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Product and Company Information BuildTopia CRM Module

Product and Company Information

The information in this document is confidential proprietary information belonging solely to
Constellation HomeBuilder Systems, a wholly owned subsidiary of Constellation Software, Inc.
This document is supplied under a license and may not be reproduced, published, or disclosed
without prior written authorization. Constellation licenses its program products (software) to the
customer in accordance with the terms and conditions of the BuildTopia Software License
Agreement. No title or ownership of the BuildTopia software is transferred. Any use of the
software beyond the terms of the aforesaid license, without the prior written authorization of
Constellation, is prohibited.

The names of companies, products, people, characters and/or data mentioned in screens,
reports, and other data examples are fictitious and are in no way intended to represent any real
individual, company, product or event, unless otherwise noted. Any rights not expressly granted
herein are reserved.

Trademark and Patent Information

Other product and company hames mentioned herein might be the trademarks of their
respective owners.

Disclaimer of Warranties and Limitation of Liabilities

The staff at Constellation has taken due care in preparing this information; however, nothing
contained herein maodifies or alters in any way the standard terms and conditions of the
BuildTopia License Agreement by which the product was acquired. Nor does it increase in
any way Constellation’s liability to the customer. In no event shall Constellation or its
affiliates be liable for incidental or consequential damages in connection with or arising from
the use of the product, the accompanying documentation, or any related materials.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Contacting Customer Care

Main Office
Telephone 905 475-2209 or toll-free at 1-888-723-2222
Web www.constellationhb.com

Customer Care
Customer Care assists with software operations.
Telephone 1-800-411-2020

Web http://care.constellationhb.com/
Email help@constellationhb.com
Hours You can reach Customer Care Monday through Friday 8:00 a.m. to

7:00 p.m. (Eastern Standard Time) excluding holidays.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Introduction BuildTopia MKT Module

Introduction

This is a User Guide for the Marketing (MKT) Module for BuildTopia. This new module is now
included with the Enterprise subscription of BuildTopia.

The MKT Module is the beginning of customer relationship management functionality
improvements in BuildTopia. It contains the following:

Contact Groups — Creating groups of people to market to based on selected criteria.
Email Designer — Using an easy editing tool to create emails for your contacts.

Marketing Campaigns — Creating an email blast with purpose and action driven events.

vV V VYV Y

Mailgun Settings — To set up using a 3™ party tool to assist in the consistent email delivery.

All documents are available for download from the Client Care Center.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Accessing the Marketing (MKT) Module

Builders who have the BuildTopia Enterprise Licensing will have the ability to access the MKT Module.
It will be automatically available to those builders. However, to activate the module, the users will need
to have a CRM Role associated to their login.

An Admin user that has access to Company Setup will need to create CRM Roles for their company.
To do this, perform the following steps:

1. Go to Admin > Company Setup > Permission Roles — CRM Roles is now
visible.

2. By default, there is a CRM Administrator role for your company. This contains all the
permissions and cannot be modified.

3. To add a new CRM role, click on "Add a CRM Role" in the top right corner of the page.

@BuildTopia S

Home Reports Admin Datalibrary Directory Accounting Messages Dashboards~ @ [ Tricia OBrien v
Home> Admin > CRM Roles

Projects Users Imports Company Info BTService Setup

CRM Roles I Add a CRM Role \I’ ompare
General Active EVGEIITE
Friotty Messsges search:

Budget Settings Name « Type Actions

Data Upload Wizard
ata Upload Wizar CRM Administrator Administrator View/Edit

D 1t Fold
ocument Folders 1 o Rl st Crm Roles per page
Document Settings

DocusSign Settings
Lot Custom Fields

4. As with the other permission roles in BuildTopia, provide a Role name, then select the
permissions that the role should have. The available permissions are shown below:

(@) Build Topia Frse—

Home Reports Admin DataLibrary Directory Accounting Messages Dashboards~ @@ [Ell Tricia OBrien v

