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Overview

This article walks through the steps send an eblast to recipients who've received another one in the past.

¢« Tip: Learn how to create email campaigns and schedule them to go out.

Steps

Open the Contacts (Voters/Donors) list.
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Navigate to General > Email Links.
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«3» Search M. Reset | 4k New = =2 File » Edit » ) | S Include Other | Contacts
Q I | ——————
|Fauma|16eneml| | Household | Attribute | Canvass | Relation | Contribute: | Pledge | Evert | Sales | Log | Admin | saL |
Name |Fhone|E—MaiII Email Links |Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |
@ 1] E-mail Campaigns | Tracked Links Opened
[2010/12/17] Demonstration of links ] Asking Matters » For Members . | Mot Opened
[2011/01/17] Asking Matters ; In precizety Asking Matters » \Webinars |:| ;
[2014/10¢0€] Test Donation Thank-You @ In at least Buffalo First -
/O In range to Daniels Care Van Facebock Pa p
of 0 selected [ianiels Care Van Home Page
I all
= Daniels Care Van Twitter Page | 1=
Des Moines Vocal LArts Home F =
8 Edit £ Sort B Format ~ 53 Wrap DE Export &Print [E] Detail |[@] Summary D] E &) Pivot |
D Title Last Mame = First Name fodress Street Street 2 City state 2P ficme Bus Phone Cell Phone
Type Code Phone
@ o

Here you can select from the e-mail campaign(s) you’ve sent in the past. Check of the box(s) for the ones you want to search by, and click
[Search].

In my example | selected a campaign called ‘Asking Matters’ that was sent to 5,906 people. You can filter this search further by only going after
people who opened, did not open, or clicked on certain links in the eblast(s) you’ve sent previously.
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=3 Search Reset | oF Mew | (]

[ cf @ T2l | File + Edit+ | 0 | g Include Other | Contacts |

SISl )

Global Global

O =000 /X EB/FH s,

Favories | 4% General | Address | Housshold | Attribute | Canvass | Relation | Contribute [ Pledge | Event [ Sales [Log [ Admin | soL |

Name | Phone | EMail | #* Email Links | Profile | Work | Demographics | User, Texd | User, Dates | User, Decimal | ther |
Q
@ E-mail Campaigns | Tracked Links [#] Opened

[] [2010/12/17] Demonstration of links g [] Asking Matters » For Members . e Not Opened

[ [20 7] Asking Matters g In precisely [] Asking Matters » \Webinars ;

] [2014/10/06] Test Donation Thank-You In &t lea = — |[C] Buffalo First -

. ﬂ) ¢ In zng:t m é xn?e:s gre gan ::aoeb?jnk Pa ﬁ “

g Ord e  Danicle Care Van Toiter Page |2 2. Optionally you ¢
1. Check the boxes for the email 7] Des Moines Vocal Arts Home F ~ o
. . . this list further by

campaign(s) that you've sent in the past that

who opened, did rt

- you want to resend too.

revious mass emai

Resu Its EE Edit | @ Sort @ Format ~ § Wrap | Bﬁ Export & Print Summary Dj B | |

onta 306 records found
ID  + LastName First Name Street ;t'“t City State Ei:d . Home Phone Email

