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eNewsDog Manager Pro is a web-based newsletter and subscriber management software to
manage subscriber lists, mailing lists, design newsletters, and send them via email. This easy to
use newsletter publishing system allows you to track statistics of your mailings, create follow-up
mailings, process bounced messages, and more.

Features

PR

personalized with merged subscriber data.

Export reports and lists to Excel.

Automatic subscribe/unsubscribe process.

Simple wizard creates subscription forms.

5
6
7. Double opt-in confirmation option.
8
9

Unlimited subscribers, mailing lists and newsletters.*
Real-time views and clicks tracking.

Rich html editor with auto-save feature.
Send html, text, and multi-part newsletters, including attachments. Newsletters may be

Easily import and manage subscriber and mailing lists.

10. One-click follow up mailings.

11. Inline images guarantee images will appear in your newsletters.

12. Embedded link allows users to read newsletters in their browsers.

13. Collect subscriber birthdays and automatically send birthday greetings.
14. Schedule newsletters for any date/time in the future.
15. Automatic archive of public newsletters.

16. Web-based software 1 can be used anywhere.

Getting Started

You can go to your control panel at http://sitetname/enewsdog.com where you will login. Note that
your session will expire after a period of inactivity. To keep working without having to login again,
simply select Remember me. You will still have to login each new time you use the software.

Select:

Password:

Administrator log in

‘ Login }

Remember

+ r

me:

L aay3
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http://sitename/enewsdog.com

Configuration

Once you login, select Tools | Configuration and Settings

General settings

Manager Pro 15 Mstalied

<

General Settings

S

~

10.
11.

12.

13.

Enter the <From:> name that you want to appear in your outgoing newsletters.

This email account is the one that bounced messages will be sent to. Do not use this email
account for any other email since eNewsDog will be checking this account and attempting to
process mail bounces.

Reply-To address is the address used when a subscriber replies to your newsletter.

Site URL will be in the format: sitename.enewsdog.com

Installation location should be in the format: www.enewsdog.com/sitename

SMTP server, username, password i include the ones from your company or leave as set to
use the ones from iNetDog.

Email component i leave as set.

Server authentication i set as directed by your company or leave as set to use iNetDog
server to mail.

Capture mailing errors i leave set to NO

Password i leave as set

Send images as inline i leave setto YES. This will guarantee images will appear in your
email newsletters.

Difference in time from server i iNetDog servers are in our Phoenix data center. Check
server time to set the adjustment for your timezone.

Charset for messages i leave as set.
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Views and clicks tracking mode

Activate predefined dicks tracking for TEXT newsletters? [vEs |
Activate automatic dicks tracking for HTML newsletters? ES W
If you want to track views of html newsetters, set this to Yes, ES W

If you are not using clicks tracking, set this value to NO. This marginally increases processing
efficiency. Similarly, if you do not wish to capture who opens your newsletters, set the view tracking
menu to NO.

Sending in batches

Select Yes i you want to send your mails in batches. Specify also the number of  |yes |
emails in a batch and the interval between. '

The number of mails in a batch.,
L]

The time in minutes between two batches.

In the above configuration, the program will send the first 3 emails, pause for 1 minute and then
send the next 3 and so on. You must leave the sending window open in this mode so the process
can stop and restart automatically.

Free custom variables

Avalable when you edit an Bl newslette,

Optonal Free custom variable 1. Hudson 10ad 23d, l
Optonal Free custom vanable 2, 55333, Norwch, Bahamas ]
Optonal Free custom varable 3, Jumoo Lhiverse Sports Goads Ltd |
Ontonal Free custom varable 4, Tel. +402030405060, Fax. +40S0607IE0E0 ]

The above fields are optional. They can help quickly insert words or phrases that you use most
often (phone, address, etc.). What you define in these fields is accessible in the newsletter editor
through the fiTagd menu.

Custom subsoriber Nekds

e Phone, &ge, Company e3¢

Cechor fieid for subsoriver Lt |1z=

Caustom fisld for subscorter 2 l-_

Crbom feld for mbsoiber 3: l"-'-"“-

You may define your own custom subscriber fields in addition to the standard (fixed) ones offered by
eNewsDog Manager Pro. After you define these, go to Menu > Subscribers > Add-Import > Add
one, where you will notice that the above fields appear at the bottom of the page. These custom
subscriber fields function exactly like the other fixed fields.
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Double confirmation opt-in system
You can edit all automatic messages in Tools/Welcome, confirmation and un-subscribe messages.

