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1. Access to the System

Access the bulk mail Management System via the following URL with your internet
browser?:
https://bulkmail.ln.edu.hk

Enter you Lingnan username and password into the “User” and “Password” field

respectively (Image 1-1) and then click “Sign in”.

Lingnani fa X #

University i Hongkong

Bulk Mail Management System

User *

itsc

Password *

Bulk Mail Management System Brief Guide
Bulk Mail Management System User Manual

Image 1-1 Login screen

2. Campaign Creation

A “Campaign” refers to a bulk mail. Creating a “Campaign” means creating a bulk mail
delivers to multiple recipients.
There are two types of campaign you can create in the bulk mail system, “Mandatory”
and “Commercial”.
B Mandatory Campaign
This type of campaign will deliver to all selected recipients. Recipients do not have
the option to unsubscribe themselves from this kind of campaign.

1 The bulk mail system supports most of the modern browsers, such as Chrome, Firefox or Internet
Explorer.
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B Commercial Campaign

The recipients can unsubscribe themselves from this type of campaign. There is an

individual subscription list named after each department.

2.1. Creation of Mandatory Campaign

Step 1 - Setup

1. Open side menu by clicking the.icon at upper left hand corner. Click “Campaigns”

in the menu (Image 2.1-1).

Dashboard

Campaigns
Campaign Type
Tags

Properties

Delivery Status

Email Client Distribution

Sorry! No Data Avaliable

Image 2.1-1 The campaigns menu

2. Click the “Create Campaign” button at the right side (Image 2.1-2).

=
L5

Manage Campaigns

Email Campaign A/B Split Test Campaign

Y Filter -

Test by Radica-20190911

[ ] Campaign
L Created on 2019-09-11 04:49PM

Updated on 2019-09-11 04:50PM

Q o ITsC

£ Create Campaign

Pending

Image 2.1-2 Create campaign button
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Select “Email Campaign” to proceed (Image 2.1-3).

D
fo)

New Campaign

Email Campaign A/B Split Test (Email Subject)

Image 2.1-3 Select “Email Campaign”

Fill in necessary information in the “New Campaign” page (Image 2.1-4).

I.  Campaign Name: A unique name which defines the campaign, not the SUBJECT of
the email.

II.  Subject: The subject of the email.

lll.  From Email: Sender email address (your departmental email address).

IV. From Name: Display name of the sender email address (name of your
department).

New Campaign

Campaign Name * | Subject * I
Your Campaign Name Email Subject
Personalize the subject by inserting customer properties.

(] Enable [AD] Subject Prefix @

From Email Personalize "l From Name Personalize  \f|
itsc@In.edu.hk Information Technology Services Centre
The email address will receive all recipient replies (Don't want to

receive these replies?)

Image 2.1-4 Campaign Information
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Select “Mandatory” in “Campaign Type” (Image 2.1-5).

From Email Personalize

itsc@In.edu.hk
The email address will receive all recipient replies
(Don't want to receive these replies?)

Service Page Default Language

English

From Name Personalize

Information Technology Service Centre

Campaign Type

Mandatory

Image 2.1-5 Campaign Type

In the Recipients section, select “Customer Segment” (Image 2.1-6).

Service Page Default Language

English

@ Customer Segment

Campaign Type

Mandatory

Image 2.1-6 Recipients — Customer Segment

Move your mouse cursor over the blue line on the left (Image 2.1-7) to setup segment

rules.

@ Customer Segment

Include customers who match following conditions

Move your mouse over the blue line to set segment rules

Image 2.1-7 Set segment rules

=C.
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8. Click “Tag” to open the tag? menu (Image 2.1-8).

