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Prior to setting up your Campaign, you will need to create your Target and the email template that you
will be using.

After these two pieces are completed, return to the drop down menu under Communications and select
Campaigns.
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Campaign Profile

* Campaign Name: Type: | Direct El
Channel: | Email |z| Status: | Planned
Approval Status: | Approved |z| Approver: & =4
Mailing Code: Event Name:
* Publication Type: | Application E‘

Event Communication Name:

Campaign Goals

Summary;
Budget: j
Expected Actual
Expected Cost: &) )
Expected Sales: | |
Expected Opportunities:
Cost per Opportunity : 50.00 30.00
Met Profit : $0.00 30.00
ROI: 0.00% 0.00%

Once you complete the Campaign details, select Save (upper left of screen).

The next steps will be to: Select Target List (created earlier); View & Edit Message (email template);
Preview & Test your email message (send the message to yourself); Schedule (when the campaign will be
sent).



UNSUB
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Select Target List ~ View & Edit Message Preview & Test Schedule

Save This Tab

Campaign Profile

* Campaign Name: Unsub Testl Type: | Direct
Channel: | Email Status: | Planned
Approval Status: | Approved E| Approver &;1 =
Mailing Code: Event Name

* Publication Type: | Printed Materials E|

Event Communication Name:

TARGET (External)

Target is a group of contacts that meet certain user-specified conditions. Targets can be used to send
email campaigns or event invitations to a group of contact records at one time. There are two types of
targets within Radius: Static and Dynamic.

x> Static Target: Allows you to pre-define the contacts to include in your target list. You must add any
new contacts manually to this list for them to be included in the campaign.

x> Dynamic Target: Allows you to define a target list based upon criteria settings. This list update
automatically by adding new contacts that meet the list criteria.

Targets must be built PRIOR to being added to a campaign or event communication. The process and
steps for creating, or building, a Target View is the same as for building a List View.

LIST VIEWS: Guidelines for creating new views
CREATE CUSTOM VIEW

e “Naming Convention”: Begin with your first and last name initials (capped) followed by a dash (

View Name:

- ) when creating the View Name.
e “Criteria Type”:
o The majority of your views will be “Dynamic”. This will allow for additional of new

(Ex: JB — New Prospects)

Criteria Type | Dynamic .t

Join (  Module

records that meet the specific criteria for that view. Confacts |

o A “Static” view can be used if wanting to follow a specific inquiries or applicants. This
will be determined by the criteria selected when creating the view. No new names will be
automatically added to this view; however, you can add additional names individually if

Criteria Type m o

£ 3| Add this Contact
you desire.



e Building Static Views
Locate the box shown below with “View” and a down arrow. Click on the arrow and select

| R View | Wi
=  Edit
Create

This will open the screen below.

In the box at the top called “View Name”, name the custom view you are creating using the
established naming conventions.

CREATE CUSTOM VIEW
View Name:

Set as default []
view:

Criteria Type | Static —

P3| Add this Contact

Last Name First Name StudentID Email Mobile Phone I am inquir My intende My intende

FPage of 0 Mo data to display

The Statics View will track a specific list of contact records determined by the user and are added at
the “Add this Contact” box. Contact Records must already exist in the Contacts Module to be added.
If the Contact Record is not found, create first in the Contact Module. DO NOT use the “Quick
Create” feature. After created the user can edit the Static View and add the new Contact.

Note, new contact records added to the CRM in the future will not be automatically added to the
Static View but can edit be added manually using the edit view feature.

When complete, click save at the bottom of the screen.
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¢ Building Dynamic View Criteria
Locate the box shown below with “View” and a down arrow. Click on the arrow and select “Create”.

| [ View | i
= Edit
Create

This will open the screen below.

In the box at the top called “View Name”, name the custom view you are creating using the
established naming conventions.



CREATE CUSTOM VIEW

View Name:
Set as default [
view:
Criteria Type | Dynamic hd Preview
Join {  Module Field Comparator Value )

Contacts ¥ || Other Areas of Interest ¥ || Contains v o 8
Add Row

You are not ready to add the criteria that will define the data you wish to display in your view.
Depending on the Module you are in, you will have access to all associated Modules to assist in
building your criteria. By clicking “Add Row” or the el symbol you are able to add rows for
additional criteria. Using the » symbol will delete a row. Parenthesis can be used to group data to
be looked at together by the system. This criterion is Joined by using “And, Or, or Minus”.

Join \l (  Module Field Comparator  Value )
( Contacts ¥ || Other Areas of Interest ¥ | Contains v - &
= |And ¥ Applications ¥ | Sr¥Yr Course3 Term ¥ | |Doesn't Conti ¥ ) 'R
Or v Contacts ¥ || Other Areas of Interest v |Is Emptﬂ R R
| AddRow

® Building blocks for dynamic view logic:

o Parenthesis (or Brackets): Used for grouping lines of criteria in the logic. There can be
more than one set of grouped criteria within a view. (Find this set of data first, then find this
data, etc).

o Join: Operator used to connect the lines of logic and direct how the criteria is evaluated.
(Operators are: And, Or, Minus)

o Module: Select the module that contains the data you wish to pull. (Where the data lives.)

o Field: Select the data field(s) from the drop down list to begin to narrow the broader CRM
data to provide the desired view (query). (What data you want to see.)

o Comparator: This field “tells” the view how to treat, or search for, the field data and is also
known as the “criteria operator”. The field type will determine which operators are available.
(How you want the CRM to search for the data.)

o Value: This is the field value that you want included, or excluded, in the view.

Examples:
Criteria Type | Dynamic b Preview
Join ( Module Field Comparator Value )
Contacts ¥ | Modified Time ¥ ||1Is ¥ | Today B ar &
Or v Contacts ¥ || Created Time v Is ¥ | Today 05 ' %
Add Row

@)



Criteria Type | Dynamic

Join { Module
= Contacts
= And ¥ | Contacts
— |0r > Contacts

Or e Contacts

(2)| Add Row |

Preview

Field
My intended start year

First Contact Source
First Contact Date

Source

W

w

W

4

Comparator
Is

Is Naot Empty
Is Not Empty

Is Not Empty

Value
2013,2014,2015,2016,21 v

When complete, “Save” your new custom view by clicking the save button at the bottom.
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