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Create Campaign

What You See Is What You Get Editor

1) Dragand drop any components you want to add

Send Save | | Close | | Preview

To:|

Add Creative

Subject: <-- —Inserta
From: happy zhaoye@hotmail.com.hk ¥ | Add Reply-to Add Sender Email Add From
Body:

Input text here

For example:

st
Exclude List

- Spread 4.2 Editor

Test Preview Test Use Spread Template Upload Zip Creative

liZed fie| 0 —— i

Text

Text Image

G right caption

Button

Component Content Setting

Image

Divider

Left Caption

Social Share

Image Card

Grid Layout

Image Group

Updown Text

2) Drag the Text field and drop it when a blue bar appears

I Event{Beta) My Account Facebook FanClub Account Centre - el i Go

J

Test Preview Test

<--| —Insert a personalized field— v | Add Subject

7598@gg.com v | Add Reply-to Add Sender Email Add From

laputtaxt here

Component

Cor



3)

e——— |

Input the content

Bmjy:_

Q' E (% « |2 @B EGE|E===|BIUSLIAB|=-mE@m@

Spread Link -

| Styles v|| Nommal... - || Font -

Size v|| Line He... -

Personalize Fi... = |

hnput text here

4) Change the text style and add URL in the Text Editor Bar
Q%K (% |« |[x 0 @6 @|x=5s|B7USsSLABD|=smcmm
‘ Styles vH Normal (... ~ Font - Size -l' Line Hei... ~ Spread Link d Personalize Fileds -l
QhE Y BGE/(x=2==|B1us5i|[an[=]:nmaom
Sty Mormal (... - Font - Size - Line Hei... - Spread Link = Personalize Fileds ~
Link x

Link Info || Target || Advanced

Link Type
URL v

Protocal URL
hitpi ¥

| Browse Servel_|

& .




Add Pictures

1) Drag the “Picture” component to drop when blue bar appears

Test Preview Test Use Spread ™

| <--[—Insert a personalized field— v | Add Subject

xr Email Add From

Component Content Setl

A. Drag the picture to the content from PC directly

BETE — O = | Send | | Save| | Close| | Preview | S
Ez= BE ~
T0:|
e v O | EE picture” L
Add Creative Test Preview Test Use Sp
Subject: |<—- —Insert a personaliz
From:|Connie ctan@reasonables.com v | Add Reply-to Add Sender Emai
Body: Drop an image here
—_— or
55d4fc83lyl1fyiq u=63724197,91 Attach File
mnca6fj2 Tw02i 9596753480 pi= 790199 1&fm=2
onir Bemp=0 68igp=0
u=1353266351 u=6157617655 u=1132042550,
0983704268 fm 462556128&fm= 2277711838&fm
=26&gp=0 268gp=0 =26&gp=0
Faoo®
-
| e 25T
B. Click “Attach File”
=

ws.com v | Add Reply-to Add Sender Email Add From

Drop an image here



1) Click “Add Files” and choose the pictures from PC

| File Manager

£
Upload All || Cancel All |

Path: /SpreaderFiles/s0726/files/upload/
Drop images here.

File Manager

2) Click “Upload”

‘ File Manager

\ﬂ” Upload All || Cancel Al

Path: /SpreaderFiles/s07 26/files/upload/
Drop images here.

File Manager

3) Click “Select”

‘ File Manager

e u=63724197,9179019918fm=268&gp=0.jpg

35.63KB

Cancel

\w| Upload All || Cancel Al

Path: /SpreaderFiles/60726/files/upload/
Drop images here.

File Manager

u=63?2419?,91?90199 1fm=26gp=0.jpg

35.63 Kfuploadec) Select | Delete




C. Ifyou have already uploaded pictures to your file manager, you could just “Select” it

NI IV LRI M LEL AN, T A SNMESLY RSSO SNl SalLIMIL SIS E 1L

| File Manager x
I Co

templates -
220px-Ash_Tree_-_geograph.org.uk_-_5307101.)
240x240.jpg

4.1.jpg §
an.png fﬁ
andy-lg (1).png
andy-lg.png Bss:
apple (1).png I
apple (2).png

apple.pna

blasti_9.jpg
christmas-240x240.jpg
Christmas-240x2401.jpg
christmas-240x2402.jpg
Christmas-338.jpg
christmas_£50x400.jpg
DraftSpreadupgrade.pptx

image (1).png

1) ) 15 ) N ) ]

image.png
InvitationLetter-Patron_ReasonableSpraad.pdf
JTbackground.jpg

map.jpg -

[ s

4 »

|path: /SpreaderFiIes/60089/ﬁles/upload/240x240|ipg | select || Upload |

<> Picture size Limitation:

Upload to File Management: 1M

Drag and Drop: 4M

<> The File Manager can storage total 200M file.

Even if the File Manager has no storage, Client still can add new pictures to a Campaign by “drag” from

computer



Grid Layout

1) Dragand drop the component “Grid Layout”

2) Set the Grid Layout Style

HaEEAEE F ik Ak FRENIRTEE AL Component = Content | Setting
Grid Layout Style
BRI E kAL JEENE M E Ak
Row and Column
HEEER R E LAk FREVAREEZE kb Row Number: [=] 2+

Column Number: |- |3 |+

Column width ratio

1:]2

Margin
Top |- 0|+| Bottom |- 0|+

Left |- 0f+| Right [-|0 +

Background
& ffffef
Finish
3) Click “Component” and select components you would like to combine
4) Drop until a box with orange outline appears.
Beds: Drop an image here Component Content Setting
Input text here or
Attach File
Share Drag widget to here
Button Text Image Image Card
Text Image Divider Grid Layout
= right caption Left Caption Image Group
Button Social Share Updown Text

5) Edit the components.

