User Manual - Email Campaigns

Note - When setting your From Address, please set it to noreply@bowlslink.com.au. You can set
your Reply To Address and From Name to your club name and email address. If you don’t
follow this delivery rates can be effected.

See the link below for video guides to sending email campaigns

https://www.campaignmonitor.com/resources/training-videos/campaign-monitor-101/

Email Campaigns

The email campaigns section is used to communicate with club members. It makes it easier to
communicate with particular members and to send regular email messages and updates.

BowlsLink uses a third party product called Campaign Monitor to send emails from the system.
Campaign Monitor is embedded into BowlsLink so it acts as part of the system.

Note - When setting your From Address, please set it to noreply@bowlslink.com.au. You can set
your Reply to Address and From Name to your club name and email address.

If you don’t follow this delivery rates can be effected.

First Login to Emails

The first time you log into use the Emails from BowlsLink, you will need to setup an
Administrator account with Campaign Monitor for your club. This is done automatically from
with Bowlslink.

1. Click on the Email Campaigns menu in the Left hand Menu. This will ask you to request
being and Admin for the Club email account. Click the Request Admin Account button.
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EMAIL CAMPAIGNS

Congratulations! An email campaign account already exists but
you're not an administrator.

To request to be an admin, Please click the button below.

£ Emad o Click here to open your email campaign

management. note it may take make! ke take a moment to validate your account
Click here to register an Admin account
through Bowlslink for the Email campaign
manager

Creating an email campaign

When you create a new email campaign you will need to go through a few steps to get the email
ready to be sent out.

1. . Select "Create Campaign" from the top right-hand corner to start a new campaign.

Campaigns

To create a new email campaign

Greate and send stunning campaigns your subscribers vl remen Clic el

View by 88 Thumbnail = List

Scheduled
Sending

Sent

You don't have any draft campaigns

1.
2. You will be taken to a screen to create the campaign (different to the Email, which we
will create later). You will need to complete all of the fields, which are:

1. Campaign Name - This won't appear on the email, but is a reference for you. Use
a name that describes the type or content of the email.

2. Subject - This is the subject line of the email, which the recipients will see.

3. Who is it From - This should be set to Noreply@bowlslink.com.au. If it is not set
to this it may effect delivery rates.

4. Reply to address — the address that receives any replies from the email. This
should be a valid email address.

5. To see the Reply to address click on the different reply to address link, this will
make the reply to address option appear.
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Define the campaign and sender details B4 o

Name of the Campaign Name this campaign
not seen by people recieveing campign name i shown
the email

. = — Write a subject line
Subject line, this will appear
in recipeients inboxes

Who is it from?

This: will display in the From ikl You can s

Who is it from, should be set to
Noreply@bowlslink.com.au norephd

Replies should be sent to

Reply to address, should be a
valid email address

Creating the Email content using the template

BowlsLink comes with a prebuilt template. To create a basic email for members, use a few of the
options available in the template.

Select the template by clicking on the image on the page. Alternatively use plain text, this means
functionality will be limited and links to web pages, or pictures will not work.

Select the template

Choose a starting point *—>0
Click on the template to start
putting together the email

My femplates

0

Adding Dates to Emails

The template can be setup with the date (which can be made to always display the current date)



1. Click the Edit button next to Email Date in the top right
2. Select the cog icon to see the options available.

3.Use the drop down menus to select what you want to display. You will need to select more
than one option.
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Add your email content

Cog Icon to open menus.

RE & FOLLOW US

4. Once you have the date format you want save the changes.

Membership

k/currentday> / <currentmonthname> / <currentyear> 4

=3

_E:] Clubs

& Greens

P Competitions Use the save changes
button

@ Email Campaigns

Adding Club Logos to Emails

Club logos can be added to the 300x100 image section in the top left.

1. Press Edit in the top left corner of the 300x100 section



Add your email content

Use this selct button to
add your club logo to an
email

' ED'TR

Click on amy Edit button o SHARE & FOLLOW US  gummy gy e
start adding your content Vil

2. Remove the current image (which is the one that says 300x100) this will allow you to then
select an image to insert.
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Add your email content

Remove the 300x100 image
this will allow you to insert an
image of your choice

Membership Add your email content
Use the Choose File button to

£ chibs select the image you want to

put on your email

SHARE & FOLLOW US




4. When you are happy with how the logo looks you can save the changes. Using the save
changes button.

Add your email content

—
Use the save changes button when
you are happy with the way the

logo looks

Adding Body to the Email

Within the template there are many options that you can use to create an email to your members.
Including: hero banners; spacers; images; headlines and articles. The most commonly used
aspect would be the content block. Below | will cover how to add one and edit content for it.

