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Part III - Campaign Management 

 Campaign Creation 

 Basic Campaign Setting 

 Campaign Content Setting 

− Choose Design Options 

 Designer Templates 

 Code Your Own 

 Import Template 

 Convert Text From HTML 

 

 

Part IV - Target & Send 

 Send Mockup 

 Send by Import Excel file 

 Send by Manually Input  

 Send by Send List 

 Send by Schedule 
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− Add users By Manually Input 

− Add users By Importing Excel file 

 Manage Send List 
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− Create Signup Form 
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• How to import send list to UFOSend? 

• How to handle with problematic record? 

• How to create online form? 

• How to create welcome email? 

• How to segment users? 

• Where will hard bounce or 

unsubscription go? 

• How to create eDM campaign? 

• How to import eDM template? 

• How to send out eDM? 

• Can I send eDM to unsubscribers? 

• How to upload images? 
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Part I - Introduction 



This user manual includes 6 parts guiding 

you through the eDM platform: Basic 

Configuration, List Management, Campaign 

Management, Target & Send, Reports and 

Functions. 

 

According to Unsolicited Electronic 

Messages Ordinance [UEMO], recipients’ 

permission is required before sending out 

promotional message. Opt-out 

(unsubscribe) channel must be provided in 

every eDM. 

 

Please refer to email to retrieve login 

information. 
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Part I - Introduction 

Back to content 

Note: Support IE10 or above, Firefox and 

Google Chrome   



Setup Basic 
Configurations 

Create Send List 

Generate Signup 
Form  

Segmentation 

Create 
Campaign 

Target & Send 

Campaign / 
Monthly Reports 

 Account 

 Sender 

 Mockup Group  

 By input 

 By importing    

    Excel file 

 Designer Templates 

 Code Your Own 

 Import Template 

 Choose  Design   

     Options 

 By Input Email 

 By Import 

 By Send List  Delivery Report 

 Recipient Action Report 

 Social Action Report 
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 Data Collection 

 Data Management 

Operation Flow 

 Send right content  

     to right person 

Back to content 
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Mockup 

• Send to internal users 
for review 

• Not counted in report  & 
usage 

• Recommended to send 
mockup before sending 
eDM to users 

Send List 

• Basic categorization of 
stored users 

• A user can belong to 
multiple send lists / not 
in any send list (user 
would be put in 
“Unassigned Users” list) 

 

• 3 subscription statuses 

Campaign 

• Details of a newsletter 

• Batch is per release of a 
campaign  

• One campaign can be 
sent multiple times and 
contain different 
batches 

• Each batch has own 
statistical report 

1 2 3 

Subscribed 

• Users have 
declared they are 
willing to receive 
eDM 

Unsubscribed 

• Users have 
declared they are 
not willing to 
receive eDM 

Not Subscribed 

• Users have not 
declared they are 
willing to receive 
eDM or not 

Back to content 
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eDM Configurations - Sender Setup 

Back to content 
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eDM Configurations - Sender Setup 

Click the link in the 

verification email to 

verify your sender 

email 



 Navigate to eDM Configurations page 

 Use the button “Add New Sender” to add 

new sender 

 Enter sender name and email 

 Verify the email: a verification email will be 

sent to the sender email, you will need to 

verify in the sender email  

      will be shown here if verify successfully  

      Edit sender information  

      Delete sender 

      vCard will be generated automatically 

base on the sender information entered 

      Tick this checkbox to receive notifications 

after the campaign is released 

  Add more notification recipient here 
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eDM Configurations - Sender Setup 
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Back to content 



Mockup is the eDM send to internal user for 

review. It will not be counted in report and 

monthly usage. It is recommended to send 

mockup before sending eDM to users. 

