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Introduction
Welcome to the Basic Training Manual for CampaignBreeze The objective of this manual is to introduce 
CampaignBreeze, review the application’s environment and explain the process to send a campaign successfully. 
Throughout this manual, some sections will be briefly highlighted and then will be explained in further detail in 
proceeding manuals. It is highly recommended that this manual be used in conjunction with a live or recorded basic 
training session.

Training Objective
By the end of this training manual, users will be able to import contacts, select a template, customize and send a 
campaign, and review basic reporting.
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Getting Started

CampaignBreeze Home Page
When you first login, you are brought to the 
CampaignBreeze home page. The home page includes  
6 main sections:

1. Header
2. Main navigation menu
3. Quick links
4. Welcome panel
5. Recent campaigns panel
6. Footer

Header
Displays a welcome message and includes text links for 
Logout, Settings and the Help Center.

Main Navigation Menu
Provides top-level access to key areas of the application 
and is available from all pages so that you can jump 
between different sections at any time.

Quick Links
Offers fast access to the most frequently used areas of 
the application.
 Getting Started

•	 Create a Campaign – launches the campaign 
creation process

•	 Import Contacts – launches the import contacts window
•	 Check Reports – takes you to the Reports section of your account

 Manage
•	 Content – launches the Content Library
•	 Templates – takes you to the My Templates tab in your account
•	 Profiles – launches the Profiles window to add or edit profiles

 To Do
•	 Pending Approvals – takes you to the Approvals section of your account 
•	 Updates – lists recent updates made to the system
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Welcome Panel
Includes a brief description of the key features of the application.

All panels can be moved or hidden based on your preference. To move a panel, click and drag the 6 dots (     ) icon. 
To add or remove a panel, click the down arrow (       ) icon.

Recent Campaigns Panel

This is a quick view of your most recent in progress, scheduled, pending approval, and sent campaigns. 
Navigate between the different types of campaigns by clicking the appropriate tab. While on any tab, click the More 
text link to access additional items in the table.

•	 In Progress – displays the five most recent campaigns that have been created but not yet sent
•	 Pending Approval – displays the five most recently submitted campaigns that are awaiting approval
•	 Scheduled – displays the five next upcoming campaigns that have been scheduled to be automatically sent 

at a later time and/or date in the future
•	 Sent – displays the five most recently sent campaigns and their key statistics

Click the title of a campaign to access additional information, or follow the Jump To links that display when you 
hover on items in the In Progress and Pending Approval tabs.  
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Click the down arrow (       ) icon next to a campaign’s name to access additional options.  

•	 Copy – copy the campaign to create a new campaign with the same content and recipients (optional) in your 
In Progress tab

•	 Copy to – copy the campaign to create a new campaign with the same content in another user’s In Progress 
tab

•	 View – launch a separate browser window to view the campaign
•	 Rename – change the title of the campaign as it’s shown in your account
•	 Stop Schedule (Scheduled tab only) – cancel a scheduled campaign and edit (optional)
•	 Sharing (Sent tab only) – share the reporting details for a sent campaign with another user
•	 Delete – remove the campaign from your In Progress tab 

Note a campaign cannot be recovered once it has been deleted, and a campaign cannot be deleted once it 
has been sent.

•	 More
•	 Details – rename the campaign or enter an External ID value (for integration or tracking)
•	 Inbox Preview – review your campaign in popular email clients and mobile devices before sending
•	 Social Media – ability to share the campaign on a social network, or obtain a short URL, QR code or 

campaign URL to distribute the campaign elsewhere
•	 Download – download the campaign to your computer as a PDF or PNG file
•	 Sends – list of sends of the campaign, including tests and resends
•	 History – record of all events related to the campaign

Footer
Includes links to the application’s Terms and Conditions and Privacy Policy.
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Campaigns can be created in 3 easy steps. The next section of this training manual covers each step in the campaign 
creation process.

Step 1: Import Contacts
Step 2: Create a Campaign
Step 3: Check Reports 

Step 1:  Import Contacts

Contacts Page
Each contact is stored in CampaignBreeze as an 
individual record, with the email address being the 
unique identifier for each contact record. The Contacts 
section is where you store and manage all of your 
contacts.

