Send Your Survey Via Email

i Leading Practices and FAQs

Want to see how to take projects from good to great? Check out our Leading Practice & FAQ

Home Page!

Alchemer Email Campaigns allows you to
quickly send out surveys to a list of contacts
via an email set up within Alchemer.

The great thing about an Email Campaign is
that it sends a unique link to each contact, so
you will have the ability to track each
contact's progress and send reminders to
those who haven't completed your survey and
thank you messages to those who did!

Additional benefits of email campaigns
There are a couple of other benefits to using
email campaigns:

e Save and Continue - Because each
survey link is unique, respondents will be
able to return to their response to
complete at a later time! (This is the

Hi there,

As a valued member of our community, we would
like to invite you to participate in a quick survey.
Your responses will help us better serve your

needs and improve our products for all our users.

Take the survey now; it is only open for a week.
Typically, it only takes 5 minutes to complete.

Thank you for your time and feedback. You are
helping make us better.

The Team

Example Email Campaign Message

default setting for Email Campaigns. You can turn off contact tracking within your Email

Campaign to allow respondents to share their links if you'd like.)

e Duplicate Protection - By default, respondents who click their unique link a second time will

return to the same response, thus preventing them from recording more than one!

All new accounts need to receive authorization in order to test and send an email campaign

in our system. We do this in order to prevent abuse of our email system. This improves our

overall deliverability.

Before you can send your first email campaign, a physical address must be on file and the

campaign needs to be reviewed by our staff. Once authorized you will have full access to the

email campaign functionality.

All new Alchemer accounts created after January 25th, 2022 must be provisioned Email

Action and Email Campaign authorization from the Alchemer Support team before

scheduling and utilizing the email action or campaign features in the Alchemer platform.
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Alchemer users must have a completed survey prior to submitting an authorization request.

Click here for more information.

Setup

1. To create an email campaign, go to the Share tab of your project and click the Send via Email
Campaign link (located on the bottom-half of the page).

Campaigns and Source Tracking

[V —— Search a

Pay for Responses On-site/Offline On Your Website Email, SMS, & Social
Select a Survey Audience Download for Offline Use Embedded Survey Send via Email Campaign
Print a QR Code & Website Intercept Survey & Send via SMS Campaign
Launch in Kiosk Mode Post on Social Media
Source Tracking
Name Type Date Created Responses Link Edit
Customer Email Campaign Link 2 Hours Ago 0 Share v e@m
Default Link Link 2 Hours Ago 1 Share v o&m

2. Give your campaign a name and click Create Email Campaign. This will bring you to your newly

created campaign. Now, follow the steps to set up your campaign!

Customer Experience Help

BUILD STYLE TEST SHARE RESULTS v TOOLS +

< Back to Share Links Product Purchase Customer Campaign

o Campaign Designer Contacts Send Campaign Delivery Statistics Advanced Settings
Campaign Summary Email Messages
o fr‘eat‘e 1 Edit your Messages 4 [account("organization name")] needs your feedback! # Edit Message
nvite From: Survey Research £ Send Test

o Upload your Contact List Reply To:

0 Contacts Uploaded Last Sent: Not Sent

o Send / Schedule
Campaign not sent yet Add Reminder Email Add "Thank You" Message
Next: Add Contacts

1. Campaign Designer

Start by using the Campaign Designer to customize your messages. You will write an initial invite
message, as well as any reminder or thank you messages you wish to send (reminder and thank
you messages can be created at a later time if you wish).

You will also have the option to embed your first survey question into the message body.
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Edit Message

Message St review  Plain-text Backup ¥ Need Help?

Embed Survey Question

i¢| Place the first question of your survey inside the email for quick answers. The question must be a single select (e.g. radio button or NPS).
Question: How likely are you to recommend our product to your friends and family?

Message Body

Subject [account("organization name")] needs your feedback!

