<- CLUBESSENTIAL

Creating Group Mail with Ease
Webinar

October 1, 2020



Ask a Question at Any Time!

Questions will be addressed periodically throughout the Webinar and at the
end as time permits.

Please note: This Webinar is being recorded. The recording will be sent to all participants within

48 hours of the Webinar, along with a Participant Guide.
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Why Group Mail is Vital to Your Club
End of Life for Clubessential Legacy Email Editor
How to Begin Composing an Email
Exploring the Template Manager
Creating an Email From Scratch Using the Email Editor Drag-and-Drop Content Interface
Previewing & Saving Your Emails
Accessing Your Draft Emails
Creating an Email From a Template
Additional Email Features
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Questions & Answers



{= Why is Group Mail Vital to Your Club?

Engage and Connect through Communication

e Engage both current and potential members
e Market to targeted audiences

e Streamline your business processes

e Meet your members where they are

e Provide instantaneous communication

e Drive more traffic to your Club site

e Improve sales and increase brand awareness
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{= Out with the old... In with the New

Given that our new Email Editor
offers robust functionality and is
best in class for designing
mobile-responsive emails, our new
Email Editor will soon become our
only Email Editor.
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Client Resource Center
c- Com posing an Email CONTENTMGMT ~ COMMUNICATION USER/PROFILES

Articles Beacon Manager Directory / Roster

Document Upload Dynamic Groups
RM
Inbox Drafts Filed koo Base ERM Groups

Edit Disclaimer Text

e From the Admin bar, select
COmpOSe Email Recipients

Members <Click to Add Members>
Staff <Click to Add Staff>

. . List Recipients <Click to Add List Recipients>
® E nte r a S u b.J eCt fo r yo u r e m a I I Static Groups <Click to Add Groups>
Dynamic Groups <Click to Add Dynamic Groups>

Mailing Lists <Click to Add Mailing Lists>

PY ° ° Events <Click to Add Events>
Select Click to Edit to open =

th e Te m p I ate M ana g er Body HTML PlainText '\ Text Message
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{= Template Manager

e A repository for all your email

templates Get Started

Branded Theme s Saved AutoSaves

e Allows you to Save and
Categorize your templates

e Includes four separate template

categories:

o Branded Branded - 1 Column Auto Relese - Welcome 10 the Cl - Saved Template Test
o Themes

o Saved

o AutoSaves
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{= Branded Templates

e Alibrary of Club branded custom
templates created by Get Started
Clubessential just for your Club

e Clicking on a Branded Template . - -

will launch the Email Editor where Pl AUl et Rl
you can begin composing your
email using the Branded
Template as a starting point

e Branded Templates have been
branded out to match your Club’s
site design and logo
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{= Themes Templates

e A library of Themed Templates that

Clubessential provides to all Clubs Get Started
e Various theme categories include: _F. ; .
o Birthdays
-- Select All -- v Search Themed Templates
o Events
o Holidays
o Newsletters
o Webinars
o Welcome Emails

o AutoSaves

e C(Clicking on a Themes Templates will
launch the Email Editor where you can Birthday 1 Newsletter 2 Newsletter 3

begin composing your email using the
Themes Template as a starting point

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



{= saved Templates

® A library of all your Club’s

Get Started roats Now
created and saved templates

-- Select All -- v Search Saved Templates

e Modify or rebrand a Branded or
Themes Template and save it
here for future use

e Create and maintain categories
for your Saved Templates

Happy Birthday Course Updates Event Notification - Member

e Delete Saved Templates that
are no longer needed
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{= AutoSaves

