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Introduction

What is mass mailing?
Mass mailing is a service to send a single E-mail message to multiple addresses at the
same time.

Why use it?

Mass mailing can send E-mails to all your address book from just setting a single format
and message. The program will automatically send customized E-mails to your clients,
customers or suppliers.

Mass mailing is useful when you need to inform your customers about new promotions,
or suppliers about changes in address or contact number.

MailList Controller

This guide focuses on how to use MailList Controller to send out mass E-mails. The
program is an E-mail mailing list and marketing solution. It allows you to manage your
list of E-mails, create personalized E-mails, newsletters and announcements to your E-
mail list.

The manual in the program will offer greater in-depth information about the program and
its usage.

The free version allows 1 list and 100 recipients.
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Installing the Program

This section will show you how you can download and install the program.
Please note that this program requires Microsoft Excel to import the list of E-mail
addresses.

1. Gotowww.download.com

2. Enter “Mail List” in the search field then click Search.

miail Iisz]

cnet download.com

Windows Mobile | Webware

3. Click on the search result MailList Controller Free 7.2 — Download Now

* SPONSORED MATCH

g it 100,292
U : o
TSJJESt Controller Free *E*H;;r;,:r total downloads H Download Now
Send out perzonalized HTML |3.4.-I.3.z_

me==zages and manage multiple
mailing liztz.

o R
i

g A e
viided o O 20408

Note: If the download does not start, there might be a tab on top of the page.

Lﬂl To help protect vour security, Internet Explorer blacked this site From downloading Files to wour computer. Click here For options. .. x

Click on the tab and select Download File.

4. Save the file on your computer
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5. Once the file has been downloaded, run the downloaded file

6. Select setup language
Choose English and click OK.

Select Setup Language |z|

Select the language to uze during the installation:

| Englizh

d

L )8 J[ Cancel ]

7. Setting up MailList Controller
Click Next.

1_--.
=]

X

i Setup - MaillList Controller

Welcome to the MailList Controller
Setup Wizard
Thiz will ingtall MailList Contraller 7.2 Free an your compliker.

It iz recommended that you claze all other applications before
continLing.

Click Mest to continue, or Cancel bo exit Setup.

[ P ext > ][ Cancel
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8. License Agreement

We recommend that you to read the license agreement.
Click on | accept the agreement then click Next.

o Setup - MailList Controller

Licenze Agreement
Pleaze read the following important information before continuing.

Please read the following Licenze Agreement. You must accept the terms of thiz
agreement before continuing with the installation,

WARMNING: THIS PRODUCT 1S LICENSED TO%0U PURSUANT TO ”~
THE TERMS OF THE LICENSE AGREEMEMNT, aMD IS PROTECTED BY =
COPYRIGHT Law AND INTERMATIOMAL TREATIES. UNALTHORIZED
REPRODUCTION OR DISTRIBUTION MAY RESULT IM SEVERE CIVIL

AHD CRIMINAL PEMALTIES, AMD %WILL BE PROSECUTED TO THE

MicIMUM EXTENT POSSIBLE UMDER THE Law/.

OU MAY NOT: | RENT OR LEASE OR SUBLICENSE THE 50FT'WARE.

IIl. DECOMFILE, REVERSE ASSEMBLE OR REVERSE ENGIMNEER THE
SOFTWARE.

LIMITED WARRANTY AWND DISCLAIMER OF WaRRAMTY N

(%) | accept the agreement

{7 | do mot acoept the agreement

< Back ” MHeut > ][ Cancel
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9. Select installation directory
If you wish to change the location of the program, click on Browse and specify

where you wish to install the program.

il Setup - MailList Controller

Select Destination Location
YWhere thauld MailList Contraller be ingtalled?

_‘._J Setup will ingtall MailLigt Cantraller inta the following folder.

To continue, click Mest. If vou would like bo select a different folder, click Browse.