6) Click “Finish”.



Add URL (Image and Button)

7) Click on the component
8) Click “Content”
9) Enter the URL

10) Click “Finish”

Body:

Component Setting

[ select Image

N Y2 T Y
) Ul
V. &

Web Address:

Finish |

Component Setting

Button Text
Make Your Purchase

Web Address:

Finish

Make Your Purchase




Copy, Move and Delete component

1) Copy, move and delete component using the button in the upper right side of each

component

$ /W

move delete copy

g

[N

S
\| |

NV

A

AN
L0\ EZ

-
y
@

2) To move the component, click the button below and hold it until a grey bar appears

T 4

_ 4-\%\
Y.
A

U\ EZ

Mk
W

3) Drop it to the position you want until a blue bar appears

7
]
Q

NE S
A K
A

S B
v |
& Y

»
£

4) To delete component, click the button for delete and click “OK” in the pop-up banner.
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Emails/SM5  Contacts  Event(Beta) My JEEToaNeAl=Elo Raol i lF1 I
iz

| Save | | Close | | Preview |

1 0K Cancel
" [

ative Te

Are you sure to delete the Component?

<-- --Insert a personalized field- v

i happy zhaoye@hotmail.com.hk v | Add Reply-te Add Sender Email Add From

. Input text here '§' / Eil

Input text here

11



HTML Upload

1) Click “HTML” in the bottom of the Smart Editor.

Body:

= .

<table class="Hidget-content rse_text” bord

& Source
cellpadding="0" cellspacing:
<tbody><tr>

- Fre
<zd»

" align="left"
<thody>

<tr>

berder="0" cellpadding="0" cellspacing="0" widch="100%" style="background-coler: white;padding-to
<td class="r:
</td>

center” velign="top"><div style="color:gray:“>Input text here</div>
</t
</tbody>
</tablex
</td>
</tr>

</tbodyr</tabley

3
Fesan

A
Mame: 20 lan 10 it

2) Hold “Ctrl” and “A” to select all unwanted code. Press “Delete”.

3) Paste your HTML.

4) Click “Design” to view the layout.

12



Personalized Email Content

1)  Click the drop-down list “Personalized Fields” and choose from it.

Add Creative Test Preview Test Use Spread Template Upload Zip Creative
Subject: ‘ <~ —Insert a personalized field- v | Add Subject
From: ‘Hpoon@reas hk v | Add Reply-to Add Sender Email Add From
Body: - = - T :
‘Q by B 8|« H LB E == HB IUS LHA' v" ‘ Component ‘ Content } Setting
\‘@ - |IH|5| EH Stles || Nomal(. +|| Font  +|| Size +|| LineHei. lm|
‘ Spread Link - S
Subscriber's email | * Input text here ﬂ
First name
Middle name
Laslnam
Job Title
Company
Home phone

<> Please refer to the part “Upload Contacts”.

13



Functional Button

1) Click the drop-down list “Spread Link” and choose from it.

‘[q by B %« 4|20 @G G|z = ==|[B1us LA B
‘@ P IHE gg” Styles -H Normal (. -H Font ~H Size 'H Line Hei... -]

Sp

= Add To Contacts
Click Here
Update Profile
Unsubscribe
Forward

~ bt
Common Link

about {Uresbicrbe ||

Personalize Fileds ~

i Input text here

v

14



Share to Social Media Button

1)  Intext component, click the drop-down list “Spread Link” in Word Editor.

2)  Scroll down and choose from it.

Spread | Emails/SMS Contacts Event(Beta) Account Centre : || NEE Go

R @ B

Spread 5.0 Editor  Spread 4.2 Editor

-

Choose List
Exclude List

Creativel

Target Device: DEETIE Add Creative

Test Preview Test Use Spread Template Upload Zip Creative

Subject:|

‘ <-{~Inserta

fiele— v | Add Subject

From:| hk \ hk v | Add Reply-to Add Sender Email Add From

|
Body:

Qs

[

[« " BeE|====[B1us5glan

= &5 W pyles

'H Mormal 'H Font 5

Size ~

tine e« |

| Soread Link 1
| share Link

| facebook

linkedin

twitter

sina

aq

sohu

‘ Component | Contemt‘ Setting

I
| Pefforaize Fieas

|
sre | W Toeel &5 55 [ 9% W95 fitisiol w3

15



Add Attachment

<> Currently we do not support attachment for edm. It’s not suggested to send attachment through
edm, as it might increase the spam rating by ISP. You may try the walk around solution by upload

the attachment to system, attach the hyperlink and let recipients click to download the file.
<> File size smaller than 1M is supported.
1)  Highlight the text you would like to hyperlink.

2)  Click “Link”

At g % «+|[[xbh EEGE|l====s|B 17 usc©EglfaB|=|m=m
| Styles -|| MNormal.... -H Font .|| Size -H Lil'u-Hg!w -|| Spread Link v” Perscnalize Fi_.. Jaok:
ClicHils download.

| Design HTML

Name: 14 Aug 18 12:42:04 Edit
Language: [English - English v
Send Mode: Schedule
Trigger Mode: Trigger | Click Trigger | Birthday Trigger | Mon-respondents Trigger | Alternative Value
Trigger: after subscribers subscribe. Cancel
Advanced
Duthlich Ta NMoweclattar Archiva

3)  Click “Browse Server” in the pop up window.

4)  Select the file you would like to attach on the left OR upload the file as the way you upload

image.

5)  Click “OK”".

