
Email Communication with 
contacts 

Contacts Management 

Email Newsletter Creation and 
Sending 
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Contacts Management 

Capture of Contacts 
Autoresponders to Forms 

Email Templates 
Create Email Newsletters 

Test Email Newsletter 
Send Email Newsletters 
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Adding Contacts into Your 
Database 

Before you can email out to your database you 
need to load contacts into your database 
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Adding Contacts 

There are four ways to enter contacts  

1. Manually one by one through the CMS using the “add a new 
contact” form. 

2. Manually from your web sites contact page / joining page / 
competition page or other page accessible by you or your 
staff on your web site 

3. Your clients join your database themselves from your web 
site 

4. Importing on mass from a CSV or TAB delimited file 
provided you have placed the correct header names on the 
top of the CSV or TAB file. 
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To Add a Contact or Email Address 
Manually 

• Login to the Content Management 
System. 

• Click on  
Contacts >> Add a New Contact 
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To Add a Contact or Email Address 
Manually 

• A page loads with a blank form. At the 
top of which is a category and 
subcategory in which to allocate your 
contact into. 

• Create a new category for the contact 
simply by typing it in the space provided 
e.g. “Staff” or “Customers” OR select 
from the drop down menu for already 
existing categories. 

• Write a subcategory or again select it 
from the drop down.  I usually use “All” 
but if you have a sub categorisation 
strategy then use this.  For example 
“Wholesale” or “Retail” 

 

First select or assign your contact 

to a category or subcategory. 
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To Add a Contact or Email Address 
Manually 

• The only fields you need to 
fill in usually are 1. 
Firstname, 2. E-mail address 
and 3. password. 
(highlighted) 

• Additional fields can be 
entered and appear under 
the various tabs. 

• Once entered click on the 
Update Contact button. 

• Your contact is now 
entered, repeat this process 
for all manually entered 
contacts. 
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To Add a Contact From Your Web Site Manually or Where your 
Clients Add Themselves. 

A contact is automatically added to your contact database whenever a form on  your web site is 
completed. For example a contact form, enquiry form or competition form.  

 
This means that you can choose to enter contacts into your database through these forms as 

well.  The process is to Go to your web site 
• Go to either the contact page or the join now page or competition page or other 

appropriate form page on your web site 
• Enter your client’s details into the form 

 
Note: Your web site forms have a customisable automatic responder email that is sent out to 
the persons email address entered into the form.  Make sure you check this for 
appropriateness and you can edit it via the console. (Click Here to Find Out How) 
 
Note: You may wish for GTP to create a hidden form (hidden from customers) that you and 
you staff can enter client details into which sends out a specific message to autoresponder 
series to your customers. For example, a thankyou email sent out to customers who have 
purchased from you in store or have entered an in store competition. See “Building your 
website database from shop sales”  
 

• Submit the form. 
 

http://www.gtp-icommerce.com/viewStory/Building+Your+Web+Site+Database+from+Shop+Sales
http://www.gtp-icommerce.com/viewStory/Building+Your+Web+Site+Database+from+Shop+Sales
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Importing Contacts 

How to import contacts into the 
contacts list 
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Importing Your Contacts From A CSV or TAB file 

• You can import a list of contacts into your web site’s contact database by following the 
procedures outlined in the following slides. 
 

• You must first prepare a list of contacts in a spreadsheet like excel and save in CSV format. 
 

• Your contacts can often be extracted using an export routine from your email program (e.g. 
outlook) or your accounting package or other software.    
 

• You will almost always need to manually clean up your data in excel and remove 
inappropriate contacts and fix mistakes before importing into GTP Contact. 
 

• If you need instructions on how to export contacts from your various applications (outlook, 
MYOB) you can Google the topic, call your software support or call our offices. 
 

• Once exported the columns need to have a header above each column.  Below are 
instructions for preparing your file for a successful import. 
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Importing New Contacts – File Format 

• The importing of contacts is controlled by using heading fields at the top 
of each column in excel. 

• Heading fields as shown below in yellow need to be an exact match. E.g. 
if you change “first name” to be  “First Name” the import won’t work. 

• The file needs to be saved as a .csv or .tab file format when saving from 
excel. 
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Importing New Contacts 

• You can import just the email address by having the 
heading email or email address in the 1st column 

• The file needs to saved as a .csv format or .tab 
format. 
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Recommended Contact Import Fields 

• email 
• title 
• first name 
• last name 
• password 
• category 

 
You can import contacts using several fields. The fields shown above are generally recommended.  These fields sit as header 

names above each column in an Excel spreadsheet as illustrated below. 
Remember to save the file in .csv format or tab format. 
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Additional Contact Import Fields 

• Other columns in addition to “email address” which are optional to 
include in your import file are shown below and on the next slide. 
 
