iRealty

eMarketing Solutions for Real Estate Professionals

eMailout User Guide

eMarketing in easy to follow steps.
Congratulations on opening your iRealty account.

We've put together this comprehensive training guide to assist you in compiling your eMailout, adding
properties and other cool features, generally making your eMailout awesome and sending it out to your
subscribers. It’s step by step, and includes heaps of handy best practice tips.

It includes the following information:
- creating your eMailout
- assigning a title
- adding and editing text
- including personalisations
- adding and editing images
- adding and editing hyperlinks
- adding and editing news items
- adding properties
- importing properties
- editing properties
- re-ordering your properties
- reviewing your eMailout
- sending your eMailout

If you’ve read through this guide, and something still doesn’t make sense for you, don’t stress — give us a call
on 1300 855 982 and we’'ll talk you through it. We’re here to help.
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1. Creating the eMailout

Get started with eMailout creation basics.
>> Getting there: Click “Emails” on top blue bar, and then click “Create eMailout” in the left
hand margin.

DIFFICULTY LEVEL: 1

The best way to remember how to put your eMailout together is a two step process — create the canvas, and
then add content. This is the canvas creating part. The only settings you need to worry about are the ones with
the red stars. The others are optional settings you may choose to use as you progress (we’ll go through them in
more detail later).

1. Give your eMailout a title.
Your title will become the subject line of your email, so make it something catchy and something
recognisable to your clients. Perhaps try “Brand New Listings from ABC Real Estate” or something
similar. Avoid using words that could potentially be mistaken for spam (think: grant, guarantee, win,
excessive $SS signs, etc.).

2. Assign a template.
We can make one for you. It will probably be called Property Newsletter and it will definitely be
completely customised with your branding. You’ll most likely be using this template for most if not all
of your eMailouts. However, we have included some standard eMailout templates if you would like to
shake things up occasionally — but note: these standard ones do not have your branding/logo. Most of
them have the capability for you to add them in yourself though.

© = RequiredInformation

Save | Cancel |

Q Title:

0 Template:

Property MNewsletter v|| Browse Templates. ..
You do not need to choose a template if you are copying an existing ehailout.

3. Fileit nicely.
You can use folders to neatly file and find your eMailouts if you are sending to a range of target
audiences (tenants, buyers, vendors, etc.). If you do not wish to use folders, save to your Top Folder,
which is the default setting.

0 Folder:

Top Folder |+

Copy eMailout:

Do not copy an existing eMailout
When copying embedded surveys:

O Create a new copy of the survey
@ Linkto the same survey (share results) {recommended)

You have now created a blank eMailout ready for editing. Once you have hit “Save” up the top there, you will
be brought back to the main Emails page (aka your Top Folder).
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2. Editing the Text and Images in an eMailout

Make your template your own.
>> Getting there: In the Emails tab, click the “Edit” link next to the eMailout that you wish
to edit.

DIFFICULTY LEVEL: 1-2

Now that you’ve created the shell of your eMailout, it’s time to jazz it up with an inviting introduction, your
fresh and exciting properties, and perhaps some snippets of news to break up the content. Depending on the
layout of the template that we’ve created for you, you may or may not have these features, and you may have
extra ones. We might not cover them here — if we don’t, give us a call and we’ll talk you through how to utilise
the features to their best potential.

First things first, you need to get into the email. After saving in the previous step, it should have brought you
back to your eMailout Manager. To edit, simply click on the title:

eMailout Manager

IJse this area to create eMailouts and send them to selecked groups of

The list of eMailouts below are currently active, This means that vou ar

| b Updated |Title

BET1Y 23-Aug-11 This Week's Open Homes

Or, click [Edit] here:
Folder: Se:

I Add Sub-Folder
[Add new eMailout]
[Freview] [Edif] [Se

TIP: Look for the following buttons and links while editing an eMailout:

The editing icon appears next to text and images that you can edit.
The delete icon appears next to text and images that you can delete.

Click the down arrow to move an item down one place in the list.

= | = | =g

Click the up arrow to move an item up one place in the list.