16



v : — S — — YRy P

Path ,'l:_lfgg‘

& > C @ F#= | applrspread.com/Spreads

@ =2 | applrspread.com/Sfreads/SmartEditor/FileManager/FileManagerWindow.aspx?EditorUri=/Spreads/.. &

templates =
an.pn

andy-lg (1).png

andy-lg.png

apple (1).png

apole (2).0ng

apple.png

Draftsp pptx
image.png

In onLetter-Patron_Reasc

ITbackground.jpg
picl.jpg

pic2.jpg

pic3.ipg

pic4.jpg

pic4.png

ROASO SMS.docx
|® spread7.OftERA_T{FEEL ]
[® spread_logo.ipa

[# talkkinglogo.jpg

| test.png
upload-template.xlsx

Link I

Link Ty i etter-Patron_|
URL

Protoc:
ntpel v

S LA B = ™=

el
A

@
=
g

6)  Click “Finish”.

Attach Files

17



Preview

1) Click “Preview” on the right.

account i Go

Spread | Emails/SMS Contacts Event(Beta) My Account Facebook FanClub Account Centr

‘ send | ‘ Save ‘ ‘ Close ‘I Prevlewl Spread 5.0 Editor  Spread 4.2 Editor

Choose List

To:

Add Creative Test Preview Test Use Spread Template Upload Zip Creative

Subject: ‘ <--[ —Insert a personalized field- v | Add Subject
From:|Reasonable | fpoon@reasonable.hk v | Add Reply-to Add Sender Email Add From
Body: N a =
If you are unable to see the message below, click here | | Component | Content | Setting

& S @E

2) Check on either “Desktop/Mobile Preview” to see different formats

My account Go R| fpoon@reasonable.hk

Spread Emails/SMS Contacts Event(Beta) My Account Facebook FanClub Account Centre

Desktop-Preview —Mobile Preview Advanced Preview

If you are unable to see the message below, click here !

3) By clicking “Advanced Preview”, you can see the email preview in different devices and

different mailbox service.

Spread Emails/SMS Contacts Event(Beta) My Account Facebook FanClub Account Centre M Go R| fpoon@reasonable.hk | 3~

iPhone X

Dear (FIRSTIAME]

Have a nice day! =
-

“wew
R

e o
it e cloed frm ety 9. 2016 to February 15, 2016, Thank yo fo il your
10 the oppont

i : Outiook.com (CHl Yahoo! Mail (Ch

Wish you a happy new year!




A/B Testing

1)  In Smart Editor, click “Add Creative” on the left

Spread Emails/SMS Contacts Event(Beta) My Account Facebook FanClub Ag

| send | ‘ Save‘ | C|ose| | Preview|

Tu:n:|

Add Creative

Cubject:
From:|Connie ||1Q?391?593@qq.cum v | Add Reply-to Add Sender Email Add Fr
Body:

Input text here

2)  Change the subject, the sender name and/or email design in “Creative 1”.
3)  Shift between creatives using the button on the left.
4)  The system will randomly send out one creative to contacts in a list.

SDFEBd EmailsfSMS Contacts Event{Beta) My Account Facebook FanClub Accou

| Send | | Save‘ | Close| ‘ Preview|

TD:‘

Creatived EoGEEGEN]

Target Device: [ Deskiop ¥ | Set As Default Delete Add Creative

Subject:
From:|Connie
Body:

[i

| Add Reply-to Add Sender Email Add From

Input text here

19



Scheduling

A

1)

2)

Trigger Mode:"Trigger | CICK 1H1Q0er

To send emails at one moment

In Smart Editor, click “Schedule” in the bottom and choose the time you would like to send.

Click “Send”.

Design ” HTML |

Name: 14 Aug 18 12:42:04 Edit
Language: | English - English |
Send Mode] Schedule
2018/08/20 1743 | B | Advanced
Birthday Trigger | Mon-respondents Trigger | Alternative Value

Advanced

Publish To Newsletter Archive

| Send

‘ Save ‘ | Close|

1)

2)

3)

Trigger Mode: Trigger | Click Trigger | Birthday

To send emails within a period

Click “advanced”.

A timetable pops up. Select the timeslot(s) you would like to send emails and decide whether a

daily sending limit is set.

Click “OK” and “Send”.

| Advanced Scheduling x

Delivery limited setting

Daily sending limited: 1000 =

Delivery time setting
Select quickly: Office time | Non-office time | Workday | Weekend | Unselect all
[Early moming [IMoming ) Afternoon CINight

“wniy DDBE00 DDE00EN CENE0E BODEAS
ey ODB000 DDOOND EE0C0E BEEAB
et B B00 DDOOND CECCOE BERAB

#Thursday n n .
00 CE0E00 CODE8

# Friday
Saturday 9 [10/(11/| [12(/13 [14/[15/16|(17  [18//19] 20/(21 22| 2
ISunday 9 |10 |11| [12//13 |14//15/16||17 |18//19] 20/|21 22| 2

Delivery tips: - Deliver time Undeliver time \ oK Cancel

You can click and drag to select/unselect delivery
| Design H HﬁL | /

B © Advanced

Mon-respendents Trigger | Alternative Value
Advanced

[0 Publish To Neys

Send

20



Set Trigger

In the bottom of Smart Editor, click:

A. “Trigger”: trigger the email after subscribers sign up.

Design H HTML ‘

Name: 25 Jan 19 165:42:25 Edit
Language: |Auto Detect v|
Sand Mode: Scheduls

Trigger Mode: Trigger | Click Trigger | Birthday Trigger | Mon-respondents Trigger | Alternative Value
Trigger: after subscribers subscribe. Cancel

Advancefi[iis

[0 Publish 11 day rchive

R g
| Send ‘ ‘ Save | 5 days
T days
15 days
30 days .
Customize. . Home | English | &E#s3z | B84 | Mews|

Copyright © 2006-2017 Reasonal

1)  Decide when to trigger.