Contacts Page Tabs

 Groups
Contacts can be stored and organized in groups. 

A single contact can be stored in as many groups as you like. Even if all of those groups are added to a campaign, 
the contact will only receive it once because the system will de-duplicate the list of recipients for each specific 
campaign. 

The groups listed in your primary groups tab are only visible to you.
 
 Shared Groups

Users can share their groups with other individual user(s) or with their entire office/company. Shared groups 
can be exported by any users who can access them, but they can only be edited by the owner, whose name 
is displayed next to the group name.

 Dynamic Groups
  Users can save the results of an Advanced Search as a group.

 Contacts
A complete list of the individual contact records stored in your account. Click the down arrow (       ) icon next to 
an individual contact to access additional options, including the ability to Edit the contact’s details.

Domains
A list of your contacts categorized by domain. The domain is what follows after the @ symbol in a contact’s email 
address. 
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Text Links
The text links at the top of the page – Add Group, Add Contact, and Import Contacts – provide fast access to key 
features. The Advanced drop down menu includes access to additional features such as Advanced Search and 
Custom Fields.

Add Group 
 Add a single group. 

 A group does not need to be added before you  
import; you can choose to add a group while you  
are importing contacts.

Add Contact 
 Add a single contact. 

 Contact details are organized in tabs: Name and 
Email, Other Fields (which includes address, 
telephone number and delivery format), Custom 
Fields, Groups and History. 

 Click on a tab to enter or edit the specific fields for 
that contact. An email address is the only required 
field to store a contact record.

 Import Contacts
 The import process is covered in detail beginning on 

Page 9.
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Contacts Page Menu Bar
The menu bar at the top of the Contacts page includes several features to help you manage your contacts.

 Print/Export 
 Drop down menu with options to download the contacts or groups that are displayed in the table.

 Perform 
 Drop down menu with options to take actions on all contacts or groups (if none are selected) or on selected  
 contact(s) or groups.

 Search
 Input field to search by a full or partial name, email address, company or external ID in the Contacts tab,  
 or by group name in the Groups tab. Enter your search item, click the Search text link to filter the contacts  
 that are displayed.

Contacts Page Sorting
By default, the tables on the Contacts page are sorted by email address in the Contacts tab and in alphabetical 
order in the Groups tab. Click the small arrows (     ) icon next to a column name to sort by that column, and click it 
again to reverse the sort order by that column.
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Import Contacts 
You can quickly and easily import contacts into your CampaignBreeze account from either a Comma Separated 
Values (.CSV) file or Microsoft Excel (.XLS or .XLSX) spreadsheet file that you have stored on your computer.

An email address is required for every contact that is imported into CampaignBreeze as it is each contact’s unique 
identifier. If a contact record in your CSV or XLS/XLSX file does not have an email address stored for a contact, 
that contact will be skipped.

There are 5 steps to complete the import process.

 Step 1: Find Contacts
 Click the Browse button to locate  

your CSV or XLS/XLSX file.

 If your spreadsheet file contains 
multiple worksheets, you will be 
shown a list of all of the worksheets 
the importer found. 

 Refer to the name and number of 
columns and rows to determine 
which worksheet is correct. Click on 
the name of the worksheet you wish 
to import. 

 If you need to import contacts stored 
on multiple worksheets, you will need 
to perform the import process for 
each worksheet in your file.

IMPORT TIP: Before importing, delete any extra columns from your database file that you do not intend to store 
in CampaignBreeze. 
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 Step 2: Map Fields
 Assign the fields in your CSV or XLS/XLSX file to the 

fields in system.

 Note that some fields may be pre-selected. Confirm 
and modify as needed using the drop down menus 
to select the field that corresponds with where you 
want to store each data field from your file.

 Click the Next Step button when you are ready to 
proceed.

 Step 3: Handle Duplicates
 Determine how the system will deal with duplicate 

email addresses.

 A duplicate email address will occur if the same 
email address is listed in your CSV or XLS/XLSX file 
twice, or if the email address already exists in your 
account records.

