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Comm100 Newsletter
Step by Step Walkthrough

This is an operational demo. It walks you through the major processes of CommZ100 Newsletter,
including signing up, verifying Email addresses, adding mailing lists, adding contacts, editing emails,
sending emails and placing a subscribe form onto your site. It is designed to give you the quick
overall idea of Comm100 Newsletter.

Step 1 Signing up

Log onto the website of Comm100, www.commZ100.com, and go to the Newsletter product page to
sign up. A sample Site Register page is shown in Figure 1-1.

Note: If you already have an account with Comm2100, please skip this step and go directly to the Login page.

Site Register

Q Mote: Ifyou have signed up for any Comim1 00 product already, there is no need to sion
up for a new account. Please click here to login and add other Comm100 products to your
existing account. This way, vou can manade all Comm100 products under one account.

Email: *

Retype Email: *

Mote: Comm100 does MOT share, sell, rent, ar trade personally
identifiable information  Read Comim100 Privacy Policy

Password: *
Retype Password: *
First Hame: *

Last Hame: *
Company Name: *
Wehsite: *

Phone Number:
Fax Humber:
Mailing Address:
City:
Province/State:
Postal/Zip Code:

Figure 1-1 Site Register
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Fill in the form and click OK to submit your registration. A sample Registration Succeeded page is
shown in Figure 1-2.

Registration Succeeded

Thank you very much far signing up for Comm100.

VWe have sent an email with the following information:
Site Id:
Email:

Password:

Y¥aou can click here to login.

VWe are committed to providing highly reliable and secure Comm100 service
foryour business. If you need any help or have any questions, please do not
hesitate to contact us.

Figure 1-2 Registration Succeeded

Your Site Id, Email and Password are shown in this page. Click log in and you will be directed to the
Login page.

Step 2 Logging in

In the Login page, enter your site Id, email and password then click Login. A sample Login page is
shown in Figure 2-1.

Login

Site Id: 10000 *
Email: lindzayi@commi 00.com
Password:

M auto Lagin
*Required Field

Forgot your password? Click here

Mew to Comm 10072 Reqgister here

Figure 2-1 Log in
After clicking Login, you come to the Admin portal. A sample Admin portal is shown in Figure 2-2.
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U ———

| Mewsletter

{*pashboard Dashboard
Feature Center

&Site Profile
-@Dperaturs Comm100 - 100% Communication, 100% Success.

Fully Integrated Solution

We focus on developing and manaaing fully
integrated customer support solutions to
enable wou to communicate with wour
customers  effectively through multiple

ser 8 communication channels, including Live
Account 8 Chat, Forum, MNewslstter, SUrvey,
! 1 Enowledge Base, email case management
and ticket system.

1. Comm100 Upgrades Comm100 Live Chat to Wersion 2.1

2. Comml00 Releases Comml00 Live Chat.

Figure 2-2 Admin portal

Click Newsletter tab to bring up the Newsletter portal. A sample Newsletter portal is shown in
Figure 2-3.
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Newsletter Admin

&Y pashboard Dashboard

@ MNewsletter Status

Emails

95 Contacts

_E Mailing Lists 1. Comml00 Mewsletter has been launched.

Tg Mailing Lists{Advanced) 2, Comml00 Mewsletter is the free email marketing and
Merge newsletter solution, It is delivered as a Saas application
Delete From and hosted by Comml00,

C_l':';é Yerified Email Addresses
|=] Manage Images

ﬂ Email Settings 1. Suppork Forum
Sub ibe F
IZ' uhscrihe farm 2. Contact Us Farm
Eﬂ; Report
¥iew By Email 3. Ernail Support

¥iew by Recipient
Subscribe Trend
Sent Counts

4, Live Chat Support

Figure 2-3 Newsletter portal

Note: If there is no Newsletter tab on the tab bar, please click Admin tab and then click Feature Center to
bring up the Feature Center page. After select Newsletter and click Submit, the Newsletter tab shows. A
sample Feature Center page is shown in Figure 2-4.
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MNewsletter gm

ﬁl]ashhuard

Feature Center
ElFeature Center

d 3 3 Comml00 provides fully integrated customer service/communication

JSite Profile applications. Each of the applications can be used independe or with

Qﬂperaturs other applications. You can choose which applications you wish to use
for vour business through this feature center.

Feature center updated successfully

I™ Live Chat

I Forum

M Newsletter

r Knowledge Base

" Email case Management {under development}
I~ Ticket {under development)

r Survey (under development)

T Account {under development)

Figure 2-4 Feature Center

Step 3 Verifying Email Addresses (Administrator only)

Click Verified Email Addresses from Newsletter tab to bring up the Verified Email Addresses
page. A sample Verified Email Addresses page is shown in Figure 3-1.