2)  Click “Send” to activate the campaign.

B. “Click trigger”: a follow-up email will be triggered when the recipient clicks a link in the email.

1)  Decide “Trigger Expiry Date”.

‘ Trigger Link Manage

Tip: if yvou enable "Trigger” and subscriber clicked the link ,system will send a pre-defined campaign as once.

Trigger Expiry Date: l | QK |

Mo links available. | o 2019 o |

Su Mo Tu We Th Fr Sa

23|45

6 7 8 9| 10| 11| 12
13| 14| 15| 16| 17| 18| 19 \
20| 21| 22| 23| 24| 25| 26
27| 28( 29| 30| 31

21



2) Tick the trigger box of the link and then confirm.

Eil/ &5 BEA Edi(Beta) AccoufPRIRETEYRSsE- - Fx

BREEHASEARRER

EHERES

| mimssmen
187 ¢ AR EEH SRERERDE "R, U A BREEE RN  RITISERSEHFEEN S P (MR RIEE R (TIRE) -
HESSITHEEY : [2018/08/31 | s |
£ ﬁTriggeredCampaign
W/ twi . /i /tweet?: = —
e = =
in. / icle? -
::it;uJt|\'u‘e;:‘ull"lr‘js:‘t‘:?fig:@:::s;zi:ive‘reasonab\espre..".. u@ﬁ =
fwwiw, . /' / r.php? .
o bitpeR Aot oot achiveremsonaptesprond.comeizty. ... O < WEE
0 i / /! . 7 —
‘Jt’\tzuJt‘;;j?::\?!-“c:;;:}c‘;r;’asr::ir\?e?ez’seorfgglespread.com%zF[US.‘..‘. Ol = 85 >
/ /third/| .jsp? .
‘E‘\t:ﬁuJ'vtt.tspa"zI;i;:;;“’:‘;i;?;itvj:ﬁ'easonab\espread‘comV.foZF:USE.‘..‘.u\ﬂﬁ -
U v Ji . ? .
:itfH;\i';arii;;ﬁzili:’lzh‘t’zssfzitzzphzFarchive.reasona‘..‘.. ‘_I\ﬂﬁ -
HTML

3)  Atriggered campaign named “UrlClicked_xxx” will automatically generated and shown in the

home page with all campaigns.

EiE 2 TriggeredCampaign

&
=

https://twitter.com/intent/tweet?status=

IZI| UrlClicked_https://twitter.com/intent/tweet?status=

[CAMPAIGN_SUBJECT]%0Ahttp% 3A%2F% 2Farchive.reasonab......

e

| B me AR SEE igugs BEZRT v
& £ R s g TR BRI By,
B L = #
_ UrlIClicked_https://twitter.com/intent/tweet?status= o 8/24/2018
) [CAMPAIGN_SUBIECT]%0Ahttp%3A%2F%2Farchive.reasonablespread.com®%2F[USER_ID]-  (untitled) @ 123046 0
[CAMPAIGN_ID]%2F[SPREADER_COMPANY].newsletterds2F[CAMPAIGN_SUBJECT] PM
= 8/24/2018
38 Tunome @ 1230 0
PM

4) Go to the triggered campaign and edit it.

[ o]
BHHAE ¢ Aug 12, 2018
EmailflgsE : 30015
HEFAE

L4

EIEE A
z o |

B

0o 0

0o 0

22



]
sonablespread.com®%2F[USER_ID]-[CAMPAIGN_ID]%2F[SPREADER_COMPANY].newsletter% 2F[CAMPAIGN_SUBJE[T] ¥ |§

5)  Click “Send” to activate the triggered campaign.

C.  Birthday Trigger

1)  Click “Birthday Trigger” and fill in the information accordingly.

2)  Click “Send” to activate the campaign.

Design “ HTML ‘

Name: 25 Jan 19 16:42:25 Edit

Language: |Auto Detect

v

Send Mode: Schedule
Trigger Mode: Trigger | Click Trigger

Birthday Trigger

| Mon-respondents Trigger | Alternative Value

Trigger: | 1 day v|a

Advanced

er subscnbers su

O Publish To Newsletter Archive

‘ Send ‘ |Sa\re| |Close‘

bscribe. Cancel

23



Publish

1)  Click “Publish” in the bottom of Smart Editor.

Design ” HTML |

Mame: 25 Jan 19 16:42:25 Edit
Language: |Auto Detect v
Send Mode: Schedule
Trigger Mode: Trigger | Click Trigger | Birthday Trigger | Mon-respondents Trigger | Alternative Value

Trigger: after subscribers subscribe. Cancel

Ao d

[ Publish To Mewsletter Archive

‘ Send | | Sa\re‘ ‘Close|

2)  When it publishes successfully, a pink symbol is shown in the row of that campaign in home

page. Click it to view the email in archive.

. 3 b/25/2018
" 24 Aug 18 11:20:38 testing 1238:16 i 00 00
[ 71

3)  click “Unpublish” on the right in the report page if the email is not needed to be searched by

search engines.

Spread Emails/SMS Contacts Event{Beta) My Account Facebook FanClub

(fgrgga-lﬁl-gln 24 Jan 19 Unpublish Copy & Create Export to PDF

Subject: mid autumn day sa
From: Connie < >

Design HTML

<> Google’s policy is to remove data in 30 days, so even you clicked unpublish, you still need to

wait for 30 days.

24



Send test email

1) When you finish your design and would like to check the layout, links embedded, click “test” in

right of the Smart editor.

| save | | Close | | Proview
Tos
Add Creative eview Test Use Spread Tamolata
Subject: <-- -Insert a personalized field- v Add Subjec

2) Type in the email address you would sent.