 Append – add any new fields to the existing contact; 
existing fields will not be updated. This is the default 
option.

 Leave – leave the existing contact and their details 
unchanged. The contact will be added to any groups 
selected.

 Update – update the existing contact’s details for 
mapped fields only; unmapped fields will not be 
updated.

 Replace – replace all of the existing contact’s details 
with the information being imported.

 Click the Next Step button when you are ready to 
proceed.
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 Step 4: Select Groups
 Select the existing group(s) the contacts you are 

importing should be added to by checking the box 
next to the group(s) name.

 And/or click the Add Group text link at the bottom 
of your list of groups to add a new group(s) to store 
the contacts in. 

 You can select (and deselect if needed) one or 
multiple groups in this step.

 Click the Next Step button when you are ready to 
proceed.

 Step 5: Confirm and Import
 This window displays a confirmation of the settings 

you selected for the import. 
 
 Click the More text link to view additional details 

about the field mappings that were selected.

 Click one of the Import buttons when you are ready 
to perform the import. 
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 Import Confirmation
 After the import is complete, a confirmation of 

your results will display.

 The import report includes:

•	 Inserted – number of contacts that were 
added during the import process

•	 Updated – number of contacts whose 
details were modified (appended or 
replaced depending on the duplicates 
option that was selected)

•	 Invalid –  number of contacts that were discarded because their contact record in your file contained 
an invalid email address or insufficient data (e.g. not enough columns according to how the fields were 
mapped)

 To confirm and/or clean up the records that were discarded because they contained invalid email addresses 
or other insufficient data, click the text links to Download CSV or XLS of Invalid Contacts. You can save the 
details to your computer, fix any records that need adjustment, and perform another import.
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Step 2:  Create a Campaign

The next section of this training manual covers the process of selecting a template and customizing your campaign.

Select a Template
To send a campaign, click on the Create a Campaign text link under the Getting Started quick links on the Home 
page, or from the Campaigns page. Then the template selections will appear.

Preview vs. Use
Use the tabs to browse between 
the different categories of 
templates. 

To see a larger version of the 
template, click on the Preview text 
link. A window will display where 
you can also optionally choose to 
view full screen. 

To select a template, click on the 
Use text link.

Campaign Title
Enter a title for your campaign and click the Create 
button to start the campaign creation process. This is a 
required step. 

The title will be used for your record-keeping purposes 
only inside your CampaignBreeze account and will not 
be seen by recipients. 

You can change the title at any time by clicking the down 
arrow icon for the campaign and selecting Rename. 
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Content Step
The campaign creation process is broken down into 3 simple steps. You can navigate through these steps at any 
time by clicking on the name of the step (the system will automatically save your work), or by using the Save or Save 
and Continue buttons in the upper right.

Campaign Settings
At the top of the Content step, you 
will see several fields of information 
related to the campaign: From 
Profile, Subject and Advanced.

This is where you will configure the sender profile, the from address, the subject and any other advanced settings 
(optional) for the campaign.

From Profile
By default, all accounts will have at least one sending 
profile already setup with your name and email address.

Select from the drop down menu to choose from your 
existing sender profiles.

Additional profiles can be created to alter the from 
name and email address used to send your campaigns. 
To add or edit profile details, click the Manage Profiles 
text link. You can also access this window by clicking 
Profiles in the Manage box on the home page. 

Click the down arrow (       ) icon next to a profile to edit, 
use, or delete a profile. 

Click the Add Profile button to enter the details for a new profile. 

Each profile must include a name, email address, and physical address details. 

Once you have entered the profile’s information, click the Add button if you are entering additional profiles, or the 
Add and Close button to store the profile and close the window.
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Subject
The subject line is what recipients will receive in their inbox. 

You should keep your subject line brief and to the point, with enough detail that it will encourage recipients to want 
to open your email message.

You can personalize the subject line using the Mail Merge drop down menu, which will automatically insert data 
based on details stored in the individual recipient’s contact record.

So for example if your subject line reads “Property for you, [first_name],” when it arrives in Joe’s inbox, it would 
appear as “Property for you, Joe”.