Get Started
e Alog containing snapshots of your

Work Branded Themes Saved| AutoSaves

e Snapshots are automatically taken
every minute you are in the Email Editor 09/01/2020 3:17 PM
constructing your email

e AutoSaves display the message “There 09/01/2020 3:16 PM
are no AutoSave Logs currently
available” when you are constructing a
new email

e The AutoSaves log purges every 24
hours

09/01/2020 3:15 PM

09/01/2020 3:14 PM

e Serves as a short term safeguard giving
you the ability to return to previous
versions of your work if needed
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{= Create New

e Start here when creating your

emails from scratch; when you Get Started

want to compose an email s Yo W R
without using a template as a
starting point

-- Select All -- v Search Saved Templates

Happy Birthday Course Updates Event Notification - Member

e Clicking Create New will
launch the Email Editor where
you can begin composing
your email
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{= Settings

e Content Area Width - This is the

width of the email itself.
Generally emails are between
500-600px

e Background Color - This is the
color behind the content area.

e Content Area Background Color
- The default color behind your

content.

e Default Font - All text added will

default to the font selected
here.

e Link Color - Hyperlinks will be
the color chosen.
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B8 CoNTENT = rows & semnes
No content here. Drag new from ‘Content’ panel.
t here. Drag new from No content here. Drag new from
ontent’ panel. ‘Content' panel.
No content here. Drag new from ‘Content’ panel.
oo =
oo CONTENT = ROws E SETTINGS
No content here. Drag new from "Content’ panel.
ROW PROPERTIES (i v
here. Drag new from No content here. Drag new from -
hntent’ panel. ; 'Content' panel. Row background color transparent

No content here. Drag new from "Content’ panel.

Content background color

Do not stack on mobile

Row background image

COLUMN PROPERTIES

Column1 | Column 2

. #f06a42

{= Rows

e Drag and drop rows to build your email
structure.
e While a row is selected, use trashcan
to delete
® Properties - On right hand side
o  Colors override the main settings.
Can be changed individually for
each row
o Do not stack on mobile -
Recommended to leave off. Will
make email NOT mobile responsive
o Row background image - ability to
have image as background (does
not work on outlook
e Columns - Use the Column 1& 2 to
alter settings for columns individually
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I m a es No content here. Drag new from | No content he| @ ] l E N
"Content’ panel. i ‘Conté ] — — —

No content here. Drag new from ‘Content’ panetm |

No content here. Drag new from ‘Content’ panel.
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e Drag and drop image block and
place in desired row
e File Manager contains images used
from previous emails
o Upload - add images directly
from computer
o Import - add images from various
services such as Google Drive
and Dropbox

VIDEO ICONS MENU

o Search free photos - search Fi,emanage1-,_=-| °
repository of free stock images - o ®

o use
e Use the search bar to search for

photos - ?Ej‘;%ﬂs}hﬁ::g”“ f}ze:z:?“a:zssanu L] E%i;:ézir::::-sssw
e Use Trashcan to delete any o s = 3] - | & o s IEZH

82512020 8132020 /112020
pexels-photo-20674 5fe1dd4a4852b10ff. pexels-photo-184111
4113KB | jpeg 3293 K8 | jpeg 822.9K8 | jpeg

o6 =] SN o & IR o & HEE

.....

82512020

unwanted images
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c- Image Settings g GRAND KEY CLUB

| i Epgd 8 | conventeroperTEs g v
No content here. Drag new from ‘ No content here. Drag new 1o
: 'Content’ panel. H ‘Content’ panel. 1
! H | Auto width [ o)
. . 1.lllllllllll.l.ll.lllllll.llllllllllllllll'lll.lllllllllllllllllll.lllllll.lllllllllllllllll“: 20% 100%
. - { 1 65%
| No content here. Drag new from ‘Content’ panel. |
{ 1 Full width on mobile

expands image to full content
area. Can be turned off.
e Align - can align image to left,
center, or right s
o Apply effects & more - many
image effects such as e
cropping, rounding corners, el
and resizing
e URL-addaURLto makean | |7
image a hyperlink (options to D
link to club documents and XY

events
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No content here. Drag new from ‘Content’ panel
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Line height
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{= Text

e Drag and drop - Click into text
block to add content and
utilize the text settings

e Text Options - Font, Size,
Color, Alignment, bullet
points, and more

e Content Properties - ability to
set line height and padding.

e Link color - can override email
settings for specific content
blocks

e More - ability to use Event
Links and Snippets
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§ Axis Extended Editor - Google Chrome

# demo.grandkeyclub.com/A_Master/NET/AxisEditor/Beeplugin_editor.aspx?CHT=1&EvtType=8&lsNotificationSnippets=False&IsCrmSnippets=False&IsTemplateSelector.

