allows you to delete an unwanted message from your mail server directly
without the need for downloading it to your PC.

In the "Message Rule" window, check the box "Delete Mail from Server" in "No. 2 Select the actions for
your rule”, to delete the selected messages.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Send Message to people in the Mailing List
Run an External Program

Process Web Form with Mailing List
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12.1.8 Send Message to People in Mailing List
Send Message to people in the Mailing List
It sends a specified pre-designed message to a specified mailing list.

In the "Message Rule" window, check the box "Send Message to People in Mailing List" in "No. 2
Select the actions for your rule", and select the message template and mailing list from the list given.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List
Forward Mail to People in Mailing List
Delete Mail from Server

Run an External Program

Process Web Form with Mailing List

12.1.9 Process Web Form with Mailing List
Process Web Form with Mailing List
It allows you to process web form data and retrieve the information from your Web Form and add it to a
mailing list file.

For example, here is an example of Web Form:

Client David Peter (davidpeter@apexpacific.com) submitted following on 8/13/2002 1:39:23 AM :

Site : API

Name : David Peter

email ;: davidpeter@apexpacific.com
Address : 6-8 Create Place

City : Rosebery

State : NSW

Postcode : 2000

Country : Australia

The program will retrieve the above information and save it into the mailing list file you specified in
following format:

API, David Peter, davidpeter@apexpacific.com, 6-8 Create Place, Rosebery, NSW, 2000, Australia

So that you can use it directly with Mail Communicator to send "personalized" emails, or process it with
other program.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program
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12.1.10 Run an External Program
Run an External Program
It runs an external program.

In the "Message Rule" window, check the box "Run an External Program” in "No. 2 Select the actions
for your rule”, and select the program by browsing your local folder.

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Process Web Form with Mailing List

12.1.11 Send Message to people in Web Form
Send Message to people in Web Form

This function allows you to reply a message to an email address in the web form. For example, here is
a sample of Web Form:

Site : API

Name : David Peter

email : davidpeter@apexpacific.com
Address : 6-8 Create Place

City : Rosebery

State : NSW

Postcode : 2000

Country : Australia

With this action, you can send a message to the email address davidpeter@apexpacific.com.
Note: you must use the field name EXACTLY as "Email:"

Related Topics:

Reply with Message

Add Sender to a Mailing List

Remove Sender from Mailing List

Forward Mail to People in Mailing List
Delete Mail from Server

Send Message to people in the Mailing List
Run an External Program
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12.2 Send Message Rule

Send Message Rule

Send mail rule allows you to create condition based email campaigns. For example, you can create a
recurring email campaigns that will send automatically every week or month.

Go to "File/New/New Send Rule" item from the menu bar. Or click "Mailing Rules" in the tab, then click
"New" icon on the tool bar then select "Send Mail Rule". The "Message Rule" screen will show up.

Send Rules (]

Send mail rules allaws vau ta create condition bazed email campaigns. For example, vou can create a
recurming email campaigns that will zend automatically even week or month.

-

1: Name of the zend rule:

|3r|:| Dray Fallow up

2. Specify the Canditian far you rule:
After |2 dayz frarm [0 .ate] figld in vour mailing lizt

3. Select the Actions far pou rile;

Send meszage
[ Remove email addrezs from mailling list
[ Move email address ta <Mailing list>

oK ] [ Cancel

Actions explanation:

Send Message: Once the condition has been met, the message will be sent to the email address with
the [Date] field that is 3 days old.

Remove email address from mailing list: Once the condition has been met, the email address will be
deleted from the Mailing List that was used on the Mail Campaign that applies this rule.

Move email address to <Mailing List>: Once the condition has been met, the email address will be
moved to the specificed Mailing List (when you tick the box, you can specify which Mailing List you
wish to move the email address to).
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Process Message with Message Rules

Processing Message with Message Rules

Meszage RBule x|

Select pyour Conditionz and Actions list then specify the values.

1. Select the Condition far pou rile;

[ |"here the From line contains <specific word:

[ ]'where the To line containg <specific word:
Where the Subject containg <specific word:

[ ]where the meszage body containg <specific waords

Conditions

[ ] Reply with <messages

[ ] &dd sender to <mailing list>

Femove sender from <mailing list>

[ | Fonward it to people in the <mailing list:

Actions

2. Select the Actionz far pou rule;

3. Rule dezcription [double click on an line ta edit it];

Where the Subject contains 'Bemowve’
Remove sender fram " C:MProgram Files\DunamicsM al Communicatarstesting....

T

Remove emails from the mailing list specified

) find O

4. Mame of the mile: iz s

remone

f ] III Cancel

This is a powerful function that allows you to process mail messages automatically with the message
rules. It works like an auto-responder, so you can use rules in Mail Communicator to automatically
reply to or forward certain messages, send a specified message to a mailing list, add or remove a
sender from a mailing list (the same as subscribe and un-subscribe), or run an external program.

Go to "File/New/Rule" item from the menu bar. Or click "Message Rules" in the folder list, then click the
"New" icon on the tool bar. The "Message Rule" screen will show up.

1. Select the condition for your rule.

You have 8 options to choose for either containing or not containing specific words. Select the option
and check the box and you will see the dialog box of "Type Specific Word". Type the word or phrase,
then click "Add" button the right side. Repeat the same steps to add more words based on condition
you want to set up.

Click the word in the list and click "Remove" button on the right hand side to delete the word.

Click "OK" button after you finish all the above steps. Now the condition is set up.

2. Select the actions for your rule.

There are 8 types of actions you can choose to set up your message rule.
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Reply with message
It replies the message with a specified message. Eg, auto-responders.
Check the box and select the message from the given list.

Add Sender to mailing list
It adds an email address of the sender to a specified mailing list. For example, you can add your
subscriber's email address to your newsletter mailing list if the subject line contains the word
"subscribe".
Check the box and selelct the mailing list where the sender will be added in.

Remove Sender from mailing list
It removes an email address of a sender from a mailing list. For example, you can use it as a "un-
subscribe" function to remove your clients email address from your mailing list if the Subject line
contains the word "unsubscribe".
Check the box and selelct a mailing list where the sender will be removed.

Forward it to people in the mailing list
It forwards original emails to a specified mailing list.
Check the box and select a mailing list where messages will be forwarded to.

Delete it from the server
It deletes the message with conditions set up in Step 1.

Send message to people in the mailing list
It sends a specified pre-designed message to a specified mailing list.

Run External Program
It runs an external program. Check the box and select the program by browsing your local folder.

Process Web Form with mailing list
It allows you to process web form data and retrieve the information from your Web Form and add to a
mailing list file.
For example, here is a sample of Web Form:

Client David Peter (davidpeter@apexpacific.com) submitted following on 8/13/2002 1:39:23 AM :

Site : API

Name : David Peter

email ;: davidpeter@apexpacific.com
Address : 6-8 Create Place

City : Rosebery

State : NSW

Postcode : 2000

Country : Australia

The prgoram will retrieve above information and save it into the mailing list file you specified in
following format:

API, David Peter, davidpeter@apexpacific.com, 6-8 Create Place, Rosebery, NSW, 2000, Australia

So that you can use it directly with Mail Communicator to send "personalized" emails, or process it with
another program.