As long as your first survey question is one of the below-listed compatible questions, it will
be available to embed:

e Radio Button Question

e Dropdown Menu Question

e Rating (Likert Scale)

o Net Promoter Score®

Learn more about about this feature, including setup instructions by visiting the Embed
Survey in an Email tutorial.

A default invitation will be set up for you. You'll need to edit this message as it includes
instructions for you as user on how to craft a message that improves your response rates and
reduces spam complaints. Click Edit Message to begin making your changes.

Customer Experience Help
BUILD STYLE TEST SHARE RESULTS v TOOLS =
< BacktoSharelinks  Product Purchase Customer Campaign
o Campaign Designer Contacts Send Campaign Delivery Statistics Advanced Settings
Campaign Summary Email Messages
Q Create / Edit your Messages £ [account("organization name")] needs your feedback!
1 Invite
From: Survey Research e
0 Upload your Contact List Reply To:
0 Contacts Uploaded Last Sent: Not Sent
Send / Schedule
Campaign not sent yet Add Reminder Email Add "Thark You" Message

On the Message tab you can edit the Subject of your email, the From Name, the Reply To email
address, and the Message Body in the Campaign Designer.

If you have configured SMTP and/or SPF & DKIM for sending email with Alchemer, you will see an
option to customize your From Address. Select from the available options (noreply@alchemer.com
is the default "from" email address). If you need to change the From Email Address in your Email
Campaigns, visit our Custom Email Settings tutorial to learn how!
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Different From and Reply To addresses may cause emails to be marked as spam and to fail
to make it to the recipient. To ensure your email is delivered appropriately, it is recommended

to have the From and Reply To Address match. This is a known issue when sending to Gmail
accounts.

If you don't have a custom domain, the From Address will be noreply@alchemer.com and
this should be what matches the Reply To.

If you'd like the recipient to reply to a different address, we recommend including this
information in the message body.

The default message is full of great tips. For example, we inserted Merge Codes in both the
subject and the body to help you personalize your invite. Contact Merge Codes will dynamically
populate with available information you upload for each contact. Account Merge Codes will
dynamically populate with the organization of the Alchemer account holder, based on the primary
Account Information. Feel free to delete these or add more!

Best Practice: If your email is highly personalized and you want to include data specific to

your contact list, skip to step two and upload your contact list first, before customizing your
email message.

To learn more about available fields, their merge codes and how to use them both in your
messages and the survey itself check out our Using Email Campaign Contact Data Tutorial!

Message Body
Subject [ [account("organization name”) :]'leeds your feedback!
Reply To noreply@ com From Name Survey Research
B I U | seze - A- Q- & ;= iZ g =- Ed| @ Source | T, | [@ | MergeCodes -
Hell -'_contact("ﬁrstname"}].l

The default message also includes grey-colored tips that should help you in crafting a message

that improves your response rates and reduces spam complaints. You'll want to delete these tips
from your message.
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Hello [contact("first name™)],
As a valued member of our community, we would like to invite you to participate in a quick survey.
{Let the contact know why they have been chosen to participate in your survey}

Explain the purpose of the survey and how you will use the results. Keep in mind you don’t want to bias the results so tﬂ

ot to cue the respondent with any language about what you are trying to prove.}

Take the su now; it is only open for a week.
‘{Createa sense of urgency by mentioning a deadline, ifitis appropriate})

The most important part of the message body is the survey link. By default, the survey link in the
HTML message will be included:

Take the survey now; it is only open for a week.

Click Here to Start the Survey

Thank you for your time and feedback. You are helping make us better.

If you wish to customize the link to read something other than the default "Click Here to Start the
Survey", double click the link. In the popup that appears enter the text you wish to display as the
clickable survey link in the Link Text field. Be sure to leave both the Link Type and URL fields as

is/\When you are finished, click OK. These steps are demonstrated below.

To learn more about personalizing your invite messages, visit our tutorial on Using Email
Campaign Contact Data in Invite Messages.

