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C () & Secure | https://mailchimp.com

@ Features Pricing Support Learning Blog Login Q L 0 g i n

e Log in at https://mailchimp.com

Marketing automation is
like a second brain for
your business.

A brain that automatically helps you find and connect with
your audience so you can build your brand and sell more
stuff. Activating your MailChimp brain is free and easy.
Explore 10 of our most powerful automations that handle
the marketing stuff so you can focus on the rest of your
business.

Scroll to the Homepage
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MailChimp — Creating a campaign

o & MailChimp Dashboard | X

€ 9 C ) @ Secure | https:// e —

Campaigns
@ Campaigns  Templates Lists Reports — v Help Q
» Select "Campaigns"

in the main navigation menu

Good Morning, = =]

Start your day off right with some account stats and recommendations.

<& Campaigns | MailChimp

&« C () #& Secure | https:/s

@ Campaigns Templates Lists Reports v Help Q Create Cam pa|g nS

» Click the "Create Campaign" button
Campaigns in the top right corner

Recent Sort by Last updated v
Ongoing

Draft
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MailChimp — Creating a campaign

@ Campaigns | MailChimp X

< C {} @ Secure | https:// =

Create an Email

+ Select "Create an Email" in the bottom left corner

+ Allocate a campaign name in the next window, and continue

What do you want to create? by pressing "Begin"

Create an email

e rnaad = Keep your subscribers engaged by sharing your latest news, promoting a line of
products, or announcing an event.
We know all the shortcuts because we live here!

We'll help you find and create the campaigns you need .
it Raignsy Campaign Name

Preissenkung Flyer 01 2018

Begin Cancel

Create an Emall Create an Ad Create a Landing Page
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MailChimp — Newsletter recipient list

‘& Campaigns | MailChimp

= C { @& Secure | https//

@ Campaigns Templates Lists Reports v Help Q OVGI’V | eW Of n eWS | etter C am p al g n

Let's get started! Draft

Draft emai

Finish later L4 Campalgn name

» To = recipient list
Preissenkung Flyer 01 2018 e From = sender address
Edit name

« Subject = email subject line

« Content = newsletter layout and content
ecipients

To

Who are you sending this campaign to?

From Add From

Who is sending this campaign?

What's the subject line for this campaign?

Design the content for your email.
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MailChimp — Newsletter recipient list

L ] @ Lists | MailChimp

> C (t @ Secure | https:/j s

3 , , , s Creating / Updating a recipient list
Campaigns Templates Lists Reports v Help

« Access the recipient lists by clicking "Lists" in the main

Lists navigation menu
« Select the desired list, and click on "Import" in the context

Sortby  C d i i
ortby | Custom order v menu on the right-hand side

Testversand 1 0.0% 0.0% +2 stats v

Created Nov 02, 2017 7:38 am Subscribers Opens Clicks

No rating yet

2 94.4% 11.1% G stats v
Created Nov 02, 2017 3:52 am Subscribers Opens Clicks
No rating yet Manage contacts

Signup forms

Settings

Import

Exports

Replicate list

Combine lists
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MailChimp — Newsletter recipient list

& Import New Contacts | MailC

C ) @ Secure | https:// s —

Creating / Updating a recipient list

List Import

* Select CSV or tab-delimited text file

« In the next step, select the csv file from your computer
Where do you want to import contacts from?

) * The CSV file must be structured as follows:
Use settings from last import

Your last import was from a CSV on Nov 02, 2017 5:42 am "e_mail" "|ast name" "flrst name" "Salutatlon“

@ CSV or tab-delimited text file

Import contacts from .csv or .txt files

Copy/paste from file
Copy and paste contacts from .xls or .xIsx files

Integrated service
Import contacts from services like Google Contacts, Salesforce, Zendesk, and more.
Learn more

=l
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MailChimp — Newsletter recipient list

L] <& Import New Contacts | MailC" X

& C ) @ Secure | https://= e ————

List Import
-8 '

Import contacts

Now let's match the columns in your uploaded file to your MailChimp list.

See an example of the import field match process.

All columns are matched. Click "Next" below to finish.

show skipped columns

Column name

Email Address v

bernd@sms

lisa @ aosmm————

Keyboard shortcuts:

Select name « Back —

Last Name
text field
Edit » Skip

last name
Schneider

Miiller

Next X Skip

First Name
text field

Edit + Skip

first name
Bernd

Lisa

salutation
text field

Edit » Skip

salutation
Herr

Frau

21.12.2017

Checking the list

Check whether column allocation is correct
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MailChimp — Newsletter recipient list

You're all set to import!