Include customers who match following conditions

Tag
Demographic

Email Domain
Campaign Behavior
Device

o match following conditions
"And" Group

"Or" Group

Image 2.1-8 Open Tag menu

9. Select the required tag(s) (Image 2.1-9).

Include customers who match following conditions

Tag

Select Tags ™

I Instudents (6758) % In

B Instaff (1813)

Instudents (6758)

Image 2.1-9 Tag(s) selection

10. Click the tick sign u to confirm (Image 2.1-10).

Tag
Select Tags ©

Instudents (6758) %

Image 2.1-10 Confirm Tags

2 Tag defines a collection of recipients, e.g. “Instaff” includes all the Lingnan staff
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11. You may click “Show how many customers involved” to view the total number of

recipients in the select tag(s) (Image 2.1-11).

Include customers who match following conditions

Tag in Instudents (6758)

Exclude customers who match following conditions

Show how many customers involved

Image 2.1-11 Show total number of recipients in select tag(s)

12. Make sure the check box “l don’t want to send multiple emails to the same email
address” is selected to avoid sending duplicate recipient email addresses after
combination of different tags.

13. Click “Next” at lower right hand side for template select (Image 2.1-12Image 2.1-12
Click “Next” for template selection).

Template Design Confirm

Image 2.1-12 Click “Next” for template selection
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Step 2 - Template

1.

2.

Click “Code Your Own” in “Select a Template” (Image 2.1-13).

Select a Template

Basic Code Your Own

Paste in code

Create a campaign by

Select

Upload a file
Create a campaign by
azip or HTML
ntains the

Select

Image 2.1-13 “Code Your Own” for customer content

You can upload a prepared HTML file as your campaign content

B Click “Upload afile” (Image 2.1-14).

Upload a file

Create a campaign by

]
file that contains the
. HTML code

uploading a zip or HTML

Image 2.1-14 “Update a file” as the content

-C.
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B Drag and Drop the HTML file or click the button “Click here to select from your

computer” to browser your computer for the file (Image 2.1-15).

Upload html or zip file

Drag and Drop a HTML file

—0Or --

Click here to select from your computer

Only allow htm, himl, or zip format file

Cancel

Image 2.1-15 Upload your prepared content

Alternatively, you can create your mail content manually by selecting “Paste in code”
(Image 2.1-16).

Select a Template

Basic Code Your Own

— Paste in code — Upload a file
Create a campaign by Create a campaign by
pasting your custom uploading a zip or HTML
coded design file that contains the

. HTML code.
Select Selact

Image 2.1-16 Create content manually by “Paste in code”
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Step 3 - Design

1. After processing the template, you will then enter into the “Design View”. You can edit

your mail content directly (Image 2.1-17).

_ mDeSign View <DC0de S ’ PSR

X BB G Q
€ x(» 3E=
A

B I US x x L
- Y )

& A

(==~

® Q= ®

Styles 7 | | Format " | | Font = | | Size - | |

Dear Colleagues,

A new Bulk Mail Management System (BMMS) will be launched on 14 October 2019. The enhancement of the new BMMS includes the simplified user interface and
enhanced features for easy bulk mail creation.

To get familiar of the new BMME, please register and join one of the following identical training workshops:

Tos comed Edit your content here

1. Introduction of the new bulk mail management system

2. How to create the bulk mail campaign in 4 steps

3. How to apply features in the bulk mail content such as: add attachment, include images and apply mail merge
4. How to schedule and send out the bulk mail

5Q&A

Session 1: w

body ul [i

€Previous Setup Template m Confirm

Image 2.1-17 The “Design View” of email content

2. You can preview how your email look and feel when viewed by desktop or mobile
client.
B Click “Preview & Test” on upper right hand side and select “Preview HTML
content” (Image 2.1-18).

SR E T <>Code View %5 Preview & Test »

Preview HTML content

Send sample emails

H~::
| View spam rating

(1
@
o]
Il
5

Image 2.1-18 Preview your email
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B A preview of your email will be displayed (Image 2.1-19).

