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EndUserAdmin Onboarding Process 

EndUserAdmin - Welcome Email 

Sales_Operations user after creating a new Company in the Heartland Email Marketing system is 
creating a user for the merchant with EndUserAdmin role. EndUserAdmins are responsible for sending 
Campaigns. Basically they are the merchant's team members. 

The Merchant receives on his/her email address the Welcome Email. 

 

SMB - Reset Password page 

Create Your Password button from the Welcome email leads to the Change Password page. New 
password should contain one of the special characters (@#$%^&*!) and must be a minimum of 8 
nonblank characters. 

SMB - Automated Email after Changing the password 

After Resetting the Password the merchant will receive an automated email with confirmation that the 
password was successfully reset. 
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SMB - LogIn Page 

After Resetting the Password the merchant is taken to the LogIn page. Here you can  

 Login with credentials (log in was sent via email, and password from reset password);  

 Request to reset password. 

 

SMB - Contacts (Default Page for EndUserAdmin) 

Once login was successful - you are being taken to the Segmentation Dashboard - default page for 
EndUserAdmin.  
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Adding Contacts to Email Marketing 

To send campaigns there should be customers. Customers can appear in the system by: 

 Manual Adding; 

 Import; 

 Online Form. 

1. Manual adding contacts. 

a. View Contacts 

Click View Contacts on the Segmentation Dashboard (Contacts tab). It accesses the Contacts List 
page. 
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b. Add a New Contact Button 

On the Contacts List page you can create a new Contact Record. Click Add a New Contact. It accesses 
the Contact Details page. 

 

c. Form to Create a New Contact 

To create a contact, you must fill all of the mandatory fields: 

 First Name 

 Last Name 

 Email 

 Select prospect type 

Any other field if it is real information can be filled as well. And also check for the Notification Preferences 
Email Opt-In to be enabled. Than the contact can be saved. 
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2. Importing Feature 

a. Import Page 

To proceed with bulk contacts unboarding - go to Tools -> Import. To import contacts to the system you 
need to have a .csv file with contacts information: First Name, Last Name, Email, and so on. 

Files could be uploaded by: 

 Drag-and-drop files from the folder to the browser; 

 Clicking on the button Drop File and select file on the computer. 
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b. Selecting mapping fields 

Once file was selected the importing tool will suggest to map information from .csv files to existing fields 
for Contacts. To proceed with import you have to be sure that any column was mapped to the specific 
field for the Contact.  

If the Import Tool did not find the proper field to map to - you can select it from the dropdown (you can 
type the name for filtration). 

 

c. Pop-up 

When all of the fields were matched to the specific field in the Contact - the Import button enables. 

Upon clicking on the Import button a More Information Required! Pop-up appears. Here you can choose 
to: 

1 The first radio button group: 

 Generate a new Source of import (by default the name - is the local day); 

o Generate Source - will re-generate the name; 

 Select from current sources - a dropdown with all sources (basically sources that were used 
before); 

2 The second radio button group: 

 Overwrite current records in the CRM - will fully update contacts, that match each other by First 
and Last names; 

 Do not include First/Last name in the import - will updates contacts, that match each other, but 
will not update First and Last name. 

To proceed with import, click the Start Import button. 
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d. Completed 

Upon clicking Start Import, the Data Import/History page opens. Here you can see the import progress. 
Once the import is complete, it shows the "Complete" status in the Status column. 

 

e. Info 

To see more information about the import, click Info. Clicking the Info button shows a Status pop-up 
window. Here you can: 

 Download records with errors - will download a .csv file with contact and its error; 

 Download successful records - will download a .csv file with successfully imported contacts in the 
format they are storing in the database right now; 

 Download your original file - will download the original .csv import file; 
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 Changes to the existing contacts: 

o Contacts Updated - shows the counter; 

o Import Successful - shows the counter; 

o Duplicates found - shows the counter. 

 

3. Online Forms 

One of the ways to get user to the system - is through Online Forms. They can be adjusted to the 3rd 
party systems, or share like a direct link to the form. 

a. Manage Forms 

To create or share a link to the form you need to go to the Tools section -> Manage Forms. 

Here is the list of forms - Form Builder List. Here you can: 

 Copy a Link - will copy a direct link to the form to your clipboard; 

 Copy Code - will copy the iframe code to the form to your clipboard; 

 Edit - will open a Form Builder page to edit; 

 Delete - will open a pop-up to confirm deleting.  
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b. Form Builder 

Upon clicking on the Add a New Form button you are getting to the Form Builder page. Form builder is 
intended to create your own version of online form to onboard new contacts to the CRM. It requires to: 

 Enter a Form Name; 

 Choose a Layout: 

o 2 Columns (selected by default); 

o 1 Column; 

 Choose a theme: 

o Light Theme (selected by default); 

o Dark Theme; 

All other modifications are optional. 

