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Newsletters & Email Marketing

Keeping in touch and getting new business

()
O
=
W
L.
e
L S
it N

Conscious Solutions Ltd.
Royal London Buildings
42-46 Baldwin Street
Bristol

BS1 1PN

0117 3250200
support@conscious.co.uk

ConsciousCMS2 Email Marketing Module 10of9
Implementation Guide



Introduction

One of the key components to your marketing strategy should be the use of email newsletters. Compared
to printed newsletters they are low cost and easy to implement.

This guide is designed for people who are considering newsletters. It provides information about our e-
marketing module and gives specific details of how the service works.

Drafted Newsletters
We produce newsletters on a regular basis and work with you to customise them and despatch them to

your clients and prospects:

e Commercial Clients: Our newsletters for Commercial Clients are produced monthly (we feel that

there is enough going for a monthly communication to be appropriate).

e Private Clients: Our newsletters for Private Clients are produced quarterly (March, June,
September and December).

Newsletters are sent out with your branding (colours, logo, images etc.) and in each case we work with
you to customize them for your firm by encouraging you to insert your own editorial and add your own
stories when available.

Custom Newsletters
You can also produce your own newsletters or send out alerts on an ad hoc basis, for example to promote
seminars, special events, or a particularly important piece of legislation.

What’s the Process?

Law Firm

Optional:

Firm provides modified editorial,

news stories and distribution list

F-l
- 3 5 =
DRAFT Draft newsletter Newsletter -
sent to you sent to
with your own clients
branding & prospects
Your Website
We add your
Content Management System ‘ 4 distributign list
Opens @
(25.63%)
e ——
215 6 . 1 We add articles to the
Clicks @ Legal Library library throughout the
(c4.55%) Usage statistics month
206 in summary,
by user, and
by article
Figure 1 - The Process for Drafted Newsletters
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Step

1
Add content

What You Do

You don't have to do anything!

...although you can edit our
stories if you want to

What We Do

Our Editors are adding content to the legal
libraries.

You receive an alert with all the stories at the
beginning of the month and they are scheduled
to appear on your site throughout the course of
the month.

2 You don't have to do anything! | We select the most interesting articles that have
Prepare been published during the period and put them
draft of together into a newsletter with an editorial

newsletter introduction.
We send you a draft of the newsletter which
carries your logo and branding (i.e. the colours
and images used on your website)

3 You provide us with a revised | We contact you to discuss the newsletter and

Customise the | editorial (optional) and any of | see what custom content (if any) you want to
newsletter your own stories that you want | add.
added (optional)
We also discuss the distribution list for the
newsletter (i.e. is it different from the previous
newsletter)

4 You provide us with a We check the data is in the correct format and

Provide distribution list (or tell us to upload the distribution list the newsletter
distribution use the same list as before)
list
5 You don't have to do anything! | We make any changes that you have asked for
Send out then send you a test newsletter.
Newsletter
You approve the newsletter and we then upload
the new distribution list (if provided) and send
the final version of the newsletter.
6 You don't have to do anything! | We will review the statistics of the last

Monitor results

...although you can choose to
review the reports in the
ADMIN area of your website

newsletter with you when we speak about the
next newsletter.
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What Do Newsletters Look Like?

The sections below give you a brief overview of the difference between a Standard, Custom and Alert
template. You should also have been sent a separate document giving a longer list of sample templates
from which you can select and overall "style" that we can mirror and then customise for your
brand/website design.

Standard Email Templates

There are a range of standard templates that can easily be customised for your site. The customisation
process includes:

adding your logo

adjusting colours to suit the colours of your website

creating a header image (when appropriate) using images from your website
customising the text that appears in the footer of each newsletter

There are a range of layouts that can be used. The most common layout is two columns and consists of the
following elements:
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Mewsletter header image (incl. logo)

Title Salutation

Editorial
Tahle
of
Contents
fauta generated) article List
Title and Synopsis
{auto generated)
Column text
(optional)
Sign-off
(optional)

Footer

Subscribe/Unsubscribe instructions

Figure 2 - Example of a Standard Layout
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Figure 3 - Standard Design for Private Client Newsletter

Alert Templates

Alert templates are similar to newsletter templates, but usually take the form of one text block formatted
using the WYSIWYG editor - just like sending an HTML email from Outlook. Alert templates are useful for
single-topic communications such as event invitations.