These are your main navigation icons, and they are distributed throughout your entire eMailout. See more
about the main editing icons later.
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1. Perfecting your Introduction.

Making a great first impression is arguably one of the most valuable tools in email marketing. The
introduction section of your eMailout allows you to completely personalise your approach to your
customers. To get started, click on the pencil icon with the red A next to “Intro Text”:

e

‘Z‘J IntroText,

It will open up into our really easy-to-use Text Editor. It’s just like any standard text/word processing
software (only better) and it will look like this:

Edit Text - IntroText

B I U= EEEES |£v 2- Styles * Paragraph = Fontfamily  + Font size + Personalise...
K B T0Ew |82 |i=-i=- ] E = « | | (TP S L e

A | | | | |—@@|x x |2 @=|mwn 3|

Path: p

To use personalisation, first select the item wou wish toinsert, Then click in the text above where the item should be placed. Then dlick "Insert”,

Save Cancel

Your introduction has no word limit, so you can make it as long or as short as you like, depending on your
target market, your level of personal interaction with your clients, the number of clients in your database and,
of course, your own individual style.

In this document, editing icons refers to the top three lines of symbols above the white space (see above).
These icons allow you to perform a range of basic and advanced tasks in your eMailout. The text box is the
white space in between the main editing icons and the bottom grey bar that you can type in.

Main Editing Icons
Keep an eye out for the following important main editing icons:

Use this icon to make your text bold

Use this icon to make your text italics

= =~ o

Use this icon to make your text underlined

Use this icon to add images to your eMailout

ke

Use this icon to add links to your eMailout
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It is no longer sufficient to mass market your campaign with “Dear Subscriber” or “Dear Client”. Why? Because
your clients are using you to sell their property because they trust you, and they have established a connection
with you as a person. Using a generic greeting gives your client the impression that they are simply another
number and threatens the delicate relationship being built and maintained between yourself and your client.

The good news is, we’ve thought a lot about this and we’ve included the following function — personalisation.
It helps you because it acts like a mail merge and pulls your client data across, and if you’re sending your
eMailout on behalf of multiple agents, it allows you to generate the email looking like it has come directly from
the sales representative assigned to each subscriber.
Personalisation Steps:

1. Open the Introduction

2. Click in the text box

3. Type “Dear” or “Hello” or similar — make sure to put a space after it
g S W= 43 aw |

H | |
Dear

4. Inthe top row of your main editing icons, there is a drop down box called “Personalise...” — click it

= Fonk size * Personalise... -
mL | EEI ]
=1

5. Scroll down the list until you see Subscriber: First Name — click it

- Personalise... - *

Subscriber: -
Firsk Mame

Lask Mame

Ernail

Date of Birth

6. Click on the little blue man icon next to the drop down menu: <=

It will pop it in to the Intro for you, and will look like this:

B ri U A | = = = = |2‘37 ALY T ooFdradrdpn oru
iEw |9 | G &

H | | | | — aE| = x |2 &

Dear [subscriber-firstname]

You can use this process for any of the personalisation items. For example, you can put in the date, rep details,
phone numbers, sender details and more. Just be sure to use the blue man icon to insert the personalisation in
your eMailout.

TIP: It can be incredibly tempting to fill your eMailout with heaps of great information that you think your
subscribers will love. While we encourage breaking up the property heavy content with lighthearted posts, be
careful not to clutter — not only does it detract from your original message, your subscribers will be less likely
to read your emarketing efforts.
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2. Images and Hyperlinks

You can add Images and Hyperlinks into any part of your eMailout that has editable text (i.e. your Introduction
and News articles). Using images in your eMailout is an effective way to convey a range of messages to your
clients. For example, you can use images to:

- display personal touches (i.e. photos of your family/office/pet labradoodle)

- advertise promotions (i.e. linking a banner to your website for a free appraisal)

- advertise your partners

- showcase awards (with logos or award seals)
and much more!

