Okitomba

KMail

HTML is here! Kitomba Series 5 now gives you the ability to create HTML emails send to your clients.
To get to KMail - go to the Kitomba Website www.kitomba.com on the top left hand side go to click
on the KMail login link

Kitomba | Email |

Okitomba

A login screen will appear and ask you to put in your username and password.

Username

Password

IDginI
If you do not know your KMail login details please contact the Helpdesk on 0800 161 101.

Once you have logged on you will now come to your KMail home page where you will be able to
manage your HTML marketing from.

Home Templates Account ADMIN Logout

Settings

Getting Started

Listed below are the reports for the most recent campaigns you have sent, We have also
suggested some other things you can do with Campaign Monitor at the bottom of the page.
You may want to create a new campaign, create a new template or edit an existing template

or campaign,
WOUld yOU lee tO Campaign Mame Date Emails Sent Tatal Wiews
v Kitormba Benchmark 2009-02-09 04:40 pm 41 120
— @ Create a New Template Kitamba Series 5 2009-01-16 06:55 pm 10 53
R Kitomba Series 5 2009-01-16 05:20 pm 2 1A
=~ View/Edit Your templates kitomba Series 5.0 2009-02-20 05:15 pm 576 300
Copyright 2009
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You will be able to
e Create new templates
e View existing templates
e Get help and tutorials
Create new Templates
To create a new template, click on the Templates link.

.
.kmall Home Templates  Account ~ ADMIN  Logout

Settings

Click on Create a new template

Creglea newtemplatel

Remove the enter email body text and gWand subject headin

Template Mame |New opening hours 4
Zmail Subject |Salon Body new opening hours 4~
EdtMode | B 1 U ¢ |&' Fortfaniy = Fortsize =+ | ) | |i= = | & L 4
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To add a picture, click on the insert/edit image tab. The Insert/edit image box will appear. You can
access images from the computer you are working on by clicking on the Browse tab belo

| Insertfedit image

Insert’edit image |

Image UURL

Irmage description I |

Alianrmant
Cimensions I:l b3 I:l
Border I:I

wertical space I:I

Horizontal space I:I

The Image Manager tool will open. Too import pictures into KMail click on the Upload tah.

| Moxiecode Image Manager .3 |
Filter —_— Selected Folder
| myimases Upload g8 Refresh
« Prew | [1] | Mext = ey mode: I Thurnbnails - I, I 50 - I imagespage

Categoriesh

D my images
D stock images

9 Favorites
‘.:) History

Folders

D stock

stock §

The Upload box will appear. Click on Browse, locate the image to upload, click on Open then click on
Upload 7

Upload
Uze the form to upload files.

id extemzions: aif, jpa. prag
Méax upload size: 10 ME
Pakh: frivy irmages

uplozc: I'L'LGDLLUM"."-.-"DIume_' Browese... |

Az file name: ILight blue 2: grey (srmall on blue)

File

Upload ] | Cancel |
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The upload successful message will appear if the image uploaded. Be aware the maximum upload
file size is 10MB. K

Uph~ad

C::I Upload
Uze the form to upload files.

Valid extenzions: gif, jpa, png
Max upload size: 10 ME
Path: froy images

File to upload: I Browse... |

| &= file name: |

I Upload ] | Cancel |

Light blue # grey (zmall on blue)

Upload successtull.

Close the Upload box. The image you uploaded will now appear in the Image Manager box~

Moxiecode Image Manager

Filter ———  Selected Folder o
|:| [y images Upload @Refresh

— — - -

«Prev | [1] | Mext» ode: | Thumbnals =, 50 =] inagesihage

Categoriesh

U My IMages
U stock images

u’ Favarites
u Hiztary

Folders

U stock

stock 4| Light blue & grea &

Click on the image you uploaded. The Insert/edit image box will appear. You can edit the dimensions

box to change the size of the image.
In=sert/edit imsge

Insert/edit irmage |

Irmage URL [Ftp i/ wef. kito rmba, cornd krmail? ] [EE]
Irmage description | / |
Atignrmant

Dirmensions 300 |«

Border 1

Vertical space ]

Horizontal space ||
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Click on insert and the image will appear in your KMail template.
Template Mame |New apening hours

Email Subject |Saln:|n Body new opening hours

Edit Mode - | B I U £ |ﬁ* Fonk Family = pont size @ |"','.' ™ | j

kitomba

=l N

SALON AND SPA SOFTWARE

Path:

Sawe | oend Test ToYourself] Delete this message

Add the text you’d like to send. Please be aware you can copy and paste from Word. You need to use
the Advanced Edit mode to copy and paste from Word.

Click on Sayerand the image will appear in the Email Preview box below the email template.

save | Send Test ToYourself| Delete this message

Email Preview

This is a preview of your email template, While all email programs are different, this is approzimately what they will see,

J File Edt ‘iew Tools Message Help

& & w | . X

Reply  Reply Al Forward Print Delete

i
AP

fAddresses

Q@ O

Previous Mexzt

kitomba

SALON AND SPA SOFTWARE
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All saved templates will show in the Templates tab. To open an existing template, click on the edit
tab.

Home Templates Account ADMIMN Logout
Settings

Templste Name

Mew opening hours Salon Body new opening hours 2003-02-23 14:.02:43 unsent D _Tg @

Create anewtemplatel

Linking templates to your Kitomba
Although KMail will change the way your email messages look, the way in which you send them has
not changed and the 4 basic Automessage rules still exist -

e When you want the message

e What message you want to send

e Decide who you want the message to go to

e Decide how you want the message to go out
Once you have decided on these you just need to go through the Automessage process as you
normally would.
Go to the Admin Tab click on Message Templates. All KMail message templates will show with a blue
K as below, It can take several minutes for KMail templates to appear.

- Ez Lsiness Awards 2008

- IK Check KCust automessage

Go to the Admin tab, click on AutoMessages. Click on create.
0= toMessage

AutoMessage Mame: IKMaiI automessags| I

Wwhen

Drate: 18 Feh-09 B ddrmrminey Manually entered date =1

Tirme:  [1.00 pm thh:rarn AP R
Who

Sendto:  [all sctive Custormers [=] wwhe Accept [Framo =]
List: |Evenn:me El Gender: |AII Genders El
SPAR lsgislation anly allows Auvtobdessages gensratad off 2 manually sntared dats to be santto the good folkwho have agresd to raceive promeo messages
Tick sccapts Promas on their clisnt file it they agres to receiving messages
Wwhat

Message Template Check KICust automessage El

Howe
Deliver AutoMessage Email Text
o the customer via

Post
the first valid | = Add Can
address from the all me
following list: | Remove -= Pref Contact

Wlowe Lp M mlowve dowvwn ]

Set up your AutoMessage As normal. The name of the KMail Message Template will appear in the
Message Template field.
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Change your KMail account settings

Click on Account Settings to modify your KMail password and email address to send preview emails.

Home Templates Account ADMIN Logout

Settings

| @kitomba.com

If you edit any details rememmwmit to update and save any changes.

KMail Admin Tab
The KMail Admin Tab shows all current and historic campaign stats.

Home Templates Account ADMIN Logout

Settings

Campaign Stats

C i first last
ampaign sent date irs as
name opened | opened

uniquelunique
pcs |opened

forward | open | total | total

Business Name R
rate rate |views| sent
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