-Send <message> to people in the Web Form
This function allows you to reply a message to an email address in the web form. For example, here is
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a sample of Web Form:

Site : API

Name : David Peter

email : davidpeter@apexpacific.com
Address : 6-8 Create Place

City : Rosebery

State : NSW

Postcode : 2000

Country : Australia

With this action, you can send a message to the email address davidpeter@apexpacific.com.
Note: you must use the field name EXACTLY as "Email:"

3. Rule Description

Once you finish Step 1 and 2, the rules set up by you will be automaticaly shown in the box. Double-
click the description text in the Rule Description section to specify the conditions or actions for your
rule. In the Rule Description section you can specify the words you'd like the Mail Communicator to
look for in messages.

4. Name of the Rule

Give a name of the rule you just set up so that you can identify it in the list of Mail Rules.

Related Topics:

What is a Message Rule?

Create a rule for mail messages
Apply a rule to incoming messages

Change a rule

Apply a Rule to Incoming Messages

Apply a Message Rule to incoming messages
The rules you have created will be applied to a mail account.

1. By Selecting the Mail Account item from the Mail Communicator list box, double click an Account
name from the Mail Account list box.

2. In the Mail Account dialog box, click the "Message Rules" tab.
3. Select the rules you want to apply for a message to this account, or click Select All to select all the

current rules.

Related Topics:
What is a Message Rule?
Create a rule for mail messages
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Change a rule
Processing Message with Message Rules

15 Change a Rule

To change arule
1. Select Mailing Rules tab from the Mail Communicator main window.
2. Double click on the Rule's name from the Rules list box.

3. Make your changes in the Message Rule dialog box, including the Re-naming name, then select
OK.

Related Topics:

What is a Message Rule?

Create a rule for mail messages

Apply a rule to incoming messages
Processing Message with Message Rules

16 Managing Mail Account

16.1 Create a new Mail Account

Remove Returned (un-deliverable) Email Addresses automatically

This is a powerful function which allows you to retrieve the email address of the unsuccessful (un-
delivered) emails. When sending a large bulk email campaign to thousands of people, there are always
undelievered emails that will bounce back. To get a returned email address and add them to the
Removed mailing list manually is very difficult and time consuming.

This function provides you a way to add returned email addresses to your master Removed Mailing list
AUTOMATICALLY, so that you can remove the un-deliverable email addresses from your mailing list
and don't send it again next time.

To retrieve returned (un-delivered) email address:

1. Click the Mail Account folder item on the Mail Communicator folder list.

2. Click a mail account on the mail account list.

3. Go to Tools item in the menu bar, and select Get Returned Email Address menu item.

Tips:

You can add returned email addresses to the master Removed Mailing list automatically. Please click
the File/Configuration menu item from the menu bar. In the "General" tab of Configuration setup
window, always check the box Always add undelieverable email address to the master Removed

Mailing list file. You can also check the box delete the message from server after added to the
removed file .
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16.2

17

17.1
17.1.1

Related Topics:

Receiving message from mail server
Download Message headers only

Subscribe and Un-subscribe to a Mailing List
Processing message with Message Rules

Change Settings on an Existing Mail Account

Change settings of an existing mail account
1. Click the Mail Account tab from the Mail Communicator main window.
2. On the Mail Account list, double click on an account.
3. Change the information as needed on the appropriate tabs.
General
Enter the name of new mail account, then the user information with the name of the user, name of

organization, email address and reply address.

Servers
Server information, Incoming mail server and Outgoing mail server.

Message Rules
Check the box to select the message rules you have created. For how to create or set-up a new
message rule, please see Processing Message with Massage Rules.

Advance
You can set up the Server timeouts, Incoming mail server, Outgoing mail server and subscribe mailing
list.

Related Topic:
Add a mail account
Processing Message with Massage Rules

Managing Mailing List

Create a new Mailing List

General Guide on Creating New Mailing List
Change settings of an existing mail account
1. Click the Mail Account tab from the Mail Communicator main window.
2. On the Mail Account list, double click on an account.
3. Change the information as needed on the appropriate tabs.
General

Enter the name of new mail account, then the user information with the name of the user, name of
organization, email address and reply address.
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Servers
Server information, Incoming mail server and Outgoing mail server.

Message Rules
Check the box to select the message rules you have created. For how to create or set-up a new
message rule, please see Processing Message with Massage Rules.

Advance

You can set up the Server timeouts, Incoming mail server, Outgoing mail server and subscribe mailing
list.

Related Topic:
Add a mail account
Processing Message with Massage Rules

17.1.2 Create a Mailing List in Mailing List Editor
Create a Mailing list in Mailing List Editor

P -

EA Mailing List Editor [= [ & ][]
E Save |z Saveds ?;j De-duplicate Lo Find 2] Find Mext | ] Cloze
bailing Lizt
M ame: INEW M ailing List
Description INEW Ligt Description
File Location: IE:'\LI zerghaupportsDeskiophtest bt
| [Email] ' [Name] |
1| Emaill@domain.com Mame1
2| Emailz@domain.com Mame2
4

3 addresses
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17.1.3

On the File menu, Select New and then select Mailing List. (Or on the toolbar, click New from the
drop down menu button, and select Create New Mailing List).

Step 1
When you are in the "Mailing List Wizard" screen, select the option of "Create a mailing list in mailing
list Editor", then click the "Next" button at the bottom to go to next stage.

Step 2

Select the items from the list by checking the box. You can rearrange the order by using "Moving Up"
and "Moving Down" buttons on the right side.

If you can't find the item you want in the list, simply enter the name of the item in the box and click
"Add" button.

Step 3
Click "Next" button at the bottom to go to Step 3. Enter the name and description of your mailing list
and save it to local folder by using "Browse" button.

Step 4

Click the "Next" button at the bottom to go to Step 4. Then click the "Finish" button at the bottom. It
than goes to "Mailing List Editor" screen for you to view the newly created mailing list or edit it. See
"Mailing List Editor" on how to edit your existing mailing list.

Tip:

You can De-duplicate the List by clicking the "De-duplicate" button on the toolbar. This will remove any
duplicated email address from the list.

Related Topics:

Import External File to create Mailing List

Open an existing Mailing List

Enter or Edit mailing list data manually

Mailing List File format

Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message

Managing Mailing List

Import External File/Database to Create a Mailing List

Creating a Mailing List using an Existing Data Source

This wizard will take you to setup a new Mailing List using an external data source as the basis. This is
a useful feature to help you import your existing mailing list.

Step 1 - Select the option: | already have a data source, | want to Import my contact list from my
existing data source.
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Create Mew Mailing List Wizard - Step 1 [E3m]

Select an Option to Create IMailing List

Mailing List Wizard allows you to create a new mailing list manually, ar import & mailing list from your existing data
source file, You can even import your contact list from MS Access, MS Excel and MS Outlook,

Flease choose how you want to create your mailing list:

(" I donm't have a mailing list yet, I want to create a mailing list with List Editor

= [ aready have a data source file, I want to import my contact list from my
existing data source file.