Activate double confirmation opt-in system? YES I~

eNewsDog Manager has a double opt-in confirmation system that you enable via the drop-down
box shown above.

When it is enabled:

1 The subscriber is inserted as unconfirmed
1 The subscriber sees the Confirmation Required onscreen message
9 The Confirmation Required email is automatically sent to the subscriber.
1 When the subscriber clicks on the confirmation link in the email, a window opens, the
subscriber is confirmed, and sees a AWel comed on
T The Kitwemeodo emai l is sent to the subscriber

When it is disabled:

1 The subscriber is inserted as confirmed.
T The subscriber sees the AWel come onscreen messag
T The fAWel comed emai l is sent to the subscriber

Depending on what the subscriber chooses when they signup, either text or html newsletters are
sent. If you do not offer this option, only html newsletters are sent. You can define screen
messages and emails in both html and text format by going to Menu > Subscribers > Custom
messages > Welcome & goodbye messages and screens. In addition, there are utilities to allow you
to send confirmation reminders, to manually confirm subscribers, and to delete unconfirmed
subscribers older than a given date.

You may also use smart variables (smarttags) in al | messages. For ht ml mes s
menu to insert smart tags. For text messages you will find detailed instructions on the relevant

page.

Subscriber options Q@

When an existing subscriber attempts to subscribe again: |3_ Show Npro '"We

Send the welcome emad when one subscnbes? YES|w
Show Npro welcome page after one subscribes (or confirms) [;‘«h:.’. Noro page |
or redirect him to your own URUpage? o e
Send the goocdbye email when one opts-out? YES |
Show Npro goodoye poge when one opts-cut or redirect him [.\h:.'. Npro page I—:‘
toy .

rour own URL/page?

Show Npro confirmation page when on2 subscribes or redirect [g[\c,.' Noro page
him to your own URL/page? =

Ask subscribers the reason for opting-out? [No [=]

If you want to define your own pages to send a subscriber, then go to Menu> Subscribers > Custom
messages > Welcome & goodbye messages & screens > In Html. If you ask subscribers for a
reason for opting out, they must enter some text before opting out.
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Adding Subscribers
There are 6 ways to add a subscriber to your database:

Through the public subscriber forms (or the form you created using the wizard).
Importing from a CSV file (first name, email).

Importing from an external database (MS Access, mySQL).

Importing using the Quick Import Form (first name, last name, email).

Import using the Quick Import Form (email only).

Add the subscriber one at a time manually.

o gahrwdhE

Every time you add a new subscriber, several checks are performed:

1 Check for missing subscription data.

1 Check to see if the mail is in a valid email format.

1 Check for duplicate entries by comparing email addresses.
9 Check for erroneous or invalid entries.

You will get an error message if any of these checks fail.
Subscriber Properties
Subscriber properties include:

1 Non-assigned (does not belong to any list)

1 Confirmed/unconfirmed. If you use the double opt-in confirmation system, then the
subscriber is inserted as unconfirmed until they click on the confirmation link in their email. If
you are not using this feature, they are directly inserted as confirmed once they sign up.

1 HTML or Text Preference. If they do not select between them when signing up, then html
newsletters will be sent.

9 Date subscribed. The date is captured automatically at the time of subscription

9 IP address subscribed. The IP address is captured automatically at the time of subscription.

91 Date last updated. This is automatically recorded when a subscriber opts out form a list or
updates profiles or subscriptions.

1 Opt out reason. The program records all opt outs and optionally asks the subscriber for a
reason for unsubscribing. Reasons are stored in the database and sent to the administrator
by email. You can report on all opt out reasons at Menu > Reports > View opt-out reasons.

9 Other subscriber properties such as times emailed or last time emailed are updated
automatically during the sending operations.

CSV Import / Export

The subscriber list can be exported to a CSV (comma separated values) file. This file can be
opened or imported in to MS Excel, or viewed with a text editor like Notepad. All subscriber fields
are exported in this order shown below in the right column:

The generated file is named subscribers.csv and is saved in File Export Order
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the database folder. When you received your account
information you were given an FTP username and password
to access this directory.

