
Training Manual

Humint O Lite

Version 16



Email Marketing

Mailings

● When you open the Email marketing screen, it will feature the mailings that the User
has created. To view all mails, click on the X next to the My Mailings in the search
bar.

● You can click on the CREATE button to create a new bulk email

● The display name of the mail sent will be the heading. It will also be the Subject line
of the email.

● The statistics of the email sent will also be shown on the home screen

▪ Opened

▪ Replied

▪ Clicks

▪ Delivered

● You can filter according to month/topic and so on.

Mailing lists can be created for specific bulk emails.

Certain type of patient – C/L wearer, cyclist, teacher, and so on.

It can be for certain year patients, certain age groups, depending on what you can export from your

current contact list. All you need is to create a name to identify this group from the mailing list.



What you will see is the name of the group and the number of recipients.

To create a new Mailing list, click on CREATE.

You can insert the name of the group on this screen. Then click on CREATE

When you click on the list you have just created, this screen will open.

You can then either create the recipients or you can import a list from excel by clicking on either

CREATE or IMPORT.

When you click on create:

o All you need to enter is a name and the Email address. You can however add

additional fields if you want to do so.



o You can add this recipient to various mailing list by clicking on Add a line and select

the mailing lists you want to add the recipient to.

When you click import:

Click on LOAD FILE, then select the excel or CSV file you want to upload.
This screen will pop up with the columns that you want to import.
Click on the X next to the fields that you don't want to import.

Click on TEST IMPORT

You will get a response to tell you that all the fields seem valid, OR you will get a response telling you
that there are invalid fields. You can correct those fields and TEST IMPORT again.

Once you get the message – Everything seems VALID, Click on IMPORT.



You can create specific email marketing campaigns and schedule the time they need to run.