" I want to open an existing mailing list directly

Step 2 - You can import from selected range of data source Text file, Access database (2003 and
before), Outlook, Excel (2003 and before) and XML format files. You can also choose the delimiter for
multiple fielded data sources (normally text sources).
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Create New Mailing List Wizard - Step 2

Import Mailing List from...

Import from:

fText File (=.txt) |

Excel Ijng'..dl:utest.bct Browse ...
XML

If your Import mailing list files contain multiple fields, please select or enter a delimiter character from the
list bax below:

Cancel l [ < Back ” Mext = Finish

Step 3 - If you selected the Text file as your data source, you will see the sample data to make sure it
is the correct format.
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Create Mew Mailing List Wizard - Step 3 [E3m]
Sample Data
Thiz iz sample data of vour import file, Please dlick the Mext' button to continue:

dlientid email name | product

apil43a2 BidMaximizer

apil4365 BidMaximizer

api14870 PROSUITE-PR...

api14872 BidMaximizer

api14a77 BidMaximizer

Cancel ] [ < Back ” Mext = ] Finish

Step 4 - You will need to specify the name, description and location for your new mailing list.

©2009 Apex Pacific Pty. Ltd.



81

Mail Communicator V3 Online Help

Create Mew Mailing List Wizard - Step 5 [E3m]

Enter Mailing List Detail

Flease specify & name for yvour mailing list:

Mailing List Mame

Description of your mailing list:

|Descripﬁ|:|n of Mailing List Mame

Please specify where do yvou want to save yvour new mailing list

" Override existing Import file * Sayve as anew file

C:\Apex\Register\List\Mailing List Mame. txt

Browse...

Cancel ] [ < Back ” Mext = Finish

Step 6 - This is the last page, hit "Finish" to create the mailing list.

Tips :

You can also import multiple fields such as your name, company name , and your address to your
mailing list file, so that you can send "Personalized" messages with the Send Mail function.

You can import email addresses from an existing mailing list file or MS Access Database file. When
importing a mailing list file, you can also select which field you wish to include into the new mailing list.

Related Topics:

Create Mailing List in Mailing List Editor

Open an existing Mailing List

Enter or Edit mailing list data manually

Mailing List File format

Convert MS Access Database file to plain text file format

Insert "Personalized" field in a message

Managing Mailing List
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18 Open an existing Mailing List

Open an existing Mailing List
1. Click the Mailing List Tab on the Mail Communicator main window.
2. On the Mailing list folder, double-click on the mailing list item.

Related Topic:
Creating a new mailing List
- Create Mailing List in Mailing List Editor
- Import External File to create Mailing List
Enter or Edit mailing list data manually
Mailing List File format
Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message
Managing Mailing List

19 Enter or Edit mailing list data manually

Enter or Edit mailing list data manually
To edit or enter mailing list data manually, please follow the instructions below:

1. Select the cell you want to edit, and press the "Space" bar or double click on the cell to enter into the
Edit mode.

2. Press the "Enter" key to move to the next cell.

3. Press the "Space" bar to enter to the Edit mode and repeat this step again.

Related Topics:
Creating a Mailing List
- Create Mailing List in Mailing List Editor
- Import External File to create Mailing List
Open an existing Mailing List
Mailing List File format
Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message
Managing Mailing List

20 Mailing List Format

Mailing List File format

You can send emails from a plain text mailing list file, MS Access, SQL or MS Outlook address or
folder. Your mailing list may contain multiple fields. The following are some samples to show you how a
plain text mailing list file looks like.

A plain ASCII text file format is a common mailing list format for many bulk email program. It expects a
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plain text file with one email address on a seperate line as follows:

[Email]

friends@sample-email.com

Email Marketing <friends@sample-email.com>
<friends@sample-email.com> "Money make"

Note: All of the above formats are correct email address format for Mail Communicator.
Your mailing list can also contain multiple fields seperated by a comma as seen below :

[Email], [Name], [Company]
peter@edynamicsoft.com, Peter Laurent, eDynamicSoft
david@apexpacific.com, David Liang, Apex Pacific

Tips:
Email address field can be at any column. The following mailing list format is also supported by Mail
Communicator.

[Name], [Email], [Company]
Peter Laurent, peter@edynamicsoft.com, eDynamicSoft
David Liang, david@apexpacific.com, Apex Pacific

Mailing List Header Field (for example: [Email], [Name] etc) is an option. If your mailing list file does
not include any header field, it still works with the Mail Communicator. But we suggest that you Create
a New Mailing List function to import your existing mailing list file to the Mail Communicator format. For
example:

friends@sample-email.com
Email Marketing <friends@sample-email.com>
<friends@sample-email.com> "Money make"

or

peter@edynamicsoft.com, Peter Laurent, eDynamicSoft
david@apexpacific.com, David Liang, Apex Pacific

If your mailing list is stored in a database or another file format, you can export your mailing list from
the above format and that is used by Mail Communicator. See related topic below for more information.

Related Topics:
Creating a Mailing List
- Create Mailing List in Mailing List Editor
- Import External File to create Mailing List
Open an existing Mailing List
Enter or Edit mailing list data manually
Convert MS Access Database file to plain text file format
Insert "Personalized" field in a message
Managing Mailing List
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21 Convert MS Access Database File to Plain Text File
Format

Convert MS Access Database file to a plain text file format

If your email address is stored in MS Access Database, you can convert it to plain text from the file
format which is supported by Mail Communicator.

1. Click the New button on the toolbar, and click Create New Mailing List.

2. In the Mailing List Wizard dialog box, | already have a data source, | want to Import my contact list
from my existing data source, then click Next .

3. Click the Import From box and then click Access Database.

4. Click the Browse button to locate the imported database file, and then click Next .

5. Select a Table Name that contains an email address from the table list, and then click Next.
6. Select the fields you would like to include in the New Mailing List File and click Next.

Related Topics:
Creating a Mailing List
- Create Mailing List in Mailing List Editor
- Import External File to create Mailing List
Open an existing Mailing List
Enter or Edit mailing list data manually
Mailing List File format
Insert "Personalized" field in a message
Manage Mailing List

22 Insert Personalized Field in a Message

Insert "Personalized” field in a message

1. Load your mailing list file by clicking the Open Mailing List button next to the To box. Then the
Mailing List Header names will be added automatically to the "Insert Personalized Fields" box.

2. Click where you would like the "Personalized" field name to appear.

3. Click the Personalized Field box, and select the Field name you wish to insert.

Tips :

The Mailing List Header names will be added to the "Insert Personalized Fields" box automatically
after you specify the location of the mailing list file.

If your mailing list file does not contain any customized header field names, the program will
automatically use [Field1], [Field2] and so on for the "Personalized" field name. You can insert
[Field1], [Field2] ... to your message body, and it will be replaced with the data information from your
mailing list.