Hello [contact("first name")],

unt("on
R As a valued member of our community, we would like to invite you to participate in a quick survey.
sey Reses
{Let the contact know why they have been chosen to participate in your survey}
woreply@|
Not Sent| Your responses will help us better serve your needs and improve our products for all our users.

{Explain the purpose of the survey and how you will use the results. Keep in mind you don't want to bias

not to cue the respondent with any language about what you are trying to prove.}

Take the survey now; it is only open for a week.

Click Here to Start the Survey

Thank you for your time and feedback. You are helping make us better.

Your Name

[account("organigtion name")]

{If possible send 1%§m a real person as it fosters trust and adds personality.}
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The Email Footer (required for all messages) can also be customized. By default, the footer will
include your account's physical address and unsubscribe link merge codes. 7o learn more about
editing your Email Footer check out our Customize Email Invite Footer Tutorial.

When you are finished editing your message text, head over to the Style & Preview tab to
customize your message look and feel.

You can choose colors using the color picker for the Background, Body, Body Text, Link Text,
Footer and Footer Text. As you select colors, the preview below will update with your color
choices!

If you wish to override our default styles check the option to Disable all Alchemer styling and use
my own.

Edit Message

Message  Style & Preview  Plain-text Backup ¥ Need Help?

Settings

Disable all styling and use my own

Colors

Background Body Body Text Link Text Footer Text

Preview

Hello [contact("first name")],

As a valued member of our community, we would

On the Plain-Text Backup tab you will see the content that will be sent to recipients who cannot
receive or opt not to receive HTML emails. This content is set to automatically sync based on the
HTML you set up on the Message tab.

If you wish to customize the plain text message, uncheck the option to Update Backup Messages
automatically when HTML Message is changed and customize away!

If you wish to ONLY send a plain-text message check this option.
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Message  Style & Preview  Plain-text Backup ¥ Need Help?

Plain-Text Backup

~| Only send Plain-Text (no HTML)
Update Plain-Text Backup Message automatically when HTML Message is changed

Hello [contact("first name")],

As a valued member of our community, we would like to invite you to participate in a quick survey.
{Let the contact know why they have been chosen to participate inyour survey}

Your responses will help us better serve your needs and improve our products for all our users.
{Explain the purpose of the survey and how you will use the results. Keep in mind you don’t want to bias the
results so try not to cue the respondent with any language about what you are trying to prove.}

Take the sirvew noaae it i nnlbe nnen for 2 wealk e

-- Select a Merge Code -- ¥

Below your initial invite, you have an option to add a reminder or thank you message. For
Reminders and Thank You messages, the setup is the same as above with one difference: you can
choose when to Schedule the message to send.

Visit our Send a Reminder or Thank You Message Tutorial for more information!

Message  Style & Preview  Plain-text Backup ¥ Need Help?

Schedule

v -- Schedule Options --
Reminder Sending

1 day after last email
2 days after last email
3 days after last email I
4 days after last email |
6 days after last email
7 days after last email b
8 days after last email |
9 days after last email ’

10 days after last email
Automatically at a specific date & time

TS VU TIPS TTTOET U WU ST ILY, WS VWOLIU TS LU TTIVILE YUU LU [l e U 1T GUies sul veys

2. Contacts

Now it's time to add all the people you wish to send to! Click Contacts to get started. Learn about
requirements for email addresses added to Alchemer Email Campaigns here.

Click Add Contacts to begin adding contacts. If your contacts are in a spreadsheet (either .csv, .xls
or .xlsx) click Upload a Spreadsheet.

Alternatively, you can Use an Existing List previously uploaded to our Contact Lists feature or
Manually Enter a Single Contact.

Because uploading a spreadsheet of contacts is the most common method for adding contacts,
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we'll follow this option through. When uploading a contact file, each column should ideally contain
a header describing the contents of that column; if it does not, uncheck the option File includes a
header row.

If you would like to add a contact's email address more than once, check the Allow duplicates
option. This will send multiple emails to this respondent and allow them to take the survey more
than once.

