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Dear User,

Thank you for choosing and implementing our GravityMail system for your
email needs. We hope you enjoy our software and wish you a future full of
many successful campaigns. If you have any questions regarding
GravityMail, please feel free to contact us at 608-285-6600 or email us at
support@gravitymail.com. Enjoy!

Sincerely,

The Netconcepty Team
|_netconcepts’|

get found
2820 Walton Commons West, Suite 123
Madison, W1 53718
Phone: 608-285-6600
Fax: 608-285-6601
www. netconcepts.com
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Introduction

Welcome to the GravityMail system established by Netconcepts. You are one step closer to
keeping in close contact with your clients/ customers. It’s a proven fact that a compelling,

informative, email will cause a spike in site visitors that brings your daily visitor levels to a
new and consistent plateau.

®

get found

This manual will step you through how to create and send email campaigns, as well as analyze
the results of that campaign post-send. It will also provide you with basic GravityMail and
email marketing information. All major tasks begin with the blue navigation buttons at the top
of the GravityMail page. As you work with GravityMail, you will become very familiar with

these.

GravityMail Demo Company

January 26th 2008, 4:45 pm (CET)

Bail Demo Company Email CGampaigns

1 - 20 displayed of 114 campaigns

Total messages sent: 4,743 ]

Users Unsubscribes Click-throughs Clickers

Subject Date =7 List
| highkg Jan 22 2006, 02:23 pm alans list 1
O Whaddya Know? Jan 12 2006, 11:41 am  Sonya test 3
1 Tutorial announcement 3 - test from... Jan 12 2006, 11:14 am  Tim test 3
) Tutorial announcement 2 - test fram... Jan 12 2006, 10:59 am  Tim test 3
O Tutorial announcerment - test from G... Jan 12 2006, 10:53 am  Jim test 4
O Holiday Burger Dec 02 2005, 11:17 arn Fudds List 1
[l Supre r&d her og ndl Mov 25 2005, 05:43 am  kh 4
[ kiempespennende denne gangen! Maowv 25 2005, 04:12 am  kh 4
| Tuesday Mewsletter Test Mov 22 2005, 08:33 am  Adesys1122 4
L] Tuesday Test Moy 22 2005, 08:05 amn Adesys1122 4
| Tab News Test Moy 21 2005, 05:46 pm AdesysTest 3
| December Mewsletter Mov 21 2005, 05:33 pm AdesysTest 3
=] Adesys Test Mov 21 2005, 04:01 prn AdesysTest 3
L] Adesys Test Moy 21 2005, 03:55 pm AdesysTest 3
[ hello Moy 21 2005, 10:22 am  alans list 2
] hello Moy 21 2005, 10:20 am_ alans list z

33.3%

50.0% [

25.0% [

Figure 1:

GravityMail Opening Page — tab location
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Create an Email List

The “Create New List” window allows you to setup lists using your own already existing data.
Note: You need to have at least one list loaded into your GravityMail account before you will
be able to create an email campaign.

To create a new list, follow the below steps:

get found

GravityMail Demo Gompany Email Lists

GravityMail Demo Company

January 26th 2006, 4:56 pm (CST)

Figure 2: GravityMail Lists tab location

27 lists
List Users Last campaign
[ Dans Demo List 2
[0 Timtest 2 January 16th 2006 "Test of GravityMail 1/16"
[F] 2
F] Fudds List ok December znd 2005 “"Holiday Burger”
[0 kh 4 MNovember 25th 2005 "Supre rad her og nd1"
[0 adesysiizz 4
[F] AdesysTest 3 Movember Z1st 2005 “"Tab Wews Test"
[0 23Kent Test 711 December 29th 2005 “test"
[0 mattlist 4 MNovember 4th 2005 "test"
[0 Pam (click-throughs} 2
[0 Pam (click-thraughs} 2
[ Hyro NZ list 2
[0  Participants (master) 104
[0 ram 9

1. Click the blue “Lists” tab at the top of this page.

Mail”

email marketing solutions

| Templates

GravityMail Demo Gompany Email Lists

GravityMail Demo Company

January 26th 2006, 4:56 pm (CST)

27 lists
List Users Last campaign
[ Dans Demo List 2
[0 Timtest 2 January 16th 2006 "Test of GravityMail 1/16"
[F] 2
F] Fudds List ok December znd 2005 “"Holiday Burger”
[0 kh 4 MNovember 25th 2005 "Supre rad her og nd1"
[0 adesysiizz 4
[F] AdesysTest 3 Movember Z1st 2005 “"Tab Wews Test"
[0 23Kent Test 711 December 29th 2005 “test"
[0 mattlist 4 MNovember 4th 2005 "test"
[0 Pam (click-throughs} 2
[0 Pam (click-thraughs} 2
[ Hyro NZ list 2
[0  Participants (master) 104
[0 ram 9

Figure 3: GravityMail Lists Screen & Create New List Location
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2. To create a new list, click the orange “Create New List” button at the top right of the page.