Use the "Preview" to quickly check your "Personalized" fields.
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23

23.1

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Open a draft mail campaign

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message

Requesting read reciept for sent messages

Mailing List Tools

Overview on Mailing List Tools

Mailing List Tools

ﬁ MailCommunicator - Professional Version
File Go Action’ Tools Reports View Help
[y Mew - | 41 Mailing List Tools 8] b il alidatar

%EmailTracker =] Repots = | @Help * . Tutorial

Mail Communicator lEmaiI Campaign || Incoming Email || Mail Accounts || Mailing Rules | Mailing List | Message Draft

£°1 Getting Started with b ail Communicator

E zimple ztepz o gtart pour firzt email campaign

[

=1}

+ A=

! =13

[x7]

[{=]

18 ®

Tips

If this is vour first time to use the prog
email marketing, please be sure to re;
before starting vour email campaign.

(i) Introducing Mail Communicator

Mailing List tools allow you to process your mailing list in an easy way to meet your requests. Mail
Communicator provides the following utilities to help you to manage your mailing list.

Sort and De-duplicate email addresses

Remove email addresses

Merge mailing list

Split mailing list

Retrieve email address from file or mail folder

Related Topic:
Mailing List file format
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23.2 Sort and De-duplicate email addresses

Sort and De-duplicate email addresses

4l Mailing List Utility o] B |3

Sort/De-Duplicate |Remove | Merge | Split | Retrieve | Count

Sort and de-duplicate mailing list files. You can sark multiple mailing it files at the same time:

ailing List File[z] to be sorted and de-duplicated:

LA zerg'supportsDeskiopitest bt
C:hUzers supporthDesktophather list bt

Add

Final output file;

|E: WU zershsupporthD esktopsoutput. bt Browse |

Start l [ Close

Finished! Time: 0 secs

The Sort / De-duplicate function allows you to sort and remove duplicates from your mailing lists. The
mailing list file must be in plain ACSII format, with one email address on a seperate line.

To start sort and de-duplicate email addresses:
1. Click the Tools menu, and click Sort / De-duplicate.

2. In the Mailing List Tools window, click the Add button to add the mailing list to be sorted and de-
duplicated.

3. Click the Browse button to specify the location of the Output file, then click Start button.

Tips :

You can add as many files as you like by pressing the Add button and locating a file.

Click the Remove button to remove the selected file from the sort file list.

Final output sorted file - This is where the final addresses will be stored after sorting and de-
duplicating and merged.

Related Topics:
Overview on Mailing List Tools
Sort and De-duplicate email addresses
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23.3

23.4

Remove email addresses

Merge mailing list

Split mailing list

Retrieve email address from file or mail folder
Count email addresses in a mailing list

Remove email addresses

Remove email addresses

This function allows you to run one file (Normally Remove file) against another (Normally Mailing List
file) and write a third "clean" file (New Mailing List file) which contains only entries that were in the List
file but were not found in the Remove file.

1. Click the Tools menu, and click Remove.

2. In the Mailing List Tools window, click the Browse button to specify the mailing list file, you want
to remove.

3. Click the Add button to add the mailing list to be removed.
4. Click the Browse button to specify the location of the Output file, and then select the Start button.

Tips :

This can be used for more than just processing new address lists against the remove lists. Let's say
you have a list of 10,000 addresses that you have already used and then you receive a new list of
50,000. You may not want to send a message, if a duplicate address is in BOTH lists. These recipient's
might not appreciate receiving the same message twice, so here is what you do: Put the new 50,000
list in the Mailing List File to remove box, put your original 10,000 list in the Remove File list box, and
make up a new name for the New Output List File. Then Select Start. The New Output List file will only
contain the addresses that you have not used before.

Related Topics:

Sort and De-duplicate email addresses

Merge Mailing List

Split Mailing List

Retrieve Returned Email Addresses

Retrieval Email address from file or mail folder
Count email addresses in a mailing list

Merge Mailing List

Merge Mailing List

This utility will allow you to merge several mailing list files into a single list file.

1. Click the Tools menu, and click Merge.

2. In the Mailing List Tools window, click the Add button to add the mailing list file to be merged.
3. Click the Browse button to specify the location of the Output file, then select the Start button.

Tips:
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The Remove button will remove a file from the merge files list.

Related Topics:

Sort and De-duplicate email addresses
Remove email addresses

Split Mailing List

Retrieve Returned Email Addresses

Retrieval Email address from file or mail folder
Count email addresses in a mailing list

23.5 Split Mailing List
Split Mailing List
This utility will allow you to split a mailing list file in to several smaller mailing list file.
1. Click the Tools menu, and click Split.

2. In the Mailing List Tools window, click the Browse button to specify the mailing list file you would
like to split.

3. Enter the number of email addresses per file, and the base name of the output file, then click the
Start button.

Tips:
Base name of the output will be used to generated the output mailing list file. For example, by default,

the Base name of output file is "spliter", then program will use file name "spliterl.txt", "spliter2.txt",
"spliter3.txt" .... and so on to generated the output mailing list file.

Related Topics:

Sort and De-duplicate email addresses
Remove email addresses

Merge Mailing List

Retrieve Returned Email Addresses

Retrieval Email address from file or mail folder
Count email addresses in a mailing list

23.6 Retrieving email addresses from file or mail folder

Retrieve Email address from a file or mail folder
This function allows you to retrieve email address from a file or email folder file.
1. Click the Tools menu, and then Retrieve.

2. In the Mailing List Tools window, click the Browse button to locate the file you want to retrieve the
email address from.

3. Select the file type.
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23.7

4. Click the Browse button to specify the location of the Output file, and then click the Start button.
Tips:

Retrieve from an Email Folder File - This option is used to retrieve email addresses from your
normal email folder file such as Outlook Express, Netscape, Eudora, etc. You can specify which field
you want to retrieve the email address from. For example, "From" field, or "Reply-To" field or both.

For example, if you use Outlook Express as your normal email reader program, and you have a folder
named "Junk Mail" which contains all the junk emails in your mailbox, you can use this option to
create a mailing list from this "Junk Mail" folder.

For Outlook Express, the Email Folder file is located at following directory:
C:\WINDOWS\Application Data\Microsoft\Outlook Express\Mail and the file name with an extension
name .mbx .

Retrieve from HTML file - This option is used to retrieve email addresses from a HTML file that
contains email addresses.

Encoded with in <...> - This option is used to retrieve email addresses that encoded with in the <...>
mark.

Separated by a Comma - This option is used to create a mailing list from a ASCII file in which each
address is seperated by a comma, the original ASCII file should have the following format:
friends@public.com, <people@anywhere.com>, business@makingmoney.com...

Related Topics:

Sort and De-duplicate email addresses
Remove email addresses

Merge Mailing List

Split Mailing List

Retrieve Returned Email Addresses
Count email addresses in a mailing list

Counting email addresses in a mailing list

Count email addresses in a mailing list
This function allows you to count the number of email addresses in a mailing list file.
1. Click the Tools menu, and then click Count.

2. In the Mailing List Tools window, click the Browse button to locate the mailing list you would like to
count, and click the Start button.

