
Email Newsletter – View Analytics

Having Promo Social Post (PSP) send out an monthly email newsletter to your contact list is a great way to keep 
your company name at the top of mind of your client base.  With that said, take full advantage of the service by 
reviewing the stats of the newsletter.  Important information such as how many people have opened the email, 
clicked on various links may be viewed as well as unsubscribes and email bounces.  If a particular client has 
opened the email many times over it is a good idea to follow up with them by phone to see if they have a current 
promotional need.  This document walks you through the process of logging into our system and reviewing these 
stats.

Log into the system

1. From your browser go to https://promosocialpost.activehosted.com/admin/index.php 
2. Enter your email address & password and then press  login.  

1. This information should have been provided to you when you initially signed up for the service.  If you 
do not have it, please contact us at support@promosocialpost.com or (650) 966-7810.

 
OR

https://promosocialpost.activehosted.com/admin/index.php
mailto:support@promosocialpost.com


3. The dashboard window opens.  General summary information such as the number of contacts in you list 
and recent activity may be viewed.  On the left hand side is the menu where you can navigate to different 
pages.

4. There are only two menu options that will provide useful information.  Contacts simply lists all of the 
contacts in the system.  Reports is where to go to see for each email campaign sent the stats.  Click on 
Reports.  The Campaign Reports window opens up.



5. Next click on the name of a campaign to see its details.  The Campaign Reports details for the selected 
campaign opens.  In this page the stats for the specific campaign can be viewed in the Summary section 
which includes: opens, clicks, forwards, unsubscribes and bounces.



6. To see more details, click on the desired stat such as opens.  At the top of this page there is a summary of 
the number of opens including the total opens, unique opens, did not open/read and average recipients per 
open/read.  Underneath it shows the name of the contact and email address that opened the email and on the
right the number of times it was opened.  It is recommended to press the “# Times” header on the right 
twice so the list will be sorted in reverse with the most number of opens listed first.  Note you can click on 
the “Opened” drop down list box on the left and change it to “Unopened” if you want a list of contacts that 
did not open the email.



7. Other reports may be viewed, but does not show the key information most distributors want.  Knowing how
many people opened the email from a campaign is the key information.  The click report will show for each
link on the email how many clicks there were and who clicked on it.  If a contact clicked on the email it is a
indication that they are more than mildly interested in the newsletter and a higher priority contact to follow 
up with.  
1. Available links on the newsletter that users may click on

1. Company logo at the top – goes to the company websites home page
2. Video of the month – goes to Promo Social Post's YouTube page where the video can be watched.  

This is a client safe page that only has other client safe video clips to watch.
3. Web address at the bottom of the email – goes to the company websites home page
4. Email address at the bottom of the email – opens an email already addressed to the selected email 

address
8. WARNING – Most contacts do not necessarily think that emails they receive are being tracked.  When 

following up with a contact it is not recommended to say “I saw that you opened this months newsletter 
several times and went to our website.  An opening line about touching base with them and asking them if 
they have any current promotional needs is a good way to start the conversation.