 

 Navigate to the Mockup Groups page  

 Click “Create Mockup Group” to start 

creating mockup group list 

 Name the Mockup Group 

 Enter the email of mockup user 

 Add more mockup users 

 Submit the mockup group list 

 To edit or delete mockup group  

 Tick this checkbox to delete the mockup 

user 

 Add one more mockup user 

 Submit the changes 
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 Navigate to the Account page 

 Click “Edit Account Information” to edit 

account information  

 (Refer to Page 13: Edit Account Information) 

 View account information in different 

languages by clicking the language you 

would like to view 

 Upload your company profile picture: Click 

“Browse” to select picture from your 

computer and click “Upload” 

 ** Company profile picture will be shown on 

some pages, i.e., unsubscribe page 

 Click the figure to view details of sending 

report 

 Click “Balance Details” to view the 

remaining balance report 
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Back to content 



 Edit company information in 

corresponding columns 

 ** System would append your company name 

and address to each of the eDM sent by default 

 Notifications will be sent to this contact 

person, i.e. eDM delivered notification, 

reminder of service expiry and quota alert 

 Submit the account setting 
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Edit Account Information 

Back to content 
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Part II - List Management 
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A send list is basic 

categorization of stored 

users. A user can belong to 

multiple send lists, or not in 

any send list. In this case, 

user who is not in any send 

list would be put in 

“Unassigned Users” list.  Navigate to Send Lists page 

Click “Create Send List” to generate send list 

Add / Update Users in specific send list 

View list of unassigned users who are not put in any lists 

A user may have one of the 3 subscription status in database: 

3 
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Part II - List Management 

Subscribed 

• Users have declared 

they are willing to 

receive eDM 

Unsubscribed 

• Users have declared 

they are not willing to 

receive eDM 

Not Subscribed 

• Users have not 

declared they are 

willing to receive 

eDM or not 

Commercial eDM 

cannot be sent to 

these users  

Back to content 
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 After clicking “Create Send List”, name 

the list and describe the send list for 

internal use 

 Submit the send list 

 Add users by clicking the button “Add / 

Update Users” 

 - Add users By Manually Input (Page 17) 

 - Add users By Importing Excel file  

 (Page 18) 

 Return to Send Lists page 
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Create Send List 

Back to content 
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 Choose “Add individual users” 

 Input users general information 

 Update users’ subscription status 

 ** If no subscription status is updated, the 

users will be regarded as not subscribed (not 

declare willing or not to receive eDM or SMS) 

 Select the language that subscriber 

prefer to read 

 This checkbox must be checked to 

declare that you understand users’ 

permission is required before sending 

promotional eDM to users 

 Submit users information 
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Add users By Manually Input 

Back to content 
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 Choose “Add and Update users by importing .xls file” 

 Sample of xls / xlsx can be downloaded here 

 Drag the file here or select the file from your computer 

 Choose “Merge” to update your current send list 

 Choose “Do not overwrite” to keep current send list constant, and only update new data 

 Choose “Add also to this list” to keep data being stored in other send lists 

 Choose “Please remove from other lists” to add new data in one send list only and remove data 

from other send lists 

 This checkbox must be checked to declare that you understand recipients’ permission is required 

before sending promotional eDM to customers 
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Add users By Importing Excel file 

Back to content 
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** If you have custom fields not included in 

sample Excel file, please refer to page 20 to 

add fields 

For most of the cases, default setting is recommended 
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Back to content 

Preparing Excel 

Either email or mobile must be filled in 

Country code is necessary if filling in mobile 

If no relevant data, that column can be deleted 

i.e. if no company name, delete that column 

reg_lang: this column is for updating which language subscribers prefer to read 

en > English; tc > Traditional Chinese; sc > Simplified Chinese 

* If leave this column empty, eDM will be sent in the language you choose when creating campaign  

(Refer to page 43) 

edm: this column is for updating users’ subscription status 

 1 means that users have explicitly stated they have subscribed 

 0 means that users have explicitly stated they have unsubscribed 

 Empty means that users have not explicitly stated their subscription status or no email is provided, 

you  may empty the email field if you leave the edm column empty 

 SU means to keep existing subscription status constant, and subscribe new email users 

* Recommend to use “SU” or simply delete whole column “edm” when importing users 

** To re-subscribe email users (when you have to manually re-subscribe email users who have  

unsubscribed themselves), put “1” in “edm” column 
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Managing Data Fields 
If you have custom fields, please add fields before importing data 

Choose the fields type here, selection box is recommended for 

segmenting purpose 

Standard fields: Email, country 

code, mobile, first name, last 

name, gender, birthday, 

company name, company tel, 

company fax, company email, 

company website 



Put in the field name, which is read by system 

* Cannot be revised once submitted 

** Only support English characters 

Put in the field label, which is for internal use 

* Can be revised later 

For radio button, multiple option of checkbox, and 

selection box, put in the field options here 

* Also put in the value in excel respectively 

i.e. If the preference of that email user is shopping, 

then put in “1” in excel 
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Managing Data Fields 