– insertdate, formatted YYYY-MM-DD 
– category, defaults to Imports 
– subcategory, defaults to yyyy-mm-dd date format 
– order by, a number 
– username, usually the same as the email address, but can be a set of 

alphanumeric characters (used for logging in) 
– password, a set of alphanumeric characters 
– customer number, a set of alphanumeric characters 
– expiry date, formatted YYYY-MM-DD 
– unsubscribe, values are: ‘yes’ or ‘no', (But why bother importing this field if 

they are to be unsubscribed)   
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Importing File Formatting –  
All Additional Fields 

• title or salutation, i.e., Mr, 
Mrs, Ms, Miss, Dr, Prof. 

• Firstname 
• middle initials 
• Lastname 
• dob, formatted YYYY-MM-

DD 
• sex, values are: 'M' or 'F' 

Insertdate 
• Category 
• Subcategory 
• Order by 
• Username 
• Password 
• Customer Number 
• Expiry Date 
• unsubscribe 

 

• old cat 
• old subcat 
• Notes 
• Log 
• change control 

 
delivery title 

• delivery firstname 
• delivery lastname 
• delivery phone 
• delivery street 1 
• delivery street 2 
• delivery org 
• delivery suburb 
• delivery country 
• delivery state 
• delivery postcode 
• delivery info 

Below are the list of field headings that can also be imported. Each field heading used will 

sit at the top of the excel spreadsheet. Headings are case sensitive. Saved as a CSV 

•street 

•street2 

•Suburb 

•state 

•postcode 

•country 

•org 

•orgdesc 

•account number 

•account name 

•abn 

•url 

•position 

• Email 

• alternate email 

• Phone1 

• Phone2 

• Fax 

• Mobile 

 

• misc2 

• Misc3 

• lastcontact,  
formatted  YYYY-MM-

DD 
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Importing Contacts After Formatting Your Data 
As Above 

Once you have correctly formatted your data as shown in the 
previous slides AND saved as a TAB file format or a CSV file format 
then you can move to the next step of importing your contacts. 
 

• Click Contacts> Export/Import(Tab Delimited) >> Standard Import 
• Click on the Click Here to import contacts 
• Select either Tabs or Commas and Browse for your Tab or CSV file. 
• Click Upload File … and wait 
• Click Confirm Upload and wait 
• A Results screen should appear informing you of the number of lines 

imported. 
 
Check the success of your Import… 

• Click on GTP Contact>>Contacts>>List Contacts 
• Browse down categories to check contacts imported and all details 

imported successfully.  
 
 
If you have problems with importing then email the file to support@gtp.com.au and explain what you have done and ask GTP to rectify.  

You will be invoiced a time charge for this however at this will help you save you substantial time and get the job done properly.  

Watch a Video 

Demo 

mailto:support@gtp.com.au
http://www.webdesign4perth.com.au/videos/Contacts-Importing1.htm
http://www.webdesign4perth.com.au/videos/Contacts-Importing1.htm
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Managing Contacts That Are In 
The Database 

Contact Management Overview 
Listing Contacts 

Contact Manipulation Options 
How to Search 

Advanced Search 
Bounced Contacts 

How to Remove Duplicates 
Selecting a Competition Winner 

Delete Contacts 
Create an On Screen Contacts Report 
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Contact Management Overview 

• Contacts are allocated to categories and subcategories 

• Contacts can belong in more than one category at the same 
time 

• Contacts can be moved from one category to another 

• Contacts can be copied from one category to another 

• Contacts can be deleted from categories 

• Contacts can be unsubscribed and resubscribed to email 
newsletters 

• Contacts can be deleted from the database 
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Listing Contacts 

• Click Contacts -> List Contacts 
• Click on the category of Contacts to list 
• Click on the subcategory of contacts to list 
• Use the “Sort by “ drop down to sort contacts by a variety of 

fields including insert date which is the date we have 
recorded as when the contact was first inserted into the 
database. 
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Contact Manipulation Options 

At the bottom of each list of 
contacts are options to  

• copy or move contacts into 
different categories. 

• Delete the contact from this 
category 

• Delete from the contact 
database 

• Unsubscribe the contact 
• Resubscribe the contact 
• Delete from all categories 

and insert into unsubscribe 
category. 