-Home> Admin > Add a CRM Role

Projects Users Imports Company Info BTService Setup
Add a CRM Role Back
General 1 * Required
Role name *
Priority Messages
Budget Settings Permissions Check the permissions that this role should have
Data Upload Wizard Contact Group Email Marketing Email Designer
Document Folders OView O View O View
Document Settings OAdd O Add DAdd
Docusign Settings [JEdit [ Edit [DEdit
Lot Custom Fields O Delete O Delete ODelete
Payment Terms MailGun Settings
Print Form Settings @R
Project Custom Fields acd
4 . . D Edit
Purchasing Settings
Report Settings [ save |[ cancel |

Salutations

© 2022 Constellation HomeBuilder Systems. All rights reserved.
5



Marketing Email BuildTopia MKT Module

User Access

User access to the MKT Module is granted using permissions and roles. Once the CRM
roles/permissions are created, those roles are then associated to each user.

Granting User Access

1. Go to Admin > Users > Specific user Permissions & Roles link

2. Select the desired CRM role for the specified user.

@BuildTopia P—

dmin DataLibrary Directory Accounting Messages Dashboards~ 3 [El Tricia OBrien «

Home> Admin

ers > Manage User Permissions & Roles

Projects Imports Company Info Company Setup BTService Setup
Manage User Permissions & Roles for Tricia OBrien, Professional NFL Player User Lis
Administrator Role Company Adminisirator -
Directory Role Directory Administrator v
Document Role Document Adminisirator -
BTReporting Role Reporting Administrator ~
Sales Role Sales Administrator v
Project Management Role Project Mgmt_Administrator v
Bidding & Contracting Role Bigding & Contraciing Adminisir v
BTService Role BTService Administrator v
NSO Role NSO Administrator /
CRM Role CRM Administrator
DocuSign Role DocuSign Administrator ~
Dashboard Role Dashboard Administrator v
Save || Cancel

3. Once this has been completed, the user upon logging into BuildTopia will now see the
CRM/Communication module on their home screen and in the module drop down at the top
right-hand side.

@BuildTopia —

Home Reporls Admin Data Library Di g M (1816/2419) Dashboards + Tricia OBrien +
Project Name Documents c':"::ifﬂ:g Ma::'::m“_n Sales NSOs BT Service Communication
Adlee Homes 1 oz} [§sD) G
Amber Hills o [nsO] 5]
Amber Hills Phase Il oM [nSO) G5
Clipper Mill GALE NSO G5 [CRM
Henning Homes o9 [§SO) CS]
Holland Landing SALE: (Nso) EE)
Kensington Farms o] BAE [{so) 5]
Ocean Breeze (Nso] G}
Parkview Gardens oM (B2 ] [BALE: ICES)] 5] (€M)
Ravens Way oM NSO G5
Ralling Hills Gz} [5sO) CS]
Silver Meadow Estates GaLe NSO CS] (CRM

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Contact Groups

A Contact Group in CRM refers to a specific group of contacts that is defined by selecting certain
criteria for contacts that you are marketing to. For example, you may want to send an email blast
to all prospects in a certain project. That would be considered a more generic contact group.
However, you may want to find all contacts that were interested in a certain lot or floor plan as
you're trying to sell a spec home. In any case, Contact Groups in CRM allows you to be very
generic or very specific in who your target audience will be.

Create a Contact Group
1. Click CRM for a project, and you'll be taken to the Contact Groups menu.

2. Select Add New in the top right-hand corner. There are two views — Normal and Wizard
View.

@ Build Topia

Home Reports Admin Data Library Directo

@ Home | CRIL  Contact Groups

@ Email Designer

& Marketing Email

eNormal View — This allows the user to stay on one page and select all the criteria for
their contact group.

eWizard View — This will guide the user step by step in creating their contact group.

@ BuildTopia

Messages TP View

[ Contact Groups
Normal View
4 Y Wizard View

@ Email Designer

& Marketing Email

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Normal View

1. Add a Contact Group Name and select which type of contact — Prospect or Buyer.

Note: In the future we will be allowing for multiple contact types to include both prospects and buyers,
homeowners, agents, trades, etc....