I:Z:"-.F'n:u:lrarn Files\arclabk aillist Controlle | [ Browsze... J

At leazt 353 MB of free disk zpace iz required.

[ < Back ” Meut > ][ Cancel

Click Next.
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10. Select Start Menu Folder
If you wish to change the folder of the program on the Start Menu, click on
Browse and specify the folder.

e Setup - MaillList Controller

Select Start Menu Folder
Where thould Setup place the pragram's shorkouts?

. Setup will create the program's shaortcuts in the following Start Menu folder.

To continue, click Mesxt. If vou would like to select a different folder, click Browse.

| b il ist | [ Browse. .

< Back ” MHewt » ][ Cancel

Click Next.
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11. Select Additional Tasks

You may select the different shortcuts or allow the program to auto-start when
the computer is switched on.

o Setup - MaillList Controller

Select Additional Tazks
whhich additional tazks should be perfarmed?

Select the additional tazkz you would like Setup to perfarm while inztalling baillist
Contraller, then click Mest,

Additional icons:
Create a desktop icon
Create a Quick Launch icon

Autastart

Inatall Tray b aritar

< Back ” Mext = l[ Cancel

Click Next.
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12. Installation completed

e’ Setup - Maillist Controller |:| =

Completing the MailList Controller
Setup Wizard

Setup haz finizhed instaling Maillist Contraller on wour
computer, The application may be launched by zelecting the
inztalled icons.

Click Finish to exit Setup.

Launch MailList Cantroller

Click Finish.

10
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Setting-up the Program

1. Run MailList Controller
Select Express Setup then click Finish.

MaillList Controller |E|

Express Setup

Fun MailList Contraoller with the most common options;

- Data directory: defaulk location
- Service skarts at syskem startup

- Service runs with "local syskem” user access permissions

[ ] Custom Setup

Lets wou specify the data directory location, the service startup byvpe and the user account,
under which the service should run.

Biack: Finish ] [ Cancel

11
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2. Creating a new list

a. Under List-name, type in the name of the list. (E.g. Customers)
Under List-Description, type in the description of the list.
(E.g. E-mails of Regular Customers)

Click Next.

MailList Controller - Mew List

Please enter a name that identifies your new lisk,

Lisk-name

¥ou can add a description far the lisk, This description will nat be used in any email,

List-description !

= Back ek = Zancel ] [ Help

12
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b. Under Email-address, type in your E-mail address.
Under Friendly-name, type in the name which you want the recipients to

see.

MailList Controller - Mew List

Enter the main email address for the list. All addjfremowve requests must be directed to this email address.

Email-address | |

If wou send a message, your name appears in the message in the field "from",

Friendly-name !

Mesk = Cancel ] [ Help

Click Next.

13
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c. Under POP Server, type in the address of your E-mail server.
(E.g. mail.yourdomainname.com)
Type in your Username (e.g. user@yourdomainname.com) and
Password.

Click on Test POP3 Login to test your incoming E-mail configuration.
If the test fails, do check your configuration again.

MailList Controller - Mew List

Please specify the POP account (inbox) For the lisks email address, Leave this fields empty to disable POP,
The POP account is required only if the program should process incoming messages, e.g. Remove requests,

POP Server ! _!
Pork ._l.-ilil |:| POP3 Server requires a secure conneckion {53010
Lsername | |
Password | |
Test POP3 Login
[ ]Use aliases

U=se this option if wou wank ko use aliases on a single email account, Ik allaws sau to ron mulkiple
lists with the same POP account, The program identifes the lisk based on the emaill {alias) address,

< Back ][ Mexk = ][ Zancel ] [ Help

Click Next.

14
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15

d.

If you wish to change the subscribe and remove keywords, indicate by
changing the fields.