3. Inthe light yellow “Name:” field, type a name for your New L.ist.

gravityMail”

email marketing solutions

Campaigns ‘ M campaign ‘ Templates

Import

Marne:

|
Replace: | ¥

Irnport file: | |[ Browse... |

Delimited by: | Comma |

Figure 4: Create New List Page

4. If you want to replace an old or already created list, click the down arrow of the “Replace:”
field. Select the List Name from the “Replace:” drop down menu you want to replace.

Note: If you decide to upload a newer updated list to replace an older list, you do not have to
worry about duplicate email addresses. GravityMail automatically removes duplicate addresses
from your list. The GravityMail system also checks your new list for unsubscribes and
bounces, and removes them from the list as it uploads. Also if you are replacing a current list,
you will need to make sure the fields in your updated list match the fields that are currently in
the list you want to replace.

Choose file
Look in teskio) LJ & @3 of FE-
1 'ﬁDMy Documents
.’J -j My Cormputer
Fiecent ‘-_gMy Metwork Places
~ S Dialup ta MSOE
@ 2| Microsoft OFfice Cutlook 2003
- ,Ea Mozilla Thunderbird
Desktop ! MAL
|51~ VPM ko MSOE
J LT Metconcepts
My Documents C)Portforlio
E@Budget.xls
— EEEJPUWErPUint Slide Show Converter
i’l‘g iﬂ__jwedding checklist, doc
by Camputer
My Network File narne: J LJ Open I
Flaces
Files of type: |0 Files (7.7 = Cancel

Figure 5: “Choose file” pop up window
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5.

Next, you will import the data for your new list. Click the “Browse...” button to the right
of the “Import file:” field. A “Choose file” window will pop up. Use this window to select,
on your system, which file to import. Once you have found the comma delimited, pipe
delimited, or tab delimited file you would like to import, click the “Open” button.

Note: In order to properly import, the file must be in either tab delimited (.txt), comma
delimited (.csv), pipe delimited, or new line delimited file format. If the file you want to import
is in an “xIs” file format. Open the document, do a “Save As,” select “tab” delimited (.txt) or
“comma” delimited (.csv) from the “Save as type:” drop-down menu. Click “Save,” and re-try
importing the file into GravityMail. The tab delimited (.txt) files seem to offer the best results
when uploading into GravityMail.

6.

8.

The next step in the “Create New List” Window is to choose a type name from the
“Delimited by:” drop down field. This field choice should match the same format as the file
you imported (Ex. .txt = tab or .csv = comma). The “Delimited by:” field defaults to
“Comma.” However, Tab, Pipe, New line, and Zip are also available options.

Once you have chosen a “Delimited by:” option click the blue “Next” button.

gravityMail®

I marketing solutions

|a=mwgyr; ‘ New campaign. ‘ Templates | bists | Setfings | Help. January 27th 2007, 11:14 am (NZDT)

Import (test)

[CLIENT}: CLEENT
Skipped: 0 {FIRST_NAME}: [FIRST_NAME
Inport time: 0:00:00
{LAST_NAME}: |LAST_NAME
Email field: [EMAL  [v] {EmAIL): EMAIL

Unique Identifier: | EMAIL [¥]

{PHONE}: PHONE

Purge from list: | None i

Delete | Save

Figure 6: Create New List confirmation page

The “Create New List Confirmation” page should now be open. This page shows you how
many email addresses it plans to read in, see the “Added:” field at the top of the page. If
this number does not look accurate, it may be having trouble reading in your list properly.
Make sure you are using one of the file formats accepted and that you choose the correct
delimiter in the drop down etc.

This page also shows you the fields you used within the file you uploaded in the right

section of the screen. These fields are now available as dynamic variables to customize
and personalize your email campaigns.
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10.

11.

12.

13.

14.

Notice the email variable listed in the “Email field:” field in the left area of the window. If
it is not displaying the correct email variable, select the correct variable from the “Email
field:” drop down menu.

Notice the variable listed in the “Unique Identifier:” field. If it is not displaying the correct
variable, select the correct variable from the “Unique Identifier:” drop down menu.

Note: Generally the email field will be the unique identifier. If you aren’t sure, leave this
as the default.

The “Purge from list:” or “Remove users already in:” field allows you to select another list
from your GravityMail account to remove those names from the list you are currently
uploading. This defaults to “None”.

Click the blue “Save” button when everything looks correct.

Once you have clicked “Save,” the Main List page displays again. It should now include

in the list, the list you just uploaded, and tells you how many records it successfully
imported in the “Users” column.

O >

Figure 7: List Details page, Insert new contact location, and button location

To go into the list you just uploaded, click on its name, and the “List Details” page will open.
This page displays the name of your list at the top left of the page. It also shows all the
variables (parameters) included in that list. They are displayed as columns and are titled in the
light blue bar below the two orange buttons. The first time you view the list you will also see
some notes at the top of this page referring to how many records were removed as duplicates
and unsubscribes.

Downloading an email list

When you are on the individual list page, as described in the above paragraph, you can
download the email list as a .csv file from this page in GravityMail. The orange “Download”



