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The PoliteMail Interfaces

Starting with version 5.0 of PoliteMail, you have three different ways to use the PoliteMail application:

g e Y ETIR TR AN VAR (S 54e]¢ is the original edition of PoliteMail, accessed directly

from within Microsoft Outlook, using the original COM add-ins.

also known as Outlook for M365 or Outlook.com which uses a Modern add-in instead of a
COM add-in.

% el e e e 21k is an edition of PoliteMail that is built into the “new Outlook”,

e el ETIReIRTRLE allows you to send measured messages outside of the Outlook

environment, while still accessing your distribution lists.

Find out more about the capabilities of each edition of PoliteMail here!
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https://help.politemail.com/help/edition-comparison

Get Connected

b2 q1e)y Before you can start sending and measuring email messages, you must first activate the
PoliteMail software and connect to the PoliteMail Server. If you are using Single Sign-On as a
connection method, please contact your IT department for help signing on. If you are connecting

using Password Authentication, please follow these steps:

Activating and Connecting

1. You will receive an email entitled, Server Settings

"Your PoliteMail Account is

Ready' Click the client.exe file to aﬁ Enter your PoliteMail server and send method.

download and install PoliteMail.
Restart Outlook.

LI CEH IV Sl b mgareact2.pmail 5.com

2. PoliteMail will then ask you to

establish a connection with your Send Email Via: O Your Outlook Outbox ® PoliteMail Server

server. If this does not happen

automatically, select the PoliteMail

OK Cancel

tab and click Server Connection.
The PoliteMail Server Settings dialog opens.

3. In the PoliteMail Server field, enter the URL for the server you are connecting to (if you have
multiple servers, you can select the one you want from the drop-down). Send Email Via

should be set to PoliteMail Server. Click OK.

Enter the PoliteMail email address that was included in your welcome email. Click Next.
5. Inthe Password field, enter the password that you received from PoliteMail Customer

Support. Click Sign in.

6. You will be brought to the Account page and asked to change your password. If you are not
brought to the Account page, please contact Support (serversupport@politemail.com)

OINEINE Accessing PMO is as simple as entering your PoliteMail server name in your browser! Your
server name is what you enter when logging into PoliteMail, such as https://yourcompany.pmail5.com.

From there, a window will appear for you to enter your credentials like normal. Note that your
organization must make PMO available for you to access it. Contact your PoliteMail admin if you

have any questions.

Your organization’s IT team will create a manifest to deploy
PoliteMail to you. This is coordinated between IT and PoliteMail,
so if you do not have access, please contact your IT team.

Sending Email via the PoliteMail
Server not only overcomes list size
as well as ISP send volume
limitations but will send email
much faster.
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The PoliteMail Layout

I qlely PoliteMail will add a 'POLITEMAIL' tab to the Outlook interface, which provides access to

account setup, list management, templates, and results reports.

B9 v P sea
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Results Campaigns Content Maling ~ Analytics  Social Link Help Request Ideas Server
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R Account  Settings  Serverinfo  Measurement  Users
Inbox —
¥4 Sent Items
B Follow Up 4+ Account
& € Reference
D Travel These settings provide your user information and address to the system,
& . B
. v wisndi@politemail....
Inbox PoliteMail Version
E3
Drafts @
Server Version 5.25.5282.6348
Sent ltems
Deleted Htems N Client Version: 5.25.5256.3516
Archive
B Follow Up
C Reference Account
D Travel
» Conversation History
Junk Email 20]
Outbox [Fi]
 PoliteMail Business: Unassigned
Account Settings Region: Unassigned
Create Templates
Manage Lists Role: System Administrator
Measure Results
RSS Subscriptions
llcar Infa
Done

el o — fu] *

Try the new Outlook (@ oft)

Subscription Archiving Tag Groups  Personal Access Tokens

] Al folders are up to date,  Connected to: Microsoft Exchange. m &

using the Content button.

is authentic.

© o o000

View your PoliteMail settings and set your preferences.

View in-depth metrics reports on your messages and campaigns!
Store all your images, templates, links, Smart Attachments and more on the PoliteMail server

PoliteMail only sends from your Outbox or direct to Exchange/Graph, so your outgoing email
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CIEINE PMO is not constrained to the Outlook structure and so has a different layout that makes the

PoliteMail functionality easier to access:

MirosoiSans .~ tpt= 4B B~ = = B [ £ o @i o

B 7 USs x A & = = T o®

®  FoliteMail Buiider i<

@ Your account preferences, mailing lists, content, campaigns, and results can be found along
the left panel, instead of in a Ribbon like in Outlook for the Desktop.
@ The top bar contains options that you would find when creating a message in Outlook for the

Desktop.
© C(licking the To or Cc button accesses your distribution lists.

\/=155] All PoliteMail functions are in the right panel, which can be
opened by clicking the PoliteMail icon in the Add-Ins section of the
Ribbon toolbar.

@ Access your content by clicking on the hamburger button (=)
in the top left.

@ Select your server (PoliteMail, Outlook Outbox, or Graph) to
send with — we recommend PoliteMail for the best speed of
delivery.

© PoliteMail for M365 does not currently display metrics, but you
can find an option to easily switch over to PoliteMail Online to
access these features when you need them.

E PoliteMail X

= 5

PoliteMail Server v
Individual v
Assign to Campaign v

Personalization

@ Send immediately

O Scheduled send in recipient's
timezone

O Scheduled send during working
hours

O Scheduled send at specified time
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Creating & Sending a Message

I qiely Click the button to compose a new message in Outlook, just like you always do. Click the
PoliteMail flag in the Ribbon to measure the message you are creating. Each recipient will receive an
individualized message as if you had sent the message to each person one at a time. Only one email

item is stored in your Sent ltems folder to save space.