L gard
3 Aakhus Ariel 1709 8th 5t 5 Cpo 3010 Moorhead MK 56560 (218) 8259215 Ariel@Aakhusiooncom
5 Aakhus Steven 19981 See Gull Rd Brainerd N 56401 [218) 8289215 Steven@Aakhus.com
3 Aamot Barbara 13451 Meginty Rd E Minnetonka MN 55305 [952) 933-8423 Barbara@Aamot.com
i Aanenson Pamela 3596 White Bear Ave White Bear Lake MN 55110 [651) 426-9611 Pamela@Aanenson.com
8 Aanonson Leland 58331 155th 5t Rase Creek MM 55970 (507) 4348229 Leland@Aanonson.com
11 Abdi Ali 206 62nd StW Apt 403 Minneapolis MM 55419 [612) 4328920 Ali@Abdi.com
16 Abel Tasha 303 Fairview Ave Fairmont MM 56031 (502) 235-8827 Tasha@Abel.com
17 Abouaish Yasmine 1432 Brookshire Ct Mew Erighton MHN 55112 [763) 742-7139 Yasmine@Abouaish.com
19 Abrahamian Daniel 6012 Beard Ave 5 Edina MK 55410 [952) 9299918 Daniel@Abrahamian. com
20 Abrahamian David 6012 Beard Ave 5 Edina MK 55410 [952) 92999158 David@Abrahamian.com
21 Abrahamian Kelli 6012 Beard Ave S Edina MK 55410 [952) 9299918 Kelli@Abrahamian.com
25 Acaso Kathleen 3347 Irving Ave N Minneapalis MM 55412 (612) 5299013 Kathleen@Acaso.com
31 Adam Ibrahim 5300 France Ave N Brooklyn Center T 06500 [763) 5338025 Ibrahim@Adam.com
32 Adam Maounira 5300 France Ave N Brooklyn Center T 0&500 [763) 5338023 Mounira@Adam.com
42 Adelmann Karen 641 6th 5t Albany MHN 56307 [320) 845-7332 Karen@Adelmann.com
43 Adelmann Robert 11020 230th StE Webster MH 55088 952) 440-7739 Robert@Adelmann.com
47 Advani Dal 1039 Ramsdell Dr Apple Valley MN 55124 [©952) 432-8329 Dolly@Advani.com
53 Ahlbrecht Kristy 2624 Olive Ln Sauk Rapids MN 56379 [320) 2407931 Kristy@Ahlbrecht.com
54 Ahlers Donald 143 2Tth StE Minneapolis MHN 55408 [(605) 9299517 Donald@Ahlers.com

n

filter
ple

open,

links in
you've sent.
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« Tip: If you want to further filter a search by what links someone clicked, this article will teach you how to rename trackable links for this purpose.

Once you’ve run your search query to pull up people who received a previous email, click File > Utilities > Create Mass Email...
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<3» Search . Reset | 4k New = = File | Edit » | ) | S Include Other | Contacts
[ . =
|& Communications  » ||fﬁ Write Letter
EIED E @' % Reporting 3 .
Global | ([} Giobal = [ ’ 7] Create Mass Email... | —
ilities : :
@ '\ E, a e X | = |0 | S | s Open Email Campaigns...
Favarites | & General |Hdd’ess | Lionschold | P | Canvass | Relation | Contribute | " T Create Canvassing List... [Creatf new Email Campaign l
Name | Phone | E-Mail | &% Email Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |
Q
[] Individual Last Mame: -
Search all name parts

Corporation First/Org Name: *  [amywhere in fild) Suffix:
Middle Mame: -

Foundation

Mickname:

Prior Last Name:

=8 Edi - S5 ry i i = Pi
8 Edit ) Sort B Format ~ =3 Wrap EExport &Prlnt |§| Summary [D E [E Pivot |

Contacts [ 5906 records found ]

Give the email campaign a name and click [OK]. If you leave the defaults as is it will send to everyone in the current list that has an email that’s
subscribed and enabled.
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Create a Mew E-Mail Campaign E
E-Mail Campaign
E—EI Mame: 2nd Eblast to People who Received the Asking Matters 15t Eblast 1
Campaign Mame Created
=) Demonstration of links 12/17/2010
I Asking Matters 01/17/2011
%Test Donation Thank-You 10/06/2014
Details
Send To
@j Contacts Addresses
i@ Everyone included in cumert list (") Primary address
() Everyone in database () Atemate address
(") Everyone in search favorite: () Primary address if available, otherwise atemate
(@ Both primary and altemate addresses
|

I Exclude/Confirm

For those addresses to which or more messages have been sent since the

last registered open:
(") Bypass sending the e-mail message.