Hyperlinks can also contribute to an effective and really swish looking campaign. They can be used to direct
your customers to:

- partner websites

- promotions

- community events

- relevant online articles

- videos

We like making things simple, so if you are going to be having a recurring link to a certain page (a blog, video
blog, online magazine, etc) that will have the same link every time, we can hardcode that into the template for
you. Let us know, and we’ll sort it out.

Image Steps:

1. Inthe Introduction or News Item, click where you would like to place the photo/image

2. Click on the image icon. It looks like this:
You may have seen it before — it’s one of our main editing icons.

3. This will open up a pop box where you will need to click on the “Browse..” icon next to Image URL

General Appearance Advanced
General
Image URL |
Irmage list Vl

Image description

Title

Preview
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4. This will open another pop up box with your Image Library. You can either select an existing image
from your library, or upload an image from your computer. To use an existing image, simply find it
and click on it.

Suna Communications
Image Library [x ]
View: [ Own Images v | | Refresh | Upload Image:
1 [ choose File | yo file chosen l Upload ] 'j
1310947994523.jpg 13124874857755.jpg 13130185099735.jpg 13134599321
(1.65kb) (21.16kb) (5.73kb) (1.62kl
Wi 69 Hi 52 Wi 340 H: 255 Wi 190 H: 142 Wi 70 H:
[Edit] [Edit] [Edit] [Edit]
13139R44452495.inn 13139R444A958=.inn 131398444RN99<.inn 1'§’1 39R4449° 7
< Il bl
5. To upload an image, click on the button saying “Choose File”. You then need to search for the image
in your computer and click “Open”. The image name (i.e. iRealty_logo.png) will appear in the white
bar and you will need to click “Upload”.
Suna Communications
: : =)
Image Library —
View: [ Own Images v | | Refresh | upload Irmage:
J
[Lchoose File ] irealty loge.pna I Upload 4 H
1
1310947994523,jpg 13124874857755.jpg 131301850997 3s.jpg 1313459932
(1.65kb) (21.16kb) (5.73kb) (1.62kl
Wi 69 H: 52 Wi 340 H: 255 Wi 190 H: 142 Wi 70 H:
[Edit] [Edit] [Edit] [Edit]
13139844458495, ipa 1313984446958s.ipg 1313984448099s.ipq 1313934449 ¢
2 il
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6. The photo will then appear nicely in your library. You may choose to alter the photo before you insert
it into your eMailout. Click on the button saying [Edit] underneath the image where you will be able
to resize, rotate, flip or adjust the colours.

N Al (e

5?153pg 1215978055093s.jpg 121597305

(2.17kb) (2,01
|. 84 w112 H: 84 Wiy 112
] [Edit] [Ed

@iﬁgalt\r
gojpg iRealty_logo.png
bl [21.10kb)
I: 43 Wi 527 Hi 114
[Edit]

7. Once you are happy with the image, click on it to preview. It will look like this:

Inzert/edit image X
General ” Appearance || Advanced |
r General
Image URL |http i www, sbrnz1, comy 4B CRealEstatelimageli
Irage list | Vl

Image description | |

Title [ |

iRealty

o

eMarketing Solutions for Real Estate H

£ >

] o]

8. Finally, click the Insert button with the green border (as picture above) to place your picture into your

text. It should look something like this:

BV GgE S EELLIT L, LU U L el U e

Just wanted to link you through to our latest partner, iRealty. Click on the image below to head straight to their website,

iRealty

o

eMarketing Solutions for Real Estate Professionals

Path: p » img

To use personalisation, first select the item you wish o insert. Then click in the text above where the item should be placed. Then click "Insert".

Save I Cancel

And you’re done!

Hyperlink Steps:
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1. Find the place in the text that you want to link. It can be a word or a few words, an image, or you can

write the whole link in (i.e. www.irealty.com.au). Highlight it. Below we’ve highlighted “Click here”:
| *m ' ¥ |—ClEl* < Q@ =|m v |3 |
nej,

Aailout! This week the Team at ABC Realty are proud to showcase our latest listing -
ation or even arrange an inspection, I'd love to hear from youl Give me a call on [rep

WEE to head straight to their website,

hrough to our latest partner, iRealty. [={lE3
2. Click on the Insert/Edit Link icon. It looks like this:
=

It’s another one of our main editing icons.