Choose Event Link

Interest Areas

| Golf Leagues

©9/3/2020 Ladies 9 Hole League

Add Event Link

§ Axis Extended Editor - Google Chrome =0 E X

# demo.grandkeyclub.com/A_Master/NET/AxisEditor/Beeplugin_ed

Choose Snippet

Site Info -
U site Name

O site URL

Date Formats

Current Date in format "Tuesday, September 01, 2020"

) Current Date in format "9/1/2020"

Time Formats
urrent Date in format "September 1"
Member Info urrent Date in format "September 1, 2020"

urrent Date in format "Sep 1"
Home Mailing Address
(U Current Month {September)

C
C
C
c
O Current Date in format "Sep 1, 2020°
Ci
O Previous Month (August)
N

Away Mailing Address

U Next Month {October)

Custom Fields (U Current Month with Year (September 2020)
(U Previous Month with Year (August 2020)

_J Next Month with Year (October 2020)

Interface Links
O Last Day of Current Month (30)

(U Last Day of Previous Month (31)

P e A N e gy S S RS

{= Text (Advanced)

e Hyperlink - ability to link to any
webpage or even email link

e FEventlinks - Under More
dropdown. Lets you easily add
a hyperlink to one of your
calendar events. Check event
bubble next to desired event
and select “Add Event Link”

® Snippets - Pull information from
directory, website information,
statements, event events.
Under More dropdown. Select
bubble next to desired snippet.
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§ Axis Extended Editor - Google Chrome = [} X

8 demo.grandkeyclub.com/A_Master/NET/AxisEditor/Beeplugin_editor.aspx?CHT=18&EvtType=2&lsNotificationSnippets=False&lsCrmSnippets=False&lsTemplateSelector...

c- B utto n s Actions v/ © Show structure Help SAVE

‘ B0 content | B rows  [] semiNGS
5 GRAND KEY CLUB

. ‘ s S N ‘( l_q & o l\ = CONTENT PROPERTIES o v
e Drag and drop button in place ! Setaitel - 1ox ~ B J UX xS L & ' o
e Click into button to change text Buton -11 | “

and format text | |
e URL/Link - type in URL or select o conet heDrog o o Conet e,

link to club document or calendar l | surton oFTons

event q o

. Button Options: | § e Gt s Background color .:BAAEEO
o Change background and text T AT
color of buttons. 1;
. . Register Now $W B
o Set height as well as alignment =
. Border radius - This Sets the No content here. Drag new from ‘Content’ panel. Line height —
roundness of the corners. The

higher the number, the more
round the button. Content padding More options o

Top Right

: . ) i 3 D

Bottom Left
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{= Dividers

e Drag and Drop

e Break up your email into
easily recognizable sections

e Adjust the color to fit email.
Can be made transparent to
create a space in the email.

e Increase/Decrease
thickness

e Solid, Dotted, Dashed
options.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.

g GRAND KEY CLUB

Happy Hour!

Register Now
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g GRAND KEY CLUB

Happy Hour!

Register Now
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CONTENT PROPERTIES @

Select icon collection

Configure icon collection

Facebook  More options

Url | https/Avww.facebook com/

= Twitter More options

Ur | https:/twitter.com/

Il

Instagram  More options

SOCAL FOLLOW

cCoO@Pw 2B

t-«QVVYVSHIO
£4%

0 Close panel

Delete

Delete

v

{= Social/lcons

e Social icons allow you to link
your various social pages all at
once.

e Simply add the URL of your
Facebook, Instagram, Twitter
pages.

e Any number of Icons can be
deleted.

e The icon sets and themes can
be changed to best match your
email.

e Many more social icons are
preloaded such as Google+ and
Youtube.
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@ Show structure

5 GRAND KEY

Happy Hour!