3) Click “Send”.

25



Use Free Template

1)  Click “Create Email”.

Contacts Event(Beta) My Account My Account Centre : [[EEIEIRA Go

Create Email /SMS || Progress | User Rights | Bounce Report | Conversion Tracking | SMS Replies
Filter Emails [Q \

Pause Resume Delete Rename Publish Multi Report Folder Report Move to Folder v
Name Subject Status Modified Date Sent All Opens* All Clicks* Conversior
25 Jan 19 13:08:55 (untitled) Draft 1/25/2019 3:22:51 PM 0 0 0 0

2)  Enter the Smart Editor interface and then click “Use Spread Template” on the right.

Spread 5.0 Editor Spread 4.2 Editor

Choose List
Exclude List

Test Preview Test] Use Spread Template |Upload Zip Creative

field— v | Add SLbje—it’/

“ Component | Content Setting

3)  Choose the category of template on the left, click on the template you want and insert.

Spread Emails/SMS Contacts Event{Beta) My Account Facebook FanClub Account Centre

| Send | | Save| | Close| | Preview|

To:| /

/

Add Creati
Categorie: Basic Template v
All
« Responsive Design e v Te u:@.__n?___,_v;-.-. e v T
Smart Editor

Basic Template [Er— . :
1o e Vi Bt Yaer e
i e ke Voo T

Preview Preview

Preview Preview
- Basic Template

- Basic Template 14 - Basic Template 13 - Basic Template 12

26



Manage contact list

Upload Contact
1)  Import contact information by uploading excel
i Click “Contacts” in header

ii. Click “Add or import”

iii. Click “Download header template”
iv. Fill in contact information accordingly
V. Upload the excel file

Spread Emails/SM* Contacts Event(Beta) My Account My Account Centre : [[ENGITT M Go

@8 vcb form code® Export- Do not mail list | List Folder
Add

2. Data source:
® Text box: {enteNemail address and contact information per line)

—Select header fields herd

read@reasonables.com

spi
cs@reasonables.com

OR with additional infromation specified By header.
email address, first name

spread@reasonables.com, Spread
cs@reasonables.com, Reasonable

Upload gxcel {.xIs or .xlsx), Comma separated v
EEEE A k

format may generate encoding issues.
code before the number:852

3. Existed subscriber’s process type:

Ufdate v

upload-template - Excel

Page Layout Formulas Data Review View Q Tell me what you want to do
L) - - = - - - -
D % = AR Ju - A == @. . gla General %Condltlonal Formatting %“Insert z }Z\Y p
Em - B2 - 95 9 El¥Format as Table~ &% Delete ~ - !
Paste B I U- abe | = T = Sort & Find &
. | - A o [7 Cell styles ~ [EIFormats @~ Fijter - Select -
Clipboard 1 Font ] Alignment fa Number Styles Cells Editing
A2 2 e
A B | € D | E | E | G | H I | 1 Kk L M N & | P
1 |email addnfirst name middle narlast name job title  company nhome phonaddress]  address?  address3  city stats country  postal codesub postal fax
2
1 '
3 —|
4
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Export Active Contacts

1)

2)

Spread | Emails/SMS Event(Beta) My Accou

Click “Contact”.

Click the contact list.

My Account Centre : [FESNNES Go

+ Add or import+ Get web form code* Export- Do not mail list | List Folder

View all but deleted contact list

Search
Name Active/No. of Contacts  Quality
All contacts 137/138
Ungrouped contacts 0
Dolotiail o/o L8 & |
I cameaign'o Aug 018) I 130/130 * &
Campaign_1402512 3/3 * %o W
Campaign_1402526 1/1 * o
sign-up o/o
testing 1 a/4 * %o W
testing 2 4/5 e
1 1 Page(s) 7 Record(s)

3)

4)

5)

6)

7)

v | Contact Lists

Chosse “Active” in the email status.

Click “Search” to filter out all active contacts.

Click “Move to a list”.

SDI’Ead Em; /SMS Contacts Event(Beta) My Accou My Account Centre : [INEHTIE M Go

+ Add or import+ Get web form code* Export- Do not mail list | List Folder

Contacts > campaign(07-Aug-2018) > Name | Contacts | Description
Filter | Add/Import | Tips | Smart Filter(Beta)
Filter Subscrilg
Email Status
Filter Values:
More fiters

[ Containgr———=t

| =onan
Copy to alist

|
s J|comoass]

| [ Movetoalist |

Permanently Delete

Subscribers” Email Updated Date First Name Last Name Job Title Company

»

View all but deleted contar v

Move to Folder

Rename Delete Active & private Active & public

Update Date(Include
Contact Update)

7/9/2018 3:31:21 PM
8/31/2018 4:50:51 PM
8/20/2018 11:33:23 AM
7/27/2018 8:00:40 PM
8/22/2018 4:19:37 PM
8/20/2018 11:33:23 AM
8/20/2018 11:33:23 AM

Status

Do Not Mail List

Active (internal use)
Active (internal use}
Active (internal use)
Active (internal use)
Active (internal use}
Active (internal use)

Country City State home_Phone Status

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

1£1234567=| 7 Page(s) 130 Record(s)
v | contacts

130 subscribed; 0 unsubscribed

A form pops up and name the new list.

Click “Move” and a new list is created.

Page | Go|
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Where should the email(s) move to?

O [campaigni07-Aug-2018) ¥ | or move to a naw list |®

8) Choose this “active” list when creating a new campaign.
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Do Not Mail List/Activate

A. To put someone on “Do not mail list”

1) Click “Contact”.

