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This Adestra Basic Training Handbook is designed for you to follow along during
your basic training session, as well as, a reference tool for after your training. In
Adestra Basic Training, we cover data & lists, campaign setup, and launching and
reporting.
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Adestra Definitions

Workspace:
Workspace is your Association's Adestra account

Projects:

Projects contain groups of campaigns and are where campaigns ar e created.
Projects themselves are grouped within workspaces, which can be used for your
Associations' communication types, communication categories or divisions.

i.e. 2021 | Webinars

Campaigns:
Campaigns are your marketing emails that are sent to Members.

Data:
Data relates to the information you sync or import on a member.

Core Table:
Contains all your unique records and attributes for every contact.

Note: Unique identifiers tend to default to email addresses, or are otherwise designated
as the person ID as dictated by the AMS

Standard Static List:

A basic list of contacts for a specific send or as a source for an automation program.
You can also add and remove contacts one-off at any time.

Dynamic List:

Dynamic lists automatically update at a scheduled time and/or upon launch based
on list criteria.

A|B Split Testing:
A|B split tests can be as simple as a subject line A|B split, different times or more
com-plex testing of the email content itself.



Section 1: Data & Lists

Exercise 1: Upload a standard list

Step 1: Save your excel document as a CSV file

Step 2: Go to the Data tab in your workspace then choose to “Create new list”. Give
your list a name. You can choose to tag your list for easier searching later. Finally,
choose your core table.

Step 3: Click save

Step 4: Click the import tab

Step 5: Choose to select the file to upload (either from your desktop or file manager)
Step 6: Be sure to keep delimiter and character encoding set as Auto Detect

Step 7: Choose your data source

Step 8: Click Next

Step 9: Import Mapping: Fields shown on the left are fields from your CSV file (Adestra
will match field(s) from your csv file to the matching field(s) on the right from your Core
table).

Drag and drop any highlighted white fields to the corresponding field(s) on the right.
Step 10: Click Import

= Dpata ®Adestra | @ O
jome » HighRoad Solution Demo and Training Workspace » Data » Lists » 0002021|ZHRS EB | All Customer, All Fields » Import Help toplcs | IMPORTING
B8
| < Import mapping + ADD NEW CONTACT
>
E OVERVIEW BROWSE IMPORT IMPORT LOG LAUNCHES SETTINGS REPORTS ASSOCIATED CAMPAIGNS ASSOCIATED PRO. 0 EMPTY ALL CONTACTS
Selected CSV Training_data.csv
O DELETE LIST
Dedupe method  Overwrite duplicate records
Dedupe field email
E] SPLIT LIST INTO SEGMENTS
Import Map
Drag and drop your C5V's fields to your table's fields to define how your data should be imported. CSV fields with names matching your table SEED SO HELss
E 7
have been automatically mapped for you.
Manuals and videos
CsV fields. Core table fields
id email email
first_name first_name
first_name last_name last_name
sSt name / member_id
member_id member_status member_status KECENE PRACES
ember_status member_type member_type HighRoad Solution Deme ar
ember_type sf_contact_id Training WWorkspace
sf_contact_id title
title join_date
join_date company_name company_name
— pany_name state state
ADD DATA TABLE GUESS MATCHING FIELDS

IMPORT
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Exercise 2: Creating a saved filter

1. Navigate to data >filters> navigate to the right-hand navigation and click
2.  Createsaved filter

S@ RO Q0 T W

Setup a filter | Settings

Provide your filter with a name (name your filter using the following)
Your Initials | Assoc. acronym | Test Filter

Provide a description (this is optional)

Tags (this is optional)

Select Owner (this will default to your user account)

Select your core table

Click Save

3. Filter editor canvas

a. Click on New Rule | If you are looking to OR FILTER click the arrow to the
right of your filter; if you are looking to do AND FILTER click the arrow below

your filter

b. Navigate to the control panel on the right-hand side;

Vii.

viil.