Watch this video for a more in depth 

description of these functions and 

when to use them. 

http://www.webdesign4perth.com.au/videos/Contacts-Manipulation.htm
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How to Search for a Contact 

Click on GTP Contact>>Contacts >>Search 
for Contacts 

• Type in a name or email or part of a 
name and click search 

• Results will appear 
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Advanced Search For Contacts 

• Click Contacts>>Search for Contacts (Advanced) 

• This section allows you to set a range of filter 
parameter to create a subset of contacts 

• Once you have this list you can copy them into 
their own category which you can then email 
(This is very powerful) 

• At a later stage you can delete the temporary 
category from by listing all contacts in this 
category and selecting “Delete from this 
category” 
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Bounced Contacts 

• This section is to display 
contacts whose email 
addresses bounced. 

• This section is currently 
incomplete 
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How to Remove Duplicates 

Duplicates are when the same email address is in your 
database two or more times.  This occurs when items are 
imported from an excel file.   

 
Your GTP web site will generally not allow duplicate entries to 

be entered from your web site as we check for the 
existence of a contact before entering into the database.   

 
Importing a file does not have this in place currently. 
 
The Process 
• Click on GTP Contact >> Contacts >> Remove Duplicates 
• Click on the remove duplicates link in the text 
• Duplicate contacts will be listed 
• Click on each duplicate to remove it. 
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Selecting a Competition Winner Using 
Random Contact 

This facility randomly selects a 
contact from a category and 
subcategory level 

 

The Process 

• Click on GTP Contact >> Contacts 
>> Random Select 

• Select the Category and 
Subcategory from the drop down 
menu 

• Your winner will appear.  

• Write down your winner and 
contact  them to organise their 
prize 
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Delete Contacts 

• Contacts can be deleted a number of 
ways 

• Find the contact via searching or listing, 
select it and select the delete from 
database option (see earlier) 

• The Delete Contacts section in the 
Contacts drop down menu is where a 
comma separated list of contacts to be 
deleted can be entered for bulk 
deleting. 
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Create an On Screen Contacts Report 

This is used for creating a printable list of contacts details 
such as business name, person, email and phone number. 
 

• Click on GTP Contact >> Contacts >> Create On Screen 
Contacts Report 

• Select Category of Contacts and Subcategory Contacts are 
in 

• Tick and un-tick field you wish to see or not see. 
• Select a sorting method 
• Click Create Report 

 
Note: the category fields and subcategory fields in this report are not linked so you may 

need to view a list of categories and subcategories so you can remember which 
one to select.  If you use the report a bit then email support@gtp.com.au to 
improve it.  It is a rarely used feature. 
 

mailto:support@gtp.com.au
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End of Manage Contacts Section 
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Form Autoresponders 

What are they? 
Where are the located? 

How do I edit them? 
How do I test them? 
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What Are Form Autoresponders? 

• An autoresponder is an automatic email response 
to a web form being filled in. 

• An autoresponder contains an email message 
from your business. 

• You need to check all of your form auto-
responders for appropriateness and update them 
if they are not saying what you want them to say. 
To do this, fill in every form on your website and 
check the email response you receive. 
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Where are my Form Autoresponders 
Located? 

• To list your form 
autoresponders click on 
– Emails & SMS 

– List/EditEmails/Autoresponders 

 

• To Edit Form Auto Responses 

 

– Enquiry is sent when your contact 
form is filled out 

– Competition is sent when your 
competition form is filled out 

– New Member is sent if a new 
member signs up. 

Image shows a list of emails and 

Autoresponders in the CMS.  Form 

Responses has the main bulk of auto 

responders. 
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How do I Edit My Autoresponders? 

• Click on the autoresponder name to 
bring up all autoresponders in a 
series. Usually there is only 1. 
 

• Click on the Edit Link to Bring up the 
editor 
 

• Click on Email Text or Email HTML to 
edit the autoresponder. 
 

• If you wish to make your 
autoresponder a formatted HTML 
response, remember that the editing 
functions are the same as in the web 
page section. 
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How Do I Test My Autoresponders? 

• To test your auto responders fill our every 
form on your web site and check your email 
for your auto response reply. 

• If you don’t get a reply then contact GTP.  We 
will be able to identify what the 
autoresponder name should be for a 
particular form and add this into your list of 
autoresponders. 
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That Concludes the Form Autoresponders 
Training 

 
Tasks to complete… 

1. Fill in all of your contact forms as if you were a customer. 

2. Retrieve your email to view your autoresponders 

3. Make a change to your form autoresponders via the CMS 
and repeat from 1. 



Email Marketing to Your 
Database 

By GTP iCommerce 

1300 856 533 

support@gtp.com.au 



Types of Emails You Can Send 

1. Text Only Emails 
 

HTML Emails are of 3 main types. 

