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Preface - About This Manual

Every effort has been made to ensure that this document is an accurate representation
of the functionality of LISTSERV® Maestro. As with every software application,
development continues after the documentation has gone to press so small
inconsistencies may occur. We would appreciate any feedback on this manual. Send
comments via email to: manuals@Isoft.com

The following documentation conventions have been used in this manual:

* Menus, options, icons, fields, and text boxes on the screen will be bold
(e.g. the Recipient Warehouse menu).

» Clickable buttons will be bold and within brackets (e.g. the [OK] button).
* Clickable links will be bold and underlined (e.g. the Edit link).

» Directory names, commands, and examples of editing program files will appear in
Courier New font.

» Emphasized words or phrases will be underlined.

» Some screen captures have been cropped and/or edited for emphasis or descriptive
purposes.

@ * This symbol denotes a new feature for LISTSERV Maestro 4.0.
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What's New for the End User in LISTSERV® Maestro 4.0

This section highlights the new features for the End User in LISTSERV® Maestro 4.0.

Behavioral Changes to the Toolbar

The behavior of the Dataset menu on the Toolbar has been updated to accommodate

those who may need to access this menu while working with lists. Because of this, there
are several changes to the Toolbar. For details, see Section 2.1.1 Behavioral Changes
to the Toolbar.

New Options for Determining Recipients Based on Reaction to a Previous Job

You can now choose to define recipients based on a reaction to a previous job that had
its recipients defined from a target group based on a hosted recipient list or a target group
based on a dataset. For details, see Section 5.3 Determine Recipients Based on
Reaction to a Previous Job.

Advanced Sender Defined Mail-Header Settings

New options for defining additonal mail-headers are now available when defining the
sender of an email job. For details, see Section 8.1.4 Advanced Sender Defined Mail-
Header Settings.

Action Tracking

If a user enters a target website through a tracked link in an email job, then LISTSERV
Maestro can now track those actions that the user performs on that website. For details,
see Section 19 Action Tracking.

Viewing the Number of Tracked Links

The Completed Job Details screen now includes the number of tracked links. For details,
see Section 12.4 Completed Jobs Summary.

Using the Job Journal

An email job “journal” is now available and contains a log of each activity and who
performed those activities. For details, see Section 10.3 The Open Job Journal, Section
11.4 The Ongoing Job Journal, and Section 12.8 The Completed Job Journal.

Viewing an HTML Message in the Recipient’s Browser

A new system drop-in gives your recipients the ability to view an HTML message in their
browser. For details, see Section15.3.1.4 or Section 16.4 View in Browser URL.
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Requesting Profile Field Updates

It is now possible to create a message that asks a subscriber to update specific profile
fields. For details, see Section 15.3.1.3 Profile Field Updates URL or Section 16.3 Profile
Field Updates URL.

Tracking Permissions

When the new tracking permissions profile field type has been defined for a dataset, and
an HRL or HLL from that dataset is used to define recipients for an email job, then your
options in the Tracking Definition wizard will change. For details, see 7.4 Types of
Tracking.

Triggering the Delivery of an Email Job

Email delivery can now be initiated from outside of LISTSERV Maestro. For details on
how to enable this type of delivery for an email job, see Section 8.2 Scheduling Delivery
of a Job. For details on how to trigger the delivery of an email job once it is enabled, see
Section 9.6 Triggering the Delivery of an Email Job.

Defining Individual Delivery Times for A/B-Split Job Variants

For an A/B-split job, it is now possible to define different delivery times for each variant,
which gives you the ability to test these times as well. For details, see Section 8.2.4
Scheduling Different Delivery Times for Each A/B-Split Job Variant.

Using the New Report Data Source Wizard

Defining a data source for a report is now more streamlined and user-friendly. In addition,
including the new Action Events and Forward-to-a-Friend Events is now easily done with
just a few clicks. For details, see Section 13.1.2 Adding a Data Source.

Using the Updated Recipients Details Report

The Recipient Details Report has been improved and is now more user-friendly. For
details, see Section 13.9 Recipients Details Reports.

In addition, the Reports tab on the Completed Jobs tab has also been streamlined. For
details, see Section 12.5 Completed Job Reports.

Using the New *{{Calc}} Features

When using formulas, several new functions are now available to you. For details, see
Section 18 Calculation Formulas. For details on how this feature effects multiple
selection fields, see Section 15.3.1.5 Multiple Selection Fields and Section 16 Multiple
Selection Fields.
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allows users to easily create and send personalized email messages using a web
interface. Incorporated into this powerful tool is a hosting component, collecting

D esigned specifically to work with LISTSERV® 15.6 (or later) LISTSERV Maestro

and retaining recipient data by creating data tables and public web pages, and a tracking
component, collecting data when a recipient opens an email message or clicks on a URL
contained within the message. LISTSERV Maestro can:

Organize and store recipient data, including subscription settings, so that it can be
used to send out personalized and targeted mailings.

Create different types of mailing list Hosted Recipient Lists and Hosted LISTSERV
Lists.

Produce customizable public web pages that allow people to sign on and off lists
and to manage their own profile data.

Define a targeted group of recipients based on stored internal recipient data, a
LISTSERYV list, an external database, a past job, responses to a past job, or a text
file.

Define an email message in plain text or HTML and attach files to it.

Delegate various tasks related to defining recipients, creating the messages, and
delivering email to other team members.

Schedule email messages for a single delivery or recurring deliveries on any date, at
any time, within any time zone.

Save messages, as well as sender and recipient information, for future email jobs.
Test email messages before delivery.

Define the types of data to track.

Track when recipients open a message.

Track when recipients click on URLs contained within a message, including URLS
that are text-based, image-based, or contained within image maps.

Track when recipients respond to a web form.

Produce different types of tracking reports from tracking data.

Download tracking data and import into Microsoft® Excel.

Produce bounce reports tabulating the number and type of bounce.
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1.1 System Requirements

LISTSERYV Maestro needs to be installed on a server and configured by a system
administrator. However, LISTSERV Maestro does not have to reside on the same server
as LISTSERV. The administrator will set up user accounts, assign initial passwords for
all individuals who need access to the program, and create account groups if
collaboration is desired. Groups are optional and accounts do not need to be part of a
group to use the program. Groups are required for collaboration among accounts.

Depending on the operating system of the client used for the access, the following
browsers are supported when accessing the Maestro User Interface:

» Microsoft Internet Explorer 5.5 or later (Windows only)
» Apple Safari 2.0 Build 412 or later (Mac OS X only)
* Mozilla 1.0.0 or later (Windows, Linux, or Mac OS X)

» and any other browser on Windows, Linux, or Mac OS X that is based on a
compatible Mozilla version, such as:

* Firefox 1.0 or later
* Netscape 7.0 or later

7 Note: Some special issues apply when using Netscape or Mozilla on a Linux client. See
Appendix F: Using Netscape or Mozilla Browsers with a Linux Client for more
information.

The client does not necessarily need to have the same operating system as the
LISTSERYV Maestro server. For example, a Linux client can be used to access
LISTSERV Maestro on a Windows server and vice versa.

It is important to note that recipients of email being tracked by LISTSERV Maestro may
use whatever browser they wish to access the URLSs contained in the message. Tracking
occurs no matter what browser is used by email recipients.
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1.2 Accessing LISTSERV Maestro

Once the system administrator has installed the program and created user accounts, set
a compatible browser to http://Your_Maestro Host/lui . Click on the Start
LISTSERV Maestro Session link. The Login Screen opens.

Figure 1-1 LISTSERV Maestro Login Screen

Group:

A user name and password are required in order to login and access the program. If an
account is a member of a group, the group name will also be required at login.

Enter user name, password, and group (if required), and then click the [Login] button.

User names and groups are not case sensitive. Passwords are case sensitive, and must
have a minimum of five characters.
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characterizing the various parts of an email “job.” A “job” refers to all of the

elements that make up the creation, scheduling, delivery, and tracking of
customized email messages. Throughout the LISTSERV Maestro documentation, “job”,
“email job”, and “mailing” are used interchangeably and represent the same thing — the
summation of the multiple functions that make up the definition and distribution of
customized email messages.

Next, The LISTSERV Maestro Interface contains two main features that enable users to
easily navigate from one area to another. These two features are the Toolbar and
Dashboard. The following sections describe each in detail.

T he first thing to understand is that LISTSERV Maestro’s functionality centers on

2.1 The Toolbar

A

Mail Joh

The Toolbar contains menus and icons that give you quick access to the different
functions in LISTSERV Maestro.

Figure 2-1 The Toolbar

e e '
Report  Recipient Warehouse  Utility  LISTSERY  Back To Preferences  Logout

The Mail Job menu lets you create a new job, view a list of open jobs (jobs that you have
not finished setting up the criteria for), view a list of ongoing jobs (jobs that repeat), and
a list of completed jobs. The options available vary depending on where you are in the

application and what function you are performing. The possible options are:

* New — Create a new job.
e Import — Import a previously archived job from the archives.
* Open Jobs — Display the list of open jobs that have not been authorized for delivery.

* Ongoing Jobs — Display the list of ongoing jobs that are authorized for delivery and
that are currently being processed or awaiting delivery.

« Completed Jobs — Display the list of completed jobs that have been delivered or
closed after a delivery failure.

» Archived Jobs — Display the list of archived mail jobs.
» Job Info — Define the general information of the email job, such as the job title.
e Job Journal — View the job’s history.

e Copy Settings From Other Variant — Copy the job definition settings from another
variant job of the same A/B-split job to the current variant job. The copied settings
will include the message definition, tracking definition, sender definition, and test
delivery definition.