Similarly, you can import first names and emails of
subscribers from a .csv or .txt file.

Menu > Subscribers > Add-Import > CSV import. You will
find additional notes on the page.

Importing form an external database

Menu > Subscribers > Add-Import > External database
import.

If you check Update subscriber data and list assignments
when email exists, otherwise ignore as duplicate, a
subscriber that is imported but already exists in list A can be
assigned to list B. If you do not check this box, the
subscriber will be ignored as a duplicate entry.

Quick Import Utilities

Menu > Subscribers > Add-Import > Add many

You may add a large number of subscribers by selecting the
lists you want to assign them to and click on Import. At the
end of the import, you will see a mini-report on the number of
subscribers imported and whether or not any duplicates were
found (and not imported).

CoNoOrwWNE

name
nmail

lastname
subCompany
timesMailedHtml
timesMailedText
address

city

state

. Zip

. country

. subPhonel

. subPhone2

. subMobile

. SsubPassword,

. prefers

. confirmed

. dateSubscribed,

. dateLastUpdated,
. dateLastEmailed
. customSubFieldl
. customSubField2
. customeSubField3
. soft_bounces

. hard_bounces

. optOutReason

. ipSubscribed,

. internalMemo

. iIdEmall

Subscribers Quick import utility

scriber per bne eparate name, last name and emal with 3 comma

1es only ematls and

remws thes vee s for o

frsthame e amai 2dom

v ¥

. | Specify oth
the b

¥ (nsart as conf
hev crefer hitr
¥ Update hst sssigmw

conhieate

rred

er parameters

% if Jesire

Selecl lists to import into

You may also specify which list(s) to assign the subscribers to, whether they will be inserted as
confirmed, and if they prefer html or text newsletters. There are two versions of the quick import
utility. The one shown above works for inserting name, last name, and email addresses. The other

version is used to import only email addresses.
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Simple Search

Menu > Subscribers > Search > Simple will show the following:

Find a subscriber

Search by: m look for: | | | search

Please enterf=di=s! teria

Search can be done by name, email (or both), or by id. You only need to enter part of the name or
email address to search. Advanced search will allow additional filtering as shown below:

Filter+ | @ hitpedfecalhost/ nmanagerpro? 00V admin helpDutesaip? date

Creete maling Iillers and hltered lists, preview «
Subscriber’s emad contang [ | Dates quick input
Subscriber's name containg: [ dateSubscnbed

Subacriber’s last name contans
Subccriber’s company containg [ Accens

Subtonber's address contains | U >22005-10-20& (sft=r and ind. Oct 20th)

min 0-10& (before and exd. Oct 10Th)

EETWESN #2005-10-20# AND #2005-10-23# (from

Oz 20th grnil Oee 22nd Incl)

Subicniber £ Oty Containg
Subttriber ¢ state i
Subscriber's 2ip cormtaing

Subacriber's country a: Clonse

Subsonber s tel. 1 contams:

Subscriber’s tel. 2 contams: | € Internet | Procected Mode: OFf

Subscnber's mobde cortanc

Subscriber's Date subsoribed l 7

Subocniber ¢ Date last uodated: |2

Subscribers Date last emailead ' ?

Subseriber's Times mailed homl Selet|w l

Subteriber s TiImes maied text [Gelecil=l ]

Subseriber’s Soft bounces W |

Subacriber's Hard bounces ecual rs.;;—_—E |
Mailing Lists

Menu > Mailing Lists > View will show you the number of subscribers you have in each list. Clicking
on the heads icon will display the actual subscribers in this list. (Subscribers can belong to multiple
lists.) If you click on the X icon, you will permanently delete the list, but the subscribers remain in
their previously assigned lists or will have unassigned status.
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Malling bsts ~

Lail emal v

The Pencil/Paper icon allows you to change the name and description of the list. If the lists are
public, meaning the subscriber can see the lists when subscribing, they will also be able to see the
description so make it meaningful to them.

In the lists view, you can also do other very useful tasks such as:

1. Adding all subscribers to a list.
2. Removing all subscribers from a list.
3. Copying all subscribers from one list to another.