Advanced
Refer to the advanced training manuals for additional information about these features.
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Campaign Content
This is where you will customize the 
content of your campaign. 

Above the template content is a 
Pages menu bar, with text links for 
the page, print friendly and plain text 
versions, and adding a new page.

Page 1 is the default name for the 
main page of your email campaign. 
This is what the recipients will 
receive in their inbox and should 
include your primary content.

Each campaign must have at least 
one page. Click the down arrow  
(       ) icon next to a page name to 
access options for the page:

•	 Rename – rename the page
•	 Copy – add a new page with 

the same content as the current page
•	 Change Template – select a different template from the tabs available in your account
•	 Reset – reload the page with the content from the last time it was saved, removing any changes you have 

made since that last save
•	 Delete – delete the page (the first page cannot be deleted)

Note that if you choose to add additional pages to your campaign, you will need to create links (using the Create 
Link icon          in the editing toolbar) between the pages so recipients can view the additional content.

To make changes to your campaign, you will need to work within the editable areas. Editable areas are identified by 
a red dotted outline. Content outside of an editable area cannot be changed. 

In some templates, black squares indicate that more options are available when you hover over them. For example, 
in this template the black square indicates there are other image options.
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Click inside any editable area to begin modifying the content of your campaign. The editing toolbar provides a host 
of features to make editing your HTML content easy. 

The first row of the toolbar includes many familiar word processing functions (listed in the order as shown above, 
left to right):

•	 Save – save the entered content
•	 Cut – cut the selected content
•	 Copy – copy the selected content
•	 Paste – paste the selected content
•	 Paste as Text – paste the selected content as text
•	 Select All – select all content in an area
•	 Undo – undo the most recent edit made
•	 Redo – redo the most recent edit made
•	 Remove Format – remove formatting in the selected content
•	 Remove Word Format – clear background formatting in selected content
•	 Check Spelling – perform a spell check on the selected content
•	 Bold – make the selected text bold
•	 Italic – make the selected text italic
•	 Underline – make the selected text underlined
•	 Strikethrough – make the selected text have a horizontal line through it
•	 Superscript – move the selected text above the baseline
•	 Subscript – move the selected text below the baseline
•	 Outdent – move the selected text outward
•	 Indent – move the selected text inward
•	 Justify Left – align the selected text to the left edge
•	 Justify Center – align the selected text in the middle
•	 Justify Right – align the selected text to the right edge
•	 Justify Full – fully justify the text so the left and right edges are aligned
•	 Line Break as Paragraph (default on) – interpret line breaks as new paragraphs
•	 Properties – access additional information on the properties of an image (including alt tags) or table cell
•	 HTML – toggle to edit content in HTML mode
•	 Set Toolbar Position – change how and where the editing toolbar displays

IMPORTANT CONTENT TIP: When you have text in an external source (such as Microsoft Word or a 
website) that you wish to use in a campaign, you should first highlight/select the specific text you want to 
bring into the campaign, copy it and paste it into Notepad or another plain text editor, and then copy and 
paste in the campaign. This will remove all of the background HTML from the content and leave you only 
with the text content. This is important because if you paste content directly from an external source, often 
times background HTML and other extraneous formatting content will be pasted into your campaign. This 
can lead to problems formatting and working with the content your campaign.



Basic Training Manual | Page 18 of 26

The second row of the toolbar includes additional functionality (listed in the order as shown above, left to right):
•	 Create Link – link text or an image to an external URL, email address, bookmark, other page or survey
•	 Remove Link  –  unlink the selected text or image
•	 Create Bookmark – link one area of content in the page to another area
•	 Insert Image or Attach File – insert an image from the content library, or link text or an image to a file in the 

content library
•	 Insert Table – insert a table into the area to help organize content
•	 Insert Symbol – select a special character to include in content
•	 Insert Date – insert today’s date in content
•	 Insert Time – insert current time in content
•	 Insert Horizontal Rule – insert a horizontal line in the editable area
•	 Bulleted List – create a bulleted list from the selected content
•	 Numbered List – create a numbered list from the selected content
•	 Mail Merge – insert a field to populate with specific recipient details when the campaign is sent
•	 Font – change the font used for selected text
•	 Font Size – change the font size used for selected text
•	 Advanced Formatting – apply advanced formatting options to selected text
•	 Foreground Color – change the color of the selected text
•	 Background Color – apply a highlight color to the selected text
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Working with Images and Files
Access the content library by 
clicking he Insert Image or 
Attach File  icon (            ) in the 
editing toolbar.