» Authorize Delivery — Authorize the job for delivery.

e Authorize Sampling Variant Delivery — Authorize the sampling variant jobs of an
A/B-split job with Sampling for delivery.
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666

Authorize Main Variant Delivery — Authorize the main variant job of an A/B-split
job with Sampling for delivery.

Team Collaboration — Define the team collaboration settings for the job.

Trigger Job Delivery — Trigger the job for delivery. If triggered, delivery will start
immediately

Trigger Main Variant Delivery — Trigger the main variant job of an A/B-split job with
Sampling. If triggered, delivery will start immediately.

Trigger Delivery of Authorized A/B-Split Job Variants — Trigger the A/B-split job
variants for delivery. If triggered, delivery will start immediately

Revoke Send Authorization — Revoke the delivery authorization of the job.

Revoke Authorized Variants of A/B-Split Jobs — Revoke the delivery
authorization of all authorized variant jobs of an A/B-split job.

Stop Sending — Stop delivery of the job.
Re-Open Job — Re-open the job for further editing.

Re-Open Failed Variants of A/B-Split Job — Re-open the failed variant jobs of an
A/B-Split job for further editing.

Close Job — Close the job in its failed state.

Close All Open Variants of A/B-Split Job As Failed — Close the open variant jobs
of an A/B-split job as failed.

Retry Sending — Retry the delivery of the failed job.
Resume Sending — Resume the delivery of the job to the pending recipients.

Comparison Report for Completed Variant Jobs — Generate the Job Comparison
report for the selected A/B-split testing variant jobs.

Move Job to Archive — Move the selected job to the archive. An archived job will no
longer be accessible in the normal LISTSERV Maestro User Interface; it will appear
as if the job was deleted. Only the Maestro administrator can import an archived job.
Also, an imported job will be “frozen” into the state that it had when it was initially
archived (for example, no more tracking events will be collected for this job).

Delete Job — Delete the job.

Multiple Job Actions — Work with one or several jobs at once with one of the
following options:

» Job Comparison Report — Generate the Job Comparison report for the
selected jobs.

 Edit Category of All Selected Jobs — Edit the job category of all selected
jobs.

« Edit Team Collaboration of All Selected Jobs — Edit the team collaboration
settings of all selected jobs.

* Move All Selected Jobs to Archive — Move all selected jobs to the archive.
* Delete All Selected Jobs — Delete all selected jobs (not recoverable).
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* Select All — Select all jobs in the current job list.
» Unselect All — Unselect all jobs in the current job list.

* Enable Multiple Job Actions — Enable the multiple job actions. Checkboxes
will appear next to every job, allowing multiple job selection, and the Multiple
Job Actions menu will be displayed.

» Disable Multiple Job Actions — Disable the multiple job actions. Checkboxes
and the Multiple Job Actions menu will be hidden.

» Change Owner of All Selected Jobs — Change the owner of all selected jobs.
» Import all Selected Jobs — Import all selected jobs from the archive.

L Notes: By default, multiple job actions are disabled and the menu contains only the

Enable Multiple Job Actions option. By selecting this option, multiple job actions
become enabled, which has two effects: The menu now contains more options, and
in the job list, a checkbox is shown in front of each listed job. Check those jobs that
you want to manipulate, then select the desired option from the Multiple Job
Actions menu. This action will then be applied to all selected jobs. For the
administrator, the multiple job actions are always enabled and can not be disabled.

The Report menu lets you create a new report, view any existing reports, and open the
Delivered Jobs Statistics and Delivered Recipients Statistics reports. The options
available vary depending on where you are in the application and what function you are
performing. The possible options are:

@ .

New Report — Create a new tracking statistic report.
Reports — Display the list of currently available tracking statistics reports.

Recipient Action Tracking — Activate/deactivate recipient action tracking and
define action tags.

Completed Jobs Statistics — Display the statistical report about the previously
delivered jobs.

Delivered Recipients Statistics — Display the statistical report about the recipients
of previous jobs.

System Metrics Reports — For the administrator, display the System Metric
Reports.

Add Report to Dashboard — Add the displayed report to the Dashboard.

Apply Settings to Report on Dashboard — Apply report changes to the report
shown on the Dashboard.

The Recipient Warehouse menu lets you create new and manage datasets, lookup
tables, and target groups. You can also edit the bounce process settings for the
warehouse. The options available vary depending on where you are in the application
and what function you are performing. The possible options are:

New Dataset — Create a new recipient dataset.
Datasets — Display a list of currently available recipient datasets.

Datasets & Lookup Tables — Display the administrator’s page for recipient datasets
and lookup tables.
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* New Lookup Table — Create a new lookup table.
» Lookup Tables — Display the list of currently available lookup tables.

 New Recipient Target Group — Create a new target group using one of the
following options:

@ » Based on Dataset — Create a new target group that is based on a recipient

dataset.

* Based on Hosted Recipient List — Create a new target group that is based on
a hosted recipient list.

» Based on Hosted or Standard LISTSERV List — Create a new target group
that is based on a classic LISTSERYV list.

* Based on Uploaded Text File — Create a new target group that is based on an
uploaded text file (CSV-file).

* Based on Database Access by LISTSERV Maestro — Create a new target
group based on a database accessed by LISTSERV Maestro.

» Based on Database Access by LISTSERYV — Create a new target group
based on a database accessed by LISTSERV.

« Target Groups — Display the list of currently available target groups.

« Bounce Processing — Define the bounce processing strategy for the Recipient
Warehouse.

The Utility menu lets you create new and manage drop-in content and sender profiles;
plus, it lets you change your account password. The options available vary depending on
where you are in the application and what function you are performing. The possible
options are:

* New Content Template — Sub-menu for creating new content templates:
» Create Empty Template — Create a new (empty) content template.

» Create Template Based on Mail Job — Create a new content template that is
based on the message definition of an existing mail job.

* Upload Template — Create a new content template by uploading a content
template definition file (ZIP-file).

» Content Templates — Show the list of currently available content templates.
* New Drop-In Content — Create a new drop-in.

* Drop-Ins — Display the list of currently available drop-ins.

* New Sender Profile — Create a new sender profile.

» Sender Profiles — Display the list of currently available sender profiles.

» Change Password — Change the password of the current user account.

* Print Page — Print the current page.

e About LISTSERV Maestro — Show detailed information about the current
LISTSERV Maestro version.
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The Dashboard menu lets you create new and manage the configuration of your
Dashboard(s). This menu is only available from the Dashboard screen. The available
options are:

Switch Dashboard — Show the list of available Dashboards. From this list, select
which one will be displayed as the current Dashboard in the current session. Once
selected, that particular Dashboard will be displayed.

Hide/Show Default Sections — Hide or show any of the default Dashboard sections
(applies only to the currently selected Dashboard).

Edit Dashboard Name — Edit the name (title) of the currently selected Dashboard.

Create New Dashboard — Create a new Dashboard with all default sections, in
default order, without any Dashboard reports.

Copy Current Dashboard — Create a new Dashboard as a copy of the current
Dashboard.

Delete Current Dashboard — Delete the current Dashboard.

The Dataset menu lets you manage the datasets, categories, and members. The options
available vary depending on where you are in the application and what function you are
performing. The possible options are:

@ .

Dataset Overview — Return to the Recipient Dataset Details screen.
Edit Dataset Settings — Edit the dataset settings.

Edit Category — Edit the settings of the category that is currently selected in the
dataset tree.

Create — Create hosted lists and categories using one of the following options:

» Create Hosted Recipient List — Create a new Hosted Recipient List in this
dataset.

* Create Hosted LISTSERYV List — Create a new Hosted LISTSERYV List in this
dataset.

» Create Category — Create a new category (either in the currently selected
category or in the root of the dataset tree).

» Convert or Clone Standard LISTSERYV List — Covert an existing, non-hosted
LISTSERYV list into a Hosted LISTSERYV List or creates a Hosted LISTSERV
List as a clone of an existing non-hosted LISTSERYV list without changing the
original list.

Browse/Edit Confirmed Members — Browse through the members of the dataset
and edit them manually.

Browse Confirmed Members — Browse through the members of the dataset.
Add Single Member — Add a single, new member to the dataset.

Member Import — Add, update, or delete members in the dataset by uploading or
importing a file.

* Import Members Now — Open the Import Members wizard where you can
define which members to import at this moment.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 2

Understanding the LISTSERV Maestro Interface

* New Member Importer — Define member importer for future use.

* Member Importers — Display list of member importers for the selected dataset.
» Download all Members — Download the current members of the dataset.
 Team Collaboration — Define the team collaboration settings for the dataset.

* Refresh and Manage Linked LISTSERYV Lists — Define which of the non-hosted
LISTSERYV lists at the LISTSERYV server to include in the dataset as Linked
LISTSERYV Lists. This option will also refresh the settings of the already linked
LISTSERYV lists by reading their current settings (as defined in the list headers) from
LISTSERYV so that LISTSERV Maestro will be aware of any changes to the lists.

e Subscriber Access URLs — Display the URLs for the Subscriber Access pages of
the dataset’s member area.

» Tree Structure — Manage operations in a dataset tree using one of the following
options:
» Cut — Cut the selected category from the dataset tree in preparation for a Cut &
Paste operation (more precisely, the node will be marked as “cut”, but it will
only be removed from its current parent node once you select Paste in another
node).

» Copy (Categories Only) — Copy the selected category (and its subcategories)
in the dataset tree in preparation for a Copy & Paste operation (more precisely,
the category will be marked as “copied”, but it will only be created once you
select Paste in another node).