Please review your selections below before importing your data. Im pO I’tl n g rECI p | entS
Import method * Select "Subscribed"
e + Select the ""Auto-update my existing list™ checkbox —
Importing 4 of 4 columns Edic only the new contacts are added to the existing list entries.
> Details

e The "Import" button adds the CSV's addresses to the

. s
Categorize the imported contacts as: I'E‘CIpIent I|St
(®) subscribed

Regular subscriber addresses

Unsubscribed
Suppressed or blacklisted emails that will be unsubscribed from your list

The addresses must have consented

Cleaned
Addresses that have bounced too many times and have been removed from your list

to receiving the newsletter, and must not have

Auto-update my existing list

If MailChimp finds a contact in your import that is already on your list, it can update u n S u b S C rl b ed !

the contact’s info for you. This is particularly useful if you have an existing list that you

are trying to keep synced with an external list. Choosing this option will make imports
on existing lists much slower, so only select it if you have new profile information that
you need updated

Match Import |
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MailChimp — Newsletter recipient list

‘@& All subscribers of s b

(¢ 0 8 Secure | https: /=== = Import Complete

@ Campaigns Templates Lists Reports _— — v GER Q . FO”OWing a successful import,

the number of recipients (in this

pE==yT Ty—— 4 case 4) is available in addition

Switch list v

to the name of the recipient list

» All recipients are listed underneath
Stats v Manage contacts v Add contacts v Signup forms  Settings v Q

Toggle Columns v Export List

View Saved Segments v Create A Segment
Email Address First Name Last Name Birthday salutation Email Marketing Source Contact Rating Date Added
bernd@ mm===—mr——xx Bernd Schneider Herr Subscribed List Import from CSV 12/4/17 5:55AM
lis 2@ mmm———r Lisa Muller Frau Subscribed List Import from CSV 12/4/17 5:55AM
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MailChimp — Selecting newsletter recipient list

-@ Campaigns | MailChimp X

(&) 0 & Secure\ https://= =

Editing the campaign
ampaigns emplates ists eports — el
@ ot remeet ) e : e « If the recipient list has been updated,

the "Campaigns" item in the main

Campaigns navigation menu takes you back to the
campaign created

Recent Sortby  Lastupdated v » Start editing the newsletter by clicking

Ongoing v ; "Edit"

Draft

] Preissenkung Flyer 01 2018 Draft Edit v

Completed
; Regular

Edited Mon, December 4th 5:03 am by you

® create Folder
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MailChimp — Selecting newsletter recipient list

‘& Campaigns | MailChimp

= C { @& Secure | https//

6 Campaigns Templates Lists Reports v Help Q Ad d | n g reC | p | ent | ISt

Let's get started! Draft

Draft emai

Finish later » Select the previously updated list via ,Add Recipients"”
» "All subscribers on list" must be ticked in the "Segment" area

Preissenkung Flyer 01 2018 » Then save the selection by clicking "Save"

Edit name

Who are you sending this campaign to? .
Who are you sending this campaign to?

Lis

Who is sending this campaign? N
Choose a list v

Subject EoeEsallk:

What's the subject line for this compaign?

Testversand

1 subscribed contacts

Design the content for your email.

4 subscribed contacts
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MailChimp — Selecting newsletter sender

Preissenkung Flyer 01 2018
Adding a sender
« "Add From" takes you to the sender settings.
« Recipients see the name later on in their inbox — choose a
name here which your customers will associate with you.
From + An email address is also entered, and this is shown as the

Who is sending this campaign?

Name 45 caraceR Emisi atdiass sender to recipient. This should be an address with your

Partnershop newsletter @ domain, and should remain the same across all campaigns.

Use something subscribers will instantly recognize, like your company
name Verify Domain
m Cancel
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MailChimp — Selecting newsletter subject

Adding a subject

Subject

What's the subject line for this campaign? * "Add Subject" takes you to the subject settings.

subject 50 characters  Preview text 150 character « Enter the email's subject on the left-hand side near "Subject".
This should be as brief as possible, describe the email's

How do | write a good subject line? * Emoji support This snippet will appear in the inbox after the subject line

content, and encourage the recipient to open the email.
fancel ¢ You can enter a "preheader" on the right-hand side. This text
is shown under the subject on some devices, and describes

the email. This part is optional, and can easily be left blank.
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MailChimp — Designing the newsletter

Design Email

Deslgn the content for your emal » As a fourth step, the actual content of the email is created

by clicking "Design Email".
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MailChimp — Designing the newsletter

Saved templates

Select a template ] )
« The "Saved templates" menu item shows an overview of saved templates, e.g.