2)  Click “Do not mail list”.

3)  Click “Add".

4)  Upload the email you do not want to send anymore by text or excel.

5)  Click “upload”.

Spread Emails/SMS Contacts Event(Beta) My Account My Account Centre : QUNERIS v Keli}

+ Add or import+ Get web form code* Export4 Do not mail list]| List Folder
Filter Tips
1. Contd : Do not mail list

2. Data source:

® Text box: (enter erfail address and contact information per line)

—Select header fields here— v )

spread@reasonables.com
cs@reasonables.com

OR with additional infromation specified by headers
email address, first name
spread@reasonables.com, Spread
cs@reasonables.com, Reasonable v

OR

Upload Excel (.xis fr xisx), Comma separated value (.csv or .txt)

A

* For non-English characters, please upload confact list in .xIs or .xisx format, .csv or .txt format may generate encoding issues.
*According to your current account area, the system will automatically add the country code before the number:352
* Please following our header naming convention, read instructions | Download header template

3. Existed subscriber's process type:

Update: v

ﬁUpIoad

B. To active email address which are on “Do not mail list”

1) On the same page as shown above, search the email address you would like to activate.

2)  Tick the address.
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Spread Emails/ Contacts Event(Beta) My Account My Account Centre :

+ Add or import+ Get web form code* Export- DO not mail list | List Folder

Filter | Add | Tips
Filter Contacts

Contacts' Emall: [zzy Search 1 v|Jan v[2005v|-/1 v|Jan v |2005" | Go

Status

1 s)
Show. ' 10 v |contacts

0 subscribed, 0 unsubscrded
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Report

Get Multi-Report

1)

2)

Select the campaigns you would like to review.

Click “Multi-report”.

Spread

+ Create Email fSMS

w

Filter Emails [Q

Pause

Name
25 Jan
25 Jan
25 Jan
25 Jan
25 Jan
24 Jan
24 Jan
24 Jan
24 Jan
24 Jan

Resume

19
19
19
19
19
19
19
19
19
19

19:
16:
15:
15:
13:
18:
18:
18:
18:
18:

13:
42:
37:
31:
D8:
52:
449:
47
44:
25:

Contacits

Progress | User Rights |

49
25
01
58
55
11
40
24
25
41

Delete Renames

Subject
(untitled)
(untitled)
(untitled)
(untitled)
(untitled)
father's day
BAG

men clothes
SMACKS

mid autumn day sa

Bounce Report

Publish

Status
Draft
Draft
Draft
Draft
Draft
Sent
Sent
Sent
Sent
@ sent

Event{Beta) My Account

| Conversion Tracking

Multi Report

Folder Report

Modified Date

1/25/2019
1/25/2019
1/25/2019
1/25/2019
1/25/2019
1/24/2019
1/24/2019
1/24/2019
1/24/2019
1/24/2019

G h O th W Woh o

:16:
:07:
:38:
EER Y
122
:54:
:51:
:48:
145:45
:39:

52
09
54
51
51
23
23
31

i

PM
PM
PM
PM
FM
FM
PM
PM
PM
PM

3
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3)

A multi-report is generated as shown below:

Campaign:

25 Jan 19 15:
24 Jan 19 18:
24 Jan 19 18:47
24 Jan 19 18:44

140
124
125

Sent 9 (100.00 %)
Accepted 19 (100.00 %)
All Open 10 (111.11 %)
Unigque Open (3 (33.33 %)
All Click 0
Unique Click [0
Conversion |0
Spam 0
unsubscribed|0
Bounce 0
Hard Bounce |0
Soft Bounce |0
Sent failed 0
Start Time 1/24/2019 3:02:19 AM
Finish Time 1/24/2019 7:04:06 PM
Sent Per Hour |1

250.00% 5

200.00%

150,00%

Data of &1l Dpen and Uique Open

Data Based On Unique Recipients &
L
=
2
0 1 2 3 + 5 6
Day
3
5]
2
1 2 3 H 5 H
Oy
Dt o A Clck and Lnigus Click
. A Click:
= rigue Click
— 4l Click Rsle

18 18:37:01

2 34 Jan
18184340

3 24 Jan
16184724

4 28 Jar
19184495

000

= Lrizue Click Rlate
1818:37:01

224 Jan
18184940

3 24 Jan
16184724

4 28 Jan
18184495

o o000 g awn

— 25.Jan 19537
24 Jan 18734940
— 24Jan 1974728

— a0 T3 TB44ZS

— 25.Jan 19537
24 Jan 18734940
— 24Jan 1374728

— 24 Jan T3 TB4425
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Get Report on Open by Hour/Day Report for One Campaign

1)

Click the “subject” of campaign you would like to review in home page.

Spread

Contacts Event{Beta)

My Account

My Account Centre : My ac

F Create Email /fSMS | Progress | User Rights | Bounce Report | Conversion Tracking | SMS Replies

l

Filter Emails @

Pause

Name
25 Jan
25 Jan
® 25 Jan
25 Jan
25 Jan
24 Jan
® 24 Jan
® 24 Jan
® 24 Jan
24 Jan
24 Jan

Resume

19
19
19
19
19
19
19
19
19
19
19

Delete Rename Publish

49
225
101
:58

111
40
P4
25
41
157

Subject
{untitled)
{untitled)
{untitled)
{untitled)
{untitled)
BAG

men clothes
SNACKS
mid autumn day sa
bag 1.24

Multi Report

P ]

Status
Draft
Draft
Draft
Draft
Draft
Sent
Sent
Sent
Sent
Sent
Draft

Folder Report

Modified Date

1/25/2019 7:
1/25/2019 6:

1/25/2019 3
1/25/2019 3
1/25/2019 3

1/24/2019 6:
1/24/2019 6:
1/24/2019 6:
1/24/2019 6:
1/24/2019 6:

1/24/2019 5

16:
07:
1 38:
ZEE
122:
54:
51:
48:
145 PM
39:
122:

46

Move to Folder

52 PM
09 PM
54 PM
51 PM
51 PM
23 PM
23 PM
31 PM

07 PM
34 PM

Sent All Opens*

LT [ ¥ (WS Ry [ [ W [ S R TR T o Y o Y

0
0
0
0
0

10 (333.33%)

2 (66.67%)
6 (200%)
2 (66.67%)
3 (100%)
0
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2) A campaign report is generated as shown. Scroll down and view statistic of “open/click by day”.