Related Topics:

Sort and De-duplicate email addresses
Remove email addresses

Merge Mailing List

Split Mailing List

Retrieve Returned Email Addresses

Retrieval Email address from file or mail folder
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24  Managing Message Template

24.1 Create a new Message Template

Change settings of an existing mail account
1. Click the Mail Account tab from the Mail Communicator main window.
2. On the Mail Account list, double click on an account.
3. Change the information as needed on the appropriate tabs.
General
Enter the name of new mail account, then the user information with the name of the user, name of

organization, email address and reply address.

Servers
Server information, Incoming mail server and Outgoing mail server.

Message Rules
Check the box to select the message rules you have created. For how to create or set-up a new
message rule, please see Processing Message with Massage Rules.

Advance
You can set up the Server timeouts, Incoming mail server, Outgoing mail server and subscribe mailing
list.

Related Topic:
Add a mail account
Processing Message with Massage Rules

24.2 Open an existing Message Template

Open a draft mail campaign

If you have a mail campaign saved in the Draft folder, you can open the draft mail campaign to edit and
send.

1. Click the Message Draft tab on the Mail Communicator list box.
2. On the Mail list box, click the name of Mail campaign.

Related Topics:

Creating a new Mail

Save Mail campaign to send later

Insert "Personalized" field in a message

Insert items in a message

Formatting message text

Understand message format

Creating a Pre-formatted customized message
Change the priority of an outgoing mail message
Requesting read reciept for sent messages
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24.3
24.3.1

24.3.2

Inserting items in a message

Insert File Attachment
Insert file attachments
To insert a file in a message

1. On the Send Mail window, click Insert menu, then click File Attachment. Or directly click the
"Attach" button on the toolbar.

2. Find the file you want to be attached.
3. Select the file, and then click Open. The file is listed in the Attach box in the message header.

Note
You can also add a text (*.txt) file into the body of your mail message by clicking the Insert menu and
then clicking Text from File.

Related Topics

Insert a picture

Insert a hyperlink or HTML page
Insert a HTML code

Insert a Picture
Insert a picture in a message
1. In the Send Mail window, click where you would like the image to appear.

2. On the Insert menu, click Picture, and type the location of your image into the Picture Source box
(please note the location is HTML souce code, not the local folder).

3. Enter Layout and Spacing information for the image file as needed.
Notes

If you cannot select the Picture command, make sure HTML formatting is turned on by clicking the
Format menu in the message window and then clicking Rich Text (HTML). A black dot appears by the
command when it is selected.

The picture must be stored on your web server. You must use a FULL URL address for the Picture
Source box. For example, http://www.mailcommunicator.com/images/mailcomm.gif. You can NOT
make a local copy of this image with your message.

More Info: please visit
http://www.dynamicwebcenter.com/knowledgebase/screenshot/mailcomm/insert_html.html

Related Topics
Insert an attachment
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24.3.3

24.3.4

Insert a hyperlink or HTML page
Insert a HTML code

Insert a Hyperlink or HTML page
Insert a hyperlink or HTML page
1. In the Send Mail window, click where you want to add the hyperlink or Web page text.

2. To add a hyperlink, click the Insert menu, and then click Hyperlink. Select the file type, and then
type the location or address of the link.

3. To add an HTML page, click the Insert menu, and then click Text from File. Change the Files type
box to HTML Files, and then find the file you want to add.

Tips

If you cannot select the Hyperlink menu command, make sure that the HTML formatting is turned
on by clicking the Format menu in the message window and then Selecting a Rich Text (HTML).
And then tick the mark that appears by the command when it is selected.

To create a hyperlink from message text, simply select the text before you create the hyperlink.

Related Topics
Insert an attachment

Insert a picture
Insert a HTML code

Insert HTML Code
Insert HTML Code
1. In the Send Mail window, click where you want to add the hyperlink or Web page text.

2. To add a hyperlink, click the Insert menu, and then click HTML Code. Select the file type, and then
type the location or address of the link.

3. Type the HTML code into the HTML code box, and click OK .

Tips

If you cannot select the Hyperlink menu command, make sure that HTML formatting is turned on by
clicking the Format menu in the message window and then select Rich Text (HTML). A selection tick
mark appears, by the command when it is selected.

You can also add / edit HTML directly to the message by clicking the Source tab on the Message
box.

Related Topics
Insert an attachment
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Insert a picture
Insert a hyperlink or HTML page

25 Using HTML Formatting

Using HTML formatting

When you create messages using HTML formatting, only mail programs that support HTML can read
the formatting. If the recipient's mail program does not read HTML, the message is displayed as plain
text with an HTML file attached.

To use HTML formatting

In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML).

Notes
To edit the HTML source tags, click the Source tab and start editing.

Related Topics:
Formatting message text
Creating a Pre-formatted customized message

26 Report and Log file

26.1 View Mail Campaign Report

View Mail Campaign Report

It allows you to track your mail sending process to see whether it is successful or not. If there is any
error that has occured during the sent malil, the error will be logged in here.

1. In the Mail Communicator window, click the Reports menu from menu bar.
2. Then choose Mail Campaign Report.

Related Topics:

View Unsent Email Address Report
View Send mail Error Report

View Skipped Email Address Report

26.2 View Send mail Error Report

View Sent Mail Error Report

The Sent Mail Report will contain mail campaigns that has failed to be sent. The cause of a failed Mail
campaign sending is issues connecting to the SMTP mail server. The issues can vary from a wrong
user name and password to requiring Secure connection.
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To view the Sent Mail Error Report:

1, In the main window, click Report from menu bar.
2. Choose Sent Mail Error Report.

Related Topics:

View Unsent Email Address Report
View Mail Campaign Report

View Skipped Email Address Report

26.3 View Unsent Email Address Report

View Unsent Email Address Report

The Unsent Email Address Report will contain mail campaigns that has unsent emails on them. This
will show the email addresses that was unsent and the reason..

To view the Unsent Email Address Report:

1, In the main window, click Report from menu bar.
2. Choose Unsent Email Address Report.

Related Topics:

View Send mail Error Report

View Mail Campaign Report

View Skipped Email Address Report

26.4 View Skipped Email Address Report

View Skipped Email Address Report

The Skipped Email Address Report will contain mail campaigns that has skipped emails on them. This
will show the email addresses that was skipped and the reason..

To view the Unsent Email Address Report:

1, In the main window, click Report from menu bar.
2. Choose Unsent Skipped Email Address Report.

Related Topics:

View Send mail Error Report

View Unsent Email Address Report
View Mail Campaign Report

27 Troubleshooting & FAQ

27.1 Can | send message in HTML format?

Can | send message in HTML format?

Yes, you can send message in HTML format with Mail Communicator.
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27.2

27.3

Mail Communicator has a built-in WYSIWYG HTML editor which allows you to create the HTML
message within the program.

To create HTML format message:

1. Open the Send Mail window by going to File menu, New and Message Template

2. In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML) menu
item. This option is selected by default.

Tips

1. To edit the HTML source tags, click the Source tab and start editing.

2. You can set the default format of the message to HTML format under the File/Configuration
window.

3. When you create messages using HTML formatting, only mail programs that support HTML can
read the formatting. If the recipient's mail program does not read HTML, the message is displayed as
plain text with an HTML file attached.