Your content library includes the 
following tabs:

•	 Images and Files – add 
and edit your images and 
files

•	 Shared – access images 
and files shared by other 
users 

•	 External – access 
property feeds from 
outside sources (if 
available based on your 
company’s settings)

Within the content library, you 
can store images, audio files, 
video files and documents of any 
size. 

Click the Add Images and Files button to browse and upload content. 

You can upload multiple pieces of content – of any type – at once. Simply select all of the images and files from a 
folder.

Once your content has been uploaded, you can insert images or files directly into your campaign content.

Click the Preview text link to preview the content in a separate browser window, or click the Use text link to insert it 
into your campaign.

As you hover over items in the content library, additional details about that piece of content will display, including 
the date it was uploaded as well as its dimensions.
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Recipients Step
In this step, recipients can be added and removed from your campaign.

The Recipients step is a mirror of the Contacts section of your account. Click the tabs to switch between Groups, 
Contacts and Domains.

After selecting at least one recipient, 
you can use the text links to:

•	 Remove All – remove all 
recipients 

•	 Show Groups – show the 
groups currently included as 
recipients 

•	 Show Contacts – show the 
contacts currently included 
as recipients

You can check the box next to a 
group, contact or domain name to 
add them to the campaign – or if 
they are already selected, to remove 
them from the campaign.

You can also use the Search box and Perform menu to find and manage contacts while working in the Recipients 
step.

CampaignBreeze will automatically de-duplicate the contacts and groups added to your campaign to ensure that 
each contact receives the email only once. Also all contacts that are classified as opted out or bounced will not be 
added to your campaign.
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Preview and Send Step
In this step, you can preview and 
confirm your campaign content 
before sending or scheduling. You 
should always double check all 
elements of your content, including 
any links that you have included 
before sending.

Preview Campaign
Click the Preview Campaign button 
to view your campaign in a new 
browser window. This URL can be 
given to others who may also need 
to review the campaign.

Click the Print Friendly and Plain 
Text text links to preview how that 
specific content will display for 
recipients.

Preflight Report
A preflight check will be run on every campaign. If there are any issues that must be addressed before your 
campaign can be sent, you will see a text link to Fix Problems in the upper right of the page. 

You can click the View Report text link to review all of 
the elements of the preflight check. 

Each check is represented on a different tab:
•	 Recipients – at least one recipient is required
•	 From – a sending profile with address details is 

required
•	 Domain – a sending domain is required
•	 Subject – a subject is required
•	 Spelling – runs a spell check and flags any words 

deemed to be misspelled
•	 Spam – runs a spam check to flag any issues that 

may trigger spam filter 
Note that a score greater than 5 could be classified as spam by your recipients’ email applications and 
should be reduced.

•	 Plain Text – runs a check to see if the default plain text content has been customized
•	 Subscription – an active account is required
•	 External ID – checks for specific codes (if required per your company’s settings)

If an item has failed the preflight check, it will be indicated with a red X. Click the text link to navigate to that section 
and resolve the issue. 
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Sending Options
If you have 5 or fewer recipients 
included in your campaign, you will 
be able to access the full range of 
sending options:

Send Test Campaign – preview 
the campaign in your inbox before 
sending to recipients

•	 Maximum of 5 recipients
•	 Note to Recipients (optional) 

– include a note to be 
displayed at the top of the 
test campaign

•	 Reply Email Address for Test 
Campaign (optional) – route 
the campaign to a different 
reply address

•	 The campaign will remain in your In Progress tab after the test has been sent
•	 Note that multiple tests can be sent (if desired) and no reporting data is collected for test campaigns