Note: According to our Anti-spam Policy, to ensure that you actually own the sending email address, you need
to verify at least one email address you want to use as the sending email address.
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Verified Email Addresses

Accarding to the email marketing industry standards, to ensure that vou actually aown the
sending email address, you need to verify the email addresses, Only the administrator has
the permission to verify an email address. Please note only business email addresses are
allowed, Any free email addresses, including the ones from hotmail.com, vahoo.com,
grnail.com and live.com, are not allowed,

Mew Yerfied Email Address

Email Address Status Resend Delete
judy@comml0o0.com verified | X
jake@commlon,.com Yerified =] b 4
candy@cornmdl00.com Werified | x
lindsay@cormm100.com Yerified =] 4

Figure 3-1 Verified Email Addresses

Click New Verified Email Address and input your email address. After click Send Verification
Email, a verification email will be sent to your email address. A sample New Verified Email
Address page is shown in Figure 3-2.

NMew Verified Email Address

Input an email address which needs to be verified,

[ Send Yerification Email ] [ Cancel

Email Address: &

*Required Field

[ Send Yerification Email ] [ Cancel

Figure 3-2 New Verified Email Address

Then please log into your email address, open the verification email and click the verification
hyperlink in the email. After your email passes the verification, the email status will be changed into
Verified.

Note: Only business email addresses can be used as Verified Email Addresses. For what a business email
address is like, please click here.

Step 4 Adding Mailing Lists

A mailing list is a list of contacts and users. You can only send emails to the existing mailing list(s).
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Click Mailing Lists from Newsletter tab to bring up the Mailing Lists page. A sample Mailing
Lists page is shown in Figure 4-1.

Mailing Lists
& railing list is a list of contacts and users, You can send emails to the existing mailing list,
New Mailing List ]
Id Mame Description Members Edit  Delete
1 General Interest General Interest P & b4
Zomml00 Live .
524 Cornrmlid Live Chat 3 X
Chat o
Carnrmloo
525 Forumm Cornrnl00 Farum 3 y X
Carmrmloo ]
526 Froducts Subscrib form P & b4
Cormrml0o
527 Hewsletter Cormrml00 Mewsletter 3 y b4

Figure 4-1 Mailing Lists

Click New Mailing List to create a new mailing list. A sample New Mailing List page is shown in
Figure 4-2.

New Mailing List

Create a new rmailing list, Contacts and users can be added to and an email can be sent to
that mailing list,

[ Save ] [ Cancel ]

Mame: g

Description:

*Required Field

[ Save ] [ Cancel ]

Figure 4-2 New Mailing List
Step 5 Adding Contacts

A contact is a business or an individual that you want to communicate with and track with CommZ100
applications.
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Click Contacts from the Newsletter tab to bring up the Contacts page. A sample Contacts page is
shown in Figure 5-1.

Contacts
& contact is a business or an individual that you want to communicate with and track in
Comrml00 applications, Unlike a ser, a Contact does not have a password and cannot log
into your Comml00 applications,
Id:
Email:
CompanyfFirst
Mame fLast Name:
oz-09-2010 | {mm- 03-09-2010 | (mm-
Created Date: From gy dd- To m dd-
L ¥¥YYY) s ¥YYYy)
| Mew Contact || Import || Export |
. First Last Created -
Id Email = Company Name Name Date Edit Delete
lindsay@com . _AEL .
2 100 .e0m Lindsay Moore 03-09-z2010 b4
Jenny @cornm -na- :
3 100.00m Jenny 03-09-2010 y ®
candy@corm _Oa- 3
4 i 00.com Candy 03-09-2010 ®
M 4 |1_fl b M Page Size: |3IZI vI Current Page Itermns: 3 Total Items: 3

Figure 5-1 Contacts

Comm100 Newsletter supports to add contacts both Individually and Multiply.

Adding Individual Contact

Click New Contact from Contacts page, then fill out the form and select the mailing list(s) that the
contact will be in. After click Save, the contact will be added successfully into both contact list and
your mailing list(s) at the same time. A sample New Contact page is shown in Figure 5-2.
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Figure 9-4 Customize Embedded Form page
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In Customize embedded Form page, you can select the mailing list(s) into which you want to add
this subscribers and the relevant Fields you want your visitors to fill out, as well as set the return
URL to direct new subscribers to. Then click Save & Get Code to bring up the Get Embedded
Form Code page. After you copy the code and paste it onto your website, a Subscribe Embedded
Form appears. A sample Get Embedded Form Code page is shown in Figure 9-5.

Get Embedded Form Code

Ernbedded forrm code is the code vou need to place aon vour webpaage, so that the custarized
subscribe forrm will be displayed on vour webpage.