The default form provides you with 3 default fields that is enough to onboard a contact: 

 First Name; 

 Last Name; 

 Email; 

And also 2 checkboxes (they are not modified). 

Form customization: 

 Adding a Logo:  

o Click on the field to open a dialog window; 

o Drag-and-drop to the browser; 

 Enable/Disable custom subtitle; 

 Add more fields to the form via drag-and-drop from the search fields list; 

 Edit the name of the Submit button. 
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 Configure the field 

For all added fields to the form it is possible to change the title. 

For non-default fields from options it is possible to mark them as "Required" to submit the form. 

 

c. Getting online forms 

To view the Online Form, click Copy Link. The link will be copied to your clipboard. You can paste it into 
a new browser window and review the form.  
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Create a Master Template 

To create a new master Email Template, go through the send campaign flow and make edits, then 
proceed to the campaign details page and select Publish Template Only, doing this will make the 
template a master template, and it will be available in the Send Campaign flow as a template to send: 

 



 

   Merchant Quick Start Guide 

 

A Global Payments Company      Page 12 

You can also select the Publish Campaign button to actually send the campaign out to you desired 
contacts, and you will be prompted and asked if you would like to make the template a Master Template.  

 

Email Templates 

Access Tools section -> E-Mail Templates tab. 

1 Email Templates List. 

 

Here you'll find the Email Templates List. This list consists of Master Templates and all Email Templates 
that were made during the Send Campaign Flow. Here you can: 

 Add a New Email Template;  

 Clone a template; 

 Edit;  

 Delete.  

2 Add a New Email Template.  
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On this page you need to fill all of the top fields: 

 Template Name; 

 Display Name; 

 Subject. Subject can include Emojis; 

 Select a From Address from the drop-down (if several of them were added by the Sales_Operations)  

You can create a template by entering a custom HTML code. 

To make this template appear in the list of templates during the Send Campaign Flow you need to hit a 
checkmark Master Template. 

Segmentation Dashboard 

Segmentation Basics 

To define your audience, that should receive the particular campaign or just to filter contacts you need to 
make a filtration for them. It could be done through Segmentation Dashboard. 
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You can add segmentation by: 

 Clicking on the exact segmentation; 

 Drag-and-drop the segmentation to the search field. 

It will show a pop-up to add a filtration query and update the Total Estimate Count. 

 

You can press the View Contacts button to open the Contacts List to see all of the contacts that match 
the query. 
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Multiple Segmentations 

To proceed with more optional filtration you can create advanced segmentation preferences. It will show 
results that match either one or another query. 

To add "Or" segmentation field - press a "+" button. 

You can have numerous amount of such segmentation options. 



 

   Merchant Quick Start Guide 

 

A Global Payments Company      Page 16 

 

You can save different segmentations for later users by clicking Select to Save Segmentation. 

 

Send Campaign Flow 

Step 1. Select a Template 

After you've made a preferable segmentation, you can send a campaign to the segmented audience. To 
send a campaign, go to Contacts tab -> Send Campaign button. 
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It will prompt you to the Choose a Template page. Templates are the master Templates created on the E-
Mail Templates tab as a Master template, but you can make edits to customize it for each particular 
campaign.  

By selecting the suitable template, it is prompting you to the next step. 

Step 2. Edit a Template 

Edit Template page allows to make edits to the selected template. 

1 Change the Background color. You can change the template background color. 
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2 Edit images in the template. You need to press on the pencil button on the existing image and it will 
open a pop-up to upload new image, or use previously uploaded one.  

 
 Manage Assets. Will open a page with previously uploaded images to this Asset Category.  
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 Upload Assets. Will allow to upload new files to the Asset Group to use them either for this particular 

Email Campaign, or future ones. Upload is triggered by clicking Upload Files.  

 

3 Edit Text. You can edit any text block by clicking on the pencil button in the middle of the block. It will 
open a pop-up with HTML Text Editor, where you can edit: Text Heading, Font, Font Size, Font Color, 
Font Layout, add bullet points, etc. 
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4 Edit Coupons. You can edit a coupon block by clicking on the pencil button in the middle. It will 
open a pop-up. So you need to choose from active coupons to adjust it to the Template. You can find 
how to create a coupon in the SMB - Manage Coupons. 

 

 

5 Edit Links. You can edit a link block by clicking on the pencil button in the middle. It will open a pop-
up to enter a link title and the URL.  

 

Step 3. Schedule the Campaign 

When the template editing is done, to proceed to the next step the Create button should be pressed. 

