* Go to the Distribution tab EEIEEEEES

* The distribution centre
is divided into 3 parts:
* Press Releases

+ Campaigns

* Blocks

How to distribute
your press releases

B = Streams i= Lists Q Search % Distributi
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Create and send compelling press releases that

will engage your audience. S & Karl's ®
W test 4
i Test Releases I 4
@ MF Press Releases 4

Press Releases Campaigns Blocks - Optional

O
Use Blocks tool to format Ti )Pé
your emails P

Set up your email headers and
footers as blocks for a quick and easy
a— way to customise your press release
O e, |WIE) email templates.

S i Headers

ERTEEISRR Press releases (£

© Campaigns | m =] R

s s . Karl's # | d

W Test Releases I3 i Sam Examples. ’

i MF Press Releases = Footers

Blocks can also be used in the Body
of your press release to create
standardised copy templates that you
can fill in and edit.

+ All the features and functions you need + All the features and functions you need + All the features and functions you need
to build your press release email. to target your contacts and send your to build email templates. Don't forget you can only display one
press release. + Blocks will help you set up custom headers block per section.
+ You can target specific press lists that and footers for your press releases.
you've previously created or add in your + You can use these previously-set-up
own recipients. blocks in every press release you create.
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Press Releases

Creating new press releases

'

Bliss Te:
d: Tue Oct 9th 2018 Updated: Tue Oct 9th 2018

* Go to the Distribution tab EEEREENGN.

+ Select ‘New Press Release’ [

+ Enter the name of your new press release
+ Select ‘Create’ button 229

Note: A preview of your email will appear
on the right-hand side.

Adding media to your press release

e dooreperm quis id modicmligoat wandesecsepr s,

+ Select the ‘browse files' option
woweies N the media tray.
+ Choose the file.
+ Your selected file will appear in the
media tray.
* You can choose to insert an image,
document or hyperlink.
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+ Enter your email subject - this email subject line will appear in your recipient’s inbox.

Roxhill Ne

Edit

B Email subject

“ROXMIL - Newws from Roxhill

Header

Adding images

+ Select the ‘insert image’
button ®msertimee (next to
your chosen file).

+ Position your cursor
in the desired location
and click.

* Resize your image by
dragging the arrow left
or right with your mouse.

* You can change the
alignment of your image
with the Left =, Centre
= and Right = buttons.

w Press Release ¢

- ROXHILL MEDIA -

*+ Optional: Create a new
email header (company
logo, etc) or select a
customised header from
the drop-down menu

Choose block

Roxhill

THE RIGHT RESULTS FAST
The next-generation media database

Roxhill

The next-generation media database

+ To enter the body of your press release,
type in your text or select Paste from
word' Ersseiomword to paste in your
desired text.

Note: You can copy and paste from a Word
or PDF document.

Document or image link

THE RIGHT RESULTS FAST
B The t-g ion media

The next-generat i,

+ Selectthe ‘insert link’ #retinc button
next to your chosen file.
+ Double click the text you wish to hyperlink.

Note: When your recipients click these
links, they will open in a new window.



Image via an external link

+ Find your image online

* Right-click the image
and select “Copy image
address”

+ Place your cursor where
you want the image

+ Click insert/edit image ¢

+ Paste the image address
into the “Source” field

+ Select 'Ok’ IEM

Note: To resize your image
drag the arrow left or
right with your mouse.

Custom Messaging

* Press releases can be
personalised using
syntax.

* The syntax will be
replaced with any
text specified in the
Campaigns section.
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Insert link

url https://images.unsplash.com/photo-151561¢

Texttodisplay | External Image Link

Title

Target None Hel
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o o

upta di ut

s exp|

‘ ROXN111
THE RIGHT RESULTS FAST
a The next-generation media database

The next-generati

Hello HIFNAME* *ILNAMEI*,

Ullatem il moles aut rem nis expedi cus consendent et renditionse pel is non reruptas doluptam aut
e reium que ni vendis quia quos incidusdze voluptaes acest qui corrumgue volupta di ut ea cum
it occae sinihil eaquodios restessitas estrum que porae pellaniet repta earum.

foles cium aut quiacce ptatur sed ma quam cum quost, quas et aborem voluptatest, sum esto
id erovit qui odiorep 1 tati volorio sandisquam, explit
ducia quis id modicim ilignat sequatius.

Text File Link

How to insert an external link

+ Highlight the text you
wish to hyperlink.

+ Select’Insert link
button’ & .

+ Enter your link into the
URL section within the
text box.

+ Edit the text and title if
required.

+ Select'OK' IEM.

Syntax Options

To set this up, simply copy and paste the

relevant syntax into the copy of the press

release, or choose a syntax from the
“Placeholder text” drop-down menu.

