SOP - Create Monthly Newsletter

Step | Description

‘ Screenshot

Process: Monthly newsletters are created by the end of each month and emailed to the printer by the 10" of the following month. Once the final version of the
newsletter is sent to the printer, it is also emailed to Pronto for posting on www.brainlink.com.

1. Login to:
https://dashboard.technologymarketingtoolkit.com/User/Home/

to pull Robin Robin’s latest newsletter for content ideas.
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On main menu, go to Producer’s Club and scroll down to and click on
Newsletter Templates.
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also at the top of the screen) to browse and search for the
eed to take your marketing to the next level.

Your Marketing Road Map
A high-level overview of building your marketing
campaign. Marketing Road Map
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Download a copy of Robin’s newsletter. Email the copy and your article
suggestions to Raj for approval.

AD=11213

* @
File Edit View
5 [E) Colendar [ LMI- DanTimins & Games.

Favorites  Tools Help

Marketing

Jan

Timaoc ndf
Copyright © 2007-2014 Technology Markating Toolkit, Inc. All rights reserved.

. . Templates Support
Marketing (1) Producers _ A M
Home Products . Training and and Account Accountability
7] Qn- - " b Gl pomes Tote €12 "™ *ﬁam.s
Templates and Resources > Templates and Resources
* 9 Ways To Kick Off Your New Year By A
Disconnecting From Technelogy
Return to Search
Download Multiple Files Add a New Resource
Answers And Important January 2014 January 2014 Download Multiple Resource Fill
Information_January Technology Times Technology Times
Technology Times Final.docx Images.zip
N__dac
Size: 4B | Download |- Size: 792KB | Download Size: 485K | Download 0 Votes |y {J
@, View Document
Vi

es_New

%, 100%|

2|Page



% brainhnk

2013/2014 Marketing SOPs

4.

Also ask Raj if he is going to write a cover article for the newsletter.

5.

Another source for articles from Robin:
https://dashboard.technologymarketingtoolkit.com/User/MarketingTe

mplate/NewsletterArticles/
Located on the side menu under Related Pages

Fle Edt View Favories Tooks
5 [ Calendar (G M1 - DenTimins 2] Games

Help

Marketing

e © N g e D

. Traning
=

[P0

Tempioles
Resuuras

Spport o Priie
= ﬁ;i_-:mmn'*lHAM

Producers Club > Newsletter Templates

Start Here:
1. Read this Newsletter Marketing Guide first.

2. Choose your newsletter name and look.

3. Choase your envelopes (here are some good samples as a reference)

4. Enhance your newsletter communications with this special training by Robin.
5. Use this alternative article library when you want different topics.

Monthly Tech Times Newsletter Content

February 2014
February 2014 Technology Times Hewsletter

January 2014

January 2014 Technology Times Newsletter

December 2013
December 2013 Technology Times Newsletter
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Once the content is approved and finalized, proceed with the layout of
the newsletter.

A Related Pages:
Producer Meetings

Producers Club Meeting Archives

Click Video To Play
Watch the video below to learn about the new
format of the TechTimes.

)

Producers Club Member Directory
Producers Club Websites

E-mail TechTips

Producers Club Book Template
Newsletter Templates
Newsletter Articles

New Producers Club Members

Shock & Awe Template
Coaching Calls
Alex Rogers Sales Training
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Go to \ownCloud\Shared\Marketing\Newsletters

Open the Publisher file of the last version of the previous month’s

newsletter
9. Save the file for the following month with the following naming
. . EE\Le Edit View |Inset Format Tools Table Aprange Window Help
convention: 3 New. N | gy e g -
BRAINLINK-Year-Month-Month-BrainSTORM_color_ B Open. ctl-0
. F Close Ctrl+F4
Ex: BRAINLINK-2014-01-January-BrainSTORM_color_v1 A
I Save Ctrl+5
Save As...
&% Publish to the Web...
Pack and Go >
Convert to Web Publication...
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10 Change the month on the cover page to reflect the next issue Fi G von Vidon Ve
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January 2014, New York, NY M:beﬁl—:::n:t.ml- oo
S ——
ur computer problems go away without the cost of a full-time IT staff!”
service agreements. — Computer support at a flat monthly fee you can budget for, just like rent!
Microsoft is ending support for Windows XP and Office 2003 on Some
Apl‘ﬂ 8, 2014. » Create PDF Files
WARNING! If your organization has not started the
" migration to a modemn desktop, you are late
No and the countdown is on. To ensure you
remain on supported versions of Windows
Wi ALIFEGUARD [ and Office, you need to begin your planning
ON DUTY and application testing immediately before
end of support.
o w dPERTES P
11. Delete articles from previous month’s newsletter; keep format intact
12. Copy and paste the approved articles into the newsletter columns;
format as necessary
13. Proofread newsletter thoroughly and revise as necessary
. . R . . ]
14. Revise In This Issue on Page 1 to indicate where the articles are located

in the newsletter
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Raj Goel, CISSP

Brainlink International, Inc.
raj@brainlink.com
917-685-7731
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serious hacker attacks aimed at taking control o
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migration?

» Send Files

1. XP has tons of vi
2. XP is OLD. (Alm
3. XP is the least se
4. XP was built for
5. XP is out of Ban
6. XP support is en
7. XP has more ma

Call Raj at 917-685-7731
today to develop a migration
plan for the hardware and
software upgrades you need to
avoid a serious security risk to
your organization and stay
competitive.
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15 Save newsletter as Publisher file and upload into ownCloud (= BRAINLINK-2013-12-December-BrainSTORM_COLO
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16. Inform Raj that the newsletter has been laid out for his review and
approval
17. Once newsletter has been approved:

a. Save newsletter as PDF file

b. Generate a csv file of the mailing list from Cardscan

c. Generate an envelope template in Word

d. Forward the newsletter publisher and pdf files, mailing list
and envelope template to Autopilot for printing and mailing

e. Forward the pdf files to Pronto for posting on
www.brainlink.com
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