Back to content 



Add users By Importing Excel file 

Map the system fields with your Excel fields here 

If no need to import part of data, choose “Nothing 

(skip)” , system will not update that data 



• Successfully Added 

>> Users are newly added to send list 

• Merged 

>> Users are added to in this send list before 

>> Data which is different with previous record will be updated 

• Problematic Record 

>> Email or mobile is missing 

>> Email format incorrect 

>> Email is bounced or unsubscribed before 
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Data Import Logic 

Back to content 
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You will see this sentence when the 

email list is successfully updated. 

You will see this sentence 

when the email list fails to be 

updated. Please export the 

problematic record by clicking 

“Export Result” and correct 

the email format. Keep 

correcting the email list until 

you successfully update the 

list to the system.  

Back to content 

** You do not need to handle 

duplicate record as the 

system will proceed the 

record automatically. The 

system will take the first one 

in record. The record will 

also be updated if they are 

added in another send list 

before. 
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 Navigate to send lists page 

 Mouse over the send list name and edit send list’s detail 

 Delete send list 

 ** Uses will be put to “Unassigned User” if the send list is deleted. If you would like to delete the users in the 

send list as well, you have to delete users from database first. Please refer to page 26 for how to delete users 

from database 

 You can view the users in the send list by clicking “View Users” (Please refer to page 26 for details) 

 Statistic of updating data is available 

 Search users by keyword / subscription status and send list 
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Manage Send List 

Back to content 
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Online Form Management 

Segmentation Management 

5 

6 



 Select users 

 Tick the box and click the arrow to select all 

users on current page or on all pages 

 Manage users by applying various actions  

 Data of custom field will be missing if move to 

other send lists 

 Managing data fields, refer to page 27 

 Export users’ data in Excel file 

 Select the fields you need and the excel type 

 Subscription status will be shown here 

 Users have subscribed 

 Users have unsubscribed 

 Users do not explicitly state subscribed or 

unsubscribed 

 Manage users 

 Click        to view users’ details 

 Click        to edit users’ profiles 

 Click        to remove users from list 

 Click        to delete users from database 
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Manage Send List 
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Back to content 
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Here you can re-subscribe users who have unsubscribed before 
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Manage Data Fields   

Back to content 

To add fields, refer to page 20  

Managing fields.. 

Choose the fields to be displayed in send list 

Edit the field details Delete the field 



 Navigate to the Send Lists page 

 Click “Create Form” next to the 

selected list 

 ** Form can only be generated after send 

list is created 
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After creating send list, it is recommended to generate signup form for that send list via 

UFOSend. Data collected from the signup form will be stored in the send list automatically. 

(Upgraded function) Create Registration / Subscription Form 

Back to content 

2 



 Standard fields will be included in the 

form by default 

 Create new field by dragging to the right 

 (Refer to page 30 for details) 

 Customs fields are the saved custom 

fields which can be used on other signup 

forms (Refer to page 32 for details) 

 You can add custom fields in the form by 

dragging the fields from left to the right 

side; you can also arrange the fields 

order by dragging the fields 

        Make the field mandatory 

        Edit the field 

        Remove the field from signup form 

 Images or text can be added by selecting 

the elements 
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Create Signup Form (Upgraded function)  

2 

2 

Back to content 

3 

4 

4 

 3 

Choose to manage different 

languages of the form here 

5 

5 
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Create Signup Form – Add Custom Fields (Upgraded function)  

Back to content 

** Field Type & multiple options cannot be edited once the  

    changes are submitted 

Only supports letters, digits 

and underscores 
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Fields Description 

Text Box Users can fill in sentence in 

the box   

Text Area Users can fill in comments in 

this area 

Number Users can fill in number in 

this box 

Selection 

Box 
Users can select option(s) 

from the dropdown menu 

Radio 

Button 

Users can select one option 

in the question 

Checkbox Users can tick the 

checkbox(es) to choose the 

answers 
** Support multiple options 

Date Click and select the date 

from the calendar 

1 
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Create Signup Form – Custom Fields (Upgraded function)  

Back to content 

** When importing “Date” field by Excel, 
choose “General Format” for cell format 
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Create Signup Form – Add Custom Fields (Upgraded function)  

Back to content 

Click “Copy a field from other forms” to add custom fields created on other signup forms 

Drag the field needed to right hand side 
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Create Signup Form – Customized Header (Upgraded function)  

Back to content 

Click either one to edit the form header 

Form banner with 600px width is supported 

Allow visitors to register for more than one 

time 

Activate the registration notification 

Enable the CAPTCHA at the bottom of the 

form 

 

Activate welcome email  

 

1 
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1 

3 

3 

** Welcome email with double opt-in is 

recommended to collect valid customers data. 