3. It will open up a pop up box that looks like this:

| Insertiedit link ==
General || Popup || Events || Advanced |
- General properties
Link URL | | [E5]
Link list | --- v|
Target | Open in this windaw [ frame v|
Titla | |
Clazs [-- Mot set -- |

4. Inthe space next to Link URL, type in the address you would like the page to link to. Please note you

must include “http://” before you begin typing “www.” otherwise the link will not work.

General || Popup || Events || Advanced |

General properties

Link URL |htt|:u:.n".n"www.irealt','.cu:-m.au |

Link list | --- |

5. Click the Insert button with the green border (as pictured above). Your word will now be blue.
|*m m® ¥ |— @l % x |2 @ = w |3 |
nel,

dailout! This week the Team at &BC Realty are proud to showcase our latest listing -
ation or even arrange an inspection, I'd love to hear from youl Give me a call on [rep

hrough to our latest partner, iIRealty, Click here to head straight o their website,
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3. Adding Properties to your eMailout

Variety + your style = impact.
>> Getting there: Once in design mode of your eMailout, go to a listing section and click
“IMPORT LISTINGS”.

At iRealty, we’ve discovered that effective emarketing comes from worker smarter, not harder. The variety
and layout of your properties within your eMailout can affect everything from your deliverability to your click
through rate to your leads, and this is where we can help.

In your eMailout, there are 2-3 types of property listings, each which display the information and images
differently. We do this because using multiple types of property listings helps break up the visuals, stops it
from becoming boring, and will encourage your clients to continue reading your newsletter every week.

The main three types of property listings are:
1. Feature Properties
Big photo, lots of text, lots of impact. Your feature properties are generally at the top of your

eMailout and are designed to stand out. They might look like this:

FEATURED PROPERTY

.
= N

$20,000 PRICE REDUCTION Must Sell!

$510,000
204/108 Example Street Brisbane

This is no ardinary 2 bedroom, 2.5 bathroom CBD apartment. One of only four of its
kind, don't miss your opportunity to secure this rare find,

With 120m2 of floor space this unique, highly sought after Soho guarantees
comfortable, spacious inner city living,

Features Include:

- 2 levels of living space

- 2 generous bedrooms

- 2.5 bathrooms (2 upstairs, 1 downstairs)

- Convenient secure parking located just outside your front door

- First class building facilities including 2% swimming pools, sauna, spa and
gymnasium

This apartment is ideal for buyers looking for something different and also investors
looking for higher returns. Inspect this unique CBD apartment before it's too late,

A copy of the Sustainability Declaration is available upon request,
MORE INFORMATION
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2. Property Listings
Medium photo, little bit of text, lots of bulk. Property listings showcase your available properties and

boost your eMailout content without overshadowing your Feature Property. They might look like this:

FOR SALE

Outstanding Yiews, Outstanding Returns
131/30 Example Street Brishane

3 2 1]
Offers Over $698,000

This apartment offers the best of CRD living for an
owhEr Occupier or corporate tenant in Brishane's
finest precinct,

Call today to inspect!

MORE INFORMATION
3. Open For Inspection Listings
Little photo, inspection date/time, address and price. OFls are simply used to supplement your other

listings. They might look like this:

OPEN FOR INSPECTION

Saturday 17th

September 131/30 Example Strest Brishane O;gg gggr
10:00-10:30am 0
:}“ Saturday 1 7th
L September 2040108 Exarnple Strest Brishane %510,000
w 2:00-2:30pm

TIP: Your feature properties should be just that — features. Try including one or two features properties
maximum, otherwise you risk ruining any impact made by using a feature property, and it increases the size of
your eMailout dramatically.
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Import Steps:

We're going to demonstrate how to put a Feature Property in; however the process is exactly the same for
each type of listing you would like to import.

1. Decide which type of property listing you would like to putin (i.e. Feature Property, Property Listing,

etc.). Go to that section within your eMailout. Click on “Import Listings”.