ConsciousCMS2
Implementation Guide

Email Marketing Module 6 of 9



Custom Email Templates

Rather than customising a standard template we can also start from scratch to create something that has
a completely different layout or significantly different design elements. There are additional costs
involved not only because of the time taken to agree on a design but also because it takes a significant
amount of technical time to create templates that display as expected in all the common email systems.

All templates are tested on the following email systems:
e QOutlook 2003

e Qutlook 2007
e Gmail
¢ Yahoo Mail
e jLife/iMail (Macintosh)
ConsciousCMS2 Email Marketing Module 7 of 9
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= http://vww.frettens. co.uk/cms/mailshots/preview/601 - Windows Internet Explorer

& | http:/fwww. frettens. co.uk/cms fmailshots fpreview /601
B
> Property > Commercial > Employment > Debt Recovery > Litigation
The latest legislation, cases and advice for HR professionals and employers from Frettens
Employment News Employment
> Changes to sex discrimination SpeCiaIists
legislation
A number of changes to the Sex Jennifer Maddocks
Discrimination Act 1975 came into effect : S
from &th April 2008. One important change is ?SS_(;CIEIEE_SOHCItOf id
that employers now have a duty to protect vl erfa wiestgn 2 W'de B
their staff from harassment by customers, rangte ot' Lohten 'OUiM?t"h desly
suppliers and other people they encounter in ssgc?ar?is:gii:jrﬁjsgle olf
the course of...
s . . employment law, she has a
> Dismissal unfair due to failure to particular interest in litigation,
consider ill-health retirement including claims for discrimination and unfair
The Employment Appeal Tribunal (EAT) has | gigmissal. Jennifer offers proactive,
concluded that it was unfair for an employer | -ommercial advice to HR professionals and is
to dismiss an employee due to long term also an experienced advocate in the
sickness without first considering whether he employment tribunal.
was contractually entitled to be medically
‘retired’ or granted an...

Kate Fretten
> When are women undergoing fertility Assom
treatment "pregnant”? i : :

The European Court of Justice (ECJ) has I(afée spe_::|al|iest|_n Conienhons
recently considered whether and when a 2k lnon cotn_en |0usT ki
woman undergoing fertility treatment is einp OYTEH ';SUES' g !nlg d
pregnant and therefore entitled to protection DYogmd ;1(: aE Eommerm? |
under the Pregnant Workers Directive. Mayr ;E:Errzzf ir’1 fwi caosn?eaii;ljcsu 2l
v Backerei und Konditorei... ) : el
B i matters, including restrictive covenants,
> What is "harassment” under the confidentiality issues, senior executive
Protection from Harassment Act? recruitment and severance.
The Court of Appeal has found that a site -
foreman’s conduct towards a member of his H
team was insufficient to give rise to a claim Semlnars
of harassment under the Protection from
Harassment Act 1997 (PHA). In reaching this
conclusion, the Court has limited the... 5 :
= Q and A - Sex Discrimination °f. hiring and _ﬂrmg,
This month we focus on sex discrimination: ;Nltg. economic factors
Q: What is sex discrimination? r?a?)rlgnagnitsgtions _—
: What is the difference between direct . ) 2
gnd indirect sex discrimination? redundancies, while others will poach good
Q: What is objective justification? staff from other organisations, to remain
Q WEat i arnal Py : competitive. Specialist rer::_ruiters_ Hudson
Q: How much compensation can be awarded _Cooper Join Frettens at this seminar. More
for sex discrimination? info...
READ MORE Frettens HR Forum -
28 May.
7o The discussion at
b SR e . ¥
Done Internet ® 100% ~
I *
Figure 4 - Example of a Custom Template
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What Does it Cost?

For pricing information, please refer to our website - htt

www.conscious.co.uk/site /pricin

Notes:

1 - The newsletters are designed to alert people to interesting new articles that have been added to your
website (they click through on the links and read the full story from your website). The costs assume
therefore that you are already subscribing to the relevant library.

2 - The standard price includes sufficient time to change the editorial and adjust the article selection. It
also includes time for updating the distribution list and sending out the newsletter. However, additional
time/costs are incurred if more extensive customisation is requested, for example: if new articles need to
be added to the website or images added/manipulated. This work is performed as miscellaneous
webmaster work and invoiced (together with other such work) at the end of the month.

Monitoring Results

The email marketing module is very clever - it knows who each newsletter has been sent to and is able to
track exactly who opens the newsletter and the clicks that result. This is obviously invaluable information
and, over time, provides the essential feedback mechanism for you to improve communications in the
future.

Sentto 839
people

Read by 215
people
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