@BuildTopia e -

s Admin Data Library Directory Accounting Messages TP View Tricia O'Brien v

@ Home / CRM | Add Contact Group

Contact Groups

Email Designer Contact Group Name: Type:

Marketing Email Enter Contact Group Name

Mailgun Settings

Projects:

Arcadia Townhomes

Broken Bow
Colby Trails
Coming Soon - East End Merna
Flatiron Views =
Prospect Type Code: Status:
Please select an option s Please select an option s
@ B i Id_]_o . CRM v Broken Bow v
Home Reports Ad Data Library Directory Accounting Messages TPView @@ B Tricia O'Brien v
@ Home / CRM / Add Contact Group SRR o e e
B8 Contact Groups From Visit Date To Visit Date
@ Email Designer ) No date selected ) No date selected
City: State:
& Marketing Email
Enter City Enter State
$¢ Mailgun Settings
Zip: Source:
er Zip Code All s
Associated Sales Rep: Primary Contact:
Please select an option s Please select an option s

@ Has Email Address

2. Select applicable criteria in the Prospect/Buyer Information section. The more criteria you select,
the narrower of a contact group you will have. For example, if you select Project A AND Prospect
Type Code 01 for example, your results will be those contacts who fall under both selections.

3. The other sections include Workup Information, and Survey Questions. Workup Information to
include lots and plans will only be available if one project is selected. If multiple projects are
selected, the user will see the following:

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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4. You don't have to select any criteria if you don't want to, other than Project(s). That will give you
ALL prospects or buyers in that project.

5. Once you have selected all the criteria that you want for your Contact Group, click Save or Save
and Exit. Save will allow you to stay on the page and view the number of contacts in your group.
This will help the user creating the group to know how many people fall into the selected criteria,
to see if they want to make any changes or not.

@ BuildTopia

Home Reports Admin Datalibrary Directory Accounting Messages TPView @ B Tricia O'Brien v
@ Home / CRM _ Edit Contact Group M — s e S I

B8 Contact Groups

Email Designer Contact Group Name:

Marketing Email June Demo Contact Group - TO

Mailgun Settings

Broken Bow v

Type:

4 Customers Found click here to Download

t

Projects:

Arcadia Townhomes

Broken Bow

Colby Trails

Coming Soon - East End Merna
Flatiron Views

Prospect Type Code:

Please select an option

Status:

$ Please select an option ]

6. Notice that the message provides the user with the number along with a link to see the details of
the contacts in that group if desired. This will provide a list of contacts in an excel format.

7. Save and Exit will save the contact group and bring the user to the view contact groups page.

@BuildTopia

min Data Library Directory Accounting

@ Home / CRM | Contact Groups

Messages TP View

CRM v

Tricia O'Brien v

o m

Contact Groups
Email Designer
Marketing Email

June Demo Contact Group - TO
Mailgun Settings

Contact Group Name: ype to Search Contact Group

<~
“~

Prospect

© 2022 Constellation HomeBuilder Systems. All rights reserved.

9




Marketing Email BuildTopia MKT Module

Wizard View

1. This view enables the user to be walked through the process step by step. First, enter in the
name of the Contact Group and select the Type of contacts, Prospect or Buyer. Click Next.

OBuildTopiz T —

Home Reports Admin Datalibrary Directory Accounting Messages TPView @ [ Tricia O'Brien v
@ Home / CRM | Add Contact Group Wizard e s, == e e i

B8 Contact Groups

@ Email Designer

& Marketing Email

3¢ Mailgun Settings

Contact Group Name: Type:
July 2022 Prospects

2. The wizard will guide you through the Prospect/Buyer Information, Workup Information, and
lastly the Survey Questions. In each section, choose the criteria that will help formulate the
audience to market to.