1. HTML - Large Image Email from your designer 

2. HTML - Basic HTML Emails built from scratch 

3. HTML – Templated Layouts - Create Your 
Email From An Existing Template. 



Text Only Email 

This section explains how to create a 
text only email. 



Text Only Emails 

• Please watch this video for how to create a 
text only email 

• See 
http://www.webdesign4perth.com.au/videos/
Emails-TextEmails.htm  

 

http://www.webdesign4perth.com.au/videos/Emails-TextEmails.htm
http://www.webdesign4perth.com.au/videos/Emails-TextEmails.htm
http://www.webdesign4perth.com.au/videos/Emails-TextEmails.htm
http://www.webdesign4perth.com.au/videos/Emails-TextEmails.htm


HTML Emails – Large Image 
Emails 

This section explains how to create 
an email using a single large graphic. 



HTML Image Emails – Using a Large 
Image 

1. Have your graphic 
designer produce a 
graphic which you upload 
a place into the email. 

2. The simplest version is 
when it is just one 
graphic. 

3. The width of the graphic 
should be around 700 
pixels or similar in most 
instances. 



HTML Email – Single Image Email 

The example shown right is a single image provided by  
the clients graphic designer to the client. 

 

This image should be produced to be 700 pixels wide 
and its height will vary depending on the length of the 
message.  The example shown is quite long. 

 

This image is saved as a .jpg file 

 

It is then uploaded and inserted into the an email 

 

The benefit of this type of email is that it is generally 
fast to set up as the graphic designer is doing all the 
work to get it right first. 

 

VIDEO on How to Setup. – Click Below Link to View 
Video. 

http://www.webdesign4perth.com.au/videos/HTMLE
mails-SingleImage.htm  

 

 

http://www.webdesign4perth.com.au/videos/HTMLEmails-SingleImage.htm
http://www.webdesign4perth.com.au/videos/HTMLEmails-SingleImage.htm
http://www.webdesign4perth.com.au/videos/HTMLEmails-SingleImage.htm
http://www.webdesign4perth.com.au/videos/HTMLEmails-SingleImage.htm


Basic HTML Emails – Built From 
Scratch 

This section gives a brief overview on 
creating a html email from scratch. 



HTML Emails Build From Scratch 

• Email templates should usually be built inside a table 
so you can control the width of the newsletter. 

• Most common examples is a newsletter with a nice 
banner or masthead at the top and perhaps something 
in the footer as well. 

• Usually the table should be 700 pixels wide or 
thereabouts. 

• Use the table tool in the content manager to create the 
table and table cells. 

• Please ask for a demonstration video on how to do this 
if you would like one. 

 



HTML Emails – Creating From an 
Online Template 

There are Three Key Stages. 



HTML Newsletters 

• Stage 1 – Producing the Newsletter On Your 
Web Site 

• Stage 2 – Importing the newsletter created in 
step 1. above into an email template 

• Stage 3 – Testing and Sending out the 
Newsletter 
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Stage 1 - Preparing an Email Newsletter 
From Your Online Email Newsletter 

Template 
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Definitions 

• HTML Newsletter: An email that contains 
formatted text (bold, italics etc) and possible 
graphics, logos and photos. 
 

• Newsletter Template: A HTML Newsletter 
layout that has a predefined structure into 
which to add your content. 
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Newsletter Template Location 

Newsletter Templates are commonly created as a web page that you can then 
view and change and then import into the newsletter area of the CMS. 

 
They appear on your web site and are often a hidden link. 
 
Where an online newsletter template has been created for you  the pathway 

to your newsletter templates will be one of the following 
 

• http://www.YourDomainName.com.au/newsletter     
Replace YourDomainName with yours. 

 
Or  
• http://www.gtp.com.au/ownername/newsletter/ 
• Replace ownername with your login ownername 
• http://www.gtp.com.au/officechoicemalaga/newsletter/ 

http://www.domainname.com.au/newsletter
http://www.domainname.com.au/newsletter
http://www.gtp.com.au/ownername/newsletter/
http://www.gtp.com.au/ownername/newsletter/
http://www.gtp.com.au/officechoicemalaga/newsletter/
http://www.gtp.com.au/officechoicemalaga/newsletter/
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Editing the Newsletter Template That 
Appears on Your Web Site 

• One way to create and view your email newsletter is to first 
prepare it as a web page in the newsletter template section of 
your website.  
 