FeaturedProperty Sample [Add a

FeaturedProperty item] [IMPORT
LISTINGS]

2. This page displays all of your current or sold properties. By default, the settings are current
Residential properties. You can use the drop down menus to change these settings (i.e. for rentals or
commercial properties).

Select Listings to Import

These listings have heen automatically uploaded fram your listing management software. First, use the search form to locate the listings

Find Listings:
Type:

Residential Status: current v
Category: Al Categories v Adent: Al Agents
Date | gdded + | hetween | and
Friced between: and
Search: SortList:
Wiew As:

Short Listings b Search

If you are the administrator of an account for a large office, you can also use the drop down menu to

find properties for a particular agent.
Agent: Al Agents v

4. Once you have changed these settings (if required), click the blue Search button
Search

5. This will display all available listings (for your specified settings)
7 Listings Found
Mow tick the hoxes next to the properies that should be imported, then scrall to the bottom of the page.

I S

[Select Alll [Des=elect All]
[] 107458586 Residential $20,000 PRICE REDUCTION Mixed Use - CormmerciallResidential. Must Sell 204108 Albert Street,

$510,000.00
current Brishane
House
[] 107378590 Residential GREAT VALUE, UNBEATABLE LOCATION - MUST INSPECT TODAY 121126 Felix Street,
current Brishane
House

[] 106365603 Residential Investors jump onto this one Fully furnished at §30ps until end of Septernber 1302092 Quay Street,
current 2010 Brishane
House

[ 107244816 Residential Mew complex, great location - ownerwill mest market View Sat 1779 1:15- 2704792 Quay Street, 17-Bep-11 1:15PM -

6. Scroll down the list, find the property or properties you want to include, and use the check box on the

left hand side to select. Note: you need to select the properties as you are planning to group them in
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your eMailout. For example, you need to import your For Sale properties together, and then you need

to import your Rentals together, then Auctions, etc.

{ Listings Found

Mowe tick the boxes next to the properies that should be imparted,

om0 TStaus e =

[Select All] [Deselact All]

107459586 Residential $20,000 PRICE REDUCTION Mixe
current
House

1073785490 Residential GREAT WALLIE, UMBEATABLE Ln
current
House

[] 106365603 Residential lnvestors jump onto this one Fully
current 2010
Hrnse

7. Choose your heading. We will include default headings for you, but you can add more. We'll show you

how to do that later. Your heading is simply the title or grouping that these properties fall under.

Import 2 Selected Listings

© Heading:

MHewy Listings L
[] Save seftings as default for this Heading

8. Choose the section it is going into (this is the type of listing you would like it to be — see step 1)

& section:

FeaturedProperty  »

9. Choose the profile — this determines how the property will look within your eMailout. The section

(step 9) and the profile MUST match.

Q Profile:

Feature Property w

IMPORT

10. Click “Import”.
11. After our nifty system processes the information, resizes your photos and generally makes the

information look amazing, click on the grey link to go back to your eMailout:

Starting Import

Adding 107378590 GREAT WALLE, UNBEATABLE LOCATION - MUST INSPECT TODAY
Adding 107459556 $20,000 PRICE REDIUCTION Mixed Use - Commercial/Residential, Must Sell

The import has finished. Click here to return bo wour eMailout,
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Editing Properties

Once your properties are in, you may find that you need to edit the content — this might be a price change,
spelling mistake, or change the main image. Remember that anywhere you see a pencil icon you can click to
alter the text, pictures and links associated with that item.

