Organiser Help Sheet

Marketing Portal

Keeping in touch with your attendees before and after your event(s) is important. As
an Eventmaster Organiser, you have access to the Marketing Portal feature. This
allows you to schedule and send email alerts to your attendees and other contact
lists. Please note that newsletters sent via Eventmaster will not be sent to
participants/email addresses who have not consented to being contacted.

o Log into your Eventmaster account HERE

Click on Welcome > Manage Events. Go to the
Marketing Portal section in the top menu bar.
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To create a new email, go to Newsletters and click Add. To save time,
you can also duplicate any previous email templates and edit this instead.
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m GO TO ARCHIVED PROMOTIONAL NEWSLETTERS
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To add an image, click and drag on the image icon to put it into the desired
place on the template.

Eventmaaten. —"

Name 2022 - Funon the Day SAVE CLOSE SEND TEST EMAIL

Subject Sunday Fun Day - Cook Mini Marathon 2022
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Image

Cook Medical Mini Marathon - Sunday September 25th!

Join us !Emday for the Cook Medical Mini Marathon at the

T mage leversty of Limerick!
on the Day.
Text
+ Zumba Warm Up starts at 11.20am
+ The L0KM will start at 12:00 ncon
= The 5KM will start at 12:30
=

Double click on the image to select a file. Follow instructions on
the pop up to select afile.
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Join us this Sunday for the Cook Medical Mini Marathon
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Similarly, to add text, click and drag on the Text Graphic
on the left side menu.

You can copy and paste your text in from a word document or type it out
fully in the editor. To format the text, highlight as you would in Microsoft
word and select your font type, size, colour, make it bold etc.
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To add a colour background to your text, click on the outer text box
to define the area that should be coloured, click on the '‘Background
colour Settings Tab' then select your desired colour from the pop up

on screen.
Subject Sunday Fun Day - Cook Mini Marathon 2022

To hyperlink any text within your email, highlight the text you wish to
link, click on the link button (see yellow arrow below).
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Copy and paste the desired webpage in the URL box in the pop up on
screen. For example www.limerickminimarathon.com. In the Target tab,
you can configure this to open a new webpage for the person when they
click onit. To finalise, click okay. To edit, repeat the previous steps.

Link b4 Link X
Link Info Target Advanced Link Info Target -
Display Text
Zumba Warm Up
Link Type Target
URL v <not set> w
=not set>
Protocol URL <frame>
nttpl v | | | «popup windows
New Window (_blank)
Topmost Window (_top)
Same Window (_self)
Parent Window (_parent)

m To add a button, click and drag on the Button Graphic on the left side menu.

MName 2022 - Fun on the Day SAVE CLOSE SEND TEST EMAIL
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Click on the button to set the font, colour and destination URL in the right
side menu. Highlight the text to type in your call to action, for example
'Register Now/

Subject Sunday Fun Day - Cook Mini Marathon 2022

» The 10KM will start at 12:00 noon
« The SKM will start at 12:30
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You can add space between your different elements (text, images, buttons
etc) by clicking and dragging spacers between the desired elements.
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You can name your email template and set the Subject. The Subject is
the text that will appear for the recipient in the Subject Line of the email.
Click Save to save this email as a draft.

‘Welcome, Stephen Services v I

2022 - Funon the Day CLOSE SEND TEST EMAIL

Subject Sunday Fun Day - Cook Mini Marathon 2022

e
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Cook Medical Mini Marathon - Sunday September 25th!
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You can send a test email to preview how everything looks. Click on send
test email, enter in the desired email address and click on send test email.

Welcome, Stephen v Services */ I

2022 - Fun on the Day SAVE CLOSE SEND TEST EMAIL

Subject Sunday Fun Day - Cook Mini Maratl

Send Email

leanneg@eventmaster ie

Cook Medical

SEND TEST EMAIL

Once saved, your email will appear in the newsletter section. From here you can
edit, duplicate and run/schedule the emails.
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You can choose to send this to an existing contact list, your attendees or
an uploaded excel sheet with a header called ‘emails’. Your attendees
can be selected by event level, date level and ticket level.

DASHBOARD ‘ My Events ‘ Orders | rstErits | T —

Reports
Sonsetiiss Run/Schedule Newsletter
Template Mame: 2022 - Fun on the Day
Informational

Contact list

Excel file
Event Cook Medical Mini Marathon 2022 _
[Event Date All Dates -
Ticket type All ticket type l
Emails will be sent to unigue emadl addresses incach order. For example, we have 2 orders:

First with 2 tigkets email ], email2, and secondwith 2 tickets: emal 1, emsl 1
wie will send 3 emails: emaill email 2 emailL

Emalls to send 1320

I Or Schedule run

dd.mmyyyy B hhzrmim SCHEDULE

The total number of emails will appear, then you choose to
send now or send at a later date by picking a date and time
and clicking on schedule.
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