It helps to build up hygienic send list which in turn 

increases inbox deliverability 

The welcome email is enabled 

The welcome email is disabled 

4 

4 

5 

5 

6 

6 
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Welcome Email (Upgraded function)  

Back to content 

Choose the welcome 

email type 

Manage different 

languages of the 

welcome email 

If you wish to change 

the language of the 

welcome email, 

language of signup 

form should also be 

changed 
Edit basic email 

information here 
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Welcome Email (Upgraded function)  

Back to content 

After editing the welcome email content (Refer to page 43), enable / disable the 

welcome email here 



Segmentation is recommended to target the right audience. It group the users 

according to their common features. You can send the right content to the right 

person by targeting users. 

       Navigate to the send lists page 

       Click “Segments” on the right 
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(Upgraded function)  Segmentation 

2 

Back to content 



37 

Create segment by clicking “Create 

Segment” 

Name the segment 

Start to build up criteria 

Select the field from the signup form 

Select the criteria of segment 

Delete the condition of segment 

Save the segment 

Click “Manage” under the selected 

segment 

View the users in selected segment 

group 

Delete the segment 
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(Upgraded function) Segmentation 

Back to content 

2 

5 
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Navigate to the unsend lists page  

Click “Add Unsend User” to add unsend users manually 

Export the unsend list in Excel file 

Search users by keywords or unsubscribed reason 

Edit or delete users from unsend list 

(Refer to page 39) 

1 
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Unsend List 

Back to content 

Unsend list holds all 

unsubscribed and bounced 

emails. Users who 

unsubscribed will be put in 

unsend list automatically. 

System would not send 

any eDM to them. 

  



 

Delete or resubscribe users from unsend 

list, the users’ subscription status will be 

updated automatically 39 

2 
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Unsend List 

Back to content 

        To Add unsend user : 

        Input email 

        Select campaign which users  

        unsubscribed 

        ** Campaign ID can be retrieved on  

           “Campaigns” page 

   Fill in remark in the text box 

 

Only “Remark” can be edited 
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Part III - Campaign Management 



Navigate to campaign page  

Select campaign categories 

The campaign will be in “Draft” status if eDM is 

not sent yet. You can edit the eDM during 

drafting. 

The campaign will be in “Released” status if 

eDM is sent already. You cannot edit it anymore. 

The figure next to released is the number of 

times the campaign sent. 

Click “Show Breakdown” to view the breakdown 

of campaign report, i.e. batch sent and individual 

batch report 
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Edit the campaign 

Delete the campaign 

View the eDM 

Duplicate the campaign if you need to edit 

the released eDM. You can edit the eDM in 

new campaign 

View the summary statistic report of 

campaign 

Resend the campaign 

Part III - Campaign Management 

Back to content 
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A campaign is details of a newsletter. It can be sent multiple times, each of 

which is called a batch. In other words, batch is per release of a campaign. One 

campaign may contain different batches. Individual statistical report will be 

generated for each batch. 

  

 Navigate to the eDM Campaigns page 

 Start to create campaign by using the button “Create Campaign” 
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Campaign Creation 

Back to content 
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Name the campaign for internal use 

Fill in the email subject which will be 

viewed by recipients 

** Mail merge function is available, refer to 

page 72, Mail Merge 

Select the sender shown to recipients 

Add sender by clicking        

(Refer to page 10, Sender Setup) 

Tick the checkbox to use another email 

as reply email, which can receive reply 

from recipients, if this checkbox is not 

ticked, reply from recipients will be sent 

to the sender email by default 

Fill in another user email & name to 

receive reply 

Preview text will be shown next to email 

subject in recipient’s mail box 

** The first readable sentence of the eDM will 

be shown next to the email subject if no 

preview text is entered 
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Basic Campaign Setting 

6 

6 

7 Email subject Preheader 

7 

Back to content 

Manage different languages of the eDM by selecting 

the language here, make sure to edit the eDM subject 

line in different versions 

7 
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Use pre-designed 

templates 

Compose new 

template using our 

graphical editor 

Import your own 

designed template 

Campaign Content Setting - Choose Design Options 

Back to content 



You can zoom in the pre-designed template by clicking the magnifier and selecting the 

suitable templates. Responsive & Non-responsive templates are available. 

