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Introduction
Selligent Marketing Cloud is the official mailhouse of the Vrije Universiteit Amsterdam. In this manual
you will find how you can put together and send a newsletter yourself. We also show how you can

consult the statistics after sending a newsletter.

If you have any questions in the meantime, please send an email to mailing@vu.nl. The CRM
Marketing Team will answer this question as soon as possible.
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Logging in to Selligent Marketing Cloud

Click here to access the login portal

Enter the following details:
e Username
e Password

p— — —

.
— — —

.
— — —

..

After you have successfully logged in, click on the module icon:

Campaign

The Campaign module will be started now.

Choose the option ‘Campaign’:
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Navigate within Selligent Marketing Cloud

Once Campaign is open, there are two menu options available:

Home

Express

Navigate to ‘Express’ to start with making a newsletter.
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Creating a mailing

®

. . BCreat
1. Click on ‘Create new’ i

2. Choose the template in the overview, give the mailing a name and an optional description

3. Remember the naming convention:
[date]_[target_group]_[name_mailcampagne]
For example: 20200811_Beta_Kerstborrel

4. Then click on 'Create' and you can start with the content of the email

20231010 )W Zne_Editie_10

WU > interne comemumicatie » PROD » Mieuwsbrieven

USERS_IMTERM_PROD: CAM IC - WU-zmne

n fiokder
Audsence
Target adtionlist Mo actioniist &
Jowrney category  [Mone Specified] ol
Jlowrney tag

El Add this journey to the planning

| creare | cancet

The Express template environment looks like this:

Quese

msterdam

Fromalias W

Tolahas)  -NAME-

Reply aias VU Amsterdam

LB

VU S Orine versie >
i

>> Er zijn nog geen artikelen toegevoegd aan dit template. <<

GENERAL

Name 120231910.1C_ VU Zine Edie_10

Journey tag
Message tag
Journey category [one Specifed) ~

Ouner Mayven Jorin
ADIENCE

o

© w2

Created on 1071072023 2049 by Mounen Jorin
Modiied on 10/1072023 2049 by Mouen Jorn

tocaton WU

AUDIENCE PRE CALCULATION
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Configure an e-mail

At the top of the screen you will see the header details.

Domain smc.mailings.vu.nl ~ Queue Default Queue ~
From info@smc.mailings.vu.nl > From alias VU Amsterdam l wes
o ~MAIL~ 2.. To (alias)  ~NAME~ A..
Reply info@vu.nl . wes Reply alias VU Amsterdam ‘ .o
Subject  TEST | Nieuwsbrief voor Onboarding A ..
Preheader Preheader voorbeeld A ...

There are some fixed components, namely:
e ‘Domain’, ‘Queue’, ‘From’ and ‘To’. These are system values that cannot be adjusted.

The variabele parts are:
e ‘From alias’, ‘To alias’ en ‘Reply alias’. The naming that appears when receiving and
answering the email.
e ‘Reply address’. Where will the reply be sent once someone wants to reply to the mail.
e ‘Subject’ en ‘Preheader’. The subject and accompanying text of the mail. Both are visible to
the recipient in the mailbox.

By clicking on the o icon you have the option to apply personal data in the subject and preheader.
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Formatting an e-mail

Below the header details are the sections for creating articles. There are 3 sections available to work
in. These are indicated by gray squares and the name of the section in them.

X
ARTICLES|

1. ARTICLES\NAVBLOCK — This is a section that is automatically populated with references to
the articles created. Each article contains the "Text for in Navigation Block" field. This text is
displayed at the top of the mail and the link is created with the article to quickly and easily
jump to this article.

By the way, these links (anchors) are only created for articles within the 'ARTICLES' section. More on
that in the following sheets.

2. INTRO - This section can only contain one article type and this one is called 'Profiling Header
+ Header image'.

This is the default introduction article which can only be placed at the top of the template under the
references (previous step). This article does not need a referencing option as this article is always
displayed 'above-the-fold'.