Firstly, you need to click on the pencil next to the property you wish to edit. Remember, it’s a main navigation
icon and it looks like this:

7

Your page will have filled in all of the details for you. Below are some examples of information you might wish
to change

Price

1. First, at the top of the page, the original price is displayed. Highlight it.

Listing Details

Title: Text: $20,000 PRICE REL
Type: Mew Listings hd
Address: 2041103 Albert Stre
Bedrooms: [ Bathrooms: |5 Cars: [;
Price: 0,000

.51I_I,III 1L

2. Next, delete the highlighted text, and re-write what the price should be displayed as.

S LU SILSr L 2L E

Bedrooms; 2 Bathro

Price: Conkack Agent

3. Once you’re happy with the new text, click save. It's located at the bottom of the page so you’ll

need to scroll down. It looks like this:

SavE Zancel

4. Your eMailout will have now been updated:

$20,000 PRICE REDUCTION Mixed B B

Use - Commercial /Residential. Must
ge|l /| T % Contact Agent

Change Section within your eMailout

If you decide you no longer want your Feature Property to be a feature, simply use the drop down menu at the
bottom of the screen to change the Grouping Heading or Section. Once down, click Save.

Move to Another Grouping Heading

Move To: FeaturedProperty | %

Mawve
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More Information Link

If your properties are imported (not added manually), the link that you subscribers click on will be

generated automatically. However, you can choose to redirect your properties to another link, for

example, an online video.

1. Your original link will be displayed as this:
More Information Link

If wou would like the subscriber o be able to click on a link bo wiew more information, enter the URL or address below,
anvthing, the system will use "Click here For more information” as the defaulk,

IURL For more information: hkkp: ff hitkp: ffwnane irealty

2. Simply remove the existing link and replace it with your desired link. Remember to include the
http:// before the address otherwise the link will not work.
More Information Link
If wiou would like the subscriber ko be able to click on a link to view more information, enter the URL or address below,
anvthing, the system will use "Click here For more information” as the default,
IURL Faor mare information: hitkpsff hiktp: [, realest
3.

When the link is correct, click Save. You should also click on your property from the eMailout to

double check that the link is working correctly.

Ordering Properties

You can quickly and easily arrange your properties into orders — price ordered, open home date and time
order. This is especially helpful when compiling your Open for Inspection properties.

1. Import your properties

OPEN FOR INSPECTION

5-0ct-2011
E" —-=-: 11”13_4155’:“:#' 451283 Example Quay, Examplevile ¥ | & X contactgent
5-0ct-2011
ﬂ omoan. 326010 Example CIDseWestEndM Offers Over
=L o

£ 10:308M ﬂ $530,000

5-0ct2011 Offers Ower

ﬁ G:O0PM -6:-30PM 123 Koala Foad Exampleville gl X $695,000
= B-0ct-2011 '

H i al 12:$5PM ) 11111 Queen Street ExamnlewlleM

12:45PM x|

Auctian

n '-J-:: - HE:Q.C.T_EDJJH.. N0 Carns Chrant Cinran ln Drind ‘? | Ll | i | X | $330.000

2. Once all are imported, scroll to the very top of the screen and click “Outline”
Buicklink s:
§ Design 1= Outline =)

- - -
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3.  Your Outline View will list your entire eMailout. Scroll down to the Open For Inspection section.

OpenForInspection

Order Title

Address

Pri

Open for Inspection - [Re-order by Date and Time] [Re-order by Time Only]  [Re-order by Price]  [Bulk Re-order by Hand]

1 |w [ awesome returns Committed to sale by public auction 22nd October View Sat 8/10 10:45-
11:15am

11:30am-12pm

O 331sgm, 4 bedroom riverside sub-penthouse Wiew Sak §/10 10-10:30am

|:| OWHMERS HAWE ALREADY MOVED OIUT, Wiew Wed 5710 6pm-6:30pm & Sat 8710 11am-
11:45am

[ aurora's most realistic vendors Will meek market so inspect now Yiew Sat /10 12:15pm-
12:45pm