Register Now

- ‘.";BA WITH BABISH
P AR
JESSENTIALS

o

00060

oo
B8 content
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= rows
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CONTENT PROPERTIES

o W

Videourl | https://www.youtube.com/watch?v=iZUfPI

Add a YouTube or Vimeo URL to automatically generate a
preview image. The image will link to the provided URL.

Play icon type

Round Solid v 1

Play icon color

Light v ’

Play icon size

80px v
BLOCK OPTIONS
Padding More options

All sides

o

DESKTOP

MOBILE

v

{= Videos

e FEasily add links to Youtube and
Vimeo videos

e Copy and paste URL into field

e \Video image is automatically
added. The size is adjusted to the
corresponding content area.

e The lcon can be adjusted to
different styles, sizes, and colors.

e Videos can only be played
directly in emails if the recipient is
using iMail. Other email services
are unable to play videos directly
within the the email.
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c- H TM L CONTENT PROPERTIES & v

S
210]0 0 V- " "
1 <div class="our-class"> I'm a new HTML block. </div>

Register Now

e Specifically for advanced
users.

e Can use for specific

sections or even the entire WAF ST Xt ey

.
e I I I a I | ° . Using your own code may affect how the message is rendered. Make
;i A sure to use correct and responsive HTML
-
BLOCK OPTIONS
Hide on DESKTOP MOBILE
fIv10]in
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g GRAND KEY CLUB

##SHOWSDATE1##

Golf / Dining / Tennis

HAPPY HOUR!

Join us Thursday at 6pm for half
priced drinks, socializing, and fun!

Click here to register

BASICS WITH BABISH

»BAR
IESSENTIALS

123 Grand Key Ave., Ginger Island, BVI

Help SAVE
oo =
B8 content = rows & sermnes
CONTENT PROPERTIES g 9

= Dining
Text | Dining
Link type

url
Link file

Title

Target

= Tennis
Text | Tennis
Link type

url
Link file

Title

Target

Font family

Font size

Open web page Vv

Current page

Open web page v

Current page

o Add new item

Global font

Delete

v

Delete

v

{= Menu

e Used to create table of
contents or series of clickable
links

e Often used in larger
newsletters and articles.
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G Previewing Emails rtors ~ @ showstwcans e

Preview mode L1 DESKTOP 0 mosie ®

e Preview how messages will
IOOk on both deSktOp and § GRAND KEY CLUB

#SHOWSDATE 1##

mobile devices before sending
, HAPPY HOUR!
e Toggle from Desktop view to JJok e Ty ot o bt

Mobile view
e The Email Editor is
mobile-responsive
automatically stacking content
making it easy to read on

mobile devices

| BACK TO TEMPLATE MANAGER |
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g GRAND KEY CLUB

##SHOWSDATE1##

HAPPY HOUR!

Join us Thursday at 6pm for half
priced drinks, socializing, and fun!

Click here to register 4

BASICS WITH BABISH

»BAR

'BACK TO TEMPLATE MANAGER |
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DIVIDER
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BUTTON

HTML

{= saving Emails

e C(licking the Save button in the
Email Editor will take you out
of the Email Editor and back to
the Compose Email screen
where your work will be saved
in the Body of the email.

e Clicking Save will *not* save
your work as a Template; it will
only save your work as a Draft
email.
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{= saving As A Template
Cancel

e Select Save As Template
under the Actions dropdown in
the Email Editor

e Enter the Template Name for § cranb kev cLus
your template ##SHOWSDATE 1##

Template Name

Category

Category Title

HAPPY HOUR!