Get HTHML Tag

“table style="font-size:llpx;"> ;I
“Ztr=<td style="text-align: right;"=Email: </ td=

=td style="text-align: left;wertical-align:middle;"><input
type="text" id="Email" hname="Email" style="border: =solid lpx

H#CECECE ;bhackground-color: HE23£2£8;widch: E00px;font-sime:

llpx;" fra/cdr<cd==/cd=</cr>

“trF<td style="text-align: right;"=First Name:-=;/tdx

=td style="text-align: left;wvertical-align:middle;"=><input
type="text" id="FirstName" name="FirstMName" style="border: =solid lpx
HCECECE ;bhackground-color: FE8fR£f8;width: zZ00px:font-size:

llpx;" fr/odr=cd-</cdr</cr>

=tr=<td style="text-align: right;"=Last MName:-=/Stcd=

=td style="text-align: left;vertical-align:middle;"=<input
type="text" id="LastName" name="LastMName" style="border: =solid lp=x
HCECECE ;background-color: FLS8f8£f8;width: z00px;:font-size:

llpx:" fe</ed==td=-=/cd=<,cr> bossconn
“tr=<td style="text-align: right;"=Country: <;/cd=

=td style="text-align: left;wertical-align:middle;"><input

type="text" id="Country" name="Country" style="border: =solid lpx
HCECECE ;background-color: FLS£2£8;width: zZ00px:font-size:

1lpx:" fer</cde<cd=-</ cd-=,cr>

Ztr=<td style="text-align: right;"=biddressl:</cd=

=td style="text-align: left;wertical-align:middle;"><input

type="text" id="&ddres=sl" name="Addressl" style="border: =solid lpx
H#CECECE ;bhackground-color: HE23£2£8;widch: E00px;font-sime:

llpx;" fra/cdr<cd==/cd=</cr>

=trF<td style="text-align: right;">Phone Numbher: </td=

=td style="text-align: left;wvertical-align:middle;"=><input

type="text" id="PhonelMNunber" name="PhoneMunber" style="border: =solid ;I

|  Copy Code || Preview || cancel |

Figure 9-5 Get Embedded Form Code page

Step 10 Newsletter Status

Please log into your site account and read the note about how your emails will be moderated before
they are sent out to your recipients.

Click Newsletter Status from Newsletter tab to bring up the Newsletter Status page. A sample
Newsletter Status page is shown in Figure 10-1.
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Mewsletter Status

Your newsletter status is! & pmgderation Needed

 Moderation Mot Needed
€ Email Banned

Mote:

If you are 3 legitimate business and sending Emails to your opt-in recipients, you are more than welcomed to use
the free Comml00 Newslether to reach your customers, You do not need to worry about the moderation process
mentioned below.

If you are not, do not attempt to send spam email with Comm 100 Newsletter.

In an effort to fight spam, we create the concept of Newsletter Status for Comm 100 Newsletter. The three possible
statuses for your newsletter are: Moderation Needed, Moderation Mot Needed, Email Banned.

This newsletter status only affects the Email sanding feature of your newsletter account. The status does NOT affect
other featuras of your Comml00 Newsletter account or other Comm 100 applications.

Moderation Neaded

This is the initial status of your site account. Under this
status, your Emails will be moderated manually by our
customer service team after vou requested to send out

1. Your werified sender Email address must be a business
Email address, Any free Email address, including the ones . *
from yahoo.com, gmail.com, hobtmail.com and live.com, is

not allowed;

your emails.
Howr we moderate your Ermall: a ﬂpemfﬂr
Fr

Emai

f | f"fl Moderate

2. Mo obyious spam content in your message. :
Emaail

How the Moderation Affects Your Business!

we understand our moderation process could cause delay
for your Email delivery, and since we will look into your

Email content during the moderation process, privacy _ = 2
CONcern may arise. \ . Rsject @ Accept

Your Brivacy is Frodected: ] *

“.“-o--.‘."l
- L™

Email spamming i a big issue for all internet mailing

services, Please understand we are daing this to protect —

your business, We will only look into the content of your REGIPIEHfS
Ermail when your site status is Moderation Needed and in

the event that your Email recipient reports abuse.

For more information about how we handle your privacy,
please refer to our Privacy Policy.
Moderation Mot Needed

After several of your Emails passed the moderation process, our customer service team will change your Moderation
Heaeded status to Moderation Mot Meeded. Under this status, your Email will be sent directly without moderation.

However, if a certain number of abuse complaints are received and then verified, we may change your stabus back
to Moderation Needed or even Email Banned.

Email Banned

If & certain number of abuse complaints are received and then verified, and your Email cannot pass the moderation
process for many tmes, your newsletter site status will be changed to Email Banned and your Email will not be sent.

If you think you are not sending spam, please contact our customer service team.

Figure 10-1 Newsletter Status page
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Thank you for reading. These are the basic steps of Newsletter.

More features can be found at: http://www.commZ100.com/emailmarketingnewsletter.

For any suggestion or query, please contact us either by email or live chat.
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