Note: Any hosted lists in the category or sub category will not be copied.

» Paste — Paste a node into the currently selected node or root of the dataset
tree. The node to paste must have been marked for “cut” or “copy” (see the Cut
and Copy options).

* Clear Cut/Copy State — Clear the current “cut” or “copy” state and unmarks the
node that was to be “cut” or “copied” (see the Cut and Copy options).

» Delete all Members — Delete all members (including unconfirmed ones) from the
dataset.

» Delete Dataset — Delete the dataset, including all members and lists contained
within it.
» Delete Category — Delete the category that is currently selected in the dataset tree.

The Hosted List menu contains options that are related to the hosted list currently
selected in the dataset tree. The options available vary depending on where you are in
the application and what function you are performing. The possible options are:

» Dataset Overview — Return to the Recipient Dataset Details screen.
» Edit List Details — Edit the hosted list.

* Browse/Edit Confirmed Subscribers — Browse through the subscribers of the
hosted list and edit them individually.

 Browse Confirmed Subscribers — Browse through the subscribers of the hosted
list (view only).
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* Add Single Subscriber — Add a single, new subscriber to the hosted list.

@ e Subscriber Import — Add, update, and delete subscribers in the hosted list by
uploading or importing a file.
* Import Subscribers Now — Open the Import Subscribers wizard where you
can define which subscribers to import at this moment.

* New Subscriber Importer — Define subscriber importer for future use.

» Subscriber Importers — Display list of subscriber importers for the selected
dataset.

« Download all Subscribers — Download the current subscribers of the hosted list.

» Tree Structure — Manage operations in a dataset tree using one of the following
options:
» Cut — Cut the selected hosted list from the dataset tree in preparation for a Cut
& Paste operation (more precisely, the node will be marked as “cut”, but it will
only be removed from its current parent node once you select Paste in another
node).

» Copy — Copy the selected hosted list in preparation for a Copy & Paste
operation (more precisely, the list will be marked as “copied”, but it will only be
created once you select Paste in another node).

* Clear Cut/Copy State — Clear the current “cut” or “copy” state and unmarks the
node that was to be “cut” or “copied”

 Delete all Subscribers — Delete all subscribers from the hosted list.
 Delete List — Delete the hosted list with all subscribers.

The Linked LISTSERYV List menu contains options that are related to the Linked
LISTSERYV List currently selected in the dataset tree. The options available vary
depending on where you are in the application and what function you are performing. The
possible options are:

+ Dataset Overview — Return to the Recipient Dataset Details screen.

» List Configuration — Open the corresponding LISTSERV Web Interface page for
management of the selected Linked LISTSERV List.

» Convert To or Clone As Hosted List — Convert the selected Linked LISTSERYV List
into a Hosted LISTSERYV List or clone a Hosted LISTSERYV List from it (cloning will
not change the original Linked LISTSERYV List).

* Refresh and Manage Linked LISTSERYV Lists — Define which of the non-hosted
LISTSERYV lists at the LISTSERYV server to include in the dataset as Linked
LISTSERV Lists.

» Tree Structure — Manage operations in a dataset tree using one of the following
options:

* Cut — Cut the selected Linked LISTSERYV List from the dataset tree in
preparation for a Cut & Paste operation (more precisely, the node will be
marked as “cut”, but it will only be removed from its current parent node once
you select Paste in another node).
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* Clear Cut/Copy State — Clear the current “cut” or “copy” state and unmarks the
node that was to be “cut” or “copied”

Remove Link to LISTSERYV List — Remove the link to this LISTSERYV List (removes
the Linked LISTSERYV List hode from the dataset tree and the actual list at
LISTSERYV will remain the unchanged).

The Lookup Table menu contain options for the currently selected lookup table. The
possible options are:

Lookup Table Settings — Edit general lookup table settings (name, description,
encoding, secondary columns).

View References — View the dataset and hosted list profile fields that reference the
lookup table.

Add New Entry — Add a new entry to the lookup table.

Upload Entries — Upload new entries into the lookup table.

Download Entries — Download the lookup table entries.

Define New Subset — Define a subset of lookup table entries.

Edit Highlighted Subset — Edit the currently highlighted lookup table subset.

Undefine Highlighted Subset — Undefine the currently highlighted lookup table
subset.

Delete All Entries — Delete all entries from the lookup table (but not the lookup table
itself).

Delete Lookup Table — Delete the lookup table.

The LISTSERV menu takes you to specific areas in the LISTSERV Web Interface. The
options available vary depending on where you are in the application and what function
you are performing. The possible options are:

Server Administration Dashboard — Open the Server Administration Dashboard
of the LISTSERV Web Interface.

List Administration Dashboard — Open the List Administration Dashboard of the
LISTSERV Web Interface.

Site Configuration — Open the site configuration page of the LISTSERV Web
Interface.

LISTSERV Archives — Open the LISTSERYV archives page of the LISTSERV Web
Interface.

Server Reports — Contains options for reports in the LISTSERV Web Interface.

» Server Usage Reports — Open the server usage reports page of the
LISTSERYV Web Interface.

» Anti-Virus & Anti-Spam Reports — Open the anti-virus and anti-spam reports
page of the LISTSERV Web Interface.

 Server Activity Reports — Open the server activity reports page of the
LISTSERV Web Interface.
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The Back To menu is a quick way to return to the previous screen or to one of the
recently visited screens. The possible options are:

Dashboard — Go back to the Dashboard screen.
Selected Job "JOB NAME HERE" — Go back to the job with the given name.

Selected A/B-Split Job “A/B-SPLIT JOB NAME HERE” — Go back to the A/B-split
job with the given name.

Create New Job — Go back to the Start New Job screen.

Selected Report "REPORT NAME HERE" — Go back to the tracking report with the
given name.

Create New Report — Go back to the Define Report screen.
Job Comparison Report — Go back to the Job Comparison Report screen.

Selected Dataset "DATASET NAME HERE" — Go back to the dataset with the
given name.

Create New Dataset — Go back to the Recipient Dataset Definition wizard.

Selected Lookup Table "LOOKUP TABLE NAME HERE" — Go back to the lookup
table with the given name.

Create New Lookup Table — Go back to the Lookup Table screen.

Selected Target Group "TARGET GROUP NAME HERE" — Go back to the target
group with the given name.

Create New Target Group — Go back to the Target Group Definition wizard.

Selected Content Template "TEMPLATE NAME HERE" — Go back to the content
template with the given name.

Create New Content Template — Go back to the Edit Content Template screen.

Selected Drop-In "DROP-IN NAME HERE" — Go back to the drop-in with the given
name.

Create New Drop-In — Go back to the Drop-In Content Element screen.

Selected Sender Profile "SENDER PROFILE NAME HERE" — Go back to the
sender profile with the given name.

Create New Sender Profile — Go back to the Sender Profile screen.

The Preferences menu contains options for defining various user preferences. The
possible options are:

User Interface — Contains options for defining preferences for the User Interface.

» Date and Number Formats — Define the date, time, and number preferences
for the User Interface.

 Display — Define the display preferences for the User Interface.
Mail Jobs — Contains options for defining job-related preferences.

* New Mail Job — Define the preferences for a new job, including the team
collaboration preferences.

* Recipients — Define the preferences for the recipient definition of a job.
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» Content — Define the preferences for the content definition of a job.
 Tracking — Define the preferences for the tracking definition of a job.
* Delivery Test — Define the preferences for the delivery test of a job.
» Scheduling — Define the preferences for the schedule definition of a job.
* Reports — Contains options for defining preferences for reports.
* New Report — Define the general tracking report preferences.
» Datasets — Contains options for defining preferences for datasets.

» Team Collaboration — Define preferences for the team collaboration settings
of a recipient dataset.

The Logout menu logs you out of the LISTSERYV Maestro Interface. For a user account
that is not part of an identity, then this menu appears as a single item, which, if you click
on it, allows you to log out from LISTSERV Maestro. For a user account that is part of an
identity, then this menu has the following options:

* Logout this Account — Log out from LISTSERV Maestro.

* Switch Account — Switch to a different account in the same identity (without the
need to logout and login again).

The Help icon is used to access the help associated with the current screen.

2.1.1 Behavioral Changes to the Toolbar

The behavior of the Dataset menu on the Toolbar has been updated to accommodate
those who may need to access this menu while working with lists. Because of this, there
are several changes to the Toolbar:

» Assoon as you select a dataset, the Dataset menu is displayed. This menu remains
visible the entire time the dataset is selected. Therefore, if you select one of the
Hosted Recipient List (HRL), Hosted LISTSERV List (HLL), or Linked LISTSERV
List (LLL) nodes in the dataset tree, then the Dataset menu is still displayed.

» If you select a HRL/HLL node in the dataset tree, then the Hosted List menu is
displayed in addition to the Dataset menu.

* Ifyou select a LLL node in the dataset tree, then the Linked LISTSERV List menu
is displayed in addition to the Dataset menu.

» If you select a category node (folder) in the dataset tree, then, as before, only the
Dataset menu is visible. However, previously, this Dataset menu only showed the
category/folder related menu items. This behavior has been changed. If a category
is selected, then the Dataset menu now continues to show the full set of dataset
related menu items, and the category specific items are shown in addition to the
other menu items.

* Inthe Hosted List menu, the following menu items have been removed, as they
were duplicates of menu items that already exist in the Dataset menu (they are no
longer required in the Hosted List menu because the Dataset menu is visible):

» Dataset Overview
» Tree Structure (the whole sub-menu has been removed)
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e Similarly, in the Linked LISTSERV List menu, the following duplicate menu items
have been removed:

» Dataset Overview
* Refresh and Manage Linked LISTSERV Lists
* Tree Structure (the whole sub-menu has been removed)

2.2 The Dashboard
The opening screen of LISTSERV Maestro’s interface is called the Dashboard, providing
a quick summary of what has happened recently and what is due to happen in the future.