@ BuildTopia S ———

Home Reports Ad Data Library Directory Accounting Messages TP View @@

@ Home / CRM | Add Contact Group Wizard S e e e
B8 Contact Groups
@ Email Designer /
& Marketing Email
3¢ Mailgun Settings
Projects:
Arcadia Townhomes
Broken Bow
Colby Trails
Coming Soon - East End Merna
Flatiron Views -
Prospect Type Code: Status:
Please select an option $ Please select an option $
From Visit Date To Visit Date
) No date selected [ No date selected

Note: Has Email Address is automatically selected to provide a list of contacts that can be reached by
email. If you're wanting all in a group whether they have an email or not, this can be unchecked.

3. Again, click Save to see the number of contacts in your group, or Save and Exit to return to the
view Contact Groups page.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Editing a Contact Group
1. From the View Contact Group page, you'll see the Actions column for each group.

OBuildTopia T —

Home Reports Ad Data Library Directory Accounting Messages TPView @@ B Tricia O'Brien v

@ Home / CRM | Contact Groups e e “*M

B8 Contact Groups

Contact Group Name: Type to Search Contact Group

@ Email Designer \

& Marketing Email

June Demo Contact Group - TO Prospect [ Aui

3¢ Mailgun Settings \

2. The pencil or edit icon is visible. This will bring you into the edit mode where you can
update/change any criteria necessary. Again, Save will allow you to remain in edit mode and
provide a number of contacts. Save and Exit will go back to the view Contact Group page. Cancel
with not make any changes that may have been made and return to the view Contact Group

page.

@ BuildTopia - :

Home Reports Admin Datalibrary Directory Accounting Messages TPView @ B Tricia O'Brien v

@ Home / CRM  Edit Contact Group S e e e

B8 Contact Groups Contact Group Name: Type:
June Demo Contact Group - TO 4 Customers Found click here to Download
@ Email Designer
& Marketing Email
3¢ Mailgun Settings
Projects:

Arcadia Townhomes

Broken Bow

Colby Trails

Coming Soon - East End Merna
Flatiron Views

Prospect Type Code: Status:

Please select an option ¢ Please select an option $
From Visit Date To Visit Date

[ No date selected M No date selected

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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@ BuildTopia S V

Home Reports Admin DataLibrary Directory Accounting Messages TP View Tricia O'Brien v

B8 Contact Groups
@ Email Designer
& Marketing Email Present Situation (Rent or Own) If Own "Contingency"?

3¢ Mailgun Settings -- Please select an option - $ -- Please select an option -- s

Prospect Rating (PGD)

-- Please select an option -- $
Top Opportunity?
Yes No
Pre-Approved/Pre-Qualified? Prospect Present Details:
- Please select an option — . First Time Homebuyer Active Adult/Retirement
Desires Larger Home Desires Smaller Home Relocating

Vacation Home

Cancel

View Contacts/Download List

1. Click on the gear icon to view the list of contacts within the contact group. This provides a list in
MS Excel of the contacts first name, last name, and email address.

@ BuildTopia ——

B Contact Groups
@ Email Designer

& Marketing Email
June Demo Contact Group - TO Prospect Qi

$¢ Mailgun Settings \

I Download Customer Data I

2. Click on Download Customer Data to view the excel sheet of contacts. It provides it in the
following format:

A B C D E
1 |First Name |Last Name Email
2 lim .Wilsnn demo@constellationhb.com
3 Beth Dutton  tobrien@constellationhb.com
4 Mike Gaddy tobrien@constellationhb.com
5 Albina Glick tobrien@constellationhb.com
6

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Email Designer

The Email Designer functionality in BuildTopia provides an easy and simple way to create
beautiful and action driven emails. Many builders need to hire marketing or web companies to
put their marketing emails together, and this tool that is provided in the MKT Module will make it
much easier for our customers to make them themselves and be happy with the quality and the
look and feel of those emails.

Email Templates
There are currently 5 email templates and one blank template available to start creating your

marketing emails. In addition, there are Template Categories for you to create to organize your
email templates.