[ W= % Untided - Message (HTML) £ Searg nenus and more -
File  Message Insert Draw Options FormatText Review Help Acrobat  POLITEMAIL

:PI& E_? EI EI| = .@ EZ paragraphs ~ %E (i save ~ [ Edit HTRAL [~ Analytics Integration ~ ‘
- A xO) - e Pl L o -
Maing | Poliewal  Add  Add = addsman B Unks Feadback  Templates [ Shew/Hide PalteMail Bulder (& ImportHTMLFile | @ Social Advocacy g
Lists*  Personalize ~ Image ¥ Video & Attachments ¥ Q) Symbol v - ~ |5 Edit Preheader Text £ View Gridlines 52" Auto Hyphenation Message
Content Insert HTML Templates Adhianced Tegaing
e PoliteMail Builder
To
B
ce
Send Search..
bject @ Ma Label v &, New Share
& Images

The Data is the Difference. Accuracy Matters.

Q e PpoliteMaiF?

for Outlaak Email Intelligence

@ C(lick the PoliteMail tab while you are creating a message to use all the PoliteMail editin
functions including personalization, graphics, creating and saving templates and more.

Recency

g

@ CEasily reuse and share content with the Templates button for fast access to your saved email

templates and content.

© Click the Mailing Lists button to display mailing lists and select a PoliteMail list you have
created or imported to add it to the To: field.

O Storing your images, links, and attachments in PoliteMail keeps your email message sizes nice

and small. You can create your own professional-style HTML email using the drag-and
PoliteMail Builder.

-drop
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CIEINTE When PMO opens, you can start entering in your recipients and/or lists and simply start
typing your message right away. Just as with the desktop edition of PoliteMail, each recipient will
receive an individualized message as if you had sent the message to each person one at a time.

PoliteMaiF=

= Save As Discard | F Individual . Assign to Campsign [ 2 sand Options Tagging

o ’E BUILD A TEMPLATE >
o

e [£] apoconmenr >
Campaigns

Resuts
MicosoftSans _+ pte Mg as- = 1= @ [ £ ® - 35- oo $ G v ......e @ pouemai sranD THEMES 3

[ PoliteMail Builder
sec

@ Fowers

@ What's New

@ Access your address book and distribution lists by clicking the To button.

® Use the toolbar to format your text and add your elements such as images, video, links, and
Smart Attachments.

© The PoliteMail Builder button gives you fast access to your content and Templates. The
PoliteMail Builder in PMO has a newer look and a few more features than the desktop edition,
but you'll still be able to access your content.
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\/=151 Click the button to create your message just like you always do. Click the PoliteMail button in
the Add-Ins section of the Ribbon to open the PoliteMail pane.
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& . o— S e—
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S —
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rchive 3
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B3 D Travel DT O i P
£ Conversation History - ® imezone
£3 Junk Email 2 Ly Wed 5/7 (O scheduled send during working
@ Notes 6 Ves, | can give you a brief demo and | do hav. hours
8 Outbox , w —— (O scheduled send at specified time
s 3 PoliteMail Roadmap Updates Wed 5/7
Yellow indicates a problem or concern with o,
B3 RSS Subseriptions
~ April
£ Undeliverables G £&) PoliteMail Expiration * ©
Ba Search Folders , uSGuints - _ _
o e sales call R L AnTrRes . Select an item to read # (No subject) X

@ Access your content and Templates by clicking on the hamburger button (=) in the top left.

@® Format your message using the Outlook tools you always use.

© \When you're ready to send, use the big blue Send & Measure button in the PoliteMail pane
instead of the send button in Outlook.
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What Else Can | Do?

A lot, really, and we are always adding more and making the platform more refined. Here's a list of
the most common tasks, with a link to the most recent information in our Knowledge Base:

Add an Image https://help.politemail.com/help/adding-images
Personalize a Message https://help.politemail.com/help/adding-personalization
Add Measurable Links https://help.politemail.com/help/links

Add Measurable Smart Attachments https://help.politemail.com/help/smart-attachments

Desktop: https://help.politemail.com/help/how-do-i-
create-a-template-in-politemail

Use a Template , . . .
PMO: https://help.politemail.com/help/politemail -

builder-2

Import HTML into a Template https://help.politemail.com/help/html-import

Test a Message Before you Send It https://help.politemail.com/help/preflight-test-send

View a Metrics Report https://help.politemail.com/help/understanding-metrics

Import and Send to a Distribution List  https://help.politemail.com/help/distribution-lists
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Stuck?

If you are experiencing technical issues with your PoliteMail account, please reach out to our @

technical support team.
Request

p)354)0]% Click the Request Support button in the PoliteMail tab of the Ribbon toolbar. support
@I EINTE Click on your avatar in the top right corner, and then click the Request Support icon.

m Open the PoliteMail panel by creating a new message and clicking the PoliteMail button in the
Message tab of the Ribbon. Click the hamburger button in the PoliteMail pane on the right. Go to
Settings > Request Support.

This will generate an email with your account information and an error log for our technical support
team to use in troubleshooting the issue. Enter a brief synopsis of the issue you are experiencing and
screenshots if applicable.

Once you send the message, a case will be created for your support request and our support team
will respond.

You can also reach out via email at serversupport@politemail.com.

__— =

/
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