Report By
Summary Contact List  Domain  Device
Sent 3 (100.00 %)
Accepted 3 (100.00 %)
All Open 10 (333.33 %)
Unique Open 3 (100.00 %) _
Open/Click Day Of Week
All Click 0
10
Unique Click 0 il
Sent 3 # [
i 10000 % o /\
Conversion 0 )
. /
Spam 0 [
Accept=d 3 /
i 10000 % £ i
Unsubscribed 0 ] /
!
Bounce 0 : /
W /
Hard Bounce 0 i 3 1 : Fi ; ,‘3 g
Soft Bounce 0 P Clicked0 r 2 2 5, £, i,
a"*a -.p%, %v"l‘% q"%, i %ﬂﬁ, o,
Sent failed 0 ”
Start Time 1/24/2019 6:55:43 PM
Finish Time 1/24/2019 7:06:11 PM
Sent Per Hour 17
Open/Click By Day(Only 30 days data showed)
@ FiERE
=0 P24 o PR
13 4 g1 9 3 p 3 2 3 2 1 g 0o
0 00 0 o0 0 0 0 1 0o 0 0 1 0 0 0

<0, <0, <0y = <, < <5, <o, <o, % <0, <o, <B, <L <, <0, <,k <o, <5, <0 =
o7 01@ ”1& Da;niz KR @&f’% e, %“a:z KR @fffz 0y By iy ﬂz;v; RO "ze %ﬁ’ze Vs

3 " > 05205 50505 05 03705 %0 a&ﬂaﬂ&
&”9190 ;1\;1?151.5049’9? ?z?e@e?v?sés#?&?s%&z”z O 0y O U5

@ 4 Goen
@ all chek
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Report on Reasons of Bounce; Export Bounce Contact List

1)  Click the “Bounce” no. of the campaign you would like to review in home page.

EXpIry Date: MNc
mname Publish Multi Report Folder Report Moveto F ¥ Email Remainin
Current Usage

Modified Al Al - Spam
Status Date Sent Opens* Clicks™ Conversions Bouncess# Repo |

1/7/2019 1380 | 758 B 2 = o ) 151___ i _; -

6:47:08 PM (61.68%) (5.86% (10.249%) K0.16%

2) A campaign report is generated.

3)  Scroll down and click on no. in “Bounce” row.

4)  Abounce report will be generated. Choose the type of file you would like to export and click

“Export”.

Spread  emails/SMS Contacts Event(Beta) My Account My Account Centre :

et

5)  Alink for report download will be sent to your log in email.
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Create subscription box & signup form

Create Newsletter Subscription Box

1)  Click “Contacts”

2)  Click “Get web form code”.

3)  Click “Click here to get Code” under “1. Newsletter subscription box”.

My Account Centre 3

List Folder
You can build your own permission email list. Spread provides several contacts list builders te help you grow

ewsletter subscription box
d this HTML code to your website to turn website visitors to customers.

Click here to Get Code

Prewview

2. Custom Signup Form
Invite visitor to sign up.

Click here to Get Code

Edit My forms/Get code

4)  Choose a contact list that your new subscribers will add in on the left.

5)  Choose the mode of subscription box on the left.

6)  Copy the text in the box on the right and paste it to your own page.

account v K

Spread Emai

/SMS Contacts Event(Beta) My Accoun My Account Centre

+ Add or import+ Get web form code* Export- Do not mail list | List Folder

Form Option Preview

Choose Contact List ) o
Email subscription

Title email@example.com

Email subscription

o / ‘ Subscribe
® Embedded s | marketing by Spread

Pop up

Hanging

@Include archive link

@powered by
Copy/paste onto your site

To use this code, copy all text in the box below and paste to your own
webpage.

<1-ReasonableSpread com Subscription Form Begin—> -
<div id ="SpreadfrmSample” =
<table cellpadding="15" cellspacing="0" border="0" style=" width: 338px; background-color #F3F5F5; " >
<tr><td style="order-radius: 6px 6px 6px Bpx; border: 1px #F3FSFS solid; border-collapse: collapse;™
<table width " cellpadding="0" cellspacing="0" border="0" =<tr><id align="center">

ight-bold; color#333333; “>Email

<span style="font-family-tahoma, arial, helvetica, sans-serif, font-size:19px; fo
subscription</span==/td=<ftr=

<tr>-<1d height="15"></td></ir=<tr><td align="center" height="33"><span style =" background-color “white; display - inline-
lblackcborder: 1px solid #B6B6BE; widih :98% heigh -

<input id="txtSpre: type="text ple com” onfocus="spreadClearMsg(y p
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Pop up mode:

Preview

Email subscription

| Email@example.com

| Subscribe

Previous Newsletters Email marketing by Spread

Embeded mode:

Email subscription

email@example.com

Subscribe
Previous Newsletters Email marketing by Spread
Hanging mode:
Preview Preview

Email subscription

|email@example_com |

‘ Subscribe ‘

Previous Newsletters
Email marketing by Spread



Create Subscription Form

1)  Click “Contacts” in header and then “Get web form code”.

