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1. Create Target List



Click on the option



Fill required details & click on 
the Save button



Click on the ‘Import’ 
option





Click on the Next button

Select a file



Click on the Next button



Click to map fields

Click on the option to 
move ahead



Click to import targets





Save Target list





2. Create Email Campaign



Open Campaigns



Create a campaign of type 
Email Campaign

Click on the campaign link



Click on the ‘Add Campaign 
Configuration’ option



1. Fill required 
details

2. Select a Target list

3. Click on the ‘Next’ 
button



2. Click on the ‘Next’ 
button

1. Click on a template to 
select



Hover cursor over template & click 
on the ‘edit’ option



Select Default content & 
remove that



Copy & paste your content except 
Usernames & images



Click to add image



Click to upload



Click here







Upload all images one by 
one



Click on ‘OK’ button



Click on template to select & click on the OK button
*Note: This image will be inserted in the template where 

ever you have clicked on the last time









Select Parameter & Type



Click on the Insert option

Sender(logged in user’s Name will 
be displayed here in mail)



Similarly insert Recipient’s Name 
here. This will be Target’s Name as 

given in the Target List



Click to insert footer now



Paste the content here





Click on ‘remove’ option 
to remove the extra part







You can take preview from 
here





Click on the Next button



Click on the Next button



Click on the Finish button

Accept the Terms





Click on the row to select 
that Email Campaign

And then click on the ‘Test 
Your Campaign’ button



*logged in user’s Email ID 
will be displayed here





Received mail sample