Choose your rule category > select ‘field text match’
Select your rule type > select ‘field contains

The required information will differ based on your rules
Click ok

Select your field contains > field > select state > click ok
Match text type in the text box > VA

Click Ok

Click Save Filter

N



O Adestra a 6

Home » HighRoad Selution Demo and Training Workspace » Data » Filters

2020 EB | Training Assets | Filter By State .— VIEW ASSOCIATED

. i *= DYNAMIC LISTS
4 2020 EB | Training Assets | Filter By State

OVERVIEW SETTINGS

8
8
B [0 copy FILTER
[

Name 2020 EB | Training Assets | Filter By State
NEED SOME HELP?

Description 2020 EB | Training Assets | Filter By State

Manuals and videos

Owner  Erika Beshore
HighRoad Support
Permissions  This workspace
1-703-297-8886

Table DO NOT USE | HighRoad Demo and Training| BROWSE TABLE WITH FILTER

RECENT PLACES
Tags TRAINING _ASSETS

HighRoad Sclution Demao
and Training Workspace

Field contains

|:| Negate rule
|

Fleld contains ® Field
state state
contains ’
"va, pa, ga" Match text
4 |va. pa ga |
| Ok Ccancel

SAVE FILTER



Field Text
Field Text Match category creates a rule which matches text within a members’ record.

Date Match
Date Match category allows you to filter based on dates held within members’ records.

Data Match

Data Match category lets you filter based on a member’s association with certain lists
or unsub lists.

Event Match

Event Match category allows you to create rules to match members' activity from
previous campaigns.

Note: Using the right arrow will give you ‘or’ logic. Using the bottom arrow will give
you ‘and’ logic. Rules can combine ‘OR’ and ‘AND’ logic relationships, for example you
may wish to send to contacts who are on a particular list AND have previously clicked,
meaning members must match both criteria to be selected. Or you may wish to send to
members who are members OR students, meaning records only need to match one of
the criteriain order to be selected.

Name 0716 EB Training on filters

Owner Erika Beshore

Permissions This workspace

Table HighRoad Trial Account Core Table| BROWSE TABLE WITH FILTER

Tags EBTRAINING

o
HighRoad Solution
Demo and Training
Workspace

‘AND’ logic

Name 0716| EB Training on filters
Owner Erika Beshore
Permissions This workspace

Tabie HighRoad Trial Account Core Table| BROWSE TABLE WITH FILTER

Tags EBTRAINING

In List

Contact is
in list

ZHRS EB | 041421 |
Testing (304790)

‘OR’ logic

SAVE FILTER



Exercise 3: Creating a dynamic list

Step 1: Choose to “Create a new dynamic list”.

Step 2: Give your list a name.

Step 3: You can choose to tag your list for easier searching later.

Step 4: Select your core table

Step 5: Updating: Choose between ‘Scheduled updates’ and ‘Automatic updates’

Step 6: Navigate down to the bottom of the page and click save (your page will refresh,
and you will be taken to the overview page)

Step 7: Include Lists. Select your included list(s).

Step 8: Exclude Lists. Select your excluded list(s).

Note: dedicated dynamic lists are an option if you choose not to create a
saved dynamic list.

OVERVIEW BROWSE IMPORT LOG LAUNCHES SETTINGS REPORTS ASSOCIATED CAMPAIGNS ASSOCIATED PROGRAMS

D 309085 ®
Name ZHRS EB | 042721 Training | Dynamic List
Tags TRAINING_ 042721
Description ZHRS EB | 042721 Training | Dynamic List
Table DO NOT USE | HighRoad Demo and Training
Record history No
Owner HighRoad Trainer
Workspace HighRoad Solution Demo and Training Workspace

Created 27 Apr 2021 11:30
Listsize gy 77 | UPDATE | (Lastupdated 27 Apr 2021 11:33)

List type Dynamic
Scheduled update time No schedule update
Automatic update Yes

Include all core table contacts No

Include Lists

ADD INCLUDE LISTS aarch term “

[} Mame Count
O 308732 ZHRS EB | TEST LIST OMLY | DO NOT USE 4
O 305376 i ZHRS C 204
E] 304506 ZHRS EB | Standard List | 041321 204

Exclude Lists

ADD EXCLUDE LISTS Search term n

1 Name Count



Section 2: Campaign setup

Exercise 1: Create a new Project & Campaign

Part 1: Project and Campaign Creation

Step 1: Create a new project, give it a name, any tags for organizing, optional default
preset, and save.