@) Send the e-mail message, but include a request for confimation of interest in continuing to
= receive e-mail. (Further e-mail will await a response to this request )

Click here for 3 detziled explanation of this festure.

|
Remove Duplicates (not recommended for personalized emails)
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Verify the final recipient count is close to what the query results were, and then click [OK]. If it’s substantially less you’ll need to put in a request to
support that your emails get enabled for mass email, this is common if you’ve recently imported email lists.

TS
Send To
@ Contacts Addresses
(@ Everyone included in current list () Primary address
I: = S ) A
Format ~ 53 Wrap @E Export &Print Detail @ Waming e —— g ate

HCnntlds[SMmmnlsfulﬂ]

- -
Original
[ First Stre
. Last Name eps Street

query reSUIts. i [ Aagard Martha " 4629 York Ave 5 I Exclude/Corg

Campaign "2nd Eblast to People who Received the Asking Matters 1st
Eblast” will have a target list of 5848 recipients. Do you wish to
proceed?

3 Aakhus Ariel 1709 5th 5t 5 Cpo :Z:

5 Aakhus Steven 19981 See Gull Rd

[ Aamot Barbara 13451 Mecginty Rd E

i Aanenson Pamela 3896 White Bear Ave

8 Aanonson Leland 59331 155th 5t

11 || Abdi Ali 206 62nd 5t W Apt 4

16 Abel Tasha 303 Fairview Ave Remove Duplicates (not reco nded for personalized emails)

17 Abouaish Yasming 1432 Brookshire Ct

13 Abrahamian Daniel 6012 Beard Ave 5 I oK I [@Canoel l
20 Abrahamian David 6012 Beard Ave 5 ¥

21 Abrahamian Kelli 6012 Beard Ave 5 Edina MM JﬁEltlU [952) 9299913 Kelli@Abrahamian.com
Lac O kbl SRR lahl Mingasnali hht SR (5B A 0 Yathlaan@lmasaram

Final count.

This number should be close to what
the 'results’ of the query were.

The email composer will open. Create a new email, insert a standard template to start with, or use one of your own saved templates. My example

is below.
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File - Edit - |« |5 Saved Copies [@ Results @) E3 £ | 2nd Eblast to People who Received the Asking Matters 1st Eblast
From: jkristenson@trailblz.com
- - ] - - -
- 55438 Recipient|s) - I'erent than
iSubject: Help us reach our fundraising goal!) the Iast Eblast you sent to thls group)
/7 Edit |5 Save EElnser‘c Template | Save Template | Priority Mormal - [ Forward to Friend [7] Unable-to-Read Link
Insert merge field... - Filter Content .
1 source | [ olalnl © % B |5 o
B I U ase x, x* % TS E(y N I====m ™6 & Bmes e e
Styles - Normal - Font - size - A-W.
T /B’ . 2. Either compose a new email, |
&) s select a standard one to start
3 . . -
with, or insert one you've previously
saved.
* This is our second email to you. We really hope you can support
our causs!!
* You've already helped built 20 new schools in the developing
countries we work in. c
+ We've added on 5 new employees and 20 new volunteers since
our last eblast.
We encourage you to read our latest news articles on the efforts we've
undertaken in new territory to bring education to those in need.
If you have any questions, please email support@trailblz.com. As always,
thank you. T
11
G20 Mendelzzohn Avenue MNorth, Suite 186 A8
[# Nomal | Text Version | 3
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Click [Test] in the bottom-right and send some tests to your ‘testers’ until you’re satisfied. Then click [Send] and schedule the eblast.

After the email goes out you can analyze the stats by searching the Campaigns list.