The results of these changes are immediate and visible on the same screen. In handling very large
lists, the above operations may take some time to complete.

Follow-up Lists

eNewsManagerof f er s you the ability to create a new | i st
behavior. Menu > Mailing lists > New list based on clicks-views:

Create a new list based on clicks - views

Sclect 2 past mailing: l"“;"“‘ 158, Campleted on: &/29/7008 10:3S:21 AM, Sart 10 list: 4. Ganeral nawsletter | w

Follow-up options

Did not dicik and did not open at all
Dy not open at al

Dd not dick ot all

Opened at least once

Clickac 2t least one link

Chckac specthc link(s)
Did net dick specific ink(s)

Creating a follow-up list does not affect your original list of subscribers in any way.
Newsletters

Menu > Newsletters > Html newsletters > View & edit
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HTML nowsletters ]

alm i Finme: 1 AN -

: : :
Oate crested . . rublicr Qe'sts Froview | LSt ‘M:a:hmem

welererce Muel Newsieter ASAI00% 4.02.02 20 9 > >

Newsletters in the list are sorted by creation date. Sort order can be changed to alphabetical by
clicking the up or down arrows next to the Newsletter subject heading.

The Public property allows you to make a newsletter visible in the public newsletter archive it has
been sent. Setting public to No will prevent the public from viewing this newsletter in the archive.
You can view the public archive from the link on your home page. Copy this link address to place it
on your website or in your emails.

The X icon will permanently delete your newsletters. The magnifying glass will open a new window
SO you can preview your newsletter. The Pencil/Paper icon opens the editing window:

Subject: Reference himl Newsletter

Attmchments ‘1) Charset: - T Blavk (mutomet Tol

Inline G

Images: -

o OQSAY kOB 9 AR v ol i OMets DFHZ|0 =232 % 0103 290
¥ Pregan = Fortveo = S B K ® s = s s e ogwEs ) Yoo Falen 9 STen ks
Hi, #subnamed
Last name ssublastnames
Address. ssubaddresss
Caty. ssubCity# SO

L Moadsnndd

[ ave ] Save heoent [ Ve copy Crests toxt version

Send teet amail 19 [edrweSyourema L 1 tadmryn l Send . | o

Ready o seod Lo your lals?

Save: saves newsletter leaving edit window open. The auto-save feature automatically saves
changes to your newsletter every 3 minutes.

Save & Exit: after saving, you are redirected back to the newsletters listing page.

Save Copy: saves a copy of the newsletter without affecting the original. This is the option you want
to use to create a new newsletter from an existing template.

Create a text version: creates a text only version of your newsletter without affecting the htmi
version.
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Send: inside the text boxes, you will see the name and email of the administrator who is currently
logged in and editing this newsletter. The email can be sent to this address or the address can be

changed to another address for testing.

For text newsletters the process is similar although you will have fewer options. A text newsletter
has the same properties as an html newsletter. You can personalize it with Smart Tags such as the

subsciberdés name,

emai | ,

et c.

Clicking the Smart Links icon will open this window:

£ Sant finks - Windows

=

€ hup locslhest nmarsgepralU0 sdmuy smiedlinis sp ]A

Read this newsletter in your browser

Smart links
Type 3 word or phease, salect £
want to inser,

and chck on the knk you

Bead this newsletter in your Drovwser

Forward thed newsletter to your nends
Our prvvacy pole

comoany web site address

Goneral contact ¢ 1}

L
T3
"
w

You can customize this page by making changes in the
page smartLinks_asp

Close |

& Intemet | Protected Mode OFF 2" Kinx ~

formatted it,
see i mages,

you

for this to work.

Forward this newsletter to your friends

your summary report.
Our privacy policy
be

t o used

page

it in a new window.

Assets Manager (Handling Pictures)

This is a great way to start your newsletter. Most
email software will block image downloading. To
allow your users to view your newsletter as you

mi g ht

c | i teiskoptibreta cecate
the link. Note: the newsletter must be set to public

When the subscriber clicks this link, a new window
will open where they will be able to enter up to 5

email addresses to forward the newsletter to. This
action is captured and you will see the forwards in

eNewsDog Manager Pro includes a customizable
as Mgruor
Tools > Privacy page. By including this link, a
subscriber interested in your privacy policy will read

Tip: To quickly insert your company logo, save it as

companylogo.gif and upload it to your images folder.