Join us Thursday at 6pm for half priced

e Select the Category for your

drinks, socializing, and fun!

remplate (cammomm)
e C(lick Save Changes SV,

e Your new template can now be
found under the Saved area of
the Template Manager
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§ cranD kev cLUS (2 {= Accessing Drafts

e Emails being composed but not yet sent can
be found in Drafts
e Drafts comprises of two sections: User Drafts

INbbox

Inbox Compose Drafts Filed Sent Scheduled Groups Dynamic Groups and AUtO Created Drafts
e Emails without a Subject Line will be saved
Edit Disclaimer Text

User Drafts as “NO SUbJeCt”
Message Subject Create Time Last Update B th th C t T d L t U d t T
Lobster Bake 9/2/2020 11:58:24 AM 9/2/2020 11:58:58 AM o o € reate Ime an as p ate Ime
October Newsletter 9/2/2020 11:57:16 AM 9/2/2020 11:58:02 AM of your drafts is displayed
Club Happy Hour 9/1/2020 4:26:58 PM 9/2/2020 9:18:30 AM . .
Club News and Events 8/25/2020 11:23:52 AM 8/28/2020 6:02:56 PM L NO Ilmlt to the num ber Of drafts that can be
Tacos & Tequila 8/4/2020 8:42:28 AM 9/1/2020 5:43:39 PM Saved under User Drafts
Auto Created Drafts
You have no saved drats e Max number of Auto Created Drafts saved is

25

e Drafts can be stored indefinitely until they
are Removed or Sent

By e Once sent, it is removed from Drafts and can

© 123 Grand Key Ave., Ginger Island, BVI L, Phone: (555) 123-5555 B4 Contact Us i§# Employment be fo un d i n Se nt

© 2020 Grand Key Club Demo 2020. Site by Clubessential
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{= Revisting AutoSaves

e Alog containing snapshots of your work taken Get Started
every minute you are in the Email Editor

constructing your email

Branded Themes Saved| AutoSaves

e Can be used to revert back to a previous version
of your work

e AutoSaves log purges every 24 hours; serves
only as a short term safeguard for unexpected
interruptions

09/01/2020 3:17 PM

09/01/2020 3:16 PM

e Opening an AutoSaves log will immediately
launch the Email Editor with the contents of the

log
e Saving an AutoSaves log within the Email Editor

will replace the content of your email with the
AutoSaves log content

09/01/2020 3:15 PM

09/01/2020 3:14 PM

® Returning Back to Template Manager without
saving the log in the Email Editor will retain the
contents of your existing email and will not
replace it with the AutoSaves log content
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Get Started

Branded | Themes | Saved AutoSaves

-- Select All -- v

rch Themed

Birthday 1

Newsletter 2

Newsletter 3

{= Creating an Email Using a Template

e From the Admin bar, select
Compose Email

e Enter a Subject for your email

e Select Click to Edit - New to
open the Template Manager

e Select a template from
Branded, Themes, or Saved

e Click on the selected template
to launch into the Email Editor
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{= Other Email Features

Ability to compose HTML, Plain Text or Text messages

Ability to directly edit the HTML (HyperText Markup Language) via Edit As Text
Always select “Send message to external email address only” (default option)
Ability to deliver to Primary, Secondary or Both email addresses when sending
Ability to Track This Message which will provide more detailed reporting of the
message within Mail Reporting (Open Rate, Click Through Tracking, etc.)
Ability to be notified when the sending of your message is complete

Ability to Send A Test of your message before final distribution

Ability to Send Message Now or Schedule For Later for 1x distribution or
recurring distribution respectively

Ability to Make Changes to your message and/or scheduled delivery time up
until the time of distribution

Ability to Cancel your message up until the scheduled delivery time
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Clubessential Client Resource Center

Check out information on the Client Education Resource
Center to get started using the Email Editor Today!

Client Education Resource Center
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