Layouts Themes Saved templates Campaigns Code your own
- « Text = header graphic (1130 px Retina = 565 px wide) and text paragraphs +
Folders v Sortby  Edited Date v i Q
button
¢ 2 products = header graphic + text + button + 2 columns for product
descriptions (each with image + heading + text + button)

« 1 sample price = header graphic + text + 2 columns product image +

configuration + button

Pt st mates: svvns

» Selecting a template opens the editor

[ rcncatrms frsapern

o aae

Text 2 Produkte 1 Preisbeispiel
Last edited Last edited: Last edited:
Dec 04, 2017 4:31 am Dec 04, 2017 4:30 am Dec 04, 2017 4:27 am
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MailChimp — Designing the newsletter

@ Campaign Builder - Template X

C )} & Secure | hitps: /[ —

Editing elements
Preissenkung Flyer 01 2018

« Hovering over the email areas with

the mouse displays frames with the

symbols:

Content Settings

'-,; < .
ﬁ‘ ﬁ 17.0 \IrL(,rTeaserz.Jpg N
307565 ¢ Reposition area (drag & drop)

Replace - Edit * Link * Alt
+ Editarea

* Duplicate area

e Delete area

il

Color  Image

*1IF:SALUTATION=Herrl*Sehr geehrter Herr

*II NAMFI* *IFI SF-I* Sehr nephrte Fran
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MailChimp — Designing the newsletter

@ Campaign Builder - Template X

C ) & Secure | hitps:/ = ———

Preissenkung Flyer 01 2018

Content Settings

— - — g == AL_Teaser2.jpg
> YOUR TEXT! \ \ -ﬁd ﬁ 1130 * 565

Replace - Edit * Link * Alt

il

Color  Image

*1IF:SALUTATION=Herrl*Sehr geehrter Herr

*II NAMFI* *IFI SF-I* Sehr nephrte Fran

21.12.2017

Replacing header graphics

¢ Click on this area to adjust
the header graphic.

¢ The properties are shown
on the right-hand side (graphic's file
name + size in pixels)

¢ The "Replace” menu item takes you

to the media centre
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MailChimp — Designing the newsletter

L ‘% Campaign Builder - Template = X

< C 1) @& Secure | https:// e —

Replacing header graphics
oa X .
content Manager Q - « In the media centre, you can select

- Filter v Folders v sortby | NewestFirst v B = a pre-uploaded graphic (click + "insert")

or select a new graphic from your

Products

computer by clicking the "Upload"

| Giph vy, ey I = . i
Giphy \i%@ 4 = [ n = (ﬁ 'Jw-(iﬁ button in the top right corner.
-1 P X -
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*[IF:SALUTATION=Herrl*Sehr geehrter Herr
*ILNAMEI*, *IELSE:I* Sehr geehrte Frau
*ILNAMEI*, *IEND:IFI*

Wenn Sie lhre Druckprodukte bei uns drucken lassen, starken Sie einen
lokalen Betrieb und vermeiden lange Lieferwege. Auch wenn Sie in XXX, XXX
und XXX wohnen — mit Ihrer Online-Bestellung bei Partnershop beauftragen
Sie lhre sympathische Druckerei in der Region!

Zum Shop

Text Editing text
Content Style Settings « The next area is the salutation/heading
B I Uecedch[MI=i= My CeasSyes < [ and introductory text. To edit this, click
- T ' .. A I‘ ¥ inside this area. An editor will open on

FIIF:SALUTATION=Herrl*Sehr geehrter Herr
*ILNAMEI", "IELSE:I" Sehr geehrte Frau *ILNAMEI",
*IEND:IFI*

Wenn Sie lhre Druckprodukte bei uns drucken lassen, starken
Sie einen lokalen Betrieb und vermeiden lange Lieferwege. Auch
wenn Sie in XXX, XXX und XXX wohnen — mit lhrer Online-
Bestellung bei Partnershop beauftragen Sie Ihre sympathische
Druckerei in der Region!

the right-hand side.

The salutation already contains
a request to distinguish between
Dear Mr + last name and Dear Ms +

last name.
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*[IF:SALUTATION=Herrl*Sehr geehrter Herr
*ILNAMEI*, *IELSE:I* Sehr geehrte Frau
*ILNAMEI*, *IEND:IFI*

Wenn Sie |hre Druckprodukte bei uns drucken lassen, stérken Sie einen
lokalen Betrieb und vermeiden lange Lieferwege. Auch wenn Sie in XXX, XXX
und XXX wohnen — mit Ihrer Online-Bestellung bei Partnershop beauftragen
Sie lhre sympathische Druckerei in der Region!