Related Topics:
Using HTML formatting
Troubleshooting and FAQ

Can | send attachment?

Can | send attachment?
Yes. You can insert attachments with Mail Communicator.

1. In the Send Mail window, click the Attach button from the toolbar, or click the Insert menu from the
menu bar and choose File Attachment.
2. Locate the file you want to insert and click OK.

Related Topics:
Insert file attachment
Troubleshooting and FAQ

Can |l insert picture in message?

Can | insert picture in message?
Yes. You can insert picture (or image) in a HTML message with Mail Communicator.

To insert picture in message:

1. In the Send Mail window, change your message format to HTML by clicking the Format menu and
choosing Rich Text (HTML) .

2. Click the Insert menu and choose Picture .

3. Type the full URL address of the picture location on your web server and click OK.

Note :

You can only insert picture that is stored in a web site. You cannot insert a picture that is stored on your
local PC. If your picture is stored on your local PC, then you need to upload it to your website and use
the full URL address of the picture location.
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Tips :
You can only insert picture in HTML format message. The Insert/Picture menu will be disable if your
message is in Plain Text format.

Related Topics:

Insert a picture
Troubleshooting and FAQ

27.4 What format of mailing list file do Mail Communicator support?

What format of mailing list file does Mail Communicator support?

Mail Communicator uses the normal plain text format mailing list. The simplest format is just one email
address per line. There is no limit on how many email address can have in the mailing list.

Because Mail Communicator can accept multiple customized fields in the email message. So that you
can include additional information such as name, company, address, client ID etc in your mailing list,
and seperate each field by a comma.

For example a simple list might looked like this:

addressl@domainl.com

address2@domain2.com

address3@domain3.com

A more complex mailing list consist of extra fields can be like this:
addressl@domainl.com,namel,companyl

address2@domain2.com,name2,company2

address3@domain3.com,name3,company3

Related Topic:

Mailing List File format

Insert "Personalized" field in a message
Troubleshooting and FAQ

27.5 My send mail progress stop in the half way, how can | continue
from the place it stop?

My send mail process stops (or interrupts) half way through; how can |
continue from the place it stopped?

When you send a mail campaign, your mail message is stored in the Outbox folder. If a send mail
process stops (or interrupts) half way through the process, then the mail message will stay in the
Outbox. You can continue (or re-start) sending the message from the place where it stopped.

1. In the main window, click the Email Campaign Tab.

2. clik on the Outbox folder.

2. Double click the mail message you want to continue to send from the mail list to open the mail
message.
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27.6

27.7

3. Change the Send time to Now and click the Send button on the toolbar.
4. You can choose to continue or re-start from the beginning.

Tips

You can also set the program to automatically continue to send from the place it stopped. Simply check
the "Continue to send a mail campaign if it stops or interrupts in half way through" box under the
File/Configuration window.

Related Topic:
Creating a new mail
Troubleshooting and FAQ

What happen if | send in HTML but recipient's email program
does not support HTML?

What happen if | send message in HTML format, but my client's email program
does not support HTML?

Mail Communicator supports both HTML (Rich Text) and Plain Text file format.

When you send messages using HTML formatting, actually, the program will send TWO formats at the
same time. If your client's email program supports HTML format, HTML format message will be
displayed. If the recipient's mail program does not read HTML, the message is displayed as plain text
with an HTML file attached.

So that you can feel free that all the clients can read your HTML messages correct.

To use HTML formatting

In the Send Mail window, click the Format icon on the toolbar and click Rich Text (HTML).

Related Topics:

Using HTML formatting
Troubleshooting and FAQ

| send atest message to myself, but I did not receive it, what | am
doing wrong?

| send a test message to myself, but | did not receive my testing email, what am
| doing wrong?

There are many factors may cause your mail message to not be deliveried. Please check following:

1. Check your SMTP mail server and be sure you use the correct SMTP mail server provided by your
ISP or network administrator.
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Note : If you have multiple accounts from several different ISPs, some ISP may restrict you to use their
SMTP mail server only if you are connected to the internet through their dial up connection directly. For
example, if you are connected to the internet through ISP A, you can NOT use ISP B's SMTP malil
server to send mail.

2. Be sure your mailing list file format is correct. The mailing list file must be in plain text file format with
one email address per line. Please use the Import Mailing List function to import your existing
mailing list to the correct format and try again.

3. Please check the Filter setting under the File/Configuration window, and be sure your email
address is not included in the Filter list.

If you have checked above and still cannot send mail, please forward the "error.log" file which can be
found in the same directory of Mail Communicator to support@apexpacific.com.

Related Topic:
Troubleshooting and FAQ

27.8 Can |l retrieve addresses from Microsoft Outlook?

Can | retrieve addresses from Microsoft Outlook?

Yes, you can do that. If you wish to retrieve address from certain folder inside the Microsoft Outlook,
you can use the Retrieve function in List Tools to obtain the address from the mailbox file. You can
further specify which field you want to retrieve the email address from. For example, to obtain "from"
field or "to" field.

If you need to get the list of addresses from the address book, you can just simply use Microsoft
outlook to directly export the address book into a text file with comma delimited option and you are
ready to run with it from there.

Related Topic:
Retrieve email address from file or mail folder
Troubleshooting and FAQ

27.9 What happen if our mailing list is in Excel format, can we still use
Mail Communicator?

What happen if our mailing list is in excel format can we still use Mail
Communicator?

Yes you can definitly use the Mail Communicator when the mailing list is in Excel format.

Mail Communicator uses mailing lists in TXT format, an Excel mailing list can be converted into the
TXT format very easily. Use the save as function to save the list as CSV file and choose comma
delimited. This should save the list into a format which opt-in emailer can handle.

Tip: You can import your existing text based mailing list into the Excel for data manipulation purpose,
then re-save it as CSV format for use.

Related Topic:
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27.10

27.11

Mailing List File format
Retrive email address from file or mail folder
Troubleshooting and FAQ

The functions that included in MailComm that can help with your
email list management.

The functions of Mail Communicator that can help with your email list
management

There are a number of powerful email list management functions built into the Mail Communicator.

Functions like Sort and Deduplicate, Merge and Remove can simplify your job and make mailing
management a breeze.

Sort and deduplicate functions can sort a list and put it into alphabetical order and remove all the
identical duplicated entries. This is extremly useful for initial sorting and cleaning of the mail list.

Merge is also very useful, when wanting to combine mailing lists. It can combine one with another, or
combine multiple mailing lists together into a destination list.

Remove is another powerful function in the Mail Communicator, it enable users to remove one list
from another, or remove multiple lists from one list and stored the result. The speedy nature of the
above functions combined can make your mailing list management much simpler and easier.

Retrieve function allows you to retrieve email addresses from a file or mail forlder. For example, you
can retrieve email addresses from your Outlook Express mail folder.