Step 2: Create a campaign, give it a name, any tags for organizing, apply a campaign
preset, and save.

ES upland Adestra

‘

@ HRS_HighRoad Solutior Create project
= HighRoad i
C ghRoad ¥ Create project
@ HES HighRoad Salution % Back o HRS_HighRoad Sohutio
B Project settings

1M THIS WORKSPACE

)
I

Project name (required)

Description

Tags

F
F
Presets Assoclated workspace (required)
Bespoke Forms HRS5_HighRoad Solution Select Workspace
Calendar The parent workspace of this project

Identification colour

D2DDE2
Displayed in project
O (reguired

Emily Wilson Select User

Apply a default campaign preset w all campaigns in this progect



upland Adestra

o HighRoad Solution Demo and Training Workspace -~ Sandbox | EW - EWN | HRS | Training = Settings

nghRoad Solution De Campaign Settings

TOEIT UGS < Back to EWN | HRS | Training
pace

@ @ [

IN THIS CAMPAIGN Campaigiisettings

D i . .

(/ Overview Campaign name (required)

" Options EWN | HRS | Training

TiT
Data It's best to use something memorable and unique.
Launches Description
Settings
Permissions

Yz

A short description can help identify the purpose of this campaign at a later date.

Tags

Associated project (required)

‘ Sandbox | EW Select Project

Identification colour

B2C5DD

Displayed in campaign lists and reports.

Owner (required)

‘ Emily Wilson Select User |

Save




Part 2: Campaign Options

Step 1: Subject line (required)
Step 2: Domain (required)
Step 3: From name (required)
Step 4: Reply Address

a. Check box to send replies to a custom mailbox
b. Provide a reply name
C. Provide a reply address

Step 5: Unsubscribe handling (if you have a custom EPC, no need to select an option)

a. Insert unsubscribe link into text parts
b. Insert unsubscribe link into the html parts
C. Unsubscribe page URL

Step 6: Select your unsubscribe list
a. Opt-out : Global unsubscribes (used to collect inbound unsubscribes)
Step 7: Navigate to select list on the right side

o
( HighRoad Y & Campaign Options

il Solutions™
This campaign uses preset: HRS Default
HRS_HighRoad Solution

Subjectline  irequired)

1N THIS CAMBAIGH | Time Travelers: Gatthe Recordings On Demand w

. Shiould comwey whal your ermal i aboul, bul shouldn't be oo lang.
Overview ° . b
Options From address
Data From name  {required)

HTML | HighRoad Solutions |
Text Who your campaign sppears to be sent rorn. Should be recopnisabile and
Report From = (required)

| marsatn ighraadsalution.com |
Launches

The email sddreis your Campaign appears Lo be e fram,

Settings
Permissions Reply address

Reply address  {required)

| marketingZhighroadsolution.com |

Content
Use thiz boilerplate in this campaign

| SELECT BOILERPLATE

Unsubscribe handling

|:| Insert unsubscribe link into text parts

[ Insert unsubscribe link into HTML parts
Unsubscribe page URL

Web analytics

Google Analytics UTM Source

newsletter |




Part 3: Create HTML content

Step 1: Click the 'create HTML content' button
Step 2: Edit HTML Content

a. Click “Select Template” in the top left area to pull up your template library
that will show a thumbnail of your available templates and/or your one Master
Template.

b. Click ok

Step 3: Choose Email Editor. In the email editor window you will see a sparse view of
your master template. You will need to build out your campaign to your needs. There
are three template components;

a. Images: Working with images in your template is as easy as clicking into
that component and pulling up your file manager.

b. Article Titles & Article body copy: Next, you will have text areas that you
can type and fill in with your copy. Here it is a typical WYSIWYG editor where
you have the typical functions of a word document editor. (It is not recommend-
ed to copy and paste from a word document as this brings over extraneous code
that could break an email template. Instead, it is recommended that you paste
copy from a word document into a text editor first and then paste into the email
editor in Adestra.)

C. Call-To-Action Button: You can modify the placement of the CTA from Left,
to center, toright, and finally to hide it all together.