;2 After the eblast goes out you can view the results in the 'Campaigns’ list.
oo Settings  Help

Application Menu

E=zn

Tasks

3 Dashboard

[+ % Organization

» & calendar/Tasks

[ % Canvassing

» Eg contact

4 (55 Communications

4 [y Email Campaigns

4 Campaigns
54 Domains
4 Messages
G Templates
% Tracked Links
[ Clicked Links

» & Financial
|+ ‘g System Manager

3 Advanced Merging

«|| <3 Search %, Reset | & New o c*a File = Ecit - | () | Email Campaigns |

Favoites | General | 5QL

o

@ Name:

[< custom, according to dates below=

)

Exclude test campaigns

Date Created:
@< @
Date Started i [< custom, according to dates belows v]
e :
3 F]

) Sort ) Format + 53 Wrap | 5% Export &% Print | ) Pivot

Email results.

= Open

‘a:iagT}E) [c):::teu Campaign Name Status Status Test Elzt”t List Source Recipients :ﬁppress- Sent  Opened ;e,ate Lrhacclzed Bounced )é:" "elami
L E ™ i

168 10/6/2014 | Test Donation Thank-You L Created <displayed lifft= 1 0 1 1 100.00 0 0 0

a5 1/17/2011 | Asking Matters ¥ Created <displayed IiIt: 2 4] b 0 .00 0 0 0

a5 12/17/2010 | Demonstration of links W Created <displayed Ii|t> b 0 Z 2 100.00 0 0 0
= | 0 4 5,853 0 5 3 60.00 0 0 0

The related resources below link to a variety of articles and videos on the mass email system.
KNOWLEDGE BASE www.trailblz.com/kb 12



http://www.trailblz.com/kb
https://www.youtube.com/watch?v=x-rF7-WH5ls

N [ ”
- TfO'f'/B,azer How to Send an Email Campaign to People who’ve Received a Previous One

Organize. Leverage. Succeed.

099

=

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

Related Resources

Article: Setup a User to Receive Test Emails, How to Send Out Tests of a Mass Email Campaign, and How to Test an Individual Email Template

Article: Editing Tracked Links for Mass Email Campaigns — Creating Names for those Missing a Name
Article: How to Add Email Attachments (i.e. PDF’s, Word Docs, Spreadsheets, etc.) to an Email Template or Mass Email Campaign
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Article: How to Delete Unsent Email Campaigns, Test Email Campaigns, and Email Templates

Article: Adding SPF / DKIM Key to your domain’s Txt Record --- Greatly Improve Your Email Open Rates! (*requires access to your web host)

Article: How to Import a Google Web Font into your Trail Blazer Email Template

Article: How to Create Custom Email Responders for Specific Events — New 2016 Feature Upgrade
Article: How to Create a Custom Thank-You Auto-Responder Email with Merge Fields for your Online Donation Form
Article: How to Access and Use the Standard Trail Blazer Email Templates as a Starting Point for Template Creation and Mass E-Mail Campaigns

Article: Running an Import of Contact Data from Excel into your Database — Basic Overview

Article: How to Create a Hyperlink around a Screenshot of your Video and Link to the Video from your Trail Blazer Email Template

Article: How to Create a Hyperlink around a Screenshot of your PDF Newsletter and Hyperlink it to the PDF Document

Article: How to Upload Documents to your System Gallery such as PDF’s, Spreadsheets, Audio Clips, Image Files, Etc.

Article: How to Find Duplicate Contact Records by Identical *Primary* Email Address, and Automatically Merge them Together
Article: Configuring your From and Reply Email Address Settings

Article: How to Cancel a Mass Email Campaign as it’s Going Out & How to Reschedule a Queued Email Campaign
Article: Sample HTML Email Templates with Inline CSS
Article: Fix your HTML email formatting

Article: Sending Mass Emails

Video: Thank you’s using mass email

Video: Eblasts Configure email settings before mass emailing

Video: Eblasts —Setting people up to receive test (draft) emails
Video: Scheduled Emails
Video: Eblasts Create and Send Eblasts — Includes Image Management
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Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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