New Media Gateway

The Evelution of Marketing

Creating a Post-Event Follow-Up E-mail

Here’s the scenario: You're going to a trade show or similar event, and you're going to be
collecting contact information from everyone you meet. Afterward, you'll want to send a
personalized e-mail to each person, thanking them for their interest and following up on particular
points of your conversation. This could be a daunting task if you're using a regular e-mail
program. With the DMC and a simple Excel spreadsheet, you can complete this work quickly and

easily.

Recording Information in a Spreadsheet

1. In Excel, enter your column headings, including the following:

i

E-mail address

The e-mail address is required for two reasons: (1) to send the e-mail and (2) to
serve as the identifier for each contact record when you upload your contact list into
the DMC.

First name

You can set up your e-mail to address each contact by his/her first name.
Company

You can use a variable tag to pull the correct company name into each e-mail
message.

Notes

Write your notes as if you are addressing the contact person. Your notes will be used
within the body of your e-mail.

Any other information that you want to include

All information in the contact record can be used to personalize your message.

You can use our spreadsheet to get started.

2. Enter the information for each contact, and be sure to include detailed notes, written as if
you are addressing the other person. For example: “We discussed your business
expansion and your need to make resources accessible to your reps in the field.”

3. Include a record for yourself, using the same e-mail address that you use when you log
on to the DMC. This will help you to check your message when you send yourself a
preview e-mail from the DMC.

4. On the File menu, click Save As.
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5. Type a name for your file, and select CSV (Comma delimited) (*.csv) as the file type.

Floname: [y Contacs o v
S 55 YT | Microsolt Office Excel wiorkbook (*. cls) [~ Cancel

Teuk: (Tab delmited) (*_txt) A |

Urscode Text (* tut)

Microsoft Excel 5.0/%5 Workbook (*, «ds)

Microsoft Exoel 97- Excel 2003 & 5.0/95 Workbook (*. s
SV (Corvens delmitad) (*, cov)

Microsoft Excel 4.0 Worksheet [ cls) -

6. Click Save. If any confirmation messages appeatr, click Yes or OK.
Uploading Your Contact List in Your DMC
1. Log on to your DMC.

2. On the Main Menu, click Contact Management Center.
—OR—On the Admin Panel Main Menu, click Contact Management Center on the left
side.

3. Click Add Contacts, on the right side of the page.

i - Add Contacts
1= et o updomd conbuols to B group

4, Under Import a .csv file of contacts, click Browse.
¥ wnport a .cevile of contacts :

Lising Microsofl Exced, you croats 8 CSY Tl by W25ing Same AL and Selecting
=05V (MSDOS)" from the: nes bype dropdown meny

(Browse. ] [

5. When the Choose File window appears, find your file, click it, and then click Open.
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6.  Click Go.
CDocumants and Setingstaurenl %

The Contact Upload page appears, showing sample data from your file.

| (anoee) v | igrore) ~ | (ignore) :
E-Mtail First MNamea Last Mame
samplecusiomer] Bnmgemaitest com  Anthony Gl
samplecusiomsr i@nmgemaitest com  Helly Aaron
samplecusioner J@rmoemaitest com  Jube Abbey
Famplecusonerd@rmgemaltest com  Slave A
samplecusomer SEnmgenatest com  Rudy itasires
samplecusiomerS@nmgemaltest com 12 Atamek
samplecusionsr T i@nmgemaitest com  Mora Adams
samplecusdonerd@rmoenaitest com  Thomas Adams
samplecusiomerddrmoenaltest com  RE, Aufaims

7. Use the drop-down lists at the top of the table to map your data to the fields in the
system. Map the e-mail address to the E-mail Address field, map the first name to the
First Name field, and so on. Do not leave Ignore in a field, unless you want the data to be
left out of the import.

8. Below the table, type a name for your contact group.
Mdd contacts to grouge | (Masber Groug] ¥ | orio & e group caled - | Trade Shive ARendess

9. Keep the default selections.
[«] Iggnaoe s o sl rovey (O/fin will CONbA Peebtier i formalion)

[+ Sared e o recepl wihen ol of My CONESELS v baen mported. E-val lurebgnewmeciagabews

[ Pre-check foe chupbcabes. [Mole VWl INCreasse prooRssing limes. Nl recomenendsd Tor CSve od 1,000 or mone)

10. Click Upload Data to Groups.

11.  Wait until you receive a natification, confirming that your contacts have been uploaded. It
may take some time for the system to finish uploading all of the contact data.

® You can view a list of your contact groups, and switch between the groups, by
clicking Change Contact Groups.
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Creating Your E-mail

1.

10.

Use the drop-down lists to choose a template or a saved e-mail that you want to use for
this e-mail campaign.
Cxlagary Faldas Tamglate
Template Emads Puitsi Folder W | el W
Click Select Template, in the lower left corner of the page (you may have to scroll down).
The Send E-mail page appears.
Click Customize HTML. Enter and format your text, using the variable tags for the
contact fields that you want to include.
® To get started, copy and paste the text from our text file. Use the [first_name],
[company], and [notes] variable tags. When you send your e-mail, the system will
pull the personal contact information from the contact records that you uploaded.
Insert pictures, and add links, as needed.
When you are finished entering your message, copy and paste all of your text into the
Plain Text area.
® Type the URLSs for any links that you added.
Modify your Sender’s Name and Sender’s E-mail if needed.
2. Customize E-mail Header

Sercher's Mame: (The sencers roens 53 you vwoulkd Bos § 1o sppesr vzl
_'La.lﬁ Beason

Sarders a.nal Addrezs: (The sddress & recipian may reghy ba)
[l ey C0m

Subject of e-mad
|Message from MG MalCenter Dema

Enter your subject line in Subject of e-mail. Avoid unusual punctuation and words that
might trigger spam filters.
Scroll down to the bottom of the page, type a name for this e-mail, and click Save to My
Folder.
@ You will be able to re-use this e-mail in the future; it will be stored in Saved E-mails,
My Folder on the Select HTML Template page.
Sawe thiz emad a5 6 Templale:  lad [ SavetoPusdc Folder | [ Save ToMy Folder |
Scroll down, and click Send Preview. The system will send a preview copy of the e-mail
to your e-mail address.
@ The preview will show your own contact information.
After reviewing your preview, make changes, as needed, in the Customize E-mail area.
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Select Recipients: Under Send To All Contacts In Which Groups, click the name of
the group that you uploaded previously.
3. Select Recipients

f&l::i::amc:“uzﬂ;éeh — B send o AN Contacts i which Groups:
You mary end 10 Indriculs wENGUE Pelecing & Qo) O] Ans-Medcal =
O ee
D Boca-Luary
|:| Breskers
O cws pemo
[ cms Team
[ copyTest-ans
O cve
O oc sdmins 021207
L] oc Admins 060206
O owe Admins 073108 =
Kl _meas s s A,
Customize Options: Select options, as needed, or ignore this area to keep the default
options.

Click Send To Target Recipients.
When the success message appears, click Back to Main Menu. Do not click the Back
button on the Internet Explorer toolbar.