0 Show Mobile

From: <itsc@In.edu hk=

To: itsc@In.edu.hk &

Subject: [SAMPLE] User Training on New Bulk Mail System

Dear Colleagues,

A new Bulk Mail Management System (BMMS) will be launched on 14 October 2019. The enhancement of the new BMMS
includes the simplified user interface and enhanced features for easy bulk mail creation.

To get familiar of the new BMMS, please register and join one of the following identi
Topics covered:

1_Introduction of the new bulk mail management system
2. How to create the bulk mail campaign in 4 steps

cal training workshops:

3. How to apply features in the bulk mail content such as: add attachment, include images and apply mail merge

4 How to schedule and send out the bulk mail
5 Q&A

Image 2.1-19 Preview as desktop email client

B To preview your email as a mobile email client, click the “Show Mobile” button on

upper left hand corner (Image 2.1-20).

0 Show Mobile

From: <itsc@In.edu.hk=

To: itsc@In.edu.hk &

Subject: [SAMPLE] User Training on New

Image 2.1-20 Change to mobile view

-C.
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B Image 2.1-21 is a mobile preview of the email content.

Dear Colleagues,

A new Bulk Mail Management System
(BMMS) will be launched on 14 October
2019. The enhancement of the new
BMMS includes the simplified user
interface and enhanced features for
easy bulk mail creation.

To get familiar of the new BMMS, please
register and join one of the following
identical training workshops:

Topics covered:

1. Introduction of the new bulk mail
management system

2. How to create the bulk mail
campaign in 4 steps

1 Hnw tn annlv faatiiras in the holl

Image 2.1-21 Mobile preview

To send a sample email, click “Preview & Test” and select “Send sample emails” (Image

2.1-22).

I LAY </>Code View & Preview & Test »

Preview HTML content

Send sample emails

View spam rating
|

Image 2.1-22 Sending sample emails
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Enter the recipient email address(es) in “Deliver to” and click “Send” (Image 2.1-23).

Send sample emails

Please input email address. Mutiple email addresses are seperated by
semicalon

Deliver to *

itsc@In edu hk

Personalization

You can specify a customer to get his/her sample message. Or let the
system select a customer randomly from the target customers

Customer

Image 2.1-23 Preview email recipient(s)

Click the “Next” button at lower left hand corner to the final step (Image 2.1-24).

Template m Confirm

Image 2.1-24 Click “Next” to the final step

-C.
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Step 4 - Confirm

1. Review the details of the campaign, click the “Edit” button beside any error to correct

them (Image 2.1-25).

Subject Line

"User Training on New Bulk Mail System "

From & Reply-to

From and Reply-to are required

Recipients

Customer Segment. show details

HTML Content

Preview HTML content~ — Send sample emails — View spam rating

Plain Text

Preview plain text content

©0O0O®O6

Sorry, something is missing.

Edit

Edit

Edit

Edit

Edit

Image 2.1-25 Campaign with error

2. Once all the components of the campaign is correct, you should able to schedule your

campaign in “Campaign Schedule”.

i To send the campaign immediately, select “Immediate”.

ii. To send the campaign at a specific time, select “Specific time” and choose the date

and time to send the campaign (Image 2.1-26).

Campaign Schedule

O Immediate

@ Specific time

Date ™ Time ™

{ November 2019 }

Su Mo Tu We Th Fr Sa
27 28 29 30 31 1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 18
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1 2 3 4 5 6 7

Image 2.1-26 Specify date and time to send the campaign

=C.
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3. If you do not have the right to approve a campaign, click the “Save” button (Image

2.1-27) and choose the approver to approve your campaign (Image 2.1-28).

Setup Template Design Save

Image 2.1-27 Save a campaign for approval

Campaign will be saved.

This campaign ig ready to send, notify campaign approvers by email.