( Association)

Add Text above or below the log: sletier or os
Logo s left justified, and add optional text for & ¥ ate
— N = additional info.
( Association®
( Associationd

Header 1

Header 2

Header 3



Exercise 2: Setting up A|B Split

Using A|B split you can see which variant achieves the best results, and the most
successful will launch automatically to the rest of your list. You will be able to see
the individual results for each variant in the split test report, so you can easily
compare and analyze your results, as well as a full report for the campaign.

To begin you will create a campaign, then convert your campaign into a split test
taking the following steps;

1. Click the ‘Split Test Campaign’ link on the right sidebar on the campaign overview
page.

Once you create a split test, an additional tab will be created in the overview.

The variants are assigned reference letters, with the original campaign being the 'A’
variant. You can navigate between variants using the letter tabs at the top of the
section.

2. Click ‘Edit Variant Options’ under the letter variants
The options you can edit are the subject line, from address, and reply address

3. Click on ‘Create HTML for this variant’

Until you create content for the new variant, it will be a duplicate of the 'A' variant.
Once you have created the content, you will be able to edit that content using the
'Manage HTML' and 'Manage text' buttons. For help with editing your HTML con-
tent, refer to the HTML Editor topic.

4. You can delete edited content using the 'Delete HTML variant' and 'Delete text
variant' buttons, and it will revert back to showing content of the 'A’ variant.

5. Proceed with editing the campaign for the new variant.

=  Campaigns
Home » HighRoad Solution Demo and Training Workspace » 00 2021 | EB | Training Assets » Helptopics  CAMPAIGN OVERVIEW  SPLIT TESTING
00_2021_ZHRS EB |Basic Training | Campaign » Overview
00_2021_ZHRS EB |Basic Training | Campaign | SHOW CAMPAIGN HINTS

A B Mailing List
——  0002021|ZHRSEB | All.. @ 2 204

| CHANGE LIST |.'-.-1:-|'ed.a?F.D:':lﬂ"f...

F »m O O

$AMF_FIELD_FIRST_NAMES$, Thank you for | EDIT VARIANT OPTIONS || REMOVE THIS SPLIT TEST VARIANT |
joining our training today!

From: HighRoad Solutions <support@highroadsolution.com>

4=
-

Testing

| SEND A TEST EMAIL |

to erika@highroadsolution.com
HTML TEXT
More test options...

{ SPAM CHECK LINK CHECK
Showing content for variant A | CREATE HTML FOR THIS VARIANT OPEN PREVIEW | ”




Setting up a A|B split launch includes the same elements as a regular launch, on |
additional A|B Split Options available - configurable settings that define what percent-
age of list that will receive the split variants.

A|B Split Sending Options

1. Select the percentage of list members to receive your split variants;

2. Choose your criteria to determine your best performing variant;

3. Choose to launch the best performing variant automatically or uncheck
to launch manually;

4. Select your response delay;

5. If you choose to select a follow-up campaign to send automatically to
non-openers; and

6. Launch your campaign.

Follow-up campaigns

Automatically resend this campaign to non-openers

Launch manually
1 Day line
2 Days
4 Days
5 Days
1 Week
Schedule

isting subject line will be used. In the case of a split test campaign, the winning variant's

3 Days v

Time to wait after this campaign is launched before resending. If Launch manually is selected, then the resend
campaign will be created but not launched.

LAUNCH CAMPAIGN

Parcantamaaflictcontacts to receive split test variants  (required)
10 Minutes ,

20 Minutes [ ] ‘ 50

Estimated final list
102

1 Hour
2 Hours
4 Hours
8 Hours
10 Hours ne bst performing variant
12 Hours ‘
14 Hours
16 Hours
18 Hours
20 Hours included
22 Hours
1 Day

performying variant automatically

the split test.

30 Minutes «

Time to wait for responses before sending the final version,



Percentage of list contacts to receive split test variants (required)

o 50

Estimated test contacts Estimated final list
102 102

(51 contacts per variant)

Criteria to determine best performing variant

Opens -
_ari t automatica”y
Clicks

Clicks of Opens (CTOR) e split test.
Conversions
Total Conversion Value

30 Minutes = ‘

Time to wait for responses before sending the final version.