Once you have chosen your file and selected your file options make sure to review the details
about how to properly use Email Campaigns in Alchemer. Click Continue when you are finished.

o Upload File Map Fields Results

1. Select a file from your computer

Choose a File... contactlist.csv

Note: Please remove any formulas before uploading. We recommend .csv files for uploading larger lists.

2. Select applicable file options
@ Fileincludes a header row
Allow duplicates

3. Confirm that you have opt-in permission to email these contacts

By using this feature, | confirm that | have explicit permission to email all contacts added to
in accordance to local, state, federal and international law (CAN-SPAM).

This will bring you to the Map Fields tool where you will map each column in your spreadsheet to
a field in Alchemer where you wish to store this information. Click Continue when you are finished
mapping.

To learn more about the Alchemer Contact Fields available for mapping and storing data check out
our Contact Fields Tutorial.


http://help.alchemer.com/help/global-vs-campaign-contact-fields

Upload File 9 Map Fields Results

Match the columns in your uploaded file to the contact fields.
Column Header First Row of Data Field that it maps to in
phone number 1231231234

Phone (Mobile)

ar

first name Jon

First Name s
last name Smith Last Name :
email address jon.smith@ com # (Skip)

i

Required Contact

Phone (Mabile)
Name
First Name

You will receive a message that your contacts have been queued for upload. The option to receive
an email when the upload is finished at the email address listed on the Results page will be
selected by default. If you do not wish to receive an email uncheck this option. Click Continue
when you are done.

Upload File MapFields (@) Resuits

Your upload of 3 contacts will be placed in the queue.

The upload can take a few minutes depending on the size of your list and your position in the queue. You can continue working while it uploads by clicking
"Continue”

Send me a notification when the upload is finished | youremail@company.net

Please Note: The email will contain an Invalid Email Error Log in the email body, or in the form of a CSV. It will provide email addresses that were not
uploaded and the reason why. If you do not wish to receive this information via email, please uncheck the above box.

When your contacts are uploaded they will display under the Contacts step. A total count of
successful contacts uploaded will display at the top. If there were any errors when uploading your
file this will be listed in a warning message. Click View Upload Error Log to get more details about
upload errors.

Once you've added your contacts you are ready for your next step, which is to Send or Schedule
your Email Campaign to Send!



You have used 0/100,000 menthly email sends

Campaign Designer eContacts Send Campaign Delivery Statistics Advanced Settings
Campaign Summary Contacts
‘:T:“j’:’ BalicycurEmalie Your upload is finished!
4 contacts failed to upload.  View Upload Error Log.
o Upload your Contact List View our documentation for common import errors
2 Contacts Uploaded

BB View import log

2 Active | O Unsubscribed | Olnactive | O Removed

Send / Schedule Add Contacts search Q
Campaign not sent yet

Email « First Name Last Name Status
Active

Jon.smith@company.net Jon Smith Active

3. Send Campaign
Once all the above steps are complete, you are just about ready to send this email! Go to the Send
Campaign step to get started.

Over Limit

On the send step you'll have information about where your account stands with respect to its
monthly email volume limit. Learn more about these limits, including how to increase your volume

limit in the Email Volume Limit tutorial.

If you have set up a SMTP server to send Alchemer emails, you are not subject to the email
limits. Learn about setting up SMTP by visiting the Custom Email Settings tutorial.

Gou have used 0/100,000 monthly email sends )
Campaign Designer Contacts e Send Campaign Delivery Statistics Advanced Settings
Campaign Summary Send Campaign
Creafe,' Edit your Emails Message Pending Scheduled For Send/Schedule
1lnvite
[account(“organization name")] needs your feedback! 2 Not Scheduled Send Now  Test

Upload your Contact List

2 Contacts Uploaded
Note: Pending Contacts

B8 View import log Does not include contacts that have already received the message, bounced or unsubscribed contacts, any contacts who have
completed the survey, nor any contacts over your plan limit. In the case of plan limits, you may buy credits to send more.