It will open a pop-up with scheduling preferences. 
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Here you should fill the mandatory fields to proceed: 

 Template Name* - is a mandatory field. Template name would be displayed in Reports; 

 Subject* - is a mandatory field. Would be displayed as a Subject line for the end user, who will 
receive the campaign; 

 Display Name* - is a mandatory field. Would be displayed as from whom the email was sent for the 
end user, who will receive the campaign; 

 Preheader. Would be displayed as text after the subject line in the inbox of the end user, who will 
receive the campaign; 

 From Email* - is a mandatory and not editable field. Will show the Email, from what the Campaign 
was sent. 
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Than you need to schedule the campaign to be executed at a certain time: 

 Schedule For Now - Execution would be processed in 5 mins from now; 

 Schedule For Later - Execution time and date are custom, but later, that in 5 mins from now. You 
should choose a date, time and time zone to count: 

 

When you are done with scheduling procedure you can select from further actions:  

 Publish Template Only button - it will save the created template to Tool section - Email Templates 
tab; 

 Publish Campaign button - will save the Template and put the Campaign to the scheduled execution 
and can be accessed from the Reports page.  

Automated Campaigns 

To access the Campaign Automation page you need to go to Tools section -> Campaign Automation 
tab. 

 

To start, hover over all tool tips to get familiar with the different automated campaigns available.  

 Slide on the automated campaign you wish to setup and you will be taken to the next step. 
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Step 1: Select a Template 
 Select a template to use for your automated campaign, and select the Next button 

 

Step 2. Edit a Template  
 Edit the template by adding text, images, or social media links to customize it to your liking: 
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Step 3: Activate an Automated Campaign 
  Confirm your subject line, display name, etc. and Activate your campaign: 
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 Once you setup your automated campaign, you will be sent to the Manage Campaign where you can 

preview your campaign, edit it, or turn it off completely 

 Preview the campaign details and template by selecting the magnifying icon next to the campaign you 
wish to preview: 

 
 Edit the campaign by selecting the pencil / edit icon next to the campaign you wish to preview: 



 

   Merchant Quick Start Guide 

 

A Global Payments Company      Page 26 

 

 
 Turn off your automated campaign by selecting the slider, you will be prompted to confirm that you 

really want to turn off the automated campaign: 
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Reports 

Reports page is intended to track the Scheduled Campaigns and already Executed Campaigns. 
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Opening Scheduled Campaigns: 
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From the Reports page you can review Scheduled Campaigns. Clicking on the scheduled campaign you 
can: 

 Cancel this Campaign. Is only possible if campaign is scheduled to be executed for more than 45 
minutes ahead. Cancel will open a confirmation pop-up. 

 Edit this Campaign. Is only possible if campaign is scheduled to be executed for more than 45 
minutes ahead. You can edit campaign name and execution time from the pop-up. 

 

Opening Executed Campaigns 
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You can see stats from the campaign: 

 General Stats; 

 Email messages stats: Sent, Total Opens, Unique Opens, Unique Clicks, Bounced, Unsubscribed; 

 Coupon stats: Sent, Redeemed. 

Statistics is being updated when someone opens/unsubscribes, etc.  

SMB - Manage Coupons 

To access the page you need to go to Tools section -> Manage Coupons tab. 

 

Here you see the list of active coupons (by default). You can: 

 Switch to view deactivated coupons. 

 
 Search for coupons in the list. The search works for Coupon Name field only; 

 Deactivate the coupon. Will remove coupon from the Active list and put it to the list of Inactive list; 

 Edit the Coupon. You can edit only Total Active Days and Discount (% or Amount); 
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 Add a New Coupon. You can add a new coupon, that than can be used in the Email Template; 

 
 See the POS Credentials. POS Credentials are being set up during onboarding. Terminals list is a list 

of POS Terminals in the Retail store. It could be added to the company by Sales Operations. 
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Once your coupons are setup in the Email Marketing product, enter your POS and create the coupon, 
and use the credentials presented in this window to allow for the coupons to be scanned and redeemed 
at the POS once it is issued to the consumer. 

Settings 

Manage Profile 

To access this page you need to go to Settings section -> Manage Profile. 

 

Here you can edit your personal data and change the password.  

Company Users 

To access this page you need to go to Settings section -> Company Users. 
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Here you can: 

 Add New User;  

 Search for a user in the company; 

 Edit user profile. You can't edit user profiles of any role except of EndUserAdmin. 

 
 Reset Password for this user. You will see a new password for this in the pop-up; 

 Remove user. You will remove the user from the company.  

Add New User 

You can create a new EndUserAdmin in your company by accessing the Add New User page: Settings 
section -> Add New User tab (or Add New User button on the Company Users tab).  
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Filling all required fields: 

 UserName - would be used for LogIn; 

 Full Name; 

 Email; 

 Country. United States - by default; 

 State. Alabama - by default. 

You can't select any other user role except of EndUserAdmin. 

When you click on the Submit button - the user you are adding will receive an email with the link to set a 
password.  