Opens: number of times an email has been opened. Note Criteria perfor-
mance is calculated as a percentage(%) calculated against total number of
delivered launches

Clicks: number of times an email has been clicked (links/images etc.).
Criteria performance is calculated as a percentage(%) against total number
of delivered launches

Clicks of opens: number of times someone opened and also clicked.
Criteria performance is calculated as a percentage(%) of clicks against total
number of opens



Testing & Launching

Step 1: Spam check. Here you will get an itemized list of potential red flags that a

being picked up in your email that potentially could be picked up by spam filters.

Step 2: Checking links in your email. Anything with a green checkmark is good to go.
Anything with an exclamation means the link is either slow to load or is broken. (Note:
Many instances the social sites will be picked up with an exclamation, but the links are
good.)

Step 3: Sending test this step you can choose to send just yourself a test, choose from
the drop down to send to a group of emails to test, or send to  another user entirely.
Step 4: Launch. Launching your campaign is the last step in your process. There are two
options for launch.

a. Now which will launch your campaign immediately
b. You can also choose to send automatically to non-openers

= upland Adestra

@ ~ HighRoad Solution Demo and Training Workspace ~ Sandbox | EW ~ EWN | HRS | Training - Spam Check Results

Gighroad>  Trial
HighRoad Solution De Spam Check Results Z
mo and Training Works < Back to EWN | HRS | Trainin g Spam Check

®» O ®

(©) Overall result: Nearly perfect (score: 0.8)
Overview

NG

Options 1. Take a look at these points to get a perfect score:

a4
B

1. Your email is lacking a text part. This is unusual for normal email, and will cause problems with users with older systems or webmail systems (score 0.4)

Launches 1. The HTML and text parts of your email appear to contain very different content (score 0.4)

Permissions Next: Link Check



A|B Split Reporting

Reports @O Adestra

© Adestra Q

Home » NASCIO > Digest > Digest331.21 > Report > Summary “elp opics CAMPAIGN REPORT  FOLLOW-UP CAMPAIGNS e Workspace > 00 2021 1 €8 |
=) - o serorTs L e —
& Campaign Report 5 poe B cuose sourrest
et report 5 | @ rtmea "
8 < split test report fiins ¥
SUMMARY  LINKS  INBOUND ~ SOCIAL ~TIMELINE HEATMAP  EMAILCLIENTS  GEO TRACKING  SA > 2
2 [ —
= NeeD sow s
® sty nasenare Jre—
@ Componsummaryfortlaunch| Alme - Manyals andvideos . Launch automaticaly  No =
2011 12331 anigh HishRoad sunpert v ves P——
e —
H winred 1o s
PrTm— - 17022070086
fom:
Variant Reports o ouces
suiec: o ko et Thordorce?
otz 0 e
d secenT puaces VariantA bty
Total 2162 — o PP ——— - s
T e 200 Training workspace:
o1 paly 3302021
Attempted 2162 Not attempted 20 Total 21
oo ottt prISv——— £ HighRoad sosion
e f— Aerped 51 - Notatempred
‘Conyot ZRS 8 (Basic easias ot eI
* Delivered 2162 ® Bounced ] Leng. | Conpasn 3
100% ofatempted, 100% of ot g Nobounces = HighRoad Solution Demo * Delivered 21 o Bounced 20
nd Training Workspa 700% of vempee, 100% of ol N bounces
— . 225 e 20 oy
Opened A Complained 2 002021 | €8 | Training = opened 20 = complained 20
w5 o 1. Hocompiies 8 PLoP—p— -
clekea PR — 20
Clicked 23 ® Unsubscribed O of cpened » Mo contots vnsutscribed
12% of opened. 4 No contacts unsubscribed. g ¥
1.5%of dvered 19 of aempred 1986/ Formaticks 20 rormsubmis 20
ol bt
Form dlicks 20 Formsubmits 20 snared 20 convened 20
N form chcks. ° No form submits. st e
i [E—
Shared 20 Comerted s0
Noshares 2" Hocomversons Yarante:
Pl P ———
% Benchmarkby|campoign « | tortne periodor| Lastzoaays + |
Tot 21
FollowiupiCampalgnsi Attempted 51 Notamempted 20
[CcRete roLLowuP 10 Now-oreNeRs fben P
Launches « belnered L1 e sounced 20
[ —— afamas
Oispay percentagesof @ Tl O Atemtes O peivered O enchmark ~ opensa 20 = complanea 20
P PP——————— -
m & Clicked 50 o Unsubscrived 0
P s
v o f .o
Datelaunched  LaunchReference  Tol  Attempted  Opened  Clcked FormClck  Fomsubmit  Shared  Com
Form ks 20 romubms so0
ez spittestounch : Mepemat Pty
Py 2 eeme B0 30 00w 00w T
. snarea 20 convnsa s0
rereace| 20+ P [Ee—