2)  Click “Edit My forms/Get code”.

Spread | Emails/5MS Contacts Event{Beta) My Account My Account Cq

Export- Do not mail list | List Folder
You can build your own permission email list. Spread provides several contacts list builders to help you

+ Add or import+ Get web form code™

1. Newsletter subscription box
Add this HTML code to your website to turn website visitors to customers.

Click here to Get Code

[ R ——
Jein
Add e plbsrreaaTardscihe

Preview

2. Custom SignUp Form
Invite visitor to sign up.

Click here to Get Code

Pl pare
Lask nasms:
o it

Edit My forms,/Get code

Preview

3)  Click “Custom Sign-up Form”.

Spread Emails/SMS Contacts Event(Beta) My Account My Accoul

+ Add or import | + Get web form code | * Export | - Do not mail list

Custom forms management:

Add new custom form:l:uslom Sign-up Form I Empty Custom Sign-up Form

Name

Get Code SpreadClub Edit Delete Duplicate

4)  Fill in the information page by page.

i Decide which contact list will the subscriber add in.

ii. Decide what website will auto redirect to when the sign-up finishes.

iii. Click “Next”.
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pread

Create Custom Form:

Basic information

Sign up instructions Form name:

Emails/SMS Contacts Ev

Basic information

t(Beta) My Account

[9/11/2018 2:40:47 PM

Auto replied letters |Add contact to group: I

— Please select a contact group — v |

Auto redirect:

Language:
Double Opt-in:

Auto Fill Information:

Save Al | | Save & Back | | Back |

read

Edit Custom Form:

[ save Al | [ save &Back | [ Back |

Basic information Sign up box

Sign up instructions Sign up instruction:

Auto replied letters  Sign up form

Emails/SMS Contacts Event(Beta) My Account

[Sign up by filling the require information

— Please select a contact group —
DemoTraining (5)

Tranmgl)emo (5 )

My account

~/Auto Redirect

¥ Auto fill detail if email exist in your account.

iv. Edit the sign-up form instruction.

My Account Cen

My account i Go

liNexl j

Title:

Sign up instruction:

Css Class ~ | Heading 2 ™| Default Font

Spread Club Sign-Up Form

v Size ¥

=oA-Y-

JV 4 aB9 ™
= 5 O [EE N

|
VFILPORE @
SEY Y =]

Thank you for the interest in joining Spread Club.

In order for us to be able to inform you about the latest updates and news, please fill in the information below.

EIHTML

QPreview

(Max 10000 chars)

V. Add and edit the fields for participants to fill in.

Required field(s):
First Name: ]
Middle Name: (=]
Last Name:
Job Title:
Company/organization: [

Phone: 4
More>>
Address:

City: @
State/Province: (]
Country: @
Postal Code: (]
Fax: @
Web address(URL): (=]
Salutation/title: @
Gender:
Date 1: @

Date 2:

Custom

Custom field 1:

®

Custom field 2: 2

Custom field 3: @

Display

Display

Required New Label

ItType
New Label )
MLRE Text| Check | list
Nickname @ & @i
i
Sfrwc?sdma(you are T ®@c
|intereste A
Age |

Words:30 Characters:163

Values
(separate with ;)

|EDM: SMS Marketing: Email
Rental
[18 or betow;18-30;31-
|s0:50/a
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<> Tick the box in the column “Display” to choose the fields shown in signup page

<> Tick the box in the column “Required” to set required fields that participants must fill in to

finish signup
<> The column “New Label” let you to rename the fields

< In Custom field rows, choose the answer type in the column Type. T = text; C = check (can

choose more than one option); L = list (can choose only one option)

< Inthe column Values, type in the options and separate with “;”

vi. Edit successful sign up message.

vii. Click “Next”.

Successful sign-up message:

Css Class * Heading 1 ~ Default Font v Size v YLt B9 RVSFILXPORNE 0
Bz us==0A-¥- SesyEery | DRas@pE@ED

You have successfully signed up.

= Previous | Next
viii. Edit the thank you letter and confirmation letter for successfully signed up participants.
ix. In Notification email row, type in the email address that would receive email notification

once a person signed up successfully.

41



Edit Custom Form:

Save & Back | [ Back

Basic information
Sign up instructions Thank you letter subject: :'Tnank you for your sign-up to Spread Club!

Auto replied letters

Auto replied letters  Thank you letter content:

| (Max 255 chars)
CisCass = Pagraph ~ Ochaukfort  ~ see~ | FF 4 @9 BFHdAP20BEe
BIUBEEBOA-Y- FEFRS=4OErr  Daasfinoao
[Dear Valued visitor,

Thank you for your sign-up!
Welcome to [Name], We are happy to have you as a member of our community. Your email address has been recorded.

In the future, you will receive emails about our events.

We will not sell, rent, or give your email address to anyone. If you would like to unsubscribe in the future, click the
"UNSUBSCRIBE..." hyperlink at the most Top/b of any email.

If you have any enquiry, please feel free to contact us,

Yours sincerely,

---—J—— B

stron| Words:86 Characters:S16
an o
(Max 10000 chars)

email:

i |(Max 1000 chars)

Tips:Who should receive email notification once a person signed up to this contact list? Enter the email address here,
separate multiple email addresses by °;°, For example,Spread1@mail.com;Spread2@mail.com

< | Previous || Finisn |

5)

Click “Finish”.

42



%k %k %k

If you still have any questions in using Spread, please feel free to contact our Account
Manager, Ms Tracy Cheung via 3590 4869 / tcheung@reasonable.hk for assistance.
Thanks.
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