• Located at http://www.YourDomainName.com.au/newsletter  

 

• Editing your newsletter that shows on your web page 
(pathways indicated in previous slide) is done via editing in 
the web pages or iNews section of your CMS and NOT the 
Emails & SMS section (Darth) or GTP Contact section (Luke) 

http://www.yourdomainname.com.au/newsletter
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Editing the Newsletter Template That 
Appears on Your Web Site 

• The advantage of preparing Newsletters this way is 
that each edition of your newsletter can be created 
separately enabling viewing of all newsletters in the 
future for just yourself or your clients if you choose. 
 
For example March Newsletter, April Newsletter etc. 
 

• The next section will cover how to create a 
Newsletter or HTML Email ready to import into GTPs 
email sending area 
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Format and Look of Standard Newsletter 
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Format of a Standard Newsletter 

• Issue: Refers to the issue or edition.  Reflects the number 
placed into the Subcategory Field 

• Header Graphic: Part of the template. A jpg image. 
• Newsletter Topics: Refers to the newsletter topics and comes 

from the Title field of the iNews web page 
• Newsletter Content: Refers to the actual content of the 

newsletter. This comes from the content field of the inews 
web page 

• Several iNews web pages with same Issue Number (Same 
Subcategory Field) will be displayed on the one newsletter. 

• Note: If you have a custom newsletter design their will be 
some variations to these instructions. 
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Relationship Between iNews Web Page Fields 
and Newsletter Template 

Arrows showing where content 

comes from for newsletter – Old 

Editor or Editor on Luke 
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Relationship Between iNews Web Page Fields 
and Newsletter Template 

Arrows showing where content 

comes from for newsletter. New 

Editor or Editor on Darth. 
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Step By Step Instructions to Create a New 
Newsletter Online 

• Login 
• Click on Web Pages – Add a Page 
• Set status to be active 
• Set Category to “Newsletter” 
• Set Subcategory to a number like 1,2, or 3 etc 

depending on edition. Or a month-year format 
like jun-10 for June 2010 

• Set Title to be your article or topic headline like 
“Why XYZ is Good For You” for example. 

• In the content tab, layout your text content and 
insert any images of your article. 
(Use rich text editing skills as explained in web 
pages section of this training document) 

• Click Update Story to Save the page. 
• Go to your online newsletter template at 

www.YOURdomainname.com/newsletter to 
view your work.  

• Click on the edition number to view newsletter. 
• Review content and appearance. 
• Continue editing and updating via the CMS until 

happy with newsletter look and content. 
 

You can add in additional Web Pages with the same 
category and subcategory (edition) to build a 
newsletter with various sections in it. 

 
For example if you had three web pages with three 

different topics (Title’s) you would have a 
newsletter with three distinct sections in it. 

 
 
 

Once You Have Created the Newsletter to 
its finished product you are now 

ready to set it up ready for sending to 
your database. 

 
Click to Watch Video 

http://www.yourdomainname.com/newsletter
http://www.webdesign4perth.com.au/videos/EmailNewsletters-HowToCreateOnlineNewsletter.htm
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Video Demonstration of Creating Your 
Online Newsletter. 

• This video demonstration is to show you how 
to create the online or web based version of 
your email newsletter. 

• Once created you can load this into the email 
sending program 

• Watch 
http://www.webdesign4perth.com.au/videos/EmailNewsletters-

HowToCreateOnlineNewsletter.htm  

http://www.webdesign4perth.com.au/videos/EmailNewsletters-HowToCreateOnlineNewsletter.htm
http://www.webdesign4perth.com.au/videos/EmailNewsletters-HowToCreateOnlineNewsletter.htm
http://www.webdesign4perth.com.au/videos/EmailNewsletters-HowToCreateOnlineNewsletter.htm
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Stage 2 – Importing Your Created 
Newsletter Ready For Emailing Out. 

These Instructions also valid for importing the Newsletter 
Template For Sending Out to Database 
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Overview of Section 

• So you have created your newsletter online as 
instructed in the previous section and it looks 
good in the web browser 
 

• The following are instructions for copying your 
online newsletter into the email sending area 
of the site. 
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Stage 2 - Creating a New Newsletter For 
Emailing Out. 

Darth Sites 
• Click on Emails & SMS 
• Create New Bulk Email 
 
Luke Sites 
• Click on GTP Contact 
• Click on Emails and Auto Responders 
• Create New Bulk Email 

 
 

• A pop up editor page will open 
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Creating a New HTML Newsletter 
(Setting Up) 

Firstly Set Up The Email Details 
• Set Email Series Type: (Leave as All if unsure or 

call it something meaningful to you) 
• Set Email Series Name: Set this to the date you 

are sending out the email or a name meaningful 
to you. 

