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Launch a campaign 
60 seconds and your ad in live 
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Step 1 
Log on to the system 
Log on to your administration system.  
In most cases, the administration's system URL is http://yourservername/glooq.  
Enter the username and the password.  
 

 
 
 

 
Step 2 
Launch campaign 
The first screen you see is the Statistics screen. 
This screen is empty since you don’t have any campaigns yet. 
 
If you want to create a new campaign, click Launch campaign. 
 
 

 
 

 
 
 
 

Click "Launch Campaign" 
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Step 3 
Setup the campaign 
Define the main properties of your campaign and don’t forget to click “Save and Continue”  
[all the fields below are optional] 
 

 Campaign Name - Give your campaign a unique name. 
 

 Status (Open / Close) - Enable your newly created campaign or disable it. [default – open]  
 

 Description - Type a short description for your campaign. 
 

 Scheduler (Start Date / End Date) – You can use the scheduler to select the Start Date and  
 an End Date. When the end date is reached, the campaign will be closed automatically. 

 
 Max No. of Emails - You can limit the number of emails sent out with this campaign. When 

the Maximum number is reached, campaign will be closed automatically. 
 

 Target Audience 
Internal - Microsoft Exchange 2000/2003 internal installation only. (Premium model) 
External - Every email delivered to external recipients 

 

 
 
 

 

Click "Save and Continue"
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Step 4 
Build a campaign package 
A Package is a set of banners/text ads, which 
forms your campaign. You can have as many 
packages as you want in one campaign. 
[If you have more then one package, they will be 
picked randomly] 
 
To build a package, simply click on  
“New Campaign Package”. 
 
                 
 
 
 

 
 
 
 
 
 
 
Define Package properties 
 

 Campaign Type - Banner / Textual Ad 

 Position - Left / Right / Top / Bottom 

 Select Layout -  select the layout according 

to the banner’s dimensions 

 Upload Content - To upload the content or 

to create a new text ad, just  

 select the layout according 

to the banner’s dimensions 

             click on the “clip” icon 

 
 
 
 
 
 
 
 
 
 
 
 

"New Campaign Package" 

1. Fill in the “Link”

2. Click “Campaign Preview”
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Upload banners 
 
1. Click “Browse” and locate the relevant banner. 
2. Click “Upload” to upload the banner to the system. 
3. The only file types that are supported:  

gif, animated gif and jpeg. 
4. After you select the banner, close the window. 

 
Later on, you can use the uploaded content in  
various campaigns. 
 
 
 

 
 
 
 
Define Package properties 
 
1.   Fill in the “Link” field. This will determine where the 
      banner is linked.  
2.   Click “Campaign Preview”. 
3.   When you are content with your campaign, click 
       “Save and Finish”. 
 
 

 
 
 
 

 
Short Summary 
 
In this screen, you will see a short summary of  
your Campaign.  
 
Package #1:   1 Banner Position – left. 
 
If you want to edit your package, click “Edit”. If not, 
click “Save and Continue”. 
 
 
 

 
 
 

Click "Save and Continue"

Click "Save and Finish"



 

7 
 

Step 5 
Create Filters 
In this screen, you define which users (senders) can send emails with this campaign, and you can 
also determine who will receive them (recipients). 
 
Add Contact -  you can manually add a contact by typing the address or you can just import  

   the list from a CSV file. 

Find -   Locate the users that you have in your filter box. 

AD Lookup -  Active Directory search for users / groups. 

Segmentation -  You can include or exclude specific users / groups / domains. 

 
To add a new contact to the filter click “Add Contact”. 
 

 

Add contact 
 

1. You can upload a CSV file with your email addresses. 

2. You can manually add contacts by typing the address in the following format:  

Email: user@domain.com  

Domain: domain.com 

 

To save the changes, click “Continue”. To discard the changes, click ”Back”.  

 
 

Click “Add Contact”
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Apply the Filter 
 

1. After you add the names to the filter, you can select whether to include  
them or exclude. 

2. Just select one or more records, and click “Add to filter”. 
3. You can easily remove records, by clicking “Remove from filter”. 

 
After you define the filter, click “Save and Continue”. 

 

 
 

 
 

Click “Save and Continue”
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Step 6 
Test campaign 
Simply fill in a designated email address and see for yourself how your campaign will look. 
After you receive the email message, click “Finish”. 
 

 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Finish” 
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Statistical analysis 
View the results in real time 
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Campaign Statistics 
 
In this screen, you can view the status of your campaign. 
If you have multiple campaigns, you can click “Overall Statistics” to view statistics for all your 
campaigns’ history. 
 