< Campaign Report

SUMMARY  LINKS  INBOUND  SOCIAL  TIMELINE HEATMAP  EMAIL CLIENTS  GEC

P © O

«Campaign summary for 1 launch | Al time -

Showing data for launches between 26 Apr 2011 13:13 and right now.

[
Tir
split test Variant: 8 Split test report
From: National Association of State Chief Information Officers <nascio@email.nascio.org>
Subject Can we talk about the State IT Workforce?
Total 2 162
Attempted 2 162 " Not attempted 20
700% of total All addresses attempted
why?
*® Delivered 2 162  ® Bounced 20
1009% of attempred, 100% of total = No bounces o
— © Opened 225 ® Complained 20
15% of delivered, 15% of atcempted, 15% No complaints =
of total
Clicked 23 ® Unsubscribed 20
12% of opened = No contacts unsubscribed o
1.9% of delivered, 1.9% of attempted, 1.9% of
total
Form clicks 20 Form submits 20
No form ciicks = No form submits @
Shared 20 Converted 20
Noshares = No conversions =
% Benchmark by | Campaign v | for the period of | Last 30 days -

Follow-up Campaigns
( CREATE FOLLOWUP TO NON-OPENERS

Launches
Display percentages of (@) Total (O Attempted (O Delivered (O Benchmark
m &

Date Launched Launch Reference Total Attempted Opened Clicked Form Click Form Subr

31 Mar 2021 Split test launch

1 162 (1 1 1
14:20 forvariant 8" 62 62 (100%) 25(15%)  3(19%) 0 (©%) 0 (%)

PERPAGE | 20 w




Reporting Tabs & Definitions:

Navigate to reporting in one of two ways: by clicking the reporting icon from the le
main navigation and drilling down into your specific email or navigate to your email
campaign and click to show launch reports for that email from the right panel. Adestra
offers several ways to review your email performance and below are details of what
you will see from each tab:

Links

It's always a best practice to give your links a label when editing in the email, this way
you'll see each link listed out on the links tab to show what garnered the most clicks.

Inbound

Emails that fail to make it into the inbox or email deliverability will be reported on the
Inbound tab in your campaign report.

Conversions

When you have conversion tracker set up and you've been sending emails, you'll see
your conversion data for that specific email on this tab. For more details on conver-
sion tracker reporting, see the Conversion Tracker Guide in Roadwork.

Social

If your email was shared on a social media channel, you will have a dashboard of ana-
lytics to show sharing on social media. ;

Timeline

A timeline gives you a snapshot of your email performance in relation to hours or
days.

Heatmap

Reviewing the heatmap of email openers reveals where readers are most engaged
with your content.

Email Clients

Reviewing the most commonly used email clients in your audiences can inform how
you design and even segment your emails. This tab will break down the mobile vs.
desktop readership as well.

Geo Tracking

It's also helpful to understand where your readers are opening your emails in relation
to a map.

Saved Reports

A saved report gives you the option to create a snapshot of an email send in a sharable
link for anyone that doesn't regularly log into the platform, but would like to review
email metrics.



More resources:

Client Care:
Available: Monday - Friday 7:30 am - 6:00 pm ET
Email:
Phone: 703-297-8886


https://pages.highroadsolutions.com/adestraroadwork
https://adestra.helpscoutdocs.com/