Test
We recommend sending a test of all of your messages to ensure proper formatting. Under the
Send Campaign step there is a Test option available for each message you set up.

Check out our tutorial on Testing Your Email Campaign for more info!

Send Now
Once you're done testing and everything is good to go, it's now the moment of truth! Click
the Send Now link under the Send Campaign step. This will bring up a pop-up for you to confirm.
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Check the number of contacts you are about to send to and click Send Invite Now if you are ready!

Send Now

Are you sure you want to send this email now?

This email will go to 2 contact(s).

Never Mind & Send Invite Now

Schedule
If you prefer to schedule your messages to go out at a later time, click the Not Scheduled link for

each message. You can schedule the message to go on a specified date and time (on the half
hour)*.

*We recommend that a message is scheduled no less than 30 minutes in advance of the desired
send time to allow time for the message to be queued up via our scheduling mechanism.
Scheduling a message less than 30 minutes in advance of the desired send time can result in the
message not being queued up and thus failing to send.

All times are Eastern Standard Time UTC-5 for accounts using US servers and Greenwich
Mean Time (UTC) for accounts using EU servers.

If you choose to schedule your email send, you will receive an email from Alchemer once your
invitation has been successfully sent. /t can take 20-30 minutes from the time you schedule your
campaign or reminders to go out to when they will actually send as the messages are sent out in
batches to help ensure high deliverability.

Schedule

When should this email message be sent?

Date mm/dd/yyyy

Time 1 4 00% AM$

Cancel Scheduled Email Never Mind Schedule Email




4. Delivery Statistics

Once you've sent out your messages, you can monitor the progress of each message under the
Delivery Statistics step. This page will dynamically update with information for each message
including, how many messages were sent and how many were successfully delivered versus
bounced.

As your respondents begin to take your survey the Completed Survey column will also update
with the number of people who have completed the survey.

If you wish to dive deeper and explore which of your contacts clicked the survey link in the email
or responded to your survey, click Export Contacts with Send Status to pull a spreadsheet with the
status of each contact.

To learn more visit the Monitor Contact's Progress Tutorial.

Advanced Settings

Under Advanced Settings, you have many more customization options.

o Campaign Designer Contacts Send Campaign Delivery Statistics
Campaign Summary Email Messages
Q Create / Edit your Messages 4 [account("organization name")] needs your feedback! & Edit Message

1 Invite From: Survey Research £ Send Test

Reply To: I
o Upload your Contact List eply To: noreply@

0 Contacts Uploaded Last Sent: Not Sent

Send / Schedule

o Campaign not sent yet Add Reminder Email Add "Thank You" Message
Next: Add Contacts

Email Settings

CAN-SPAM Address - This address is included at the bottom of each of your email invites. By
default, this address is pulled from the physical address on file for your account. If you are sending
email invitations on behalf of your clients, you can add additional company names and physical
addresses by clicking Manage Addresses. Learn more about customizing your CAN-SPAM
Address in the Email Invite Footer Tutorial.

Link Settings
Link Behavior - There are 3 different link behavior options you can choose under Advanced
Settings. 99% of the time you'll want to leave this set as is.

e Everyone gets unique links (can resume partially completed surveys) - This is the default link
setting for all newly created Email Campaigns because it allows for the most functionality.
Unique links allow for tracking who has responded to your survey so you can send
reminders and thank you message. Contact tracking also allows you to determine whose
response is whose. Finally, this setting creates built-in save and continue for your survey
respondents, as well as, duplicate protection.
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e Everyone gets the same link (can only take survey once) - This setting sends the same link to
everyone and allows each recipient to respond once.

e Everyone gets the same link (can take survey as many times as they want) - This setting
sends the same link to everyone and allows as many responses with that link as needed.
This is great if you want to allow your recipients to forward their email to recruit others to
respond.