[ uvESTORS LUCKY FIND AT DOCKSIDE View Wed 5/10 5:30pm-Epm

1 The cheapest 1 bed with carpark in town Genuine sellers will meet market view Sat 810

O soooo MucH POTEMTIAL, PERFECT LOCATION CLEAR INSTRUCTIONS TO SELL AT

ALCTION OR BEFORE View Wed 5/10 6-6:30pm & Sat 810 11-11:30am

O view Thurs 610 5:30pm-6prm. Change of Lifestyle - This must be sold

4. Click on [Red-order by Date and Time]

pen for Inspection - [Re-order by Date and Time] [Re-

w [ awesome returns Committed to sale by public auc
11:15am

5. The page will refresh, and your properties will be ordered perfectly

1ction

Fers Ower
/55,000

inkack Agent

Fers Owver
30,000

ntack Agent

1ction

S-Cck-
2011

S-Ock-
2011
fA-ock-
2011
g-ock-
2011

g-Cck-
2011

g-Ock-
2011

S:30PM -
A:00PM

G:00PM -
A 30PM

9:30PM -
G:00PM

10:0040M -
10:3048M

10:454M -
11:154M

11:308M -
12:00PM

451293 Example
Quay, Exampleville

32610 Example Close
West End

123 Koala Road
E:xcampleville

11111 Queen Street
E:xcampleville

308 Ferry Street
E:xample Point

2103212 Example
Street Brishane

12133 Example Close
Exampleville

43 Example Street
E:xcampleville

Can
Age

e
£53

e
£69

Auc

£33

h=

e

Can
Age
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Reach your customers in just a few easy steps.

OK so you've put your eMailout together, you’ve put in your best properties and really cool links, and you’re
ready to go. Before you send to your entire database, however, we recommend you send yourself a test email.
To do so, simply follow the same steps as below but click Send Test instead of Send. Note: you will need to add
yourself as a subscriber before you can send to yourself.

One of the best things about our system is that it is incredibly time efficient — you can create a meaningful
property newsletter in under ten minutes. And we know this works for you because you’re busy. However,
sending yourself a test email allows two things — one, a chance to review your eMailout in your email program
so you can see what works visually and what might need to change, and two, complete peace of mind that
your eMailout has the correct information, correct layout and correct links.

Once you have sent your eMailout, and you notice there is a mistake, call us straight away.

Step 1: Check your eMailout
This requires a few different actions but the aim is the same — ensure your eMailout is ready to reach the
masses.

1. Preview your eMailout — scroll to the very top of your template and click on the Preview button.

UumeKImks:
J Design 1= Ou

P Previewy Cﬁ Pri

This will allow you to view your eMailout without the main navigation icons and editing icons. If you
need to make changes, simply click on the Design button (located above the Preview button — see
above). Otherwise, if you’re happy, move on to the next step.

2. Click on each of the links you have in your eMailout to ensure they work. This is really important.

3. Click the Send button. It’s in the same place as the Design/Preview buttons (see above).

Step 2: Review your eMailout stats
Once you’ve clicked Send or Send Test, it’s important to quickly scan the stats of your eMailout. This includes
checking the size and your spam compliance.

1. Look at the red numbers in the Download Time table. The first red number in the Total column

should be less than 500kb. We recommend this number because if your eMailout is larger than that,
you’re sending your subscribers a lot of content that their email client at the other end has to process.
This means it can take time to open — this can affect the total deliverability of the email or your clients
simply might not want to open such a large email.

Download Time

Total Modem Broadband
HTML {Graphical) Message Only: 152.03KEB 27625 0995
Texk Message Cnly: 0.32KE 0.05 s 0.00s
Automatic {Mulbipart Message) - defaulk; 182.35KB 27.66 s 1.00 s

Page 17 of 20 © 2011 Suna Communications



To reduce the size of your eMailout, we suggest check the sizes of the images. If you scroll down the

page, you’ll see a list of the images and their sizes.

Size (KB) Image

15.74 hikkp s f e, sbrnz 1, com) BBCRealEstate imagelib) 1316049597 34 35, ipg
267 hikkp s f e, sbmz 1L com) ABCRealE stateimagelibf 131 604959851 5=, jpg
2,33 Rikkp s e, sbrnz 1, com) BBCRealEstate imagelib) 131 604959954685, jpg

22,30 hikkp s f e, sbmz 1L com) ABCRealEstateimagelibf 131 604926010155, jpg

If you see any images that look really large, go back into your eMailout and make the image smaller.
You can do that by using the re-size steps listed in Step 2 — Adding Images and Hyperlinks.
You can also try removing some of the properties in your eMailout. While it might be tempting to
showcase every property you may have on offer, that’s not the purpose of your eMailout — you need
to encourage them to contact you for more information. The bottom line is, if your eMailout is so big
that no one is reading it, is it worth putting all those properties in? Be tactful and creative in your
marketing efforts!