MailList Controller - Mew List

[*]Enable incoming Messages (required For subscriberemove/returned messages deteckion):

& user can subscribefremove From wour list by sending an email with the specified keywords inside the
subject, ar by filling ouk a webFarm, The subjeck must cantain the keywords in arder to be processed,

Subscribe Keyword | Subscribe

Remove Keyword | Remove

The program automatically processes incoming subscribe and remove requests and returned messages.
Please define what should happen with other incoming messages (non-list messages), e.q. replies,

Mon-Lisk Messages iLea-.fe non-list messages on POP account M

If wou are using the Forward option, the program forwards all non-lisk messages to the forward-address,
Make sure vou use a different email address {not the lisk email), or wou will generate a mail loop.

Farward-address

< Back ][ Mexk = ][ Zancel ] [ Help

Click Next.
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e. Under SMTP Server, type in the address of your E-mail server.
(E.g. mail.yourdomainname.com)

Click on Test SMTP Login to test your outgoing E-mail settings.
If the test fails, do check your configuration again.

MailList Controller - Mew List

Plzase enter the SMTP Server which should be used For aukgaing messages,

SMTP Server |r | |
SMTP Authentication iSMTF‘ Standard - AUTH (Defaulk Port 25 or 587) hd !
Part = |

Seleck 550 or SkartTLS iF wour mailserver requires a secure connection, Please refer to the
information provided by wour mailprovider or administrakor for the valid authentication settings.

Same sername and Password as POP3 Username and Password

Username | |

Passwiord | |
Test SMTF Login
Click Next.

16
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f.

Adding fields to your list.
This depends on the layout of your list of E-mail addresses.
You may wish to create additional fields. (E.g. Title, Gender, etc)

MailList Controller - Mew List

[im

MailList Conkraoller managed lisks use the full pokential of the program, &l requests and the complete
database are handled by MailList Contraller, Mew members can subscribe/remove themselves,

¥ou can also import recipients from an external database to the lisk (M3 Excel, M5 Access, M3 301,
MySOL, ODBC, kext ...}, There are up ko 15 cuskam fields available For personalization,

! | addFeld |
EEM":"IL Remaove Field
| Mame

[ ] Linked List

In this mode MailLisk Controller inks o an external data source (e.q. your existing customer database)
and retrieves the members from the external database when you send ouk a message. The external
datasource is opened in read-onlky mode.

< Back “ Mexk = ][ Zancel ] [ Help

Click Next.
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g. Check your configuration in the window

Maillist Controller - Mew List

You Find a summary of your lisk settings here, You can change them later in the "List Setkings”,

List-name

List-description

Email-address

MName

Forward-address

POP Server
SMTP Server

Authentification

| _ustamers)

| E-mails of Regular Customers

| SMTP AUTH

< Back ” Finish |[ Zancel

Help

Click Finish.

18
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3. Editing List Members

a. Select your list

Maillist Controller Free - www.arclab.com

File Member Lists Tasks Sent External Clients Message Drafts  Mail Service 7

Member Lists Tasks | Sent Messages | Incoming Messages | External Clients | Message Drafts |

| List / | Description | Email | Members |
= New Member List | Custamers E-mails of Regular Customers thaddeus@iwarldsves.net ]
= Member List Settings TG | Detais |
= Delete Member List o List: Cuskamers
[ Email: "thaddeus” <thaddeus@ivorlds.cs.nets
L [ Description: E-mails of Reqular Customers
LR 0 Created: 26 May 2009 16:37
= Edit Subscriber O List Type: Managed List [2 Fields]
- - [ Members: 0 Memb
® Edit Unsubscriber emoers omosts
: 3 [ SMTP Server: mail.iworldswes.net [User: thaddeus@iworldsves.net]
® Edit Returned [ POP Server: mail iworldsves.net [User: thaddeus@iworldsyes.net]
O Incoming Messages: Leave non-list Messages on PO Server
» Import new Members O Opt-In: Single Opt-In [Subscribe Keyword: Subscribe | Remave Keyword: Remave]
Mail Service | Info ‘ Session Log
Scheduled: 0 16:38 [Free Edition] You have reached the max. number of lists supportad in this version, A
Status: Outgoing: 0 16:39 [Free Edition] You have reached the max, number of lists supported in this version. Tl
[ Mall Service Idle Lists: 1 16:39 [Service] Idle
P Total Members: 0 16:39 [Free Edition] You have reached the max. number of lists supported in this version. |
: Message Drafts: 0 16:39 [Free Edition] rou have reached the max. number of lists supported in this version. |l
[ J Reparts: 0 16:39 [Free Edition] vou have reached the max. number of lists supported in this version. =