  % -  CTR (Click through Rate) for one campaign. 

 - Edit campaign. 

- Copy campaign. 

 - Delete campaign. 

 

 
 
 
 
 

Overall Statistics 
 
In this screen, you can view statistical analysis for all your campaigns’ history. 
 

 
 
 
 

Click “Overall Statistics”
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Admin Section 
Configure advanced settings 
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Configure advanced settings 
 
 

 
 
Users Management: change passwords for glooqPro users. 
 
Global Filter: define global filter of senders/recipients for the entire system. 
 
Signature Editor: create a uniform signature for all your employees in one click. (See next 
chapter). 
 
Customer ID: this is your unique customer ID. 
 
Banner Size Limit: define the maximum banner size to be uploaded to the system. 
(Heavier the banner – heavier the email). 
 
Domain name/username/password: these settings are used when you connect the glooqPro to 
your Active directory. Example: 
Domain: “Mydomain.Local” username: “mydomain\user” password: “123456” 
 
Mail From: this address is used in the “Test Email” screen. Default: 
glooq Support <support@glooq.com>. You can change it to any email you want. 
 
License file: upload your license to activate/extend you system. 
 
License Count: view how many licenses are used. 
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Signature builder 
Create a uniform signature for all your 

employees in one click 
 

[Supported in Active Directory environment only] 
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Step 1 
Access the Signature module 

a. Open the Admin section by clicking “Admin”. 
b. Enable the signature by selecting the checkbox. 
c. Click “Signature Editor”. 

 

 
 

 

 

 
 
 
 

c. Click "Signature Editor" b. Click "Enable Signature" 

a. Click "Admin"
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Use the signature toolbar 
The personal details toolbar allows you to design your own signature by applying the chosen 
details. It’s a simple, easy tool that enables you to create a unified signature for all the company’s 
employees at once.  
 

 
 

  Add rows - add more personal details to your email signature: Full Name, Department, 
Address, Telephone, etc. 

 

 Delete rows –delete unwanted details from the signature. 
 

  Label - This is the actual descriptive information which will be shown in your signature, 
prior to the field which is pulled out of Active Directory. If you do not require this, leave 
this box blank, i.e. Email: user@mydomain.com, Website: www.mydomain.com 

 

  Field - The actual data which is stored in the Active Directory, i.e. John Smith, CEO, 
 www.mydomain.com 

 
 Select Font - select from various system font selection. 

 

 Size - choose different text sizes for your signature. 
 

 px - you have the ability to manually enter the size of the text in pixels, instead of using 
the system default, i.e. customised size. 

 

 Free Text Box - Use up to 5 text boxes below your signature for a disclaimer or free text.  

 

 Space between rows - to add space between your detail fields, simply insert a row and 
leave it blank.  

 

 Template - Only one signature template can be used at one time. 
 

 Logo – the logo will be pulled from the server according to the domain name. 
 This is the logo.gif file which is located in the following directory: 
 C:\Program Files\glooqServer\glooqWeb\Banners\logo.gif. Please replace the file with 

your company logo and make sure it is named logo.gif. If you have more then one 
domain, please create the gif files with the domain name. i.e. “glooq.com.gif”. 
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Part I: Design  
To create your own signature, please follow the detailed steps below:  
 
Step 1:  Click on add details. This will add a new row with details to your signature. 
  
Step 2:  Type a label if required and choose the appropriate field which will be pulled  
             from the Active Directory. 
 
Step 3:  Choose font, text size, bold/italic/underline functions and color. 
 
Step 4:  You can add a new row and leave it blank if you want a space.  
 
Step 5:  Enter free text in the text boxes. 
 

Text Box 

 
 

1. You can create up to 5 text blocks and switch between them by clicking on the drop 
down menu. 

 
2. Select the text prior to making cosmetic changes. 

 
3. When you are done, it will be displayed automatically. Check the preview section for the 

result. 

 

Part II: Preview 
 
Preview - Allows you to preview your signature before saving and make necessary modifications 

if needed. 

 Save - After finalising your signature you can save.  

 Save and Exit – Save your signature and close the editor. 

 Exit – Exit without saving. 
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Here is an example of a fully configured signature 
 

 
 
 
After you have saved the signature, close the window.  
On the Admin screen, click “Apply”.  
 
 
 
 
 
 
 
 
 

Click "Apply" 

Preview

Need assistance? 
International Hotline. +44 20 7617 7392 
Email: support@glooq.com 