The Dashboard contains five sections that may be displayed, hidden, or rearranged. This
allows for a convenient and easy way to customize the information shown, making it
possible for you to see what is most important to you. The Dashboard sections are:

» Currently in the System — This section displays general statistics about the objects
that are currently in the system (as far as these objects are visible to your account).
Some of these items are also clickable links that take you directly to a screen where
you can view the corresponding objects.

The following statistics may be displayed in this section:
* Open Jobs: The number of currently open jobs. (This item is clickable.)
» Ongoing Jobs: The number of currently ongoing jobs. (This item is clickable.)
» Completed Jobs: The number of completed jobs. (This item is clickable.)

» Completed Jobs, of which tracked jobs: The number of completed jobs that
are also tracked.

» Directly Distributed Recipients: The number of recipients directly distributed
with LISTSERV Maestro. This number does not count any mailings that were
standard postings to LISTSERYV lists (see below).

* Postings to LISTSERYV Lists: The number of completed jobs that were
standard postings to LISTSERYV lists (and whose recipients are not counted
under Directly Distributed Recipients, see above).

* Reports: The number of tracking reports. (This item is clickable.)

» Tracking Events: The number of tracking events collected so far. >Dataset:
The number of datasets. (This item is clickable.)

* Hosted Lists: The total number of hosted lists in all datasets.

» Hosted Recipients: The total number of hosted recipients (dataset members)
in all datasets.

*« Remaining Quota: If enabled, the remaining delivery quota for your account
(not visible for unlimited quota).

* Recently Visited — This section provides shortcuts to the most recently used jobs,
reports, etc., making it easy for you to resume work in one area if you interrupted it
to visit another area. The areas visited may also be available in the Back To menu
on the Toolbar
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» Jobs Due Next — This section contains a list of jobs that are currently open and that
are due next for authorization. This section does not show any jobs that have a
“Authorize Due By” date configured.

» Current and Upcoming Deliveries — This section contains a list of jobs that are
currently being delivered and that are scheduled for an upcoming delivery. From this
section, you can also view any failed jobs that have yet to be closed or re-opened.

» Recent Deliveries — This section contains a list of jobs that have been recently
delivered and jobs that have attempted delivery but failed.

§ Note: The administrator has the option to show a summary of all user accounts, certain
user accounts, or just your user account on the Dashboard.
Figure 2-2 The Dashboard
Dashboard Data retrieved at Feb. 27, 2008 04:25:37 PM. Refresh
#2 Currently In The System =
[&]
Open Jobs: 14 Directly Distributed Recipients: 299,694 Datasets:
Onagoing Jobs: 2 Postings To LISTSERV Lists: 1] Hosted Lists:
Completed Jobs: 580 Hosted Recipients: 0
Reports: 5
of which tracked jobs: 578 o
Remaining Quota: 6,589
({Shows only objects in your group which are wvisible to your account.) i3]
Sample Sum of Events Report (Bar Chart) [ Sample Event Distribution Report (Cumulative £
over time) [&]
400:
168: 700 = == == = = wn mm mm e e w= wm = =
664: e
897 350 ’_F,_/—’
409
667: I — O
17: From: Sep. 8, 2007 06:30:00 To: Sep. 9, 2007 11:00:00
0 448 897 PM AM
: Fot b R ER e ; Refresh bounces for jobs in this
Unigue events. Refresh bounces for jobe in this report = Accumulated. report | g
£l ¥ £ B
2 Recently Visited |
[&]
Job "D70831E: Newsletter"
(Shows only objects visited in this session.) iG]
#5 Jobs Due Next 5]
g 5 - . 5 &
In 308 days - at Dec. 31, 2008 12:00:00 AM - DEMO-070713D: Sample: Job with Forward-te-Friend and Conversion
Tracking
In 308 days - at Dec. 31, 2008 07:00:00 AM - DEMO-0707231#A: Sample A/B-Split Job - Emphasize Articles
In 308 days - at Dec. 31, 2008 07:00:00 AM - DEMO-0707231#B: Sample A/B-Split Job -- Emphasize Tech Tips
more... (show upto |3 V|_'|Qb5]
(Shows only jobs in your group which are visible to your account.) i
B current And Upcoming Deliveries 5]
In 2 hours - at Feb. 27, 2008 06:30:00 PM - @ CLICK-080227B: Sample repeating job with random recipients i
In 20 hours - at Feb. 28, 2008 12:21:00 PM - /) CLICK-080227C: Sample Auto-repeat job
(show up to|3 % |jobs)
(Shows only jobs in your group which are visible to your account.) ]
Hide/Show Dashboard Sections
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2.2.1 Customizing the Dashboard

In LISTSERYV Maestro, you can have several independent Dashboard configurations.
Each Dashboard can contain its own unique set of default sections and/or reports. These
sections can be easily rearranged and added so that the most important information
appears at the top. For example, perhaps you are interested in seeing an overview of all
jobs and subscriptions; maybe you want to focus on a particular category of jobs; or
perhaps you would like to monitor the activities related to a particular dataset or even a
single list. With the LISTSERYV Maestro Dashboard, all of this is possible. In fact, you can
even add reports to the Dashboard, giving you immediate access to your most important
report statistics.

2.2.1.1 Updating the Dashboard’s Data

To update the data displayed on the Dashboard, click the Refresh link. The date and time
of the data being viewed is shown next to this link.

Figure 2-3 Refreshing the Dashboard

Newsletter Dashboard Data retrieved at Mar. 14, 2008 11:52:59 AM. Refresh
#2 Currently In The System g
[&]
Open Jobs: 14 Directly Distributed Recipients: 340,730 Datasets:
Ongoing Jobs: 2 Postings To LISTSERV Lists: 0 Hosted Lists:
Completed Jobs: 619 Hosted Recipients: 0
Reports: 5
of which tracked jobs: 617 -
Remaining Quota: 5,166
(Shows only objects in your group which are visible to your account.) =
Sample Sum of Events Report (Bar Chart) B Sample Event Distribution Report X
T | &l {Cumulative over time) [&]
| 200: |8 | = 3
5158; ?UDI================
| | 664: | 11l [ |

Il’ Note: The Refresh link does not update the data for any Dashboard reports. Dashboard
reports will automatically update their data in regular intervals.

2.2.1.2 Editing the Dashboard’s Name

To edit the name of the Dashboard currently being displayed, click on the Dashboard
menu, and then select Edit Dashboard Name. The Edit Dashboard Name screen opens.
Enter the new name for the Dashboard and click [OK].

Figure 2-4 The Edit the Dashboard Name Screen

Edit Dashboard Name
Enter the name for the currently selected dashboard:
\Weekly Newsletter Dashboard

Changing the name of the Dashboard is a great way to keep track of what each

Dashboard represents. For information on creating multiple Dashboards, see Section
2.2.1 Customizing the Dashboard.
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2.2.1.3 Hiding/Showing Dashboard Sections

When using the LISTSERYV Maestro Dashboard, you'll notice that it is divided into
multiple sections that can be re-organized quite easily. For instance, you can move any
section up or down in order of importance, hide sections that don't interest you, and show
only those that do. Changes to the Dashboard are constant from session to session,
which means that any rearranging you do or reports that you add will be available each
time you log in.

Each Dashboard section can be hidden or moved. The “x” box in the top right corner of
each section will hide that particular section. The up and down arrows in the top and
bottom right corners will cause the section to trade places with the section above/below it.

In addition, to display or hide a section, you can click on the Dashboard menu, and then
select Hide/Show Default Sections. The Hide/Show Dashboard Sections screen
opens.

Figure 2-5 The Hide/Show Default Section Screen

Hide /Show Dashboard Sections

You can customize the dashboard appearance by hiding and showing some of
the dashboard sections.

Set the checkmark for those sections which you want to appear on your
dashboard:

Currently In The System
Shows general statistics over the data and objects that are currently in LISTSERW
Maestro (as they are wisible to your account),

Recently Yisited
Shows shortcuts to the most recently wisited object of each type (for any
previously visited objects) which allow you to jurmp back to each object, directly to
the last visited page of the object (similar to the "Back To" menu).

Jobs Due Next
Shows a list of jobs which are currently open and which are due next for
authorization (does not show any jobs for which a "authorization Due By" date has
not been configured),

Current And Upcoming Deliveries
Shows a list of jobs which are currently being delivered and which are scheduled
next for upcoming delivery. Also shows any failed jobs which have not yet been
closed or re-opened.

Recent Deliveries
Shows a list of jobs which have been delivered recently, &lso shows failed jobs
which have been closed,

ek heansald

(To also change the ordering of the visible dashboard sections, please use the arrow
icons at the right hand border of each section on the dashboard page itself.)

2.2.2 Managing Dashboard Reports

Dashboard reports are for users who want immediate access to key email reports and
statistics at a single glance, helping you make better decisions for any future email
communication initiatives. Once a report is placed on the Dashboard, you can drill down
to problem areas, share success stories and best practices with your team, and quickly
adjust your email campaigns. In addition, with one click, you have full access to the report
for closer inspection.
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LISTSERYV Maestro gives you the ability to add up to 20 reports to the Dashboard. Each
report is displayed in its own section, showing a "miniaturized” version of the report, and
each report is automatically updated when new data is available.

