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Post-Event New Record Welcome Series Setup
For this kit you will want to build organization-branded stationary and not event-branded stationary for your messages. This series is meant to “welcome” a new constituent that participated in your event to your whole organization so now would be a good time to introduce them to your organization branding and messaging. Please note that we have provided standard and responsive email templates. 
Setup Instructions 
Prepare Your Images and Upload
1. In the kit there is a folder called Post-Event New Record Welcome Series – Participants/images which contains the images used in all templates. You can use some of these images as-is (ex: facebook icon, twitter icon, gradients etc.) but some you will want to modify such as banner images, organization logos, or button colors. Within each email folder you’ll find the .PSD (Photoshop) files in the design files folder for you to modify as needed. Remember to keep the dimensions of the image the same so they still fit within the templates. 
2. Once you have modified any images you need to, add them to the images folder along with the rest of the images. Then you will upload these photos to Luminate Online via the Image Library (Recommended) or you can upload them to your FTP if you have access (if you don’t have access then contact Support and they can provide you with the username, password and URL for your instance). 
3. If using the Image Library make sure you note how you named each of the files so you can find them easily in future steps. 
4. If uploading to the FTP, note the pathway to the folder you uploaded the images to as you will need that information later. 










	Stationery
Stationary Template: Post-Event Stationary for Both Series » 3 options including 1 responsive



1. Create a new stationery using the name convention, “Post-Event Series – [Event Name & Year]” (you can use this stationary for the Post-Event Welcome and Post-Event Donor Series emails) 
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2. Depending on the stationary option you choose, upload items like your logo and email banner to the image library
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3. Adjust address, colors, and other elements in the stationery footer.
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Here is a sample of your stationary:
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	Campaign




1. If you already have an Email Campaign for your TeamRaiser event outside of Coaching Emails, then skip this part and move the Email Creation section. If you don’t have an Email Campaign for your TeamRaiser event, create a new email campaign, “Post-Event Series – [Event Name & Year]”. Be sure to enable web viewing.
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	Task & Query Setup



Build Your Task
The first thing you will need to do to isolate participants who are new to your housefile is to group all of your participants from your previous events EXCEPT the most-recent one. To do this and make it easy for you to manage in going forward, we recommend that you build a Task that will allow you to put all of your past participants into a Group as well as enable you to simply update the Task after each event to modify your  included events.
1. Login to your Luminate Online admin site
2. Hover “Data Management” in the top-nav and click “Tasks”
3. Click the “Task List” tab and the click the “Create a New Task” link
4. Browse down the list of Task types and find and click “TeamRaiser Participants”
5. Name your Task “Past Event – All Participants” and add a description. (tip: Include the event that is not selected in the Task)
6. Set to General security category and choose the “Yes” radio button to make it active
7. Under “Which TeamRaisers would you like to include” choose the “TeamRaisers Indicated Below” and click into the box listing your past events and select all using ctrl+A. 
8. Scroll through until you find the event you don’t want to include (because you’ll be emailing new records created through that event) use ctrl+Click to de-select your just completed event
9. Choose to include “Any Participation Type”
10. Check all three boxes under “Select contacts based on team membership?”
11. Check the next two boxes to include company teams and teams with no company affiliation
12. The remainder of the options should be blank
13. Choose to run the Task once per week and click Save
14. When the Task runs you will have a Group created called “Past Event - All Participants” that you can use in your query instructed below
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Build Your Query
1. Go to Queries and create a new query named “Post-Event Welcome Series – [Event Name & Year]” with the following parameters. Note that since these emails are scheduled and not automated you do not need a “Creation Time” filter. Note that the “is a member of” filter simply uses the Participation Type Groups created by the recent event. The “is not a member of” filter looks in the Group created by the Task instructed above. [image: ]
2. Hit Save, then Run Query. On the next page click Use Query and create a group named “Post-Event Welcome Series – Event Name and Year” and associate it with this query.  