Zum Shop

Template

Text Editing text
Content Style Settings « The text can now be adjusted in
B I UG IZ S B B CearSies ¢ 2 the editor on the right-hand side.
- T ' .. A I‘ ¥ Changes are shown instantly on the

FIIF:SALUTATION=Herrl*Sehr geehrter Herr
*ILNAMEI", "IELSE:I" Sehr geehrte Frau *ILNAMEI", .
*IEND:IFI*

Wenn Sie lhre Druckprodukte bei uns drucken lassen, starken
Sie einen lokalen Betrieb und vermeiden lange Lieferwege. Auch
wenn Sie in XXX, XXX und XXX wohnen — mit lhrer Online-
Bestellung bei Partnershop beauftragen Sie Ihre sympathische
Druckerei in der Region!

left-hand side.

Copying and inserting text from
programs like Word or emails may result
in you also copying and inserting
formats which do not produce desired
effects. Copying and inserting it as

unformatted text is safer.
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MailChimp — Designing the newsletter

ML
-SE:I* Sehr geehrte Frau Content style settings « A button takes your customers to your
\D:IFI* Button text shop_
idukte bei uns drucken lassen, stirken Sie einen Zum Shop ¢ The text (Ca" to aCtion) and address
neiden lange Lieferwege. Auch wenn Sie in XXX, XXX Link . . .
Ihrer Online-Bestellung bei Partnershop beauftragen nkto Edfing butions (URL) can be edited in the settings.
Jruckerei in der Region! Web address v . . . ,
Either redirect them just to your shop's
Web address (URL) .
Zum Shop homepage or to a specific product
https: /e . .
yeyr _ configuration.
— o > Ad i S
[ vancec oprons + The colour of the button may
o T . H n n
__;,_ i I & be adjusted in the "Style" area,

for example.
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MailChimp — Designing the newsletter

Image + Caption Editing a two-columned element

¢ Highlighting a two-columned element

Content Style Settings

opens the editor on the right-hand side.

Caption 1 Caption 2

¢ Switch between columns by selecting
\&y ~— flyer.png
& 030 "Caption 1" or "Caption 2".
Replace * Edit * Link * Alt . .

Flyer/Falzflyer Broschiiren/Prospekte * As with the header graphic, the set

B I U®e ™ i= i= B G ClearStyles <> -
Handzettel drucken zu lassen ist Broschiren und Prospekte kénnen image can also be Changed

. . ) . . . - Styles ~ Font - Size - A-M-B &

nach wie vor eine sehr wirkungsvolle Sie bei Partnershop in Stadt glnstig
und beliebte MarketingmaBnahme. drucken lassen — einfach online MegeTags - 9 P = = = E " (recommended width here is 650 pX)
Bei Partnershop stehen lhnen konfigurieren und bestellen. So
zahireiche Formate und allein Gber vertrauen Sie Ihren Broschiirendruck Fiyer/Falzflyer
20 Papieroptionen zur Verfigung. einem regionalen Partner an! Handzettel drucken zu lassen ist nach wie vor eine sehr

wirkungsvolle und beliebte MarketingmaBnahme. Bei
Jetzt bestellen » Jetzt bestellen » Partnershop stehen lhnen zahlreiche Formate und allein Gber 20

E Papieroptionen zur Verfigung.
Color Image
Jetzt bestellen »
*|LIST:COMPANY/|*

21.12.2017
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MailChimp — Designing the newsletter

Image + Caption Editing a two-columned element

* The heading, text and link to the product

Content Style Settings

are defined in the text editor below.

Caption 2

Caption 1

¢ The link is of course optional, but

recommended if you want to direct the

recipient straight to the product.

Flyer/Falzflyer Insert or Edit Link

Handzettel drucken 2!
nach wie vor eine seh
und beliebte Marketing
Bei Partnershop stehd
zahlreiche Formate u
20 Papieroptionen zu

noE g » To adjust the link, double click it in the

5% editor — this will open a layer in which

Link to

Web address v

you can enter the address.

Web address (URL) wie vor eine sehr

afBnahme. Bei

Jetzt bestellen » # ormate und allein Gber 20

m

Color Image

> Advanced options | Remove Link

m cancel

21.12.2017
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MailChimp — Designing the newsletter

*|LIST:COMPANY/* Editing footers

— e N

» The lower part should only be edited to a limited extent.

Diese E-Mail im Browser ansehen.

» The "Social Follow" block with links to social media channels can

» © of course be adjusted.

LIS TDESCRIPTION » The other elements may be moved around, but are required for shipping.