No specific approvers will send to all approvers

ujackcnan@m.edu.nk o
uneenie@ln.edu.hk
[ felixhui@In.edu.hk
[ Jmflau@In.edu.hk
‘ |:| mw3liu @In.edu.hk

— . - —

Image 2.1-28 Choose your approver

4. If you have the right to approve a campaign, click the “Start” button at lower right hand
corner (Image 2.1-29). You will be asked to confirm the delivery of your campaign.

Select “Yes” to confirm or “No” to go back (Image 2.1-30)

Setup Template Design

Image 2.1-29 Click “Start” to send a campaign

Are you sure to send out this campaign?

Image 2.1-30 Confirmation of campaign delivery

( ° Last Modified: 08 November 2019
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5. Please note that your campaign will be delivered immediately after approval if you
select “Immediate” in campaign schedule.

2.2. Creation of Commercial Campaign
Step 1 - Setup

1. Open side menu by clicking the.icon at upper left hand corner. Click “Campaigns”

in the menu (Image 2.2-1).

Dashboard
s

Campaigns

. Email Client Distribution
Tags

Properties

~ Delivery Status i Sorry! No Data Avaliable

Image 2.2-1 The campaigns menu

2. Click the “Filter” button, type “unsubscribe” in the Campaign Name and then click “OK”.
(Image 2.2-2).

Manage Campaigns

Email Campaign A/B Split Test Campaign

Campaign Name Date Created From m
unsubscrlbe{ £

Campaign Status Date Created To

I — "Updated on 2019-08-21 04-:08PM

Image 2.2-2 Search for “unsubscribe campaign”

‘ ° Last Modified: 08 November 2019
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Move your mouse to lower right hand corner of the “Lingnan Unsubscribe Template”
and click “Duplicate” (Image 2.2-3).

Email Campaign A/B Split Test Campaign

Y Filter ~ & Create Campaign

Campaign Name : unsubscribe ©

Lingnan Unsubscribe Template
Campaign
Created on 2019-05-15 09:39PM

Updated on 2019-08-21 05:06PM # Edit | Duplicate| v Approve

Image 2.2-3 Duplicate the unsubscribe template

Complete your campaign information as stated in procedure 4 of the Step 1 in chapter
2.1. Select your department code as your “Campaign Type” (Image 2.2-4).

Campaign Name * Subject *

Your Campaign Name Email Subject

Personalize the subject by inserting customer properties.
[_] Enable [AD] Subject Prefix @

From Email Personalize From Name Personalize

itsc@In.edu.hk Information Technology Services Centre

The email address will receive all recipient replies (Don't want to
receive these replies?)
Service Page Default Language Campaign Type
English v ITSC v

Image 2.2-4 Select department code in “Campaign Type”

Follow procedures 6 to 13 of Step 1 in Chapter 2.1 to complete recipient selection.

( ° Last Modified: 08 November 2019
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Step 2 - Template

1. In “Select a Template”, click “Next” directly (Image 2.2-5).

Select a Template

Basic Code Your Own

suppart multichannel support multichannel

r— One Column Standard Newsletter

Responsive HTMLS Responsive HTMLS Responsive HTMLS
email template and
support multichannel

email template and email template and
Seslect Select Select

E-commerce Featured
Respensive HTMLS Responsive HTMLS
email template and email template and

- - support multichannel

mm| °

suppart multichannel

]

Select Select

€Previous Setup m Design Confirm m

Image 2.2-5 Click “Next” without selecting any templates

Step 3 - Design

1. Inthe “Design View”, insert your content above the line “INFORMATION AND
NOTIFICATIONS” (Image 2.2-6).

tresty [MDesign View RGIERUETIE- 2N EE A4
(b B @ @] )

B I USxxIL

® 0= 6

BEEEEIEN] - E @ = m| A
lSters -H Mormal -HTimesN... -H Size -H_' 'H:: QUH - 4

Insert your content here

INFORMATION AND NOTIFICATIONS:

» If you wish to stop receiving promotional emails from this email address, please unsubscribe.
» If you want to resubscribe, please reply vs.