3. ARTICLES — This is the third and final section. Within the 'ARTICLES' section is where most of

the content is placed. All optional article types include the ability to get a reference from the
navigation block via the 'Text for in Navigation Block' field.
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e Hereby a few more important things before we move on:
e The template contains a fixed color order. This has been applied according to the VUweb
design. The order is as follows:
1 Blue; 2 Green; 3 Red; 4 Purple;
Each article will be transformed into the color applicable to that position.
o Itis easy to modify articles. To do so, navigate to the article. A number of
modification options will appear.
o The 'Up'and 'Down' buttons can be used to adjust the template positionally.
The 'Edit' and 'Delete' buttons allow you to modify or delete the article.
o The 'Add new' and 'Add existing' buttons allow you to create a new article or reuse

an article from the archive.

o
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Sectie — Intro

Now that the options are known, it is time to explain the article options.

To begin with, there is one article type available within the 'INTRO' section.

This is the article type 'Profiling Header + Header Image'. To create the article click on 'Add new' next
to the start of the section. The article edit section is now displayed on the right side of the screen.

The first field, the dropdown, contains all the
article options. In this case, this is only one item
type. The entry options are:

e Atitle for the article.

e Animage (ideal dimensions 650px wide
and 245px high). This is important for a
sharp display in the e-mail.

e A weblink (URL) to refer to.

Verander je toekomst, kom

studeren aan de VU

HME

CONTENT

Profilerende Kop + Header Image

Title (koptekst)
Image (afbeelding) 650x245

Weblink (url)
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Section - Articles

'ARTICLES' is the second section we will cover.
Unlike the 'INTRO' section, this section contains a large
number of article types.

To be exact, 13 of them are the following articles:

Video + Quote
Tekstveld met / zonder foto (links / rechts)
Contact block

Social icons

Twee Luik / Route Block
Veelgestelde vragen
Event info

Agenda

Banner Block — Image
Banner Block — Tekst
Pre-footer 1-kolom
Pre-footer 2-kolom

Footer

Each article has its own set of input fields. On the following pages, we show examples of these
articles and refer to the corresponding fields.
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Artikel — Video + Quote

Optionele velden

Tekst voor in navigatie block (eerder behandeld)

Chantal de Wit, bachelordiploma 2013

Title (titel)

| "Twee of drie keer per jaar mag ik naar Afrika voor

Surtitle (boventitel)

Image (afbeelding)

mijn werk. Ik heb mijn droombaan gevonden.”

Content (tekst artikel)
CTA (Tekst ‘button’)

Video Block. Met Bedrijfskunde word je

blink (URL)

eerst breed opgeleid, maar tijdens het
tweede jaar ga je de diepte in en maak je
al jouw eerste keuzes om uiteindelijk in
het derde jaar te worden klaargestoomd

voor een master die past bij jou

Ontdek de studie-inhoud >

Artikel - Tekstveld met/zonder foto (links/rechts)

Optionele velden

Tekstveld en foto rechts

Tekst voor in ie block (eerder behandeld)

/

Title (titel)

Lorem ipsum dolor sit amet, consectetuer

Image (afbeelding)
Foto rechts in plaats van links Iadigiscing elit. Aenean commodo ligula
Content (tekst artikel) eget dolor. Aenean massa. Cum sociis
CTA (Tekst ‘button’) natoque penatibus et magnis dis

blink (URL) parturient montes, nascetur ridiculus

mus. Donec quam felis, ultricies nec,

pellentesque eu, pretium.

Call to action >

Artikel — Contact block

Optionele velden

Tekst voor in navigatie block (eerder behandeld)
Title (titel)

Wil je meer weten?