OBuildTopia T —

Home Reports Admin Datalibrary Directory Accounting Messages TPView @ [ Tricia O'Brien v

@ Home / CRM | Email Designer —— il 2 seSzETe »;_M
B8 Contact Groups
Email Designer . F T
Welcome to w. . :
Marketing Email Latest Properties. f o ﬁ
— ’ N
Mailgun Settings — 2 £ i &
Ationy reminder
9 0.9 B —
- - -~ —
Real Estate Agents Real Estate FollowUp Luxury Apartments Holiday Closing

Email Template Category : Al : \

Charleston Email for Demo Demo Email Templates O'Brien, Tricia 2022-06-06 K

<
<“»
<+
<“»

Add a Template Category

To save an email template, you'll need to assign it to a Template Category. The categories can
be whatever makes organizational sense to you and your company.

1. Click Add Template Category.

Email Template Category : Al s

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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2. Enter in the name of the Category you would like and click Save.

Category :

4

Demo Email Templates FAT)

3. Inorder to Edit # or Delete ™ a Template Category, there are actions shown to do this
accordingly.

Creating an Email Template

1. The first step in creating your email template to send to your contacts is to start with one
of the templates available by clicking on it.

OBuildTopiz R —

Home Reports Admin Datalibrary Directory Accounting Messages TPView (@ [l
@ Home / CRM | Email Designer b

B8 Contact Groups
ter Email Template Name

@ Email Designer

& Marketing Email —_—

COLUMNS DIVIDER

¢ Mailgun Settings LOGO

Do more for home j H

HEADING

Contact Customer Care | Terms & Conditions | Privacy Policy
©2022 Constellation HomeBuilder Systems. Version: 2022.5.00.10

2. Enter in an Email Template Name and select a Category to associate the email template
to.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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3. Startto create! The editor on the right-hand side will help guide you to what changes you want to
make or add to your template. To add columns, text, and images, etc...click and drag those
button(s) to your email content on the left where you would like those placed. To edit text, just
click on the text and you will see the editor display as shown below:

] Desktop =[] Mobile

TEXT

Text Align

Line Height

LINKS

Inherit Body Styles

4. You can update the text font, size, color, style, position, etc.... In addition, the Merge Tags are
available to use as well. These tags enable the user to enter data from BuildTopia. For example,
you may want to display Project Name in the email content, but this email will be used across

multiple projects. So you can use @ @project_name@ @ tag from the Merge Tags drop down
menu.

5. To add or edit images, double click on the picture and on the right, you'll see the guide for how to
add a new image and style it in a unique way.

) Desktop  [] Mobile

IMAGE A

Image Upload Image More Images ~

1597217000509-DDD.png
357.90 kb

# Apply Effects

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed " [ SR SR e R S T G

diam nonummy nibh euismod tincidunt ut laoreet dolore m

GRAB THE DEAL

Auto Width ®=x

For example, you can change the size with the Auto Width adjustor, apply various effects with the Apply
Effects feature, and so much more.

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Marketing Email

There are 4 main groups in the editor available for your exploration as it will be too difficult to cover all
scenarios in this document. Content, Blocks, Body, and Images.

A
(o]u]
Content

Blocks

Blocks

e Blocks provide the ability to add different numbers/sizes of block spaces in your email.

Body

e These are overall settings for your email to include background colors, sizes, fonts, etc...

GENERAL

Text Color

Background Color

Content Width

Content Alignment

Font Family

EMAIL SETTINGS

Preheader Text

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Underline

Images
o Afull library of over a million images is available for your use. Use the search bar to find images to
enhance your marketing emails today!

Images

Images

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Other Email Template Features

Test Your Email
e To know what your contacts will be receiving, there is a Test Email function. At the bottom right-

hand side of the email template page, click on Test Email. It will prompt you to enter in a valid
email address to preview the email.