Note:

* This will unsubscribe you only from this email address’s promotional emails. However, you will continue to receive mandatory emails from this email address.
* You still need to unsubscribe other email add: * promotional emails address-by-add:
 For details, please refer to the ITSC bulk mail policy webpage.

Image 2.2-6 Insert your content

‘ ° Last Modified: 08 November 2019
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2. Complete the other procedures stated of Step 3 in Chapter 2.1 and click “Next”.

Step 4 - Confirm

1. Confirm your campaign as stated in Chapter 2.1 Step 4.

3. More about Campaign

3.1. Campaignh Management

1. Open side menu by clicking the.icon at upper left hand corner. Click “Campaigns”

in the menu (Image 3.1-1).

f:r/"‘} Dashboard

\

Campaigns

Campaign Type Aug - Email Client Distribution

2 Tags

Properties

=~ Delivery Status i Sorry! No Data Avaliable

Image 3.1-1 The campaigns menu

( ° Last Modified: 08 November 2019
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2. Alist of campaigns will be listed (Image 3.2-2).

Manage Campaigns
Email Campaign A/B Split Test Campaign

Y Filter ~

George testing campaign 146
e Campaign

Created on 2019-10-11 11:21AM

Updated on 2019-10-11 11:24AN

- Test by Crystal-20191011-#3
E Campaign
Created on 2019-10-11 11:03AM
Updated on 2019-10-11 11:44AN

Test by Crystal-20191011-#2
. Campaign
Created on 2019-10-11 10:45AM

Updated on 2019-10-11 10:58AM

100% 0.00%
OPEN RATE CLICK RATE
0.00% 0.00%
OPEN RATE CLICK RATE

& Create Campaign

Completed

0.00%

BOUNCE RATE

Pending

Completed

0.00%

BOUNCE RATE

Image 3.1-2 List of campaigns

3. If the status of a campaign is “Draft” or “Pending”, move your mouse over to the

campaign will allow you to edit or duplicate it (Image 3.1-3).

ion Literacy ...

11-07 10:15AM

11-07 02:36PM

# Edit & Duplicate + Approve

Image 3.1-3 Mouse over the campaign to edit it

4.  You can “Abort” a scheduled campaign which marked as “Ready” (Image 3.1-4).

Email Campaign A/B Split Test Campaign

Y Filter ~

Lingnan testing campaign 113

A

Create Campaign

& Duplicate

[ ]

@ Abort

Image 3.1-4 Abort a scheduled campaign

=C.
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5. Statistics will be displayed when the status of a campaign is “Completed” (Image 3.1-5).

User Training on New Bulk Mail System
ol 0.00% 0.00% 0.00%
h Created on 2019-10-10 11:21AM
reaeaon o OPEN RATE CLICK RATE BOUNCE RATE

Updated on 2019-10-10 02:31PM ¢ Duplicate

Image 3.1-5 Campaign statistics

6. To duplicate an existing campaign, click the “Duplicate” button.

3.2. Campaign Approval

1. To approve a campaign, login with a user with the approval rights.

2. Open side menu by clicking the.icon at upper left hand corner. Click “Campaigns”

in the menu (Image 3.2-1).

@ Dashboard

@ Campaigns

l Campaign Type Aug - Email Client Distribution

Q,} Tags

Properties

"TQ': Delivery Status i Sorry! No Data Avaliable

Image 3.2-1 The campaigns menu

3. Search for the campaign pending for approval (Image 3.2-2).

(o} georgechoy

Lingnan testing campaign 112

o Campaign
L Created on 2019-08-22 05:23PM

ydated on -8~ 05:34PM .
Updated on 2019-08-22 05:34PM # Edit

1 Duplicate  « Approve X Delete

Image 3.2-2 Campaign pending for action

( ° Last Modified: 08 November 2019
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4. Asan approver, you may review the campaign and perform corresponding actions

(Image 3.2-3).