2.2.2.1 Adding Reports to the Dashboard

To add a report to the Dashboard, go to and view the actual report that you want to add,
and then click on the Report menu and select Add Report To Dashboard.

Click [OK] to add the report. If you want to view the added report on the Dashboard, click
the Back To menu, and then select Dashboard. The report section will be located at the
bottom of the Dashboard.

2.2.2.2 Re-Organizing Dashboard Reports

To move the report, you can use the up and down arrows. If you add another report to
the Dashboard and move it up to the location directly below the first report, then the two
reports will be displayed side by side. New left/right arrows are displayed for each report,
giving you the ability to move the reports left and right. If you move the report up or down,
each report will again be on a line by itself and these new arrows will no longer be
available.

To remove a report from the Dashboard, simply click the “x” box located in the upper right
corner of that report section.

2.2.2.3 Viewing Additional Report Details
To view more details on the report, simply hover your mouse over the report.

To view the full report with all details on its own screen, click on the report. Once you have
opened the Dashboard report, you can change the view settings; however, these
changes are only temporary and only apply to the current report details. To apply these
changes to the report on the Dashboard as well, click on the Report menu, and then
select Apply Settings to Report on Dashboard.

2.2.2.4 Renaming the Dashboard Report

To rename the report on the Dashboard, click on the report title, enter the new name in
the text box, and then click [OK].

Figure 2-6 Renaming the Dashboard Report

[Rename the Report Here | &

(o |[caneel | [} =
| 400: ]

168:

BEd: I

897

409

667

17

o] 448 897

Unigue events. Refresh bounces for jobs in this report | o
= [

Click [OK] to confirm the deletion of the current Dashboard.
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2.2.3 Creating Multiple Dashboards

Users can define and configure several Dashboards, each with a unique collection of
standard sections and reports. Once these Dashboards are created, a user can easily
switch back and forth between these Dashboards.

2.2.3.1 Copying the Current Dashboard

After customizing the Dashboard, you can create a hew Dashboard based on your
changes. To do so, click on the Dashboard menu and select Copy Current Dashboard.
The copied Dashboard is displayed.

Figure 2-7 Copying a Dashboard

Copy of Newsletter Dashboard Data retrieved at Mar. 14, 2008 04:54:17 PM. Refresh
2= Currently In The System Bl
Open lobs: 14 Directly Distributed Recipients: 344,561 Datasets: “
Ongoing Jobs: 2 Postings To LISTSERV Lists: 0 Hosted Lists:
Completed Jobs: 621 Henadts: - Hosted Recipients: 0

(Shows cnly objects in your group which are visible to your account.) [

of which tracked jobs: 619 o
Remaining Quota: 1,335

Sample Sum of Events Report (Bar Chart) ES| Sample Event Distribution Report Ed|
i} i & (Cumulative over time) &
664 e
897: 350
409: _.F,_;;'_'
667: o BRI —
17: From: Sep. 8, 2007 To: Sep. 9, 2007
o Za5 T, 06:30:00 PM 11:00:00 AM
Unique events. Refresh bounces for jobs in this report = Accumulated. Refresh bounces for jobs in this
report =
[ ¥
= [
& cCurrent And Upcoming Deliveries |
&

In 15 hours - at Mar. 15, 2008 07:30:00 AM - €3 CLICK-080314E: Sample repeating job with random recipients

In 17 hours - at Mar. 15, 2008 09:21:00 AM - €3 CLICK-080314D: Sample Auto-repeat job

To rename the Dashboard, simply use the Edit Dashboard Name option on the
Dashboard menu. For details, see Section 2.2.1.2 Editing the Dashboard’s Name.

2.2.3.2 Creating a New Dashboard from Scratch

To create a brand new Dashboard from scratch, click the Dashboard menu and select
Create New Dashboard. The new Dashboard is displayed with the default sections
showing.
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Figure 2-8 Creating a Dashboard

Dashboard (2) Data retrieved at Mar. 13, 2008 08:46:19 AM. Refresh
22 Currently In The System |
Open Jobs: 1 Directly Distributed Recipients: 158 Datasets: 1 &
Ongoing lobs: 1 Postings To LISTSERV Lists: 1 Hosted Lists: 1
Completed Jobs: 5 S etk 3 Hosted Recipients: 38
of which tracked jobs: 3 Teackinig Events: 1,157 .
2 Recently visited (%]
No objects visited so far. -
({Shows only objects visited in this session.) [*
#5 Jobs Due Next ]
Currently there are no jobs due (or no jobs with a due date configured). =
[
B Current And Upcoming Deliveries ]
In 48 hours - at Mar. 15, 2008 08:00:00 AM - @ 070619A: Weekly Newletter =
(show uptujubs-) =
¥z Recent Deliveries ]
533 days ago - at Sep. 27, 2006 08:00:00 AM - 1/ 060827A: Test Job =
554 days ago - at Sep. 6, 2006 11:15:30 AM - 1/ 0609306A: Newsletter
564 days ago - at Aug. 27, 2006 03:00:00 AM - -/ 060810D: Test Job
More... {show up to EI jobs) [

For details on customizing the newly created Dashboard, see Section 2.2.1 Customizing
the Dashboard.

2.2.4 Switching Dashboards
If you have more than one Dashboard and would like to display a different Dashboard

other than the one currently displayed, then you can simply click on the Dashboard
menu and select Switch Dashboards. The Switch Dashboard screen opens.
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Switch Dashboard

Click the name of the dashboard that you want to use as the current dashboard, or click [Cancel] to leave the page
without changing the current dashboard. (The current dashboard is emphasized in the list below.)

Cancel

Figure 2-9 Switching Dashboards

Campaign Management Dashboard Standard Sections: Recent Deliveries, Current And Upcoming Deliveries

Dashboard Reports: Tracking data for: Sample Auto-repeat job, Tracking
data for: Sample Auto-repeat job, Forward to Friend
Statistics for: Sample job with Forward-to-Friend
Conversion Tracking

Data Administration Dashboard Standard Sections: Currently In The System, Recently Visited, Jobs Due Next

Dashboard Reports: Delivered Recipients Statistics, Member Count for: Maestro Demo,
List Subscriber Count for: Product Announcements,
Subscribe/Unsubscribe Distribution for: Product Announcements

Newsletter Dashboard Standard Sections: Currently In The System, Current And Upcoming Deliveries,
Recent Deliveries

Dashboard Reports: Sample Sum of Events Report (Bar Chart), Sample Event
Distribution Report (Cumulative over time)

/o

From this screen, select the Dashboard you want to use in your current LISTSERV
Maestro session. The currently selected Dashboard is emphasized in the list of available
Dashboards. To select a different Dashboard, simply click on the name of the
Dashboard.

Note: The choice you make here will only apply to the current session. This means that
any parallel sessions that you may have open in other LISTSERV Maestro windows
can have their own current Dashboard displayed.

To cancel and return to the current Dashboard, click [Cancel].

2.2.5 Deleting Dashboards

If you have multiple Dashboards and would like to delete the currently displayed
Dashboard, click on the Dashboard menu and select Delete Current Dashboard.
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their account’s user settings. The user can define specific preferences for the way
LISTSERYV Maestro’s user interface appears on the screen as well as setting
defaults for the way content is input for new jobs and reports.

T he Preferences menu on the Toolbar allows individual users to save and change

3.1 User Interface Preferences
The following options are available to you in order to customize the User Interface.

« Date and Number Formats — Select the date, time, and number format for the User
Interface from the drop-down menus.

Figure 3-1 Date and Number Format Preferences Screen

Date and Number Format Preferences
On this screen, you can set your preferences for formatting the date, the time, and numbers.

E.Date Format

| Specifiy the format that will be used for display: :j_l'f-'!_g_!'_'_l_. _Qa_ly_,_‘r_‘ga_r_“vlji
| Specifiy the format that will be used for input fields: mm;’ddfvwgv

| Time Format

[ Specifiy the format that will be used for display: AM,‘PM, sep_aréitor V

| Specifiy the format that will be used for input fields: :.hh:mm V'
| Number Format

| Specifiy the format that will be used for display: :.Numberformat of your Locale: 1,234,567.89 Vi!

» Display — From each drop-down menu, select the tab that will be at the front (i.e.
active) when the screen is initially opened.

Figure 3-2 The Display Preferences Screen

Display Preferences
Set your individual display preferences.

Default displayed tab for pages that have multiple tabs
Open Job Page! [workflow v
Edit HTML Content Page: | HTML Preview v

Wigw HTML Content Page: | HTML P >

Job ID Prefix Display
[] Show the job ID prefix in all job lists
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3.2 Mail Jobs Preferences
The following options are available to you in order to customize new mail jobs.

* New Mail Job — Set the preferences for defining a new job, including the default Job
ID Prefix, the default delivery notification, and the default Team Collaboration
settings.

Figure 3-3 The Job Definition Preferences Screen

Job Definition Preferences

Set vour individual job definition preferences.

I Default Job ID Prefix

) Let the system use the last prefix.

& Use the following prefix: | |

Default Delivery Notification

Defines the default delivery notification e-mail addresses for a new job to
which a notification e-mail is sent after delivery of the job.
Requires usage of the "Advanced Options”™ during job creation.

Default Team Collaboration

Click on the following link to change the team: Edit
Recipients Definition:

Message Authoring:

Tracking:

Scheduling:

Testing:

Delivery:

Use in Reports:

Manage Variants:

* Recipients — Select the default recipient type for new jobs
Figure 3-4 The Recipient Preferences Screen

Recipient Preferences

Set your individual recipient related preferences on this page.

| Default Recipient Type

Use the fallowing recipient type: | Unload a recipisnts text file v

» Content — Select the default content type (Plain Text or HTML), default template,
default drop-in tags, as well as the default character set encoding. Elect to have
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HTML messages default to having alternative text or not using the options buttons,
and select whether or not to use the HTML Editor.