Current Link Status - Click Close This Link Now or Open This Link Now depending on your
preference. This status is also affected by the Auto Open/Close Link settings discussed directly
below.

Auto Open/Close Link - Specify specific dates/times to allow responses to be recorded. This
date/time should be specified according to the timezone settings in your account settings. There
are three options available:

e Open on a Certain Date - specify a date and time for your email campaign links to open. If the
open date is in the future, the Current Link Status will be set to closed.
NOTE: Campaign messages scheduled to send during a time when the link is closed will not
be sent.

e Close on a Certain Date - specify a date and time for your email campaign links to close. The
Current Link Status will be set to closed on the specified time and date.

e Close When Quota is Reached - specify a number of complete responses that should be
collected in order for the campaign links to be closed. Once the campaign has collected the

specified number of responses, the Current Link Status will be set to closed.

Current Link Status Closed (Mot Accepting Responses) Open This Link Now

Auto Open/Close Link Opin Day/Time YYYY-MM-DD HH:MM:5S % Remove Open Date

r Time America/Denver

+ Close on a Certain Date

+ Close When Quota is Reached

Link Closed Message This survey is now closed.

you choose to customize the open and close dates/times, be sure to make invite recipients aware of
these dates in your invite messages.

When a campaign link is closed via Advanced Settings, the default experience allows for
existing survey responses to finish if a respondent is currently in the survey-taking process.

Link Closed Message - Specify a custom message to display when this link is closed.

Link URL Format - The link for your email campaign is generated automatically when you create a
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campaign, you can click Customize to change this to a secure link, use your Private Domain or
change the server location. Please be sure to make these changes before sending your invites, they
are not retroactive.

URL Variables - These can be used to pass data in the survey for all contacts in this campaign.

Settings that Modify Your Survey
Language - Change the language for the survey. When set to Auto this will detect the language of
the respondent's browser and display in that language if you've provided a language translation.

Survey Theme - If you wish to specify a specific theme for this campaign check the option to Use a
different theme specific to this email and select the theme.

Why have only 400 emails sent?

Depending on the size of your contact list, the time it takes for all of your messages to send out
can vary. We run a health check on all campaigns by first sending to a random 5% of contacts or a
sample of 400. If the bounce rate of this sample is higher than 10%, we will cancel the send and
alert the user that created the campaign via email. If the campaign was created before December
17th, 2014, the email will go to the account administrator.

A bounce occurs when the email address is found to be invalid and this 10% threshold also
includes soft bounces. These are most commonly either mistyped or non-existent addresses. We
check for bounces every 5-10 minutes so if you're looking at your Delivery Report while the initial
send is in progress, you might see the hard bounces start piling up. Once it's been 30 minutes
since the initial send, we tally the bounces and determine if we need to stop the send and alert
you or let it proceed. If the bounce rate is below 10%, up to 5,000 messages will send every 30
minutes until all messages are sent.

This process helps us protect deliverability for all customers and ensures as many messages as
possible reach their intended recipients.

FAQ

What is the file size limit for contact uploads?

The short answer is that this varies and is largely dependent on the amount of data associated
with each contact (humber of columns in your spreadsheet). You may find that this is a bit of a trial
and error process.

If you have 100,000 contacts in your spreadsheet and are only uploading the email addresses, a
single upload will likely do the trick. If the same amount of contacts contains 10 columns of
associated data, you will have better luck splitting the spreadsheet into 4-5 separate spreadsheets
and uploading each spreadsheet separately into the same campaign.

If you intend to use the .CSV file format, larger lists can be imported successfully via single
upload. Keep in mind that the upload may take in excess of 10 minutes to complete.
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Net Promoter®, NPS®, NPS Prism®, and the NPS-related emoticons are registered trademarks of
Bain & Company, Inc., Satmetrix Systems, Inc., and Fred Reichheld. Net Promoter Score*™ and Net
Promoter System * are service marks of Bain & Company, Inc., Satmetrix Systems, Inc., and Fred
Reichheld.
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