** Responsive designs will fit both desktop computer and mobile phone. Email 

experience will be greatly enhanced by adopting responsive designs. 
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Designer Templates 

Back to content 



You can edit the eDM using the graphical 

editor (Refer to page 74, Graphical Editor) 

** Note: Please follow the layout of the 

template, or the responsive design may be 

affected 

Support Mail Merge function  

(Refer to page 72, Mail Merge) 

Manage different languages of the eDM 
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Designer Templates 

Back to content 
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You can code the eDM using HTML 

Support mail merge function  

(Refer to page 72, Mail Merge) 

Preview the edited eDM 
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Code Your Own 

Back to content 



Put all images required inside “images” 

folder 

** Make sure the path of images in the HTML 

file is correct  i.e. “images/banner.jpg” 

“images” will be the image folder name and 

“banner” is the image name 

Name the HTML file as “index.html” and 

zip it with images folder together 

Drag the template here  

** Only support zip / rar file 
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Import Template 

Back to content 
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The HTML will be converted into plain text 

automatically. This action is to provide 

plain text for some recipients who cannot 

read HTML format. This action increase 

inbox delivery rate and lower the chance 

of going to SPAM folder. 
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Convert Text From HTML 

Back to content 
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Part IV - Target & Send 



You can still edit the campaign 

setting & eDM content in this step 

Click “Edit Campaign Info” to edit 

the campaign setting 

Click “Edit Content” to edit the 

eDM content 

It is recommended to send 

mockup for internal review before 

sending eDM to customers. The 

mockup will not be counted in 

report and monthly usage.  
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Part IV - Target & Send 

By Input By Send List 
By Import 

Excel file 

3 Sending Methods for releasing campaign: 

3 

3 

Back to content 



By input: Choose “Send Mockup by 

Input Email”, enter the email in the text 

box below, and click “Send Mockup” 

 

By Mockup Group list: Choose 

“Send by Mockup Group”, select the 

group below, and click “Send Mockup” 

 

** If choose to send by mockup group 

list, you have to create the list first 

(Refer to page 11, Mockup Groups 

Configurations) 
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Send Mockup 

Back to content 

Choose the language here 
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Send by Importing Excel file 

Choose “Send by .xls” 

Send Mockup and review the eDM  

Download the sample Excel file 

Drag or select the file from computer and upload 

Choose the language you would like to send out 

Validate the file 

Back to content 

6 

5 
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(Refer to page 54) 

(Refer to page 54) 



54 

Back to content 

Send by Importing Excel file 

***  If multi-lingual function is activated, prefer_lang is necessary field to be imported  *** 

 

 prefer_lang: this column is for updating which language subscribers prefer to read 

 en > English; tc > Traditional Chinese; sc > Simplified Chinese 

 

• If leave this column empty, eDM will be sent in the language you choose when sending 

out eDM 
 

i.e. If you choose “EN”, all subscribers will receive English version of the eDM 

      If you choose "Smart detect user's preferred languages", subscribers will  

      receive the eDM in the languages you updated in Excel file 



After validation, you will see the message: 

     Emails are validated to send 

     Emails are not validated to send 

     Correct the data according to the reasons provided 

This figure is the effective email which will be sent. All duplicate email will be filtered and excluded  

Send out eDM immediately 

Send out eDM by schedule 
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Send by Importing Excel file 

Back to content 



Select “Send by Input Email” 

Send Mockup and review the eDM 

Fill in the email 

If multi languages are activated, choose 

the language you would like to send 

Validate the email 

      Emails are valid to send 

      Emails are not valid to send 

This figure is the effective email which 

will be sent, all duplicate email will be 

filtered and excluded  

Send out eDM immediately 

Send out eDM by schedule  
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Send by Manually Input 
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Back to content 
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9 