Figure 3-5 The Content Preferences Screen

Content Preferences

Set yvour individual content related preferences.

Default Content Type

Use the following content type: IﬁFText—v

Defaults for HTML Messages

Use text format alternative.

Defaults for HTML Editor

[ Use visual HTML editor.

[C] 1f visual HTML editor is used: Enable advanced toolbar for form elements.
Default Template

Use the following template: i:<N0ne> VI

Mote: If you have selected not to use a template or the selected template is no longer available, an empty content of the type selected above, will be created.

Default Character Set

Use the following character set: | English {American charset US-ASCII) v

Default Drop-In Tags

Use the following opening tag: |_{_{ |

Use the following closing tag: D*} |

e Tracking — Select whether tracking will be on or off for new jobs.

Figure 3-6 The Tracking Preferences Screen

Tracking Preferences
Set your individual tracking related preferences on this page.

Tracking On/Off

The tracking is by default: O on ® Off

» Delivery Test — Enter a default test line for all outgoing delivery tests.

Figure 3-7 The Tracking Preferences Screen

Delivery Test Preferences

Set your individual delivery test related preferences on this page.

Default Test Line

Enter your test line: |
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» Scheduling — Select the default delivery type and the default time zone for new
jobs.

Figure 3-8 The Tracking Preferences Screen

Schedule Preferences

Set your individual schedule related preferences on this page.

Default Schedule Type

se the following schedule type: |De|iver immediately when authorized Vi

Default Time Zone

Use the following time zone: | Use my local time zone b

3.3 Report Preferences
The following option is available to you in order to customize new reports.

* New Report — Set a variety of default report options including Report Type, Time
Period, Time Zone, Download Encoding, and Team Collaboration.

Figure 3-9 The Report Definition Preferences Screen

Report Definition Preferences
Set your individual report definition preferences on this page.

Default Report Type

) Let the system use the last Report Type.

® Use the following Report Type: | Event distribution over time %

Default Period Type

O Let the system use the last Period Type.

@ Use the following Period Type: |Rep0r‘t period is automatically sized to fit the registered events %

Default Time Zone

O Let the system use the last Time Zone.

@ Use the following Time Zone: | Use my local time zone v

Default Download Encoding

) Let the system use the last Download Encoding.

® Use the following Download Encading: | — Select - v!

Default Team Collaboration
Click on the following link to change the team: Edit
Edit and Execute:

Only Execute:
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3.4 Dataset Preferences
The following option is available to you in order to customize datasets.

« Team Collaboration — This option is only available for data administrators. Select
the rights that you want to assign to an individual member. The rights selected here
will be applied as the default for all new datasets that you create. New datasets will
start out with these collaboration rights already assigned. You can then change the
rights for each individual dataset.

Figure 3-10 Default Dataset Team Collaboration Screen

Default Dataset Team Collaboration

Grant other account halders permission to execute the following actions for a new dataset.
dcam Seinhee Suh%es % Su%rs Su%rs
francoise ] "] ] ]
harpo Cl O Cl Cl

iht Cl ] Cl Cl
mae Cl L Ll Cl
noodlas Cl L | Cl

I Cl O Ol Cl
wateaml 1 I ] |
wateam? 1 L O Ll
wateam3 ] "] ] ]

To assign multiple rights at the same time:

* Click on the name of the member to select/unselect all of the rights for that
member.

* Click on the name of a right to select/unselect this right for all members.

* Click on Team Member to select/unselect all of the rights for all members.

LISTSERV® Maestro, version 4.0 User’s Manual
- 27 -



Section 3 User Preferences

LISTSERV® Maestro, version 4.0 User’s Manual
- 28 -



Section 4 Using LISTSERV Maestro to Define an Email Job

reating and sending customized email messages with LISTSERV Maestro is a
multi-step procedure. Some of the steps can be done at any time during the
process, and other steps are dependent on the completion of previous steps.

* Anew job is started and assigned a title and a job ID.
* The message is created and recipients are defined.

» Tracking is set up, if desired.

» The sender of the message is defined.

» Testing takes place.

* The message is scheduled for delivery.

» Final approval is recorded, and when the scheduled time arrives, the message is
delivered.

» Delivery and tracking data, if requested, can then be retrieved as messages are
received and opened by recipients.

4.1 Starting a Job

To begin creating a new email job, click Mail Job > New from the Toolbar. By default, the
individual who initiates a new email job becomes the “owner” of that job®. A job owner:

» Automatically has the rights (privileges) to all the different functions of the job from
assigning a job title to final approval for delivering the message.

» s the only account holder that can change the Job Title and Job ID.

» s the only account holder that can designate team members that are allowed to
participate in creating the job, called Team Collaboration.

» s the only account, besides the Administrator account, that can delete a job.

The first step to creating a new job is to assign it a Job Title and a Job ID Prefix. A Job
Title is the way individual users identify specific jobs by name. The Job Title can be
composed of letters and numbers, and may contain spaces. The Job ID is generated by
the system to ensure each ID is unique and is used by the system to identify each
individual job.

Job owners can enter a Job ID Prefix. The prefix will appear at the beginning of the
system generated Job ID and will be separated from the generated part by a hyphen.
Depending on the settings of the account, the Job ID prefix may already be set or limited
to pre-set options. If a choice of Job IDs has been pre-set by the system administrator, a
drop-down menu will be available instead of the Job ID Prefix text box. Use the prefix to
identify jobs or group jobs for reporting or billing purposes. For more on Job Titles and

1. The default job owner setting can be modified by the system administrator so that a different
account within the group becomes the owner of the jobs created by the initial account.
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Job IDs, see the LISTSERV Maestro online help or the LISTSERV Maestro
Administrator's Manual.

Once a Job Title and Job ID have been assigned, they will appear in the upper left side
of the screen on every screen that is associated with that particular job.

Figure 4-1 The Start New Job Screen

Start New Job

Job Title:

Job ID Prefix: | | (Prefix for the system generated job 1D)

Show Advanced Options

Initial Job Settings
@ All new job, with empty settings and the following job category:

lob Type: | Standard Job v

Category: | <No Category> ¥ Define New Category

) Copy settings (contents, recipients, etc.) and job category from job:

Cancel

A new job can be created one of two ways:

» The first way is by selecting the All new job, with empty settings and the
following job category option, which requires you to enter all new information.

Once you've selected this option, click the Job Type drop-down menu and select
the type of job you'd like to create. Your choices are a Standard Job, an A/B-Split
Job, or an A/B-Split Job with Sampling. For information on creating an A/B-Split
Job, see Section 4.2.2 Defining an A/B-Split Job. For information on creating an A/
B-Split Job with Sampling, see Section 4.2.3 Defining an A/B-Split Job with
Sampling.

Finally, click the drop-down menu and select the category you want this job to
belong to. To define a new category for this job to belong to, click the Define New

Cateqgory link.

e The second way is by selecting the Copy settings (content, recipients, etc.) and
job category from job option, which automatically takes the settings from an
existing job as the basis for the new job. Once you select this option, click the drop-
down menu and select the job you want to copy information from.

A new, empty job needs to have the email message defined as well as the sender and
recipient information determined. A job based on a copy of an existing job can reuse a
previously composed message, sender information, testing information, and recipient

information. The settings from the existing job can always be edited to suit the new job.

Once you're finished selecting your job setting, press [OK] to continue or [Cancel] to
return to the previous screen. If you pressed [OK], then the Job Details screen opens.
See the following section for more information on defining your job details.
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Tip: Copying an existing job can save time and effort by reusing messages and recipients
Q lists. For example, a monthly newsletter would change its message each month but
would be sent to the same recipient list. Or, a new product announcement could
contain the same message but be sent to different recipient lists.

4.1.1 Advanced Options

To display the advanced options, click the Show Advanced Options link (to hide them
again, you can click the Hide Advanced Options link).

Figure 4-2 Advanced Options for Starting a New Job

|D Start New Job

Job Title:
lob ID Prefix: | (Prefix for the system generated job ID)

Delivery Notification:  After delivery, a notification e-mail is sent to the following addresses (optional):
The first address will also be used as the "From:"-address of the notification e-mail.

Authorization Due By: Date: | tmm/dd/iyyyy]l  Time: | thh:mm]
Time zone to be applied to the date and time specified above:
[use my.l.ocal time zone \.f..

Note: Leave the date and time field empty if you do not want to define an "Authorization Due By" date.
If a date and time is specified, daylight saving time is taken into account automatically.

Auto-Archive: [ administrator defined default: No aL'Jto—arc'Hi'L'e_V_f

Hide Advanced Options

Initial Job Settings
@ All new job, with empty settings and the following job category:

Job Type: |Standard Job [
Category: | <No Category> || Define New Category

() Copy settings (contents, recipients, etc.) and job category from job:

The following options are available:

» Delivery Notification — Enter the email addresses to which a delivery notification
message will be mailed after the delivery of this job. The natification mail will also
include the delivery status (success or failure) of the job.

This field is optional. If left empty, no delivery notification will be sent. You can
specify several addresses here, separated by space, linebreak, comma or
semicolon. The first address specified will also be used to populate the "From:" field
of the notification emails.

» Authorization Due By — If you have a special date and time by which the mail job is
supposed to be authorized for delivery, then you can enter this information here. The
due date will then be displayed in the Open Jobs screen and also on the Dashboard
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in the Jobs Due Next section as a reminder of which open jobs need your attention
most. You can also define or change this date at a later time (up until the job is finally
authorized for delivery).