# Edit & Duplicate « Approve X Delete

Image 3.2-3 Approver’s actions

B Click “Approve” to approve the campaign, the campaign will be sent by the date
and time set.

B Click “Edit” to view and edit the campaign.

B Click “Duplicate” if you want to create another campaign with the same campaign
template for future use.

B Click “Delete” to delete the campaign.

4. Customizing your Campaign

4.1. Working with Tags (Contact Lists)

Tags is a collection of contacts which is equivalent to contact lists. There are couples of

pre-built tags like “Instaff” and “Instudents”.

4.1.1. View the tags

1. You can view all the tags by clicking the “Tags” button (Image 4.1-1).

Q 0  ritest
Dashboard
Campaigns
l Campaign Type
@ Tags
Create Campaign

Properties

Pending

@ Delivery Status

Image 4.1-1 View the tags

( ° Last Modified: 08 November 2019
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2. Existing tags (lists) are shown. To explore the system generated list(s) and their

descriptions, click “Tag Description” (Image 4.1-2).

Manage Tags

academic-cc

0

==
L34

academic-life

bpo-ml
N

Image 4.1-2 Lists of Tags

Q o

ri-test

Tag Description

+Create A New Tag

academic-lu 2 =
teaching
0 0
0
caps-ml — A

3. A detailed tag description document will be shown (Image 4.1-3).

Bulkmail-System-Tag-Description.pdf

Tag Name

Tag Description

academic-cc

All academic staff under CC

academic-heads

Academic Unit Heads Including Heads of CEAL & CLEAC

academic-life

All academic staff under LIFE

academic-lu

All academic staff under LU

academic-lu-with-teaching

All academic staff under LU, including teaching staff (e.g.
Part-time Lecturer)

acct-ml Dept of Accountancy

ad-ac-prog Assc of Business Studies (Accounting)
ad-ag-prog Assc of Social Sciences (Applied Gerentology)
ad-ays-prog Assc of Social Sciences

ad-bsci-prog Assc of Social Sciences (Behaviorial Science)
ad-cmw-prog Assc of Arts (Chinese Media Writing)
ad-fs-prog Assc of Business Studies (Financial Services)
ad-hr-prog Assc of Business Studies (Human Resources Management)
ad-mk-prog Assc of Business Studies (Marketing)
ad-phl-prog Assc of Arts (PHL)

ad-scml Assc of Business Studies

ar-sc-nrng

Acsr nf Snrial Srienrec

Image 4.1-3 Definition of system generated tags

4.1.2. Segment

“Segment” is a function for users to select only portion of the list.

While creating a bulk mail campaign in procedure 6 of “Step 1 — Setup”, tags (customer

list) were selected as the recipients of the campaign. Additional conditions could also

be setup to control who will receive the campaign and who will not.

=C.
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1. For example, if you want to send only to the “fourth year students”, you may first

choose the tag “Instudents” (Image 4.1-4).

@ Customer Segment

Include customers who match following conditions

Tag in Instudents (6627)

Exclude customers who match following conditions

Image 4.1-4 Selecting the tag

2. Move your mouse cursor to the straight line on the left, then add a condition by clicking

“Demographic”. Change the condition to [STUDENT_TYPE is “Fourth Year”]. Click

to finish (Image 4.1-5).

Include customers who match following conditions

Tag in Instudents (6627)

Demographic

STUDENT_TYPE v is Auditing Student v
u " Auditing Student
Fourth Year

Exclude customers who match followin .
¥ Part-time Student

Temporary Student Type
Visiting Student

Inbound

Third Year

Fifth Year

Liert W, e

Image 4.1-5 Creating conditions

3. You can add more conditions to create a more precise group of recipients.

( ° Last Modified: 08 November 2019
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4.2. Working with Contents

4.2.1. Adding Attachments

1. You can add attachment to the bulk mail by clicking “Attachment” button in the
“Design” tab (Image 4.2-1). The total size of attachment(s) per campaign cannot exceed
ONE megabyte (1MB).

