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Workflow Checklist



Creating a “Workflow” To Transition From
LaunchPad to SendLane

From your SendLane Dashboard...

Step 1 - Go to Lists
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Step 2 — Create a NEW List

This is the list you’ll be mailing daily (sending “broadcast” emails)

Dashboard Help ¥ David ¥

s =D

TIP: Name your new list something that you can easily remember as the list you
will email daily. You might use the word “Daily”- Example: Daily Fitness Tips



Step 3 — Choose “Automations”
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Step 4 — Click on “Add Automation” (Top Right) to Create New Workflow
Automation
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Step 5 — Choose “Start from scratch”

(® Create a new automation

How do you want to build your custom automation? Start from scratch

Categories Welcome new subscribers!

All A series of emails to send to new subscribers after they
subscribe to your list
Increase Revenue

Follow- ite visi
oliow-Up Retarget site visitors

Send follow up emails to your subscribers after they visited
your site but did not reach the confirmation page

Step 6 — Click on “Workflow” then Click “Next”

(® Create a new automation
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Autoresponder Group Workflow

An automated series of emails that Create cus’tom"sequeﬁ'&‘é's of email
will send after someone subscribes and events based on subscribers
to a given list actions, behavior and conditions
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Step 7 — Make sure “Subscribes to a List” is selected in the dropdown box, then
tick the box next to your Welcome Series list from the options otherwise choose
the name of the first list you created (you may only see one list to choose from),
then click “Next”

(® Create a new automation

When should this Workflow start? (required)

Subscribes to a List

Include Exclude

List 222 Widget Leads

cooking-test-funnel Widget Customers

Fitness Tips Weight Loss Secrets

Welcome Series Demo 123 Campaigns Only

Daily Fitness Tips DEMO2 Company ABC

Welcome Serles 123 Muscle Building Secrets
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Step 8 — Give Your Automation/Workflow a Name - Example: Welcome Series
Workflow, Broadcast Transition, etc.

() Create a new automation

Automation name: (reV

Cancel

Step 9 — Finally, Tell the Workflow What to Do

To help you remember what to choose when clicking the + sign in each step, just
remember these four actions in order:

Wait Enter 8 and choose day

Subscribe Select name of NEW list you created
Wait Enter 1 and then hour

Unsubscribe Select LaunchPad list name

*The 8-day “Wait for” setting in the first step is based on having a 7-day AR
series...

If your series contains a different number of emails, set this number to the next
day - Example: if using a 10-day email series, then set this to 11.

Here is a screenshot reflecting those actions and what your workflow should look
like once completed:
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(Don’t forget to click on the green floppy icon at each step to save your work!)