Send Campaign Later – schedule the campaign for sending at a later time and/or date
•	 Select the schedule date and time
•	 Send to up-to-date contact groups (optional) – refreshes the groups that are included in your campaign prior 

to sending to ensure that any new contacts added to the groups since the original time of scheduling will 
receive the campaign

•	 Repeat scheduled send (optional) – resend the same campaign to the same contacts and groups based on a 
prescribed time factor
•	 Every: resend on a specific amount of days, weeks, months, and years
•	 On the: resend on a specific day of the month
•	 Each: resend on a specific day of the week

•	 Stop repeat sending (optional) – stop the repeat sends based on a prescribed factor
•	 After: stop repeat sending after a certain number of sends
•	 Ends by: stop repeat sending after a certain date

Send Campaign Now – immediately send the campaign
Note that once a campaign has been sent, it cannot be recalled or canceled. Be sure to make any changes needed 
before clicking the Send Campaign Now button.
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Step 3:  Check Reports

The next section of this training manual covers the key areas of CampaignBreeze used to track and measure the 
success of your campaigns.

Reports Page
The Campaigns reports tab includes 
an overview of key campaign 
statistics – including number of 
recipients, views, clicks, bounces, opt 
outs and spam reports.

You can search for specific 
campaigns using the Search box, 
and you can download the data that 
appears in the table using the Print/
Export drop down menu.

Click on a campaign title to access 
the reports for that specific 
campaign. 

Campaign Report
When you click a campaign title 
to view its details, a snapshot of 
information is provided at the top 
of the page including the subject, 
the date and time the campaign 
was sent, and the total number of 
recipients. 

The Summary tab includes several 
panels with key reporting statistics.

Each tab in the campaign report 
includes additional statistics. You can 
simply click a statistic in any panel to 
navigate around the reports, or you 
can click the tabs along the top of 
the page to access a specific set of 
statistics.
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The statistics covered in each campaign report are:

Recipients Tab 
•	 Sent – complete list of recipients the campaign 

was sent to
•	 Viewed – list of recipients who viewed the 

campaign at least once
•	 Not Viewed – list of recipients who have not view 

the campaign
•	 Bounced – list of recipients who bounced

Interaction Tab
•	 Links – list of all links in the campaign, number of 

clicks by link, click to open rate (percentage of 
recipients who viewed the campaign and clicked 
at least one URL), and the breakdown of which 
link represented which percentage of clicks

•	 Recipients Who Clicked – list of recipients who 
clicked at least one URL

•	 Replies – list of recipients who replied
•	 Forwards – list of recipients who clicked a Forward to a Friend link
•	 Opt Outs – list of recipients who opted out
•	 Spam Reports – list of recipients who reported spam (clicking the Spam or Junk button in their email 

application)
•	 Pages – list of recipients who viewed a multi-page campaign 
•	 Actions – comprehensive list of recipients who 

had at least one interaction with the campaign 
(e.g. clicked a link or replied or opted out) 

Delivery Tab
•	 Bounces by Type – breakdown of hard and soft 

bounces
•	 Bounces by Recipient breakdown of recipients 

who bounced and the bounce details
•	 Groups – key statistics by group
•	 Domains – key statistics by domain

Locations Tab
•	 By Country – breakdown of key statistics by 

country
•	 By Recipient – breakdown of geographical information by recipient

Stream Tab
•	 Running list of all campaign related activity (e.g. view, click, opt out, etc.)
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Reports Menu Bar

The menu bar at the top of reports includes several of the same features seen in other areas.

Print/Export 
Drop down menu with options to download the reporting results that are displayed in the table at any given time.

Perform 
Drop down menu with options to take actions on all recipients displayed in a table (if none are selected) or on 
selected recipients.

•	 Add to Groups – add selected recipients to group(s)
•	 Remove from Groups – remove selected recipients from group(s)
•	 Resend – resend the campaign to selected recipients

Search
Input field to search by a full or partial name, email address or company.
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Additional Resources

CampaignBreeze Help Center
Access the CampaignBreeze Help Center from the text link in the upper right of your account. You can view 
and search articles in the KnowledgeBase, view video tutorials and contact CampaignBreeze technical support 
representatives for additional help.