Insert link
ner 1

un https://roxhillmedia.com/ ‘

Click Here to visit website.

The next-generati

Text to display
sllo,

. Title
u latem
estry Target None e reiur
occae
quar les eit
iligna blupid
 —— ducia do

Top
Tips
These fields will automatically
populate according to the information
available once you set up your campaign.

THE SYNTAX OPTIONS ARE AS FOLLOWS:

First name |FNAME|*
*|LNAME|*
Salutation: ..o, *|SALUTATION | *
| CUSTOMMESS | *
Recipient email address:.... * EMAIL|*

*|DATE:d/m/y|*

Last name:

Custom message

Date:...

ANUANALLLLL

THE RIGHT RESULTS FAST
The next-generation media datal

Hello David Brown,

latem il moles aut rem nis expedi cus consendent et renditionse pel is non rerup|
que reium que ni incidusdac vol c c volu]

repta earum.

et aborem voluptatesi




Blocks

Creating new blocks

Blocks are an easy way
to set up simple email
headers and footers,
allowing customisation
of your email templates
with ease.

+ Enter your desired text.

+ Click 'Save’ EE.

Note: A preview of your
email will appear on the
right-hand side.
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Create new block Contents
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Press Release Block
ress Release Blocl SAE Header

This is entirely optional.

Roxhill Media

» To create a new email
header or footer:

+ Select the ‘New block’
button EEEES.

+ Enter the name of your
header/footer.

Note: This name will only be seen internally so you can find it later.

Adding a logo/image to your block Adding a block to your press release

+ Select the ‘insert image’
button =] (next to your
chosen file). = : -

* Position your cursor ) " E— e
in the desired location : =
and click.

+ To resize your image,
drag the arrow left or
right with your mouse.

* To move your image,
highlight it and drag the

+ Select the ‘browse files’ browse s cursor to left or right.
option in the media tray.

+ Choose an image file.

+ The file will appear in the media tray.

Contents

rr vy
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] - ROXHILL -

Roxhill Media

+ Once you've created a new press release,
click the ‘Choose block’ menu choose biock

in the Header and Footer boxes.

+ This will bring up a drop-down list of all
the blocks you've created.

* Select the one you want.
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Campaigns

How to distribute your press release

Edited: Mon Nov 19th 2018
Create new campaign

New Campaign|

+ If you have your desired press release

open, select ‘Start Campaign’ [EEEEN.
+ Alternatively, select the Campaigns tab
O Compaizns 8
+ Enter the name of your new campaign
+ Select ‘Create’ 228

3. Adding your own recipients

+ Enter the recipient’s email, salutation,
first name and last name.
+ Click ‘Add’ E23.

Note: This function is perfect for adding

colleagues and shareholders to your
communications.
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New Campaign TEST  #

You can add recipients from a list, by name, or add your own cc.

Add journalists fron

* You now need to add your journalist
contact list to the campaign.
* You have 3 options:
1. Add journalists from lists
2. Add journalists by name
3. Add your own recipients

Subject

Recipients 1
Send date 20181207
Send time. 04:05 PM °

+ Once you've added your contacts, click
‘Save” button| = s+ to save your campaign.

+ Select'Send’ EED.

+ Choose the date and time you want to
send the press release.

+ Select'Send’ EEX3.

1. Adding journalists from lists 2. Adding journalists by name

Journalists

« Select ‘Choose list’ button (X222, + Select'Choose journalists’ button
[ oo

+ Enter the name of your chosen list. : '
+ Select your list from the dropdown menu. * Enter the journalist's name.

. Select'OK' EA. * Select your list from the dropdown menu.
Select'OK' [ED.

Only verified
accounts have permission
to send emails.

For further information,
please speak to your

account manager. Custom Messages

Sending in progress | ©

Details

It was great to catch up with you st week!

* The screen will read “Sending in * You will see a Custom Message field to
progress”. the right of every journalist contact.
+ From here you can monitor the results of + Type in any custom message you'd like

your press release. them to see where you've used the
*| CUSTOMMESS | * syntax.
e.g. It was great to catch up with you

last week!



Viewing your results

+ Select the sent press

release. » i Need a little
: s extra help?

+ Aseries of charts will
appear to the right side

of your screen. ‘ ; ‘ If you need any more
« Each chartrepresents ! : help use the | Heips feedback |

the number of emails i button and we'll come

Delivered, Opened, ' e back to you.

Clicked, Bounced, and
the number of recipients
that Unsubscribed from

+ Once you've sent your press release, you your campaign
will be able to view your statistics over + Alist of recipient names
time within the ‘Campaigns’ and email addresses will
[EYe] O campaizns | appear on the lower half
+ All sent press releases are highlighted of your screen.

with an aeroplane icon =.
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