Refer to page 54 



Send Mockup and review the eDM Choose “Send List”   

2 

3 

4 

1 

Send by Send List 

Back to content 

Choose which send list / segment 

group to be sent 

** Click “Show Segments” on the right 

to display the segment groups 

Choose the language you would like to send out 

- i.e. If choose “EN”, all subscribers will receive English 

version of the eDM 

- i.e. If choose "Smart detect user’s preferred languages", 

subscribers will receive the eDM in the languages you 

updated in send list 

57 
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Send by Send List 

Back to content 

2 3 

1 This figure is the effective email 

which will be sent, all duplicate email 

will be filtered and excluded  

Send out eDM 

immediately 

Send out eDM by schedule  



***  This function is available for every sending method  *** 

Check the box to exclude the users you have sent eDM in this campaign before 

* This option is available after first release of campaign 

** If this campaign is duplicated from other campaigns, users who have been sent 

previously in other campaigns will be excluded also 

Check the box to send the eDM to unsubscribed & not subscribed users as well 

*** Only non-commercial eDM can be sent to these users without permission 

i.e. Event notification 
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Exclude users / Send to unsubscribers 
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Back to content 
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Targeting recipients’ activities  

Back to content 

Once got recipients’ response, you will be 
able to target recipients who have / have 
not read / click previous eDM 



- Remarketing recipients who have read and clicked another eDM 

- Reengage recipients who haven’t engaged with your eDM 
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Targeting recipients’ activities  

Back to content 



To send the eDM by schedule: 

Click the date box and select the date from the calendar 

Select the send time 

Click “Schedule Send” 
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Send by Schedule 

3 

Back to content 



  

63 

Part V - Reports - Campaign Reports 



Navigate to the campaign reports page 

View summary report of all batches sent 

View individual batch report 
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View campaign 

Print out the report 

View custom report by selecting 

fields & data 

** Only fields of selection box can be 

viewed in custom report 

Select to view individual or 

summary report  

View the delivery report 

View the detail report of eDM in 

corresponding status by clicking the 

figure next to the status 

Report can be exported in Excel file, 

select the file format and click 

export 

Search email user 
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If sending by multiple send lists or segments, you can read the details 

by send lists or segments here 
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Delivery Report 
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** Soft Bounce records the email addresses which are temporarily 

unavailable while Hard Bounce records the email addresses which are 

no longer available 



View the recipient action report 

Point on the graph and view the action 

statistic at specific point of time 

View the detail report of recipient 

action by clicking the figure 

** Statistic of recipients who do not 

download to view the pictures will not be 

included 

Report can be exported in Excel file, 

select the file format and click export 

Search email user 
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View social action report  

Point on the graph and view the recipient 

social action statistic at specific point of 

time 

View the social action of other people 

(not campaign’s recipients) 

 

** Social Action Report records the 

interaction statistic via UFOSend social 

media buttons 

That is, interaction driven by social 

media links generated by social medias 

themselves cannot be recorded here 
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Navigate to Monthly Reports page 

Print out report 

Select year & month 

Select report type 
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You can check users’ activities in User Reports 

Click to view the profile of particular user 

Click to view the activity history of particular user 

i.e. Open / click history 
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Navigate to User Reports 

 

Search particular user here 
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Part VI – Functions - Mail Merge 



 Mail merge function helps to personalize 

eDM which can increase engagement rate. 

This function can be used in campaign 

creation 

 When using mail merge function, users’ 

data must be provided in particular field, so 

that users’ data will be merged to the 

content automatically. For example, if 

$firstname$ is used to merge the first name 

of recipients with eDM, the first name of 

recipients must be provided when inputting 

users’ data.  

 To test merge function, mockup can be 

used to test profile field merge, real blast is 

required for testing send list custom field 

 To merge with send list custom field, send 

by only one send list 

        (Refer to page 16, Create Send List & page 51,  

       Target & Send for data import) 
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If no data available for merging 
$system_detect_name$, you may 
set the default merge value under 
“eDM Configurations” 

 

For example, 

- If no value for first name, or 
last name, you can set “Valued 
Customer” here 

- Then “Values Customer” will 
be shown when you use 
$system_detect_name$ 
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Further support please email to support@ufosend.com 
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