Related Topic:

Mailing List Tools

Retrieve email address from file or mail folder
Troubleshooting and FAQ

| have a large mailing list, how do | set up MailComm for easy
sub/unsubscription ?

| have a large mailing list, how do | set up the Mail Communicator for easy
subscription and unsubscription management with the list?

To set up a subscribe mailing list in Mail Communicator is easy. Mail Communicator has provided you
a simple and easy way to manage your subscribe mailing list easily from your desktop.

There are two ways to subscribe and unsubscribe people from your mailing list.
1. Specify a subscribe mailing list with your mail account.
2. Use Message Rules to Subscribe or unsubscribe.

For more information, please click "Subscribe or unsubscribe to a mailing list".
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Related Topic:

Mailing List File format
Mailing List Tools
Troubleshooting and FAQ

27.12 How to filter unwanted email address from list when sending
email?

How to filter unwanted email address from list when sending email?

There are a number of powerful email list management functions built into the Mail Communicator.

Functions like sort and deduplicate, merge and remove can simplify your job and make mailing
management a breeze.

Sort and deduplicate functions can sort a list and put it into alphabetical order and remove all the
identical duplicated entries. This is extremly useful for initial sorting and cleaning of the mailing list.

Merge is also very useful, when wanting to combine mailing lists. It can combine one with another, or
combine multiple mailing lists together into a destination list.

Remove is another powerful function in the Mail Communicator, it enable users to remove one list
from another, or remove multiple lists from one list and store the results. The speedy nature of the
above functions combined can make your mailing list management much simpler and easier.

Tips:

You can check your email address or mailing list from the Send Mail window directly by clicking the
Check Mailing List button on the toolbar. This will open the Mailing List Tool window automatically so
that you can perform the task you want.

Related Topics:

Mailing List Tools

Retrieve email address from file or mail folder
Troubleshooting and FAQ

27.13 How do | specify the number of emails | want to send from a
mailing list?

How do | specify the number of emails | want to send from a mailing list?

You can specify the number of addresses you want to send during each session. This humber tells
Mail Communicator how many messages you wish to send regardless of how many are actually in the
list. If you have a mailing list containing 10,000 addresses, you can specify how many emails you want
to send in each session.

This field is located above the "From" field on the sending screen of the program.

For example, if you enter 5000 in this field, the program will stop sending at number 5000.

The following setting is also available:

5000: send first 5000 emails in your mailing list and stop.

5001-10000: skip first 5000 emails and send from 5001 to 10000 then stop

5001-: skip first 5000 emails and send from 5001 to the end.
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Related Topics:

Mailing List Tools

Mailing List File Format
Troubleshooting and FAQ

27.14 How can | retrieve un-deliverable(or returned) email addresses
automatically?

How can | retrieve un-deliverable(or returned) email addresses automatically?

When you send bulk email, you will experience that you always get many returned (or undeliverable)
message bounce back as people change their email address from time to time.

To remove those undeliverable email addresses manually is very difficult and time concern.
Fortunately, Mail Communicator provides you a powerful function to allow you to retrieve the
undeliverable email addresses from returned emails automatically and add them to the master
Removed mailing list.

For more information please click retrieve undeliverable email address automatically.

Related Topic:

Get Returned(or un-deliverable) email address automatically
Mailing List Tools

Troubleshooting and FAQ

27.15 How to Send Personalized Messages?

Insert HTML Code
1. In the Send Mail window, click where you want to add the hyperlink or Web page text.

2. To add a hyperlink, click the Insert menu, and then click HTML Code. Select the file type, and then
type the location or address of the link.

3. Type the HTML code into the HTML code box, and click OK .

Tips

If you cannot select the Hyperlink menu command, make sure that HTML formatting is turned on by
clicking the Format menu in the message window and then select Rich Text (HTML). A selection tick
mark appears, by the command when it is selected.

You can also add / edit HTML directly to the message by clicking the Source tab on the Message
box.

Related Topics
Insert an attachment

Insert a picture
Insert a hyperlink or HTML page
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27.16 How to Send Mail Campaign in Schedule Mode?

How to send mail campaign in schedule mode?

Save mail campaign to send it later

You can save a draft of your mail campaign to work on or send it later. To save a mail campaign, click
the File Menu and select Save to send later menu item. The mail will be saved in the Draft folder.
You can open the mail campaign later by double clicking on the Mail name.

Send mail at a specified time

You can specify the Date and Time you wish to send a mail message, and the mail will be sent at the
specific time. Simply click the Send ...message this session Now box and click At , then it will display
the Time box to allow you to specify the time you would like to delivery this message. When you click
the Send Button, the Mail campaign will also be saved in your Outbox. It will be sent automatically with
the time that the message has reached the time you specified.

Related Topics:

Save a Mail Campaign to Send Later
Creating a new Mail

Troubleshooting and FAQ

27.17 Can | send email to a database(MS Access or SQL) directly?

Can | send message to a database(MS Access and SQL) directly?
Yes, you can send message to a MS Access or SQL database directly. Please follow the steps below:

1. Open "Send Mail" window.

2. Click the "Browse" button on the "To:" box.

3. On the "Select Mailing List" window, click the "Open a mailing list from database" option, and then
click the "Build..." button.

4. Then follow the screen prompt on the "Select Database" window and create your database
connection string.

See Also:
Create and send a new Mail

27.18 Can | send auto follow up message automatically?

Can | send auto follow up with Mail Communicator?

Yes, you can send auto follow up with Mail Communicator. This is a powerful feature that allows you to
manage your follow up campaign automatically.

Please simply follow the steps below:

1. Create a "Send Rule".

Before you can send an auto follow up mesasge, you need to create a "Send Rule" by clicking the
"New / Send Rule" button from the toolbar. Under the "Send Rules" screen, there is only one condition,
which is to specify the days you want to send the follow up message and 3 actions:
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28

28.1

Condition:
After days from [Date] field in mailing list. Please specify the days you want to send the
message compare with the [Date] in the mailing list.

Note: your mailing list must contain a date field as [Date]. For example:
[Email], [Name], [Date], [Company]
sales@apexpacific.com, Sales, 12/03/2002, Apex Pacific

Actions:

Send message

Remove email address from the mailing list - this action will be used if you don't want to send message
from this mailing list again.

Move email address to a <mailing list> - this action allows you to move the matched email address to
another mailing list.

2. Attach "send rules" to your email.
On the "Send Mail" window, click the "Send message this session" drop down list and choose
"Send Rules" option, then select the "Send Rule" you want to attach with the mail.

Once you click the "Send" button, the email will STAY in the "Outbox" folder, and check the "Send
Rule" every day and send the message automatically if the condition is matched.

Technical

Technical Support

Technical Support Contact
Please check the "Troubleshooting & FAQ" section before contacting our support.

We continually provide free technical support for all registered clients. You can receive additional
information and technical support in the following ways:

WWW
Look for updated information and easy solutions to common problems on our WWW site, at
http://www.apexpacific.com/knowledgebase/mailcommunicator/index.asp

Email
Send us an e-mail message with full details of your problem to: support@apexpacific.com

With this method, your problem can be better described and it also alleviates time zone problems.

Phone
Phone our support Helpline at (AU) +612 9662 3433. Fax: (AU)+612 9662 6372.