3. Set the group to rebuild once a week. 

4. This single query-built group will be used for both emails in your Post-Event Welcome Series.













	Build Your Email
Stationary Template: post-event_ welcome_series_content (msg 1 & msg2) or responsive-post-event_welcome_series_content


 Return to your campaign and create “thank you again” message and call it “Post-Event Welcome Series #1” 
 “Post-Event Welcome Series #1” 
	SENDER’S EMAIL
	[insert your organization’s email address for event specific messages]
(Do you use an event specific email address?)

	SENDER’S NAME

	[insert the name from whom your event emails are sent]
(Do you use an event specific name?)

	SUBJECT LINE

	[enter your subject line here] Requirements - 60 Characters or less (approximately 10 words)



	Organization Event Banner or Logo
Banner Dimensions: 595px wide
*If you choose to provide your own banner, it must meet the dimension requirements

	[[?x xxnullx::x[[S1:first_name]]x::Dear Supporter,::Dear [[S1:first_name]],]]
Thank you for your interest in [Organization Name]. With your support, you will help us [organization's mission]. Because of friends like you, [Organization Name] is able to:
· Bullet point 1
· Bullet point 2
· Bullet point 3
As a new subscriber to [Organization Name] e-News, you can stay up-to-date with our latest news, events and opportunities to be involved. You can also follow us on Facebook and Twitter and ask your friends and family to do the same!
We look forward to sharing valuable news and information with you, and helping you identify ways to get involved -- so we can [insert description of your organizations continued efforts].

Warmest regards,
	 (
Use this
 space to provide a call to action/appeal
)
 (
Use this space to provide links to things like:
Past 
enews
Mission success story
Upcoming event
Volunteer ops
Or simply provide some images to break up the email content
)[image: ]





Create message and call it “Post-Event Welcome Series #2” (use the worksheet below to build your content)
“Post-Event Welcome Series #2” 
	SENDER’S EMAIL
	[insert your organization’s email address for event specific messages]
(Do you use an event specific email address?)

	SENDER’S NAME

	[insert the name from whom your event emails are sent]
(Do you use an event specific name?)

	SUBJECT LINE

	[enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)


	Organization Event Banner or Logo
Banner Dimensions: 595px wide
*If you choose to provide your own banner, it must meet the dimension requirements

	Ways to get involved
[[?x xxnullx::x[[S1:first_name]]x::Dear Supporter,::Dear [[S1:first_name]],]]
Thank you for signing up to be a part of our online community. We are excited that you want to to become involved and learn more about how you can make a difference in our mission to [insert mission here]. There are now more ways than ever to become involved with [organization's mission]. Here are just a few simple steps you can take to be more involved:
· Share this message with friends
· Volunteer
· Host a fundraising event
As a new subscriber, thank you again for your support. We look forward to hearing from you and getting to know you better as a member of our community.
Warmest regards,
	 (
Use this
 space to provide a call to action/appeal
)
 (
Use this space to provide links to things like:
Past 
enews
Mission success story
Upcoming event
Volunteer ops
Or simply provide some images to break up the email content
)[image: ]













	Email Send Setup



1. After testing your email and click “Approve” it’s time to setup the delivery 

2. These emails do not have a recurring send configuration so go through the process like you would for any one-time send

3. For your target list choose the “Post-Event Welcome Series – [Event Name and Date]” query-built group you created earlier. You will use this query-built group for both emails

4. Schedule Post-Event Welcome Series #1 to send 1 week after your second post-event email

5. Schedule Post-Event Welcome Series #2 to send 2 weeks after your second post-event email

6. Basically your post-event welcome series will end 4 weeks after your event

7. You’re all done!

While this email series is not recurring that doesn’t mean you can’t reuse these emails or the query and task. Feel free to copy each message and update your task and query filters for future events and quickly deploy a welcome and donor series for your new records generated by a TeamRaiser event.
If you have any questions about this kit, feel free to post them here: http://community.convio.com/t5/Webinars-Kits-Downloads/Luminate-Community-Monthly-Webinar-Series-July-2014-Avoid-Radio/m-p/80447 
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