» Auto-Archive — Defines if and when the job will be automatically moved to the
archive. The following options are available:

» Administrator defined default —The job will be automatically archived (or not)
according to the default settings defined by the administrator.

» Do not automatically archive this job — The job will not be automatically
archived.

» Automatically move this job to the archive — The job will automatically be
archived a certain number of days after the job’s delivery (or failure). Enter the
number of days into the field that appears when this option is selected.

Note: This feature can be used to keep the list of handled jobs clean by automatically
removing jobs that are "older" than a certain threshold. However, in contrast to
actually deleting the old jobs, this feature moves the job into a special archive folder.
The archived jobs no longer appear in the normal LISTSERV Maestro User Interface
(they will appear to have been deleted), but can, if necessary, be restored by the
LISTSERV Maestro administrator.

Important: Use this feature with care so that only jobs that you really are not interested
in anymore (that are "old enough" to be uninteresting) are archived automatically.
And, remember that only the LISTSERV Maestro administrator will be able to restore
such an archived job, and when it is restored, the job will appear "frozen" in the state
that it had at the moment it was archived (for example no further tracking events will
be collected for this job).

ning a New Job
4.2.1 Defining a Standard Job

Once a new job has been created, the next steps are to define the recipients of the
message and create the email message itself (unless these components are being based
on an existing job). Both of these operations must take place before defining any tracking
data to be collected for reports. Defining the sender and scheduling the delivery can take
place at any time. The Job Details screen displays either a Workflow or Summary
diagram. These diagrams serve to guide account holders through the proper sequence
of events for defining an email job. Both of these displays chart the process of creating
an email job and contain links that allow each step to be edited.

The Workflow Diagram is a visual representation of the process of creating an email job.
To reach this diagram, click on the Workflow tab from the Job Details screen. Clickable
icons represent each of the steps, the order in which they must occur, and the status of
each step. By clicking an icon on the Workflow diagram, the account holder opens up a
wizard in LISTSERV Maestro that defines and edits that step of the email job. After the
definition or editing has occurred, the account holder will be returned to the Workflow
diagram to select the next step.

The Summary Diagram is a textual listing of the process of creating an email job. To
reach this diagram, click on the Summary tab from the Workflow diagram. Each area of
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LISTSERV Maestro is listed in the left column, the status of the step is listed in the middle
column and an Edit link is listed in the right column. Access to each function is obtained
by clicking the Edit link. After the definition or editing has occurred, the account holder
will be returned to the Summary diagram to select the next step.

Tip: Individual account holders can set their preference for the Job Details screen to
' open as either the Workflow Diagram or the Summary Diagram. See Section 3.1
User Interface Preferences for more information.

The Test Reports tab only becomes active once an email job had been completed
through the delivery test phase. At that point, it becomes possible to run quick reports on
the test messages containing tracked links. For information on using the Test Reports
functions, see Section 9.1 Delivery Testing for a Job.

4.2.2 Defining an A/B-Split Job

An A/B-Split Job lets you define a list of recipients with several different message content
and tracking definitions in the form of variant jobs, which are sub-jobs of the A/B-split job.
During delivery, the list of recipients will be evenly split between all of the variant jobs,
and each variant job will then be delivered to its recipient share.

If tracking is defined for the variant jobs, then the tracking results can later be used to
assess the "success" of each variant job in comparison to the other variants. These
results give you valuable insight into which kind of content has the most impact and which
should be used to optimize future jobs.

The A/B-Split Job Details screen lets you access the details of an A/B-split job so that
you can view and edit the various job parts and variant jobs, if applicable.

Figure 4-3 A/B-Split Job Details

A/B-Split Job Details

A/B-Split Job Edit
ID: 0707024
Title: AB Split Job
Type: Standard A/B-Split
Category: -—
Recipients Edit
Recipients Information: <no recipisnts definsd=>
Open

Job-ID Job Title Content Tracking Sender Test
| 07070244 AB Split Job (] ¥ $] X |
| 0707024#B AB Split Job Q 4 0O x|

Add Variant Job

Delivery Edit
Delivery Settings: =no delivery settings defined=

Each section of this screen contains information pertinent to the job along with its status.
If each section is successfully fulfilled, then a green shield is shown. To enter or change
job information, simply click the Edit link associated with that section. The following
sections need to be completed before delivery can be authorized:
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A/B-Split Job — This section lets you edit the job title, job category, job-ID prefix,
delivery notification, "authorization due by" date, and auto-archive settings. Not all
settings may be editable at all times, depending on the A/B-split job's state.

Recipients — This section lets you define the recipients of the A/B-split job. This
section may not always be available, depending on the A/B-split job's state.

When defining an A/B Split Job, the following recipient definitions are acceptable:
» Send to a Recipient Target Group
* Upload a Recipient Text File
* Select Recipients from a Database
* Defined from a previous job that matches one of the above recipient definitions

Job List — This section lets you define the variant jobs that are part of the A/B-split
job. Each variant job is displayed in a separate row, with job ID, job title, and with
four icons for the four aspects that are unique to each variant job: Content,
Tracking, Sender, and Test. These icons reflect the states of the corresponding
workflow steps.

To edit a variant job, click on its ID. The Job Details screen opens. From here, simply
define the message content, the sender, and tracking, and then test the delivery.
Once you're done, click on the job ID at the top of the screen to return to the A/B-
Split Job Details screen.

Tip: From the Job Details screen, you can also copy the details from a different variant

job. To do so, click the Mail Job menu and select Copy Settings from Other
Variant.

Click the Add Variant Job link at the bottom of the list to add another variant job to
the A/B-split job. In addition, a Delete link may appear next to each variant job,
allowing you to delete the corresponding variant job (the link does not appear if only
the minimum number of variant jobs is present in the A/B-split job). Adding, editing,
or deleting variants is only possible if the A/B-split job's state still allows it.

Delivery — This section lets you schedule the delivery of the A/B-split variant jobs to
take place immediately after authorization or at a future date and time relative to a
selected time zone. The delivery settings apply to all variant jobs equally, as does
the authorization. This means that the A/B-split job can only be authorized when all
variants have been completed (all four states of all variant jobs are complete and
marked with the green checkmark), and once the A/B-split job is authorized, all
variants are authorized (and will be delivered according to the delivery settings
defined here). For more information, see Section 8.2.2 Scheduling Delivery for A/B-
Split Jobs.

4.2.3 Defining an A/B-Split Job with Sampling

An A/B-Split Job with Sampling is a special version of a normal A/B-split job. It contains
two types of job categories — Sampling Variants and a Main Variant — and, combined
together, they create the sub-jobs of the A/B-split job. The bulk of the recipients are
reserved for the main variant, while only a smaller part of the recipients are evenly divided
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among the sampling variants. The sampling variants are authorized and delivered first,
while the main variant is held back. The tracking results of the sampling variants are then
used to assess the "success" of each variant (just like a normal A/B-split job). With these
results, you can copy the content of the most successful sampling variant into the main
variant (maybe with some additional changes). After this is done, you can finally
authorize the delivery of the main variant (which contains the bulk of the recipients). By
holding off the delivery of the main variant, you can use the insight gained from the
sampling variants so that the bulk of the recipients receive the message that has proven
most successful (in contrast to normal A/B-splitting, where the insight can only be utilized
for the next job). The drawback of A/B-split sampling is that some recipients will get the
message earlier (the recipients that are used in the sampling variants), while the bulk of
the recipients will receive the message later (when the main variant is authorized and
delivered).

The A/B-Split Job Details screen screen lets you access the details of an A/B-split job so
that you can view and edit the various job parts and variant jobs.

Figure 4-4 A/B-Split Job with Sampling Details

A /B-Split Job Details

A/B-Split Job Edit
ID: 0707028
Title: A/B-Split Job with Sampling
Type: Sampling A/B-Split
Sampling Details: At least 75% of the recipients will be reserved for the main variant job.
Each sampling variant job will be send to a maximum of 1,000 recipients.
Category: -
Recipients Edit

Recipients Information: =no recipients defined=>

Sampling Variant Jobs | Main Variant Job |

Open
Job-ID Job Title Content Tracking Sender Test
070702B#8 A/B-5Split Job with Sampling () X {) ¥
| 070702B=C A/B-Split Job with Sampling ) ¥ {) X |
Add Variant JGE
Sampling Delivery Edit
Delivery Settings: <no delivery sattings definad=

Each section of this screen contains information pertinent to the job along with its status.
If each section is successfully fulfilled, then a green shield is shown. To enter or change
job information, simply click the Edit link associated with that section.

The following sections need to be completed before delivery can be authorized:

* A/B-Split Job — This section lets you edit the job title, job category, job-ID prefix,
delivery notification, "authorization due by" date, and auto-archive settings. Not all
settings may be editable at all times, depending on the A/B-split job's state.

« Editing this information also lets you define how many recipients will be used for the
sampling job and how many will be used for the main job.
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Recipients — This section lets you define the recipients of the A/B-split job. This
section may not always be available, depending on the A/B-split job's state.

When defining an A/B Split Job with Sampling, the following recipient definitions are
acceptable:

» Send to a Recipient Target Group

* Upload a Recipient Text File

* Select Recipients from a Database

* Defined from a previous job that matches one of the above recipient definitions

Job List — This section lets you define the variant jobs that are part of the A/B-split
job. Each variant job is displayed in a separate row, with job ID, job title, and with
four icons for the four aspects that are unique to each variant job: Content, Tracking,
Sender, and Test. These icons reflect the states of the corresponding workflow
steps.