Phone our support Helpline at (US) +1 323 319 6318

Related Topics :
System configuration
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29 Registration and Ordering

29.1 Ordering Mail Communicator
Ordering Mail Communicator

Click on the "Help/Order" menu item from the menu bar and follow the instructions on the "Order "
window.

Please click on the "Help/Order" menu item from the menu bar of the program. You will be
automatically connected to our on-line order page by clicking on the 'Order Now' button from the
"Order Information” screen. Once your payment is approved, an Order Confirmation with your
registration code will be sent to you via email within 24 hours.

We accept all major credit cards such as Visa, Master Card and American Express. You can also
pay by International Money Order and Bank Cashier Check by printing out the order form and
sending your payment to the address listed at the bottom of the order form page.

Related Topics:

What is Registration?
Why should | register?
About Registration Code?

29.2 What is Registration ?

What is Registration?

This software has a trial version. This means that we have made the software available to you for a
free for 30 days evaluation period. You are entitled to evaluate the software for up to 30 days without
obligation to pay. After 30 days, if you decide to keep the software, you must register your copy with us
or one of our authorized resellers.

The trial version has some limitations:

1. You can only send 500 emails at a time.
2. Nag-screen.
3. You can't use the software after trial period.

To unlock the limitation of the trial version, you need to purchase a registration code.

Related Topics:

Ordering Mail Communicator
Why should | register?
About Registration Code?
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29.3

29.4

Why should | register ?
Why should I register?

The trial version has limited functionality. To unlock the full feature set of this product, it must be
registered to remove these limitations. For many people, the most pressing reason to register is to get
rid of the annoying nag box which pops up at the most inconvenient times.

But besides this, Registration entitles you free technical support and minor upgrades to the software.
Registration may also entitle you to discounts on other software releases from our company. We will
also send you information bulletins by email to let you know about what's happening with our products.

Furthermore, by registering the software, you provide us with the resources and incentive to support
the software with updates and to develop additional quality products in the future.

Related Topics:

Ordering Mail Communicator
What is Reqistration?

About Reqistration Code?

About Registration Key
About Registration Code?

Entering your Registration Key
After purchasing a key, you will be sent an email containing your key and detailed instructions on how
to enter it into Mail Communicator.

Simply click the "Help" menu item from the menu bar and choose "Register”,enter your registration
details, and then click the "Register" button. You will be connected to our online authentication
database to verify your registration code.

Invalid Registration Key
If you receive a message informing you that your key is invalid, please take the following steps before
contacting Technical Support:

1. Check your Register Name carefully and make sure you have enter the correct Register Name
exactly as we provide in the "Order Confirmation" email.

2. Check and make sure your registration code is entered correctly. The key is case specific and
contains no spaces. Please use "Copy" and "Paste" function to enter your registration key.

Your registration code has been cancelled

If you are receiving an error message stating that "Your registration code has been cancelled”, please
understand that this is because we are using an online authentication system to track each registration
code when you use your software each time. Although our server is active over 99% of the time,
occasionally it does go down. If you receive a message informing you that your registration code has
been cancelled, please follow the instruction below to re-activate your registration code:

1. Connect to the Internet and open the "Register" window.
2. If you are connected to the internet through a "Proxy Server", please make sure to enter your
correct "Proxy Server " address in the "Configuration " setup window.
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3. Check your "Register Name" carefully and make sure it is entered correctly as we provided.
4. Click on the "Active" button and follow the instruction on the screen.
5. Close the program and re-start.

If this does not work, please contact Apex Pacific or authorized dealer with your Client ID# for help.

Related Topics:

Ordering Mail Communicator
What is Reqistration?

Why should | reqgister?

30 About Apex Pacific

30.1 About Apex Pacific
About Apex Pacific

Apex Pacific Pty Ltd is a leading Internet Marketing software company that specializes in developing
advanced Internet Web Promotion application solutions. Our company conducts intensive and
extensive research and development in the fields of Web promotion mechanisms and advanced
intuitive user interfaces for implementation on the Internet.

Our Software contains all of the most powerful #1 "ALL-IN-ONE " internet marketing and web
promotional tools that you need to explode your business on the internet. We are widely recognized as
a world leader from our Apex Pacific's groundbreaking Search Engine Optimization and Pay Per Click
software. Our multi-award winning SEO software is a professional web promotional tool that
automatically submits your website to 1000+ major search engines with just a few clicks of a button
and provides you the tools to get your website to be listed at the TOP position of all major search
engines.

We at Apex Pacific are especially dedicated to providing smart solutions and applications for the
internet marketer. We have extensive experience in building high quality and professional internet
marketing tools and applications and provide SEO and PPC Training as well as services. With Apex
Pacific's guidance, your company will achieve the ultimate Internet marketing approach, and gain the
specific Internet solutions to suit its unique corporate needs.

Related Topics:
Other web promotion products from Apex Pacific
Contacting Apex Pacific

30.2 Other web promotion products from Apex Pacific
Complete Web Solution Products from Apex Pacific.

Apex Pacific has the most advanced Internet Marketing Software for your business. Our software has
been created and mastered by our software developers to bring your business success! We have a
complete "ALL-IN-ONE" Internet Marketing and Web Promotional tools that you need to send your
business booming on the Internet. We are widely recognized as the world leader in quality Internet
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30.3

Marketing and Web Promotion software.

SEO Suite - The #1 combined web promotion and search engine submission tool that drives traffic to
your website for FREE. The SEO Suite contains 25 SEO tools to boost your website to the top 10. A
few tools included are, Web Site Optimizer, Search Engine Submitter, Link Building Tools, Web

Ranking and Reporting Tools.

PPC BidMax - The ultimate and most powerful Pay-Per-Click bid management tool that manages your
keywords and bids for all the major search engines such as, Google Adwords, Yahoo! Search

Marketing, MSN AdCenter etc. Our advanced bidding algorithm will help to save you money and allow
you to generate comprehensive reports that clearly indicate your ROl so you can monitor the success

of your campaign.

Mail Communicator - The automated email marketing solution to make your email marketing campaign
easier. You can create, manage and track results of your permission based bulk email campaigns and

newsletter distributions. A fantastic and easy to use software!

Internet Marketing Suite — The "ALL IN ONE" Internet Marketing Package. This is the complete internet
marketing solution for all your web promotion needs. The Internet Marketing Suite provides you a total
solution to manage your Search Engine Optimization, Per Per Click Bid Management and Email

Marketing.

Related Topics:
About Apex Pacific
Contacting Apex Pacific

Contacting Apex Pacific
Contacting Apex Pacific

Apex Pacific Pty Ltd
Suite 2, Level 1,

6 - 8 Crewe Place,
Rosebery NSW 2018
Australia

Phone : +61 2 9662 3433
Fax : +61 2 9662 3422
Email :

Sales/Products Enquiry: sales@apexpacific.com
Support/Customer Service: support@apexpacific.com

Web :
http://www.apexpacific.com

Related Topics:
About Apex Pacific

Other web promotion products from Apex Pacific
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