» Neem gerust contact met ons op

Subtitle (Titel kolom)
Subtitle #2 (Titel kolom)

D Bel ons op 020-598500
(op werkdagen tussen 10.00 en 16.00)

Subtitle #3 (Titel kolom) % Stuureen mail naar contact@vu.nl
Mail_1
@ Of stuur een Whatsappbericht naar +31 6 107 87 317

Mail_2 |
Phone_1 » Heb je een vraag over detoelatingseisen
Phone_2
Whatsapp_1 I - D De Studentenbalie geeft antwoord. Bel 020-5985020

(op werkdagen tussen 10.30 en 12.30 of 14.00 en 17.00 uur)
Whatsapp_2

Stuur een mail naar studentenbalie@vu.nl
Social | Facebook (URL) & ‘ . ey
Social | Instagram (URL) @ Of stuur een Whatsappbericht naar +31 6 107 87 317
Social | Linkedin (URL)
Social | Twitter (URL) Volg VU Bedrijfskunde
Social | Whatsapp (phone number just numbers, no leading zeros) 4 Facebook Instagram m Linkedin
Social | Youtube (URL)

' , Twitter Youtube @ Whatsapp
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Artikel — Social icons

Optionele velden

Tekst voor in navigatie block (eerder behandeld)

Social | Facebook (URL)

Social | Instagram (URL)
Social | Linkedin (URL)

Social | Twitter (URL)

Social | Whatsapp (phone number just numbers, no leading zeros)

Social | Youtube (URL)

Artikel — Twee Luik / Route Block

Optionele velden

Tekst voor in navigatie block (eerder behandeld)

m—)

HOofMvoo

Title (titel)

.q

Subtitle (Titel kolom)

Image (afbeelding)

Ik ga werken

Wat kun je doen na je bachelor?

Content (tekst artikel)

CTA (Tekst ‘button’) Met een diploma Bedrijfskunde heb
Weblink (URL) i
Subtitle #2 (Titel kolom) wionemutinvesiop

de praktijk. Je bent na de

> |k ga door met studeren

Je kunt natuurlijk cok doorstuderen

Image i (abeEk’ing) bach leiding bedrijfskunde Ecss meer.
Content #2 (tekst artikel) = ciozowalhar

i s2 (ks huson) non-profitorganisaties —

Weblink #2 (URL) :

Artikel — Veelgestelde vragen

Optionele velden

Tekst voor in navigatie block (eerder behandeld)

—

Title (titel)

Question (vraag)

Weblink (URL)

Lees meer

+\ragen over je toelating

Welke diploma's heb ik

Question #2 (vraag)

Weblink (URL)
Question #3 (vraag)

Weblink (URL)

Question #4 (vraag)
Weblink (URL)

Ik heb een buitenlands

nodig? diploma. Wat nu? Dit is de
|I derde regel
- >
Welke diploma's heb ik Welke diploma's heb ik
nodig? nodig?
< >
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Artikel — Event info

Optionele velden

fe block {eerder behandeld)

Tekst voor in

Date_1

Event_language

QOver deze studie

Event location Startdatum ];[ Titel
Event_section ] 2020-07-30 Kind Buiten Beeld
Event_time

== Onderdeel
Title (titel) o) % raeraes
Title (titel) =""13.00-17.00 Bewegingswetenschap

Locatie Taal

na @
W Oostelijke Handelskade Nederlands
Artikel — Agenda
Tekst voor in navigatie block (eerder behandeld) Ag en d a
Title (titel)
o N Congres Congres
at
o= 19 augustus 6 september
Event_1 X . .
LD Symposium Kind Buiten Beeld| | Het achterhalen van spaarzame|
e (titel
o twee regels structuren
Date_2
3T Congres Congres
Title (titel) 1 oktober 23 oktober
Date_3 Wanneer je het gewicht van de| |Spindoctors en trollen
Evences wereld niet alleen op je bestonden al in de Gouden
Title (titel) schouders draagt Eeuw
Date_4
Event_4
Aaend: i

Title (titel) g overzicht >

CTA (Tekst ‘button’)

Weblink (URL})