To edit a variant job, click onits ID. The Job Details screen opens. From here, simply
define the message content, the sender, and tracking, and then test the delivery.
Once you're done, click on the job ID at the top of the screen to return to the A/B-
Split Job Details screen.

Tip: From the Job Details screen, you can also copy the details from a different variant

job by selecting Copy Settings from Other Variant from the Mail Job menu

Click the Add Variant Job link at the bottom of the list to add another variant job to
the A/B-split job. The variant jobs list is additionally separated into two tabs labeled
Sampling Variant Jobs and Main Variant Job. The first tab contains all sampling
variants while the second tab contains only the main variant in the A/B-split job.

In addition, a Delete link may appear next to each variant job, allowing you to delete
the corresponding variant job (the link does not appear if only the minimum number
of variant jobs is present in the A/B-split job). Adding, editing, or deleting variants is
only possible if the A/B-split job's state still allows it.

Note: The main variant can never be deleted, and the Main Variant Job tab does not

contain a link to add more variants because only one main variant is permitted.

Delivery — There are two separate delivery settings that need to be defined —
Sampling Delivery, which applies to all sampling variants, and Main Delivery,
which applies only to the main variant. Because of this, the delivery settings are
located on both tabs — the Sampling Variant Jobs tab and the Main Variant Job tab.
Similarly, the authorization of the sampling variants and the main variant happen
after each other. The sampling variants have to be authorized first, and, similar to a
normal A/B-split job, it is only possible if all sampling variants are complete (with
green checkmarks). Once the variant delivery is authorized, all sampling variant jobs
will be delivered according to the Sampling Delivery settings. Authorization of the
main variant is in turn only possible after the delivery of all sampling variants has
been completed (either successfully or with failure). Also, the main variant job must
of course be completed first (with green checkmarks). Once authorized, it will then
be delivered according to the Main Delivery settings. For more information, see
Section 8.2.3 Scheduling Delivery for A/B-Split Jobs with Sampling.
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4.3 Using the Workflow Diagram

This Workflow Diagram serves as a visual representation of the process of creating a
new email job. Clicking on each icon opens up the interface for defining the components
or details of the job. As components are defined, the next steps for the job become
available. For example, it is not possible to define tracking data for a job until the
message and the recipients are defined.

Figure 4-5 The Workflow Diagram on the Job Details Screen

Job Details
Workflow | Summary | Test Reports

To complete a job, you need to execute the steps below,
Some steps are dependent on other steps and must be completed in seguence,

'y Define v Define
*¢ Recipients Message
¥ 1 ) Define
ing % Sender

Settings

v This icon means that the step has been successfully completed.
{} This icon means that the step is waiting to be completed.
¥ This icon means that the step cannot yet be completed.

Once all the components of the email job are defined, they can be edited in any order
from this screen or the Summary diagram. If an earlier step is edited, the later steps must
be revisited. For example, if the recipient list is changed under Define Recipients, the
Delivery Test step will have to be redone.

The job owner can:
* delete the current job from this screen by clicking Mail Job > Delete Job,
» change the Job Title and Job ID by clicking Mail Job > Job Info,

» or change the Team Collaboration by clicking Mail Job > Team Collaboration.
(See Section 4.5 Team Collaboration for more information.)
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E Note: If the Authorization Due By date and time have expired, then a warning will
. appear on the Workflow Diagram.

4.4 Using the Summary Diagram

The Summary Diagram has all of the same functionality as the Workflow Diagram, but
the information is presented in a different manner. The Summary Diagram is most helpful
in reviewing and editing aspects of an email job once they have been defined. It is
possible to delete the current job and to authorize the delivery of a job from the Summary

diagram.
Figure 4-6 Summary Diagram from the Job Details Screen
Job Details

Workflow | Summary | Test Reports |

To change the details of the current job, click on the corresponding "Edit” link.
Job Edit
Job ID: 060810C
lob Title: Test loh
Recipients Edit
Recipients Information: <o recioients defined=
Content Edit
Subject: Test Job
Mail Type: Plain
List of &ttachments: <no attachments defined=
Tracking
Tracking is: OFF
Sender Edit
Sender Infarmation: <po sender defineds
Test Status Tes
Test result: =not tested=
Delivery Edit
Delivery Settings: Deliver immediately when authorized
Team Collaboration Edit
Recipients Definition: hially
Message Authoring: hally
Tracking: hally
Scheduling: hally
Testing: holly
Delivery: holly
Use in Reports: hially
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Individual account holders may set a personal preference in the User Settings that will
open the Summary Diagram first when entering the Job Details screen instead of the
Workflow diagram. See Section 3.1 User Interface Preferences for more information.

Click on the Edit link adjacent to each function to enter or change existing settings. If the
Edit link is not clickable, it will appear grayed out or a lighter color. This means that a
preceding step has not been successfully completed or the user does not have
permission to execute that step.

Note: If the Authorization Due By date and time have expired, then a warning will
appear on the Summary Diagram.

/o

4.5 Team Collaboration

To access the Team Collaboration settings, simply click Mail Job > Team Collaboration
from the Toolbar. These settings make it possible to set up a team of people to
collaborate on a job. From the Summary Diagram, the Team Collaboration settings are
at the bottom and can be edited if the Edit link is active.

The job owner can choose team members and assign each person privileges (rights) to
perform certain functions within that job. The job owner always has privileges to all the
functions of his/her job and other account holders may not revoke these privileges. Other
team members can have different responsibilities for different aspects of a job. Team
members can also share responsibilities for the same aspects of a job.

The Team Collaboration screen displays other account holders in the job owner’s group.
The job owner can choose the privileges to grant or revoke by clicking in the check boxes
next to each account. To grant or revoke a certain privilege for all accounts in the group,
click on the corresponding privilege in the title bar. To grant or revoke all privileges for a
certain account, click on the account holder’'s name. To grant or revoke all privileges for
all accounts, click on Team Member in the top left corner of the table. It is also possible
to copy permissions from another job by selecting the job from the drop-down menu.
Click [OK] to save the settings.

Figure 4-7 The Team Collaboration Screen

Team Collaboration

Grant other account holders permission to execute the following workflow steps for this job.

¥ou also can load permissions from anather job:
| - select - w||

Team Member %E—';‘;ii% D%n Tracking Scheduling Testing Delivery Pﬁs
francoise [l
iht L . O O O . O
mae Il
rau O Ll
wateami O
wateamz2 = = [l Ol = || [l
wateam3 ¥ O | Il Ll O |
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Tip: Separating responsibilities for different aspects of an email job to team members
Q with expertise in those aspects will help to ensure an effective message is sent to
the right recipients and useful tracking data is collected. For example, a company
wants to send new product information to clients and find out which clients opened
certain links contained in the message. A team would be assembled to send out this
message. The project leader would initiate the job in LISTSERV Maestro and
become the job owner. The job owner would enlist an HTML expert to create the
content of an HTML message, a marketing expert to determine the recipients of this

message, and an analyst to decide the types of information to be tracked for a
company report.
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message. Generating a recipient definition is a multi-step process. The steps are
contained in the Define Recipients wizard, which guides the account holder
through the process. The wizard is comprised of the following steps:
* Options — Deciding where the recipient data will come from. There are seven
different options split into two categories that can be selected to define the source
for a recipient list.

T he next step in creating an email job is to define or select the recipients of the

If you want to use existing recipients to define the recipients for the email job, then
the following options are available:

» Send to a Recipient target group — Allows account holders to select pre-
defined groups of recipients from a database.

* Send to an Existing LISTSERYV List — Recipients are defined by a LISTSERV
list. This option is not available for an A/B-Split Job with or without Sampling.

» Determine Recipients Based on Reaction to the Job — Recipients are
selected based upon a defined action they performed in a previous job. This
option is not available for an A/B-Split Job with or without Sampling.

» Use Recipients Definition from Job — Recipients are copied from a previous

job.
Figure 5-1 Define Recipients Options

Define Recipients

. QOptions  Source  Source Details  Recipients Detail: SUMME | -
S
Options

Select the type of Recipients to use for the job.

Use existing recipients
(#) Send to a Recipient Target Group
() Send to an Existing LISTSERV List
Determine Recipients Based on Reaction to the Job:
(There are no jobs available to base recipients on.)

() Use Recipients Definition from Job:

Define recipients

) Upload a Recipients Text File
) Gelect Recipients from a Database
() Let LISTSERV Select Recipients from a Database or LDAP Directory
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If you want to define the recipients for the email job, then the following options are
available:

» Upload a Recipients Text File — A text file uploaded into the system defines
the recipients.

* Select Recipients from a Database — Recipients are defined by a LISTSERV
Maestro defined database.

* Let LISTSERYV Select Recipients from a Database or LDAP Directory —
Recipients are defined by a database or LDAP directory that has been
configured so that LISTSERV has direct access to it. This option is not
available for an A/B-Split Job with or without Sampling.

Options are made available by the LISTSERV Maestro administrator. Every option is
not always available for every account.

* Source - Selecting the source information and/or uploading a source file from which
the recipient data will be generated.

» Source Details — Interpreting the recipient data information.

* Recipient Details — Adding or editing header information (labels for columns).

 Summary — Displaying the interpretation of the recipient data in a table for review.

Depending on the selection of options for each step, subsequent steps and options will
become available or will not be necessary to complete.

The [<-Back] and [Next ->] buttons navigate to the previous and following pages,
automatically saving any changes on the current page. Click on any active link to go
immediately to that screen, saving any changes on the current page.

Click [Cancel] to