• Set Message # to 1 (Leave unchanged) 
• Send Immediately (Should be ticked) 
• Send as (Set as HTML with Alternate Text) – 

unless sending as a text email 
• Unsubscribe Info – Leave on Yes (It’s law) 
• Leave From address blank or make it your email 

address 
• Change Greeting to “No Greeting”  - we’ll merge 

names elsewhere 
• Set Subject: Enter in a subject line for the email  

(you can merge in their name if wanted) 
• The basics are now set – click the update email 

button to save these settings 
• The next step is to import your prepared HTML 

newsletter that is showing online. 
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To Import Your HTML Email Template 
(Copying URL) 

1. Where you have an email 
newsletter template already 
setup on your web site as 
demonstrated earlier in this 
training you can use the following 
procedure to pull your email 
template into the editor.  From 
here you can edit the newsletter 
further if required. 
 

2. Go to the web page that displays 
your email newsletter as 
formatted. 
Copy the URL of the newsletter. 
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To Import Your HTML Email Template 
(Importing HTML) 

After copying the URL, Return to the 
Content Management System 
and load the Edit an 
Email/Newsletter Page (only if it 
is not already open) 

• Click on Email HTML Tab 

• Click on Import HTML button  
(you may need to click ok) 

• Paste in the URL you copied 
earlier at step 2.  into the space 
provided in the popup. 

• Click ok 

• This loads in the first part of the 
template 
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To Import Your HTML Email Template 
(Importing CSS) 

After importing the HTML you now need to import 
any CSS code which also impacts on the 
layout of the newsletter. 

 
• Click on the Email CSS Tab 
• Click on the import CSS button  (click ok) 
• Again Paste the URL into the space provided 

in the popup.  
• click ok 
• A page possibly (not always) showing code 

will appear and the css tab will be showing 
• Click on the HTML tab again to see the 

newsletter template 
• Click on the “save icon” or click  “update 

email” to save your work thus far 
• The CSS code only styles the page once the 

page is saved 
• click the update email button to save these 

settings prior to beginning editing proper. 
• Note: Advanced users can also cut/paste/ and 

edit html code directly if desired. 
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To Import Your HTML Email Template 
(End Result) 

• Once you have imported the html 
and CSS click on the Email HTML 
tab to see the newsletter inside 
the Email Newsletter  Rich Text 
Editor. 

• Now click update to save your 
content. 

• You can now make any final 
changes to the newsletter prior 
to sending out test emails to 
yourself. 

Clicking the Email HTML tab will allow 

you to see your newsletter content. 
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Editing The Email Template 

Once you have loaded in the basic HTML template, if you have one, then you can edit 
it and save the drafts until you have finalised your newsletter for sending out. 
 

• You can edit the content in the template 
• Link to pdf files 
• Link to your web site and specific products or pages on your site 
• Delete text 
• Delete images 
• Write new text 
• Insert new images 
• See video tutorials for examples of how you can do this. 
• Modify the table structure 
• Create a master piece. 
See the video tutorials on using the Rich text editor in the web pages section of this 

document. 
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Updating and Working on Your Newsletters and Other Auto 
Responders 

 

• Note: You can come back to and continue working on your 
email newsletters or any autoresponders by saving it and 
following the below steps. 
     

• Click Emails & SMS 
>>List/Edit Email Auto Responders. 
 

• Then select the email/ autoresponder series you were 
working on from the list and click on edit after the page loads. 
 

• This will bring you back to the email editor screen with your 
last saved version of the email newsletter. 
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Knowledge Review 

You should now be able to 

1. Create a newsletter using the iNews web pages 
section and have it showing as a web page online 

2. Create a newsletter and import the HTML 
newsletter version created in step 1. above so that 
it is ready to send. 

3. Next Steps 
• Managing Contacts 

• Sending Out Your Email 
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Sending Out Your Email 
Newsletter or Email News 
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Sending Out Your Emails 

Once you have created your email and verified its quality by 
sending test emails to yourself and to people you know for 
comment you are ready to send to part or all of your 
database. 

 
You can send 
• Send to broad category Lists 
• Send to specific subcategories within a broad category list 
• Send to individuals (1 specified person) 
• Send to a variety where you can filter who you wish to send to 

by Category, Subcategory, Country, Postcode, Suburb and 
Company. 
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Sending Test Emails To Yourself 

To Test an Email on Yourself You Must Be in the Contact Database 
• Before you send out hundreds or thousands of emails to clients make sure you test 

it on yourself and other staff.  A fresh pair of eyes is invaluable. 
• Firstly you must be in the email database so add yourself into the contact database 

if you haven’t already. (Click Here for Instructions) 
 

Ways To Send Test Emails to Yourself 
• You can send an email to yourself while editing the email message. At the bottom 

of the “Email HTML” tab there is a “Send Test Email” button. 
• You can copy yourself into your own contact group (category and subcategory) 

with just you in it OR you and selected other contacts (e.g. Staff and friends).  You 
can then send the email to this group only for testing. 