2. Check your Spam Compliance. These ticks should all be green — if they aren’t, please call us.
Sometimes, your address in our system might different to the one on your template. If this is the case,
don’t stress, your eMailout is fine.

Spam Compliance

‘V Included Unsubscribe Link.
v Included Address
v Included Phone Number

v Included Subscriber's Email Address
Other Important Items

V? Included Link to Yiew Online - HTML Yersion

Included Link to Wiew Online - Text Only
Wersian

V Included Subscribe Link

V Included Link to Forward

3. Click Continue Sending

Continue Sending --=

Step 3: Enable Lead Alerts

This one is pretty easy — just click Yes if you’re sending to your subscribers, and No if you're sending yourself a
test run, then click Save Changes
Step 2. Lead Alert Options

Would vou like Alerts to be sent: for this email? OYes @No

[ Cancel ] [ Save Changes ]
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Step 4: Select Subscribers
The next thing to do is select your subscribers that you wish to send this eMailout to. Sending a test? Not a
problem — simply search for yourself and go. Otherwise, there’s a couple of different things you can do:

1. If you wish to send to everyone in your database, simply click Search

Hame Emailil: Search

Only send this eMailout to those subs

2. If you wish to send to subscribers who belong in one or multiple groups, use the checkboxes to select
the groups you wish to send to.
Groupis: Please seleck how to search wour groups:
® or (Selecting more than ane group wi
O anp (Selecking more than one group

mianthly
F quarterly
F e e kly

Note you can choose OR or AND when selecting groups — choosing OR means you’ll send to
subscribers who belong to ANY of the groups that you select. Choosing AND means that you’ll only
send to people who belong to ALL of the groups you select.

3. Click the blue Search button at the top of the page

Step 5: Send!
And now the moment of truth! Don’t be scared — double check the last few items on this page and you're

ready to go, you savvy e-marketer.
1. Check the Default From Address. Double check it’s going back to an email address that’s appropriate.

You can change it here, or you can change it by going to the Admin tab, and then to Default Settings.

'ﬂ' Default "From™ Email Address:

SUppOrE@sUnacarmnr
[] Adtornatically make the "from” address the ernail address of the Ager
You can also make the from address the email address of the Agent related to each subscriber. This is
helpful if you’re sending a group email from the entire office.
2. Check the Default From Name. This is the name of your company, though you might wish to change it

if you're sending for yourself and not from the office.

ﬂ' Drefault "From™ Name:

AEC Real Eskate

3. Check the Subject. This is the title we gave your eMailout at the start — you can change it here.

ﬂ Suhject:

Thiz Week's Open F

Personalise (optional); | Select. .. | [ Insert |

Page 19 of 20 © 2011 Suna Communications



4. Set the delivery date and time. If you want it be sent now, leave it as is. However, you might want to
send your eMailout every Wednesday and next Wednesday is really busy. Put your eMailout together
during the week, jump in here and schedule it to be sent on Wednesday. Then, we’ll send it out for

you and you won’t need to worry about it.

0 Delivery Date and Time:

[18 »| [october w2011 w3 11:20 am v |

5. Click Send. It will ask you to confirm if you’re sure. If you're sure, click OK.

Send eMailout

6. Congratulations! The next page will let you know it’s been scheduled and it looks like the below. We
suggest popping a bottle of champagne and enjoying the awesome rewards of your eMailout.

Pending eMailouts

These are eMailouts that vou have scheduled to be sent.

Date to Send  Title Total Recipients Sent So Far Actions

18-0ct-11 11:20 AM  This Week's Open Homes  ABC Real Estate <support@sunacommunications. com: 1 i} Recipients  Cancel Delivery
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