Soliten Sie diesen Newsletter nicht mehr erhalten wollen, kdnnen Sie sich jederzeit abmelden.

*| IF:REWARDS | * * | HTML:REWARDS |* * |[END:IF|*
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MailChimp — Newsletter Preview

*IIF:SALUTATION=Herrl*Sehr geehrter Herr

I B S EEESIL LIS MRS L M

21.12.2017

Preview and Test v

Enter preview mode 1
Send a test email 2
Push to mobile 3
Open Link Checker 4
Social Cards 5
Image

Design

Boxed Text

Image Group

Comments

Divider

Image Card

Finishing editing
» Once you've finished editing the email,
the "Preview and Test" item in the top menu

enables you to preview the entire email.
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MailChimp — Newsletter Preview

Preview mode Preissenkung Flyer 01 2018

Desktop Mobile Inbox PreV|eW mode
i . « Preview mode enables you to check, before shipping, how the email will be
= . displayed on a desktop and mobile device.

N

Sehr geehrte Frau << Test
Last Name >>,

Wenn Sie lhre Druckprodukte bei uns
drucken lassen, starken Sie einen
lokalen Betrieb und vermeiden lange
Lieferwege. Auch wenn Sie in XXX,
XXX und XXX wohnen — mit lhrer
Online-Bestellung bei Partnershop
beauftragen Sie |hre sympathische
Druckerei in der Region!

TR
s J
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MailChimp — Newsletter Preview

Preview mode Preissenkung Flyer 01 2018 X

. AR G e Enable live merge tag info

« Enabling the slider on the right-hand side

Enable live merge tag info & ) . .
B -/ generates the email for a specific contact.

For example, you can check how the

To: < >

A C— salutation loop will behave.

From:

Partnershop

newsletter@ * You can exit Preview mode by clicking the X
subject: in the top right corner..

Nur im Januar Flyer -15% gunstiger!

Sehr geehrter Herr

Preview Text:
Wenn Sie Ihre Druckprodukte bei uns drucken lassen, starken Sie einen

21.12.2017
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MailChimp — Finish editing the newsletter

ershop beauftragen

Finishing editing

R
_ " » Once back in the newsletter, you can finish editing by clicking the "Save and
utton Footer Code
— Continue" button in the bottom right corner. You will then be taken back to the
campaign overview.

I
" { ]
I ' Video

I/Prospekte

Save and Continue >

Design

21.12.2017
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MailChimp — Finish editing the newsletter

‘@ Campaigns | Mi

C 0t @ htip:
@ Campaigns Templates Lists Reports _— v itelp Q Cam pal g n OVeereW
Your email campalgn s ready to send (oraf rrisniaer | senece [ « Green ticks appear next to all necessary points in the overview:

« Recipient list is defined

+ Sender information has been entered

To Edit Recipients
Send to all subscribed contacts in the list “oms==mmmrmmw===. 4 recipients . ° SUbjeCt has been assigned
From Edit From » Email content has been edited — an email preview has been

Partnershop * newsletter@:
displayed. In the free version of Mailchimp, the yellow

Subject Edit Subject

Nur im Januar Flyer -15% ginstiger! exclamation mark indicates that a link to MailChimp has been

added under the email.

Content Edit Design

Lo

‘1-(
= 2

Seine geahrie Frau ccLast Namess

We'll add the required MonkeyRewards badge to your footer
) Aplain-text version of this email will be included automatically. Edit

Enable Social Cards to share your campaigr

oo WEF

Send a Test Email
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MailChimp — Sending the newsletter

@ Campaigns Templates Lists Reports — v Help Q Sen d

Your emall campalgn Is ready to send! Draft Frisniaer | schedule [ » Pressing the "Send" button takes you to the layer on which final

Draft emai

shipment is activated.

To Edit Recipients
Send to all subscribed contacts in the list “oms==mmmrmmw===. 4 recipients

From Edit From
Partnershop * newsletter@:

Subject Edit Subject
Nur im Januar Flyer -15% glnstiger!

Content Edit Design

We'll add the required MonkeyRewards badge to your footer
e geehrie Frau «<Last Narmes»

#) A plain-text version of this email will be included automatically. Edit

Enable Social Cards to share your campaigr

e "I

Send a Test Email

21.12.2017
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MailChimp — Sending the newsletter

L] ‘@ Campaigns | MallChimp

<« C (@ O hitps://—

21.12.2017

Prepare for launch

@&

You're about to send a campaign to:

4 subscribers

m £ance

Send
» The layer once again shows the recipient list and number of

recipients. "Send Now" initiates shipment.

High Fives!

Your campaign is in the
send queue and will go out shortly.