• You can click send to an individual and enter your email address in and send the 
email message this way. 

• Video Demonstration:  
http://www.webdesign4perth.com.au/videos/EmailNewsletters-SendingTestEmailToSelf.htm 
 

http://www.webdesign4perth.com.au/videos/EmailNewsletters-SendingTestEmailToSelf.htm
http://www.webdesign4perth.com.au/videos/EmailNewsletters-SendingTestEmailToSelf.htm
http://www.webdesign4perth.com.au/videos/EmailNewsletters-SendingTestEmailToSelf.htm
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Sending Out Your Emails in Bulk 

The Process is 
• Click on GTP Contact> Send Emails > Sent to a Category 
• Choose the name of your email series from the drop down menu 
• Make sure that their is only one email in the series unless you made 

the autoresponder series to have several emails (If the 
autroresponder has a colour behind it then more than one email will 
be sent). 

• Select the categories of contacts to email to by clicking on them and 
hold the CTRL key down to select multiple categories. 

• Ignore the Start At Field (leave blank) 
• Click Submit 
• Click ok to prompts or cancel to cancel 
• A new window or tab is opened up which will updated every 1 

minute showing progress of mail out. 
• DO NOT CLOSE THIS WINDOW OR YOUR LOGIN SESSION UNTIL EMAIL 

PROCESS HAS FINISHED – you can minimise the windows so you can 
get on working with other stuff. 
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Sending Out Your Emails Cont. 

• Screenshot of the send emails out screen. Send instructions 
are on previous slide 



Warning 

• When you go to send out an email (as on 
previous screen).  Do not select an email series 
that has a yellow or red colour behind it.  

• This is a warning colour to indicate you have 
saved two or more emails with the same series 
name. 

• If you send out one of these emails your database 
will get two or more emails. 

• Contact GTP if you need assistance here. 
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How to Monitor The Mail Out 

• Monitoring mail outs 
provides an indication 
of how many emails 
were generated and 
sent. 

• Click as shown right. 
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How to Monitor The Mail Out 

The above image is a view or report of result of mail out after two test emails 
sent. A total of 12460 emails sent. 

We don’t not have statistics on email opens and clicks to the web site at the 
moment. We are investigating this. 
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Frequently Asked Questions About 
Sending Out Email Newsletters 
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FREQUENTLY ASKED QUESTIONS 1 

• Can I move a contact from one category to another 
category? 

• Yes. You would find your contact and click the checkbox next 
to it and select the move option and specify the new category 
you wish to place the contact(s) into. 

• Can I put a contact in two or more categories? 

• Yes. You can copy contacts into another category so that that 
may be in two or more categories at the same time. For 
instance, a wine web site may categories contacts as Shiraz 
drinkers and Chardonnay drinkers and some contacts may 
belong in both categories.  
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Frequently Asked Questions 2 

• Can I move selected contacts into a temporary category which I email a campaign 
to and then delete that category? 

• Step 1. Find and Move Contacts into Temporary Category 
• Yes.  You would go through a process of finding all the contacts in your database 

via  search and listing categories and copying contacts a new category specific for a 
mail out campaign using the GTP contact’s copy tool.   

• Step 2.  You would then conduct your mail out. 
• Conduct your mail out as described elsewhere. 
• Step 3. Remove the Temporary Category if Desired 
• You can then drill down to list all contacts in the temporary category that you 

created for this campaign and select all contacts and select the option delete from 
this category.   

• As long as the contacts also belong in other categories, they will be removed from 
the temporary category.  If there are instances where a contact is only in your 
temporary category, they will not be deleted and you will have a chance to move 
them if desired. 
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Frequently Asked Questions 3 

• Can I Delete Contacts? 
• Yes you would find your contact(s) and you can use 

the delete from database option to delete one or 
many at the same time. 
 

• Remember that the contact database is more than 
just for email campaigns. It is a database to control 
access to pricing levels, and to enable faster repeat 
ordering, tracking of referral and affiliate 
recommendations.  It is generally best to unsubscribe 
contacts who don’t wish to receive email 
communications. 
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Frequently Asked Questions 4 

• Can I Unsubscribe Contacts? 