b. Click on Edit List Members on the left panel.

You may choose to import a list from various sources or manually add
members into the list.

|I| MailList Controller - Customers Members

Member Search Database 2

Search Email: l:l Tatal: 0 Show: Otad
all Subscribers | Unsubscribers | Returned | Fending ‘
[EMAIL] | Status | Date | Messages | [Mame]
Lo Il 1| =]

19
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c. Importing Lists
Click on Import.
Click on the type of file you wish to import.
(We recommend using Microsoft Excel.)

A pop-up directory window will appear.
Select the file you wish to import your list from, then click Open.

Open @
Look in: | (&} Deskiap vl 3 2 e @

!E}My Dacuments

d My Computer

& My Network Places
[T Downloads

File name: |Bu:u:uk‘| | | Open |
Files of type: | PS5 Excel [Fxls: wlen . wlsh® wlsm) w | [ Cancel ]
Click Next.

20
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d. Select the source table which contains the data.

Maillist Controller. - Import

Select the source kable which contains the data

Sheet3$
Sheetz24

The selected table contains the Following columns

Colurmn - Mame Sample - Record

Marne
Ernail

< Back ][ lext = ][ Cancel ]

Click Next.

21
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e. Match the fields in the Excel Spreadsheet with the fields in your MailList

Controller list.

Maillist Controller. - Import

Email; |Email =
Nome T ]

nfa nfa

nfa nfa

nja nfa

nfa nfa

nja nfa

nja nfa

nfa

< Back ][ lext = ][ Cancel ]
Click Next.

22
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f. Member Status
Each member is assigned a status. E-mails are only sent to Subscribers.
You may change the status of the members by importing a list of
unsubscribers, returned or pending.

Maillist Controller. - Import

List

Set Status Subscriber

MailList Controller automatically sorks ouk duplicate email-addresses,

[] Update Status if email address is already a list member

[] Force Integer {(Remowve .0 .00 ,0,00)

Impork Log: ! CiDacuments and SettingsiPamela) Deskioplimnport_logitst | |

< Back ][ Finish ] [ Cancel

Click Finish.

23
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4. Creating a New Message

a. Click on New Message.

|I| Maillist Controller, - Message Editor® |Z”§“X|

File Message Impork Misc 7

List |Customers bl |
From | thaddeus | | |
T | [Eman] | [Emani= |
Subject | Mew Holiday Offer! |

|

Description | Offer Far Christmas Holiday Period

Fields | [hame] w| | InseFisidinContert | | InsentFieldin'To" | | Insert Fiekd in "Subjsct”

Plain Text | Text Preview |RichText(HTML)| HTML Preview | HTML Souree Attachments |

|
D@ | s =8B X | HAIA| B 7fU|'m sr@a|==

"ZE = | E} Open with external HTML Editor

Dear [Name].

We are pleased to inform vou that we have the following promotion for the Christmas period.

b. Select the list contains the information of the recipients.

Under Fields, select [Email] and click Insert Field in “To”.
Fill in the Subject and Description.

c. Writing the E-mail Message

To personalize E-mail messages, you may use fields such as “Title” or
“Name”.
Under Fields, select [Name] and click Insert Field in Content.

d. Once completed, click Send Email.

End
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