Qittachment
Plain Text

Define & Validate Hyperlink

Version Setting

Setup Template m Confirm

Image 4.2-1 Adding attachment to the bulk mail

2. Drag and drop your attachment file into the highlighted area to add your attachment
(Image 4.2-2).

Upload eDM's Attachment

1

Drag and Drop a file

Click here 1o select from your computer

Image 4.2-2 Drag and drop the attachment file

( ° Last Modified: 08 November 2019
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4.2.2. Adding images

1.

2.

Click the image icon on the editor bar (Image 4.2-3).

|

A B E G| Qb

£

|BEB Y 5 x x |ELll= :

9 B

o= mlapzo00z0

| Styles  ~|| Nomal —H Font - |

Size 'HA' B-

Image 4.2-3 The image icon

Click the “upload” button (Image 4.2-4), drag and drop your image file into the

highlighted area (Image 4.2-5).

Image Properties

Image Info Link || Advanced

URL

Altermative Text

Width Preview

Upload

4

Alignment

Lorem ipsum dolor sit amet, consectetuer adipiscing  »
- G G elit. Maecenas feugiat consequat diam. Maecenas
Height metus. Vivamus diam purus, cursus a, commodo
non, facilisis vitae, nulla. Aenean dictum lacinia
tortor. Munc iaculis, nibh non iaculis aliguam, orci
Earder felis euismod neque, sed ornare massa mauris sed
velit. Nulla pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamcorper nec, enim. Sed
HSpace tortor. Curabitur molestie. Duis velit augue,
condimentum at, ultrices a, luctus ut, orci. Donec
pellentesque egestas eres. Integer cursus, augue in
WSpace cursus faucibus, eros pede bibendum sem, in
tempus tellus jusio quis ligula. Etiam eget tortor.

-

=not set= ¥

i:li Cancel
e V|

Image 4.2-4 Upload the image file to the bulk mail content

Upload Image

Drag and drop a photo file here

Select a photo from your computer

Image 4.2-5 Upload the image file to the bulk mail content
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3. The image should be inserted into the email content (Image 4.2-6).
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Welcome to visit the Lingnan University, the liberal arts university in Hong Kong.

®© Q= ®

Here is our: Vision, Mission and Core Values

Image 4.2-6 Email content with image inserted

The resolution of the image file should less than 800 x 1130 pixels. Image larger than
this resolution may fail to display in certain mail clients (e.g. Microsoft Outlook).

4.2.3. Creating Web Links

1. Highlight the text that you want to insert the web link (Image 4.2-7).
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Welcome to visit the [ ho e ena). the liberal arts university in Hong Kong.

Image 4.2-7 Highlight the text that you want to apply link

2. Click the link icon on the editor bar (Image 4.2-8).
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Image 4.2-8 The link icon

( ° Last Modified: 08 November 2019

Information Technology Services Centre



3. Then enter the URL address and click “OK” (Image 4.2-9).

Link x

Link Info || Target Advanced

Link Type
URL r

Frotocol URL
hitps:if www In.edu. hk

Cancel
| cancer |,

Image 4.2-9 Configure the text link

4.3. Manual Creation of Un-subscription Link

Apart from copying from the duplicating the “Lingnan Unsubscribe Template” as stated
in Chapter 2.2, you can also create the un-subscription link manually.

4.3.1. Campaign without using Built-in Template

1. For campaign created without using built-in template, access to the design view of your

message.

[ WY <>Code View | 35 Preview & Test +

o
Gl
lii]
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Dear Colleagues,

A new Bulk Mail Management System (BMMS) will be launched on 14 October 2018. The enhancement of the new BMMS includes the simplified user interface and
enhanced features for easy bulk mail creation.