• Yes.  You simple find the contact and move or copy it into the 
unsubscribe category.  Once a contact is tagged as being in 
the unsubscribed category they will not receive future mail 
outs, even though they may still be in a marketing category 
((such as Shiraz Drinkers) 
 

• Why would you not delete them? Because you can always 
export into excel categories for mail merge processes used in 
traditional marketing.  That way you can send a brochure or 
newsletter by post to email adverse customers. 
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Frequently Asked Questions 5 

• Can I Prepare My Newsletter in Microsoft Word and Then 
Cut and Paste? 

• No and Yes.  NO you cannot cut and paste directly from word 
into the editor without creating problems.  If you prepare 
your text/copy in word then you need to copy the text and 
paste it into notepad or WordPad. You then re- copy and paste 
the text into the email editor.  This strips all the hidden XML 
and Microsoft specific code which does not appear correctly 
in many non Microsoft email clients. 

• You can prepare your ideas in word however but direct 
copying and pasting will be a problem unless you follow the 
above procedure. 
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Frequently Asked Questions 6 

When Should I Send My Emails Out?  
• We recommend that you send your emails out after 

9.30 in the morning on a week day.  This means that 
the person has likely cleared out their spam from the 
night before (and/or weekend) and so when your 
email comes in at can get more attention as a fresh 
email. 
 

• Timing of emails will then be dependent on your 
industry.  For example some travel deals may need to 
be sent out as soon as you have notice of them 
irrespective of day. 



www.gtp-icommerce.com 83 

Frequently Asked Questions 7 

What image sizes should I use? 
• Images need to be resized on your computer before uploading and will generally 

by along the lines of 
• 750 pixels wide for a full width image or newsletter banner header (this may be to 

big and 716 pixels would be the recommended maximum if printing out the 
newsletter is a consideration. 

•   
• 150- 250 pixels wide for a picture that sits to the left or right of some text is usually 

a good guide. 
• So make sure firstly your picture is less than 750 pixel wide for an email newsletter.  

This means that a picture straight off a digital camera will be too big.  You need to 
open it and save it as a smaller pixel width. 

• Once you have resized and the uploaded some images and see what they look like 
when you drop them into the editor you should get a sense as to whether a 250 
pixel wide image is suitable or too wide or too small for your particular newsletter. 

• There is a tutorial on changing image sizes on our web site in the support section. 
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Frequently Asked Questions 8 

Can I have a Custom Designed Email Template? 

• Yes. We can organise a custom designed template that you 
can use over and over for your email marketing.  
 

Can I Upload My Own Image Header for Email Newsletters? 

• Yes you can create and upload your own image header for 
email marketing.  We recommend that you don’t make it any 
wider than 750 pixels and that 716 pixels wide should print on 
most peoples A4 printers. 
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Frequently Asked Questions 9 

What width of email should I use in order for it to print on an 
A4 sheet? 

• We recommend 716 pixels is the maximum width of the table 
and any images in order to be able to print on an A4 sheet.  
700 pixels wide is quite common for the width of an email 
newsletter header.  Ezine Articles newsletters are 645 pixels 
wide.  PR Web Newsletters are 545 pixels wide.  Netregistry 
alerts are 655 pixels wide. 

• So you can see there is some variation in email newsletter 
widths.  Ideally you would test which width you found to print 
appropriately.  I found that 716 pixels was ok for my printer as 
an absolute maximum. 
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Frequently Asked Questions 10 

Can I create a whole series of Email Autoresponders? 

• Yes – you can create emails/autoresponders to go 
out at times days after someone has subscribed to an 
autoresponder series. 

• You can create hundreds of autoresponders so that 
one goes out each day  or each week or you may 
create just three emails/autoresponders to go out at 
specified schedules. 
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Frequently Asked Questions 11 

Can I Download My Database in Excel Format 
• Yes you can download your database in CSV format 

which opens in Excel and other spreadsheet 
programs. This makes your email database 
transportable. 

• Plus you can  
• - Download the entire database with all fields 
• - Download selected categories only with selected 

fields 
• - Download selected subcategories only with 

selected fields 
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Frequently Asked Questions 12 

• What is Download Multiple Category Contacts? 

• This enables the download in the contact list and the category 
lists which contact are assigned to as two separate files. 
 

• What Do I Need to Do Enable Bulk SMS  Sending? 

• You need to create an account with ww.globalsms.com.au 

• With GTP iCommerce Go to:  Company>>iContact Details and 
enter your global SMS username and SMS password into the 
space provided. 
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Frequently Asked Questions 13 

Can I Get Phone Support and Training 

• Yes. You can call our office weekdays for 
phone support, trouble shooting  and training.  
Call 1300 856 533 

 

• Training is provided on site at for a fee. 
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End of Contacts Management and 
Newsletter Sending Section 

GTP iCommerce 

1300 856 533 

Email: support@gtp.com.au 