B8 Contact Groups Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed

diam nonummy nibh euismod tincidunt ut laoreet dolore m

GRAB THE DEAL

@ Email Designer

& Marketing Email

3¢ Mailgun Settings

* %k %k k
“Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed
diam nonummy nibh euismod tincidunt ut laoreet dolore *

- Customer Name

=

Recipient Email: | please enter your email here

Preview Email Template
e Atool to simply preview the email on your screen is available also. This allows you to preview the

email on how it would like on various devices — pc, tablet, phone, etc...

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed

diam nonummy nibh euismod tincidunt ut laoreet dolore m >

GRAB THE DEAL

% % %k k ok

"Loremn ipsum dolor sit amet, consectetuer adipiscing elit, sed

diam nonummy nibh euismod tincidunt ut laoreet dolore "

- Customer Name

&

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Name : July Prospect Newsletter/Email

Preview

Category :

Width

MacBook
MacBook Pro
Surface Book

iPad Mini
iPad Pro 11"

iPad Pro 12.9"

Surface Pro 4

Demo Email Templates

1152px
1440px
1500px

768px
834px
1024px
1368px

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Marketing Campaigns

Marketing Campaigns is a simple way to send email blasts to your contacts from BuildTopia. The
idea is to take your contact group(s) that you have created along with your beautifully crafted
.html emails, and send those en mass out to who you have identified as a qualified recipient.
Adding a Marketing Campaign

1. From the left navigation menu select Marketing Campaigns and click Add New.

a Lil
T - S = ——— ———
& Home / MKT ai S | sy ESmaaae T aeesm

B8 Contact Groups

@ Email Designer Marketing Email Name

&u Marketing Email Enter Marketing Email Name

3¢ Mailgun Settings Execution Type:

Subject:

Enter Subject
Reply to Email

Please enter your email here
Contact Groups:

Please select an option

Email Designer

Please select an option

2. Add in a Marketing Campaign Name, Subject, and a Reply to Email address.
3. Select a Contact Group to send the email to.
4. Select Email Designer/Template that is the content of the email campaign that is being sent.

Execution Type

There are 3 types of emails that can be created:
o Draft —this can be started and saved to be sent at a later time.
o Send Now —this is to be sent immediately after creation of the Marketing Campaign.
e Schedule — this provides the ability to set a specific date and time of when the email
should be sent out.

The Schedule email will display a date and time field to be filled in. This will allow the user to
schedule the email to be sent at a specific date/time.

Execution Type:

) No date selected @®© No time selected

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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Marketing Campaign Results

In this new module, we have introduced the ability to see the results of the maketing campaign.
The emails are tracked and can be viewed by which ones were delivered, opened, clicked,
bounced, and or unsubscribed. A graphical representation is displayed to these actions to make
it easyto review the results.

Once a Marketing Campaign has been completed, the results are visible in the Actions column.

m

@ Email Designer

& Marketing Email

06-22-2022 12:35 PM 06-22-2022 12:37 PM

June 22 Marketing Email 1.3 Error(s)

3% Mailgun Settings
June 22 Marketing Email 1.2 Completed 06-22-2022 12:08 PM 06-22-2022 12:09 PM ]
June 22 Marketing Email 1.1 Completed 06-22-2022 10:06 AM 06-22-2022 10:07 AM 4]
June 20 Marketing Email 1 Completed 06-21-2022 12,53 PM 06-21-2022 12:54 PM ]
June 21 Marketing Email 1 Completed 06-21-2022 12:31 PM 06-21-2022 12:32 PM ]

Click on the graph icon to see the results of the campaign. Here is an example:

Marketing Email Statistics

lm’ Bar Chart ‘

Total No Of Recipients : 2

100% 100%
Delivered Opened Clicked Bounced Unsubscribed
Event Name : Opened
Recipient Name Recipient Email Event Time Stamp Total Count
Donald Duck sptlobrien@msn.com 06-27-2022 05:31 PM 2
Daisy May tobrien@constellationhb.com 06-27-2022 05:58 PM 4

- : - ’ ;

© 2022 Constellation HomeBuilder Systems. All rights reserved.
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