To get familiar of the new BMMS, please register and join one of the following identical training workshops

S Edit your content here

1. Introduction of the new bulk mail management system
2. How to create the bulk mail campaign in 4 steps

3. How to apply features in the bulk mail content such as: add attachment. include images and apply mail merge
4. How to schedule and send out the bulk mail

5Q8&A

Session 1- v

body ul i

€Previous Setup Template m Confirm

Image 4.3-1 Design View

( ° Last Modified: 08 November 2019

Information Technology Services Centre




2. Copy the following paragraphs into the campaign contents:

INFORMATION AND NOTIFICATIONS:

+  If you wish to stop receiving promotional emails from this email
address, please unsubscribe.

+  If you want to re-subscribe, please reply us.

Note:

»  This will unsubscribe you only from this email address’s promotional
emails. However, you will continue to receive mandatory emails
from this email address.

*  Youstill need to unsubscribe other email addresses’ promotional
emails address-by-address.

«  For details, please refer to the ITSC bulk mail policy webpage.

3. Select the word “unsubscribe” in the paragraph. (Image 4.3-2)

nail address, please MENE]TE

Image 4.3-2 Select the word “unsusbscribe”

4. Click the “Insert Special Hyperlink” button and select “Unsubscribe” (Image 4.3-3).
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Insert Special Hyperlink
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Forward
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Browser( ID: V2 ) 2
ge
Browser( ID: V3 )

Image 4.3-3 Click and select “Unsubscribe”
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5. The selected text will change into a un-subscription link (Image 4.3-4).

this email address, pleage unsubscribe.

Image 4.3-4 Un-subscription link

4.3.2. Campaign using Built-in Template

When using built-in template to create your campaign (Image 4.3-5), you are required
to append the un-subscription information to your campaign manually.

Select a Template

Basic Code Your Own

Standard Newsletter
Responsive HTMLS Responsive HTMLS

m— One Column
I
email template and email template and
support multichannel support multichannel
s serm

Responsive HTMLS

email template and

support multichannel

5] 5] 5]

Select Select Select

E-commerce Featured
Responsive HTMLS

]
Responsive HTMLS

email template and

- - support multichannel

mm©

email template and
support multichannel

S|

Select Select

Image 4.3-5 Select a built-in template
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In the message contents, you can select and delete contents in one of the content
boxes (Image 4.3-6).

I'm a very important title

m a subtitie it as big as the title, but more descrnplive

14px ~ B 7T USXx LEEFEQ(Q

A ~RA ~ T T & 22 Spociallinks + Merge tags

Image 4.3-6 Delete content in content box

Copy the following paragraphs into the content box:

INFORMATION AND NOTIFICATIONS:

«  If you wish to stop receiving promotional emails from this email
address, please unsubscribe.

+ If you want to re-subscribe, please reply us.

Note:

«  This will unsubscribe you only from this email address’s promotional
emails. However, you will continue to receive mandatory emails
from this email address.

*  Yousstill need to unsubscribe other email addresses’ promotional

emails address-by-address.

«  For details, please refer to the ITSC bulk mail policy webpage.
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3. Format the contents if necessary (Image 4.3-7).

B 7 US X x T, ==

T T & &2 Specillinks ~ Merge tags

5 from this email add

Image 4.3-7 Formatting content

4. Select the word “unsubscribe”. Click “Special Links” = “RiIMANNGGIS” and then select
“Unsubscribe” (Image 4.3-8).

B 7 UYSxXx I, = Q 4

T T & &2 Speciallinks ~ Merge tags

RIMANGGIS Forward
nal emais frore
Browser( 1D: V1 )
Unsubscribe
Browser( 1D: V2 )

Browser( 1D: V3 )

Image 4.3-8 Change selected text into un-subscription link

5. The selected text will turn into the un-subscription link (Image 4.3-9).

INFORMATION AND NO CATIONS:
: Vi romotional emails from this email add

Image 4.3-9 Un-subscription link created
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