You can easily insert pictures into your newsletters by uploading them using the image manager.

Click the picture icon.

= =4 4 -4

Click Upload.

Click the folder icon to the right of Source.
Click Browse and navigate to the picture.

After adding images, click the inline button. & This will extract the images and embed them into

your newsl etter SO

you dondét have to

names of your images in the Inline images text box.

worry

about
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Spell Checking

Internet Explorer users will need to download and install ieSpell from www.iespell.com/download.php

This is a very lightweight program that is integrated into eNewsDog Manager Pro and will allow you
to check spelling using the Spell Checker icon on the toolbar. at/

Firefox users will use the spell checker that is included in the Firefox browser.

Unsubscribe Links

At the end of your newsletter you should include an opt-out link for your subscribers. Remember

you can personali ze

this text using the Smart

unsubscribe text and click the Opt out button. . gpt out

List opt-out: the subscriber will be deleted
from the specific list that the email was
sentto. The subscriber will keep the rest
of the subscriptions if any exist.

Global opt-out: the subscriber will be
deleted from all lists in the subscriber
table.

Update settings link: subscriber will be
able to login to their profile page to cancel
or start subscriptions, update name and
email, etc.

Newsletter Personalization

B MO ACaINORR g

s ~uet 5
Opt-cut inks
Type 8 ward or phrae, select it wnd cdh oo,

Sotolnacion Lot wtont -

(=t opt eut
e e Yo SN & Aowd Ve 15 4 100 et The s B wil Do timeved Hiom P ket but ol oo cenie 1
VOur “niebees
um & sbhen Yo senc & sewsletier tn 8 spwchic bet or b ol e, Thw sdmcr e sl e corplelely remeced from g

R

U te orofibe oval sl rgtions hnk
You tan e 2 o2 ol o e dse togr ey with arber 021 aut b 1 e sore ety The bt ol be
edaced 102 page wiere e a0 Odsir Na IS rane a'd enal

ool | | acohy || ob

Daae @ Lecanet | Prctected Mode O s = RO% -

For html newsletters you can use the Tags menu:

Tag z 2pS

out

Subscriber's emal
Isubsariber's ID
Subscriber's rama
Subscriber’s last name
Subscriber's company
Subscriber's password

Subscriber's date subsaribad
Subscriber's cate last updated
Subsaiber's dote lost emailed
Subsanber’s address
Subscrber's oty

Subscriber’s state
Subscriber’s zp

Subscriber's country
Subscriber's phone 1

Subscriber's phone 2

Subscriber's modile

Subscriber's Gender

Subscriber's Age

Subscriber's Pet name

- QOther varidles -

Your Company name

Hudson road 23rd,

55333, Norwach, Bahames

Jumba Universe Sports Goods Ltd
Tel +3020304905060, Fax. +05050 798080
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For text newsletters, you will have to type the following keywords:

#subname#
#sublastname#
#subemail#
#subcompany#
#subphonel#
#subphone2#
#submobile#
#subaddress#
#subcity#

10. #substate#

11. #subzip#

12. #subcountry#

13. #subpasscode#

14. #subdatesubscribed#
15. #subdatelastupdated#
16. #subdatelastemailed#
17. #subcustomsubfield1#
18. #subcustomsubfield2#
19. #subcustomsubfield3#
20. #subcompanyemail#
21. #subcompanysite#

©CoNogOrwWNE

Attachments

With eNewsDog Manager Pro you can easily add attachments to your newsletters. Click the

paperclip icon to open the Attachments Manager.

Subscriberds name
Subscriberds | ast
Subscriberds emai
Subscriberb6és comp
Subscriberés phon
Subscriberés phon
Subscriberds cell
Subscriberds addr
Subscriberés city
Subscr itdeeadd s s

Subscriberés zip/
Subscriberds coun
Subscriberdéds pass

Date subscribed

Date last updated

Dates last emailed

Sub s cr i*bustondfield 1
Subscr i™rceston field 2
Subscr i"cuwstondfeld 3

Use this instead of typing your email
Use this instead of typing your URL

Attachments - Wi -
!
L@ e localhoss nmanagerpo7ol/admin/sttschmanager/astachts nager.asp
Attachments Manager
Al Fies
Select one or more fdes to sttach
) 1200 Mosla ComDote Ken £:0.000 8.3 o
9 1 adodf 611k do
@ 1 BeaMisking 2,50 o
a et e 0,0k 2
Upload Bie: | Bowss wead
Lok |
Done & Intecres | Protected Mede OH 3 v RINK <~
—
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When you upload attachments they are indexed and shown in your contents listing. To attach a file,
click the checkbox and the filenames will be populated in the attachments field. Any type of file can
be attached (doc, PDF, text, images, etc.) and more than one file can be sent as an attachment.

Multipart Newsletters

A multipart newsletter is sent when you send
email client cannot read html (some unix email readers for example), then it will display the text
version. Both parts will be personalized and tracking links will be operational. The drawback is that
you will be sending emails that are larger than if you selected just a single method.

Creating a New Mailing

Menu > Mailing activity > New mailing

What to send (purple or amber)

Select either an html newsletter or a text newsletter that you have already saved. You can select
both to create a multipart newsl ett ¢he URLINBax3
instead of completing boxes 1 and 2. Include a subject to be sent with this web page. Notice the
color bands that guide you in what you should complete for each type of newsletter.

When to send

Count will tell you how many subscribers you are sending to. There are 3 ways to send your
newletters:
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1. If you press Start sending now the mailing process will begin immediately. A sending
window will open during the mailing process and will notify you when the mailing is
complete. For long mailings you can close this window and monitor progress via the Mailing
Activity Table.

Please wait while your newsletters are being sent

MNewalatier Manager Pro

yi
-

Fineghad gandmg maike
2. To send your newsletter manually at a later time, click
Create mailing to send later. Then go to the Mailing
Activity Table, Mailing Activity > View Not-completed
mailings.
3. To send your newsletter automatically at a scheduled time, click Extras > Scheduler >
Create new task. Select your newsletter to send and complete the remaining scheduling
options.

Total ramaagee sert; &
Fintsked sonding mas

o W

Mailing Activity Table

Mailing Activity > View Not-completed mailings

Finished? | Last Errors Mails Delete
subscriber sent /
id Remaining

This table summarizes all your sending operations. If a mailing was interrupted, you can click
Continue to start it again where it stopped. You can also view clicks tracking for a single mailing,
view tracking statistics for a single mailing. If you delete a mailing activity log, then all statistics
about that mailing will be deleted.

Bounce Handling

eNewsDog Manager Pro comes with a variety of bounced email message handlers. The one pre-
configured for your installation will be ChilKat. Extras > Bounce Manager > Process bounced emails
with Chilkat. The Bounce Handler will check the email box you configured under General Settings
(the box from which mails are sent) for bounced newsletters.

The Bounce Handler knows whether the newsletter had a soft or hard bounce and displays those
statistics for you. A hard bounce indicates non-delivery due to a permanent condition (domain no
longer exists, user no longer has a mailbox on that domain, etc.). A soft bounce is typically a
temporary condition ¢€as8s$ b malsdv@rdavimptechnicad probléms,lelc.)
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We recommend you delete subscribers with more than 1 hard bounce to keep your mailing list clean
and out of the spammer category.

Reporting and Statistics

Reporting allows you to capture the clicks and views of your subscribers in a mailing. Several
reports of varying depth and detail are offered. Some key indicators of a successful newsletter
campaign are the open-rate and click-through ratios. These are explained in detail inside of

eNewsDog Manager Pro when you click on the question icons.

With eNewDog Manager Pro you can have automatic clicks tracking for your html newsletters. This
means that every link and clickable email address are automatically converted to traceable links.

Statistics remain in your database until you delete them 1 even if you delete a mailing list, a
newsletter, or a subscriber. If you delete a mailing activity, the statistics associated with that mailing
are also deleted.

Follow-up Mailings

When viewing your Summary Report, youupamakckieageodoa r

Although you are using the same newsletter and mailing list as your original mailing, a filter is
created in the background to create the new mailing.

Follow-up by subscription date

Menu > Filter+ > Follow-up by date subscribe
Here you create filters to select subscribers at specific dates after their subscription.
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