Sending an email campaign
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Use Send Email to send one of your saved email templates to your contacts. You need at least one
template first; see Creating reusable email templates.

Step 1: Open Send Email

In the menu, click Promote, then Send Email.
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Open Promote &gt; Send Email.

Step 2: Choose a template

Under Choose a template, pick your template. Click Preview to check it, or Send Test Email to
send it to yourself first.
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Only active templates can be used. Preview or send yourself a test before you send.
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Need to add more recipients? Add or import them in contacts first for easier management.
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You can send up to 500 emails in the currer -hour window

Pick the template to send.

Step 3: Choose your audience

Click Address Book to select contacts, or paste email addresses in the box. Contacts who
unsubscribed are left out automatically.
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Only active templates can be used. Preview or send yourself a test before you send.
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Need to add more recipients? Add or import them in contacts first for easier management.
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Recipients added by email address only will not have a first or last name. Any template personalization using those fields will be left blank.

You can send up to 500 emails
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Choose who receives the email.

Step 4: Send now or schedule

Leave Schedule for empty to send right away, or pick a future date and time. Tick Add Northwind
Panels website address at the end of my message. to add your website address (it shows your
own website name).
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Choose when to send.

Step 5: Check sender details and queue

Under Sender details, check the From name, Reply to name and Reply to email. When
everything is ready, click Queue Email.
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Click Queue Email.

Step 6: Follow your sent emails

Click Sent Emails in the menu to see emails you sent or scheduled.
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Your sent and scheduled emails appear here.