1. Remove the Hero banner by clicking the trash can icon next to the edit button.

Add your email content

<currentd BV
<currentmonthname> /
<currentyear>

. 2 Click the trash icon here to
remove the Hero banner
C P
Click on any Edit button o
start adding your content
e

SHARE & FOLLOW

2. You can then click the add new button, and select content block.



Add your emal content m

<ourrent o Y

<oarrentmonthname> /
<currentyear>

SHARE & FOLLOW US oo
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Add your email content

<currentday> /
<currentmonthname> /
<currentyear>

| EDITR

Click on any Edi to
start adding your contfent SHARE & FOLLOW US
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3. Edit the content on using the box on the the left hand side. The Latin can be deleted and
replaced with a new message.



Add your email content

<currentdaysy/
<currentmonthname?> /

e chi i hokdig s annual working b on Satradsy Ihe 18 of = - <currentyear>
Al 2020, We e 3= mary volerteers 3 apessle tn make les

narme falback=]

A kch il be v e word o sh:siect ke
e peopie acerk when the work i dane
mpatitions

Use the save changes button to
save you message and continue to the

=3 next phase of the campaign

Iback=],

The club is holding it's annual working bee on Satruday the 18th of

> Finances April 2020. We need as many volenteers as apossible to make lite

work.
A lite lunch will be provided and word on the street is that the

President may even buy people a drink when the work is done.

SHARE & FOLLOW US

Personalizing the Message

1. Use the insert menu to personalize the message for members, by including things like
first names etc. Bowlslink Specific fields Like ID numbers can be used.
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+ Retum to snapshot Add your email content Preview -

‘‘‘‘‘ . . You can use the insert menu to add
personalised items into your email. You <currentday> /
are able to insert names dates etc. If you ""“"2"""‘"“"“”{
use custom fields you can take fields ATy

from BowlsLink and use them as well.

™ Quicklinks > Lastname
& Greens The) Quick Link Last

Socialsharing > Full name

Email
2 competitions

Custom fields >
See 25 mary of you there a3 possie

Dates

=

Hi [firstname,fallback=]

Hope this email find your well. The working bee for the club will be

on the weekend of 18 April 2020. The plan is to meet at teh club at
gam. Tt

list of jobs to be completed include: painting the gutters
paiting the benches/seats by the green, weeding teh vege paich
cleaning windows and gneral tidying up

See as many of you there as possible.

SHARE & FOLLOW US
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2. When happy with the message you need to save the changes to proceed.

Previewing the Email

When done you can preview what the email will look like by clicking the preview button in the
top right.



Add your email content To move ot the next stage of the
campaign, click the preview button

<currentdis]
<currentmonthname> /
<currentyear>

l ED‘TR

Click on any Edit button o
start adding your content

Hi [firstname fallback=]

The club is holding it's annual working bee on Satruday the 18th of
Agpril 2020. We need as many volenteers as apossible to make lite
work.

A lite lunch will be provided and word on the street is that the
President may even buy people a drink when the work is done

SHARE & FOLLOW US oy b ey

Define the Recipients
The next step is to define recipients, or who will receive the email.

1. Click the define recipient button in the top right.

Praviewy Click here to define the people to
recieve the email

14 / April / 2020

Hi,

The club is holding it's annual working bee on Satruday the 18th of
April 2020. We need as many volenteers as apossible to make lite
work.

A lite lunch will be provided and word on the street is that the
President may even buy people a drink when the work is done:

2. Select the groups from the a click list. This list is taken from your clubs BowlsLink email
channels. If the group has been setup as an email channel it will appear here and be updated
daily.



Who will receive this campaign? ——

BowisLink Membershi| = "
’ These are the email channels imported

Email Campaign Channel: All from Bowlslink. By clicking the box
to the left of the channel name you
Email Campaign Channel: Full Member CBC (2 can select that group to recieve the email

Email Campaign Channel: Selectors

©
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3. You can also exclude groups. Which means if you select multiple groups and exclude a
different group no one on that list will get the message even if they are on approved recipient
lists. This is done on the right hand side.
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4. Once you have selected the groups you can click the next button to see your campaign
snapshot. This will allow you to check the details of the campaign, including: from and reply to
addresses, preview the email in HTML and Plain text, preview with personalization, and the
recipients of the email.



Campaign Snapshot [ e ]

working bee 2020 Recponts

Campaign and sender & Edit

Campaign Name

Subject e informaton
Praheader text

From Keehvin Admin <nareply@bowisink com au> &
Reply-to address krodger wis.com.au

Preview with fallback content * Edt
See your campaign with fallback content,

HTML version Using the Bowlsiink Officia

Plain text version

Preview with personalized content

Powsred by Membarboint L,

Preview with personalized content
See your campalgn with personalization for a sample recipient. Learn more

View 35 a random recipient lesch jermey@dev bowlsiink com au - from the Email Campaign Channel: ~

View as specific recipient

« Edit

Recipients

You can use the green Schedule Delivery
button or you can send a test email to
move to the next stage

Schedule delivery - Send a test

Powered by MemberPoint YT,

5. It is advisable to send a test email to yourself to ensure everything looks fine to a recipient.
When you are happy with everything you can use the schedule delivery button to move to the

next stage.

Preview with personalized content

See your campaign with personalization for a sample reciplent. Learn more

View as a random recipient lesch jermey @dev bawlslink com au - from the Email Campaign Channel: ~

View as specific recipient

Recipients « Edit

You can use the green Schedule Delivery
button or you can send a test email to
move to the next stage

Schedule delivery - Send a test

Powored by MemberPoint YT,



6. There is the option to either send now, or to schedule for a specific time and date. This
provides for the ability to put campaigns together in advance of when they can be sent.

When would you like to send this campaign?

You can send it right now or schedule a time in the future.

You can either send now or

Send it "
ena o schedule for a future time to send
Schedule for a specific time the email
Date May 6 v 2020 ~
Time 1 - oo ~ pm ~ (GMT+10:00) Canberra, Melbourne, Sydney ~

Confirmation email
Send confirmation to the following email address when the campaign has been sent.

krodgers@bowls.com au

Schedule this campaign or go ba

Puwered by MemberPoint. TRL

After sending the Email

After sending the email the system allows you to see some statistics about the campaign,
provided it was an HTML template. If the email was in plain text the analysis will be limited.

1. Select the sent option from the left hand menu within campaigns.

Campaigns
Create and send stunning campaigns your subscribers will remember Create a new campaign
View bv

£ Any date B8 Thumbnail = Lis

Select Sent and you will see
a list of campaigns you have
sent in the past.

Seding

working bee 2020

Sent 19 days ago

2. Click the title of the campaign to see the analysis for it.
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Guide to analytics

Unique opens: number of individuals who have opened it

Total open: number of times the email has been opened. note some people may open it more
than once

Bounced: Number of emails not delivered

Not Opened: Number of people who have not opened the email

% or recipients opened: number of opens compared to the number of people it was sent to
% clicked a link: if your email has links in it you can see how many people are clicking it.
% unsubscribed: people who unsubscribe.

Marked as SPAM: number of people who put this email into their SPAM/Junk folders

Shares: number of people who have shared the campaign on social media.

Campaign Elements.

This section will give you an overview of the different elements available within the template
within Campaign Monitor.

1. Hero Banner

A Hero banner is a banner or image that fills the entire width of the email content.
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President may even buy people a drink when the work is done.

2. Inset Banner

An Inset banner is a banner or image that allows for margins on either side of the email,
compared to a Hero Banner. In the image below there is a white space on either side of the
banner.

3. Duel images

This allows two pictures to be inserted side by side within the email.

Fresident may even buy people a drink when the work 1S done.

SHARE & FOLLOW US [Edit [ @]+ Add New  ~ |

Want to c hanae how v Y : " 7

4. Headline

This provides a headline to an article or content block, it is designed to take up the width of the
email.



Call To Action or Headline

5. Article Duel

This provides the ability to have 2 articles with pictures running side by side and text beneath
each. The image sizes are suggested as per the place holders. Larger or smaller sizes may distort

the image and article.

Call To Action or
Headline

Lorem ipsum dolor sit amet, pri
in exerci sanctus dolorum,
oportere adversarium an sit. Ei
pri delicata periculis. Duo
agam prima ridens in, eum an
inimicus hendrerit expetendis,
erroribus eloquentiam eum no.
Read More

6. Article Single

Call To Action or
Headline

Lorem ipsum dolor sit amet, pri
in exerci sanctus dolorum,
oportere adversarium an sit. Ei
pri delicata periculis. Duo
agam prima ridens in, eum an
inimicus hendrerit expetendis,
erroribus eloguentiam eum no.
Read More

This puts a picture to the left of an article or block of text.



Headline

in exerci sanctus dolorum,
oportere adversarium an sit. Ei
pri delicata periculis. Duo
agam prima ridens in, eum an
inimicus hendrerit expetendis,
erroribus eloguentiam eum no.
Read More

Lorem ipsum dolor sit amet, pri

7. Spacer clear and Spacer Line

These allow you to put in a break or space between content blocks or articles.
Right Hand Menu options

The menu on the right side of the email allows you to add/move/remove elements of the email

[Ea

Edit: allows you edit the element to the immediate left of the menu.
Trash can: deletes the element to the immediate left.

4 arrows: allows you to click hold and drag the element up or down the email to position it where
you want.

+ Add New: allows you to add and element to the email.