Artikel - Banner Block - Image

Optionele velden

Image (afbeelding)
Weblink (URL)

Artikel — Banner Block — Text

Optionele velden

Content (tekst artikel)
CTA (Tekst ‘button’)
Weblink (URL)

BANNER {alleen vandaag}

de bachelordag

Doe de check
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Artikel — Pre-footer 2-kolom

Optionele velden

Tekst voor in navigatie block (eerder behandeld)

Title (titel)

VU hoofdmenu

Title (ttel)

—Veel gezocht

CTA (Tekst ‘button’)
Weblink (url)

CTA #2 (Tekst ‘button’)
Weblink #2 (url)

CTA #3 (Tekst ‘button’)

Weblink #3 (url)
CTA #4 (Tekst ‘button’)

Home
Onderwijs
Onderzoek

Bedrijf en samenleving

Voo

Bachelor home

Master home
Inschrijven

Collegegeld 2019/2020

vV

Weblink # (url)

CTA #5 (Tekst ‘button’)

Weblink #5 (url)
CTA #6 (Tekst ‘button’)

Weblink #8 (url)

CTA #7 (Tekst ‘button’)

Weblink #7 (url)

| CTA #8 (Tekst ‘button’)

Weblink #8 (url)

Artikel — Pre-footer I-kolom

Optionele velden

Tekst voor in igatie block (eerder beh:

Title (titel)

CTA (Tekst ‘button’)

Weblink (url)
CTA #2 (Tekst ‘button’)

Weblink #2 (url)

L. Uitgelicht

Bachelordag 2019

CTA #3 (Tekst ‘button’)

Weblink #3 (url)

CTA #4 (Tekst ‘button’)
Weblink #4 (url)

Artikel — Footer

Optionele velden

CTA (Tekst ‘button’)
. Weblink (url)

CTA #2 (Tekst ‘button’)
. Weblink #2 (url)

CTA #3 (Tekst ‘button’)
. Weblink #3 (url)

CTA #4 (Tekst ‘button’)
. Weblink #4 (url)

CTA #5 (Tekst ‘button’)
. Weblink #5 (url)

CTA #6 (Tekst ‘button’)
Weblink #6 (url)

VU Studie Inspirator
Campus Tour
VU Magazine

Afmelden

UNIVERSITEIT

AMSTERDAM

R N 2

Logo
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Testing an e-mail

To test formatted mailing, click on the 'Test' button.

Nieuwsbrief_ VU_by Ematters_ACC | v0.4

(o =l ® ® O

Reset test actions Launch  Actions

Choose 'Send testmails’.

=

Send testmails

Then choose the right testuser and click on 'Send testmails now'.

Send testmails now
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Sending an e-mail

Choose the target group for your mailing via Properties -> Audience.

Click on the 'Launch’' button to test the mailing format.

®

Launch

Click on 'Start', enter a date for sending and then choose 'Launch’.

Launch Journey

i@ Journey target audience:

MAILING_INCIDENTEEL_PROD
(USERS_MAILING_INCIDENTEEL_PROD) | All users

Target audience size:
No users selected

Launch journey

(@) Start now
() Sehedule broadeast on:
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Need help?

This guide is designed to ensure that you can create, test and send an email on your own.

In the unlikely event you run into certain issues, you can contact the Selligent Team in the following
ways:

1. Send an e-mail to mailing@vu.nl with your question. For example, if you have an error
message while logging in, you can send an email to the email address mentioned above. Tip:
add as much information as possible to your question. A screenshot of the error message
will help the team to serve you faster.

2. Submit a ticket via the ticket form*:
https://vu.slgnt.eu/optiext/optiextension.dll?|D=Ji6VZENVcQAEMmmHfgMgGyFmS7sEIQy8FFP
vPmMYOwoQUwCgahNB2Wv196zCsRNRQZ86PQLUEpdL3gJU

* The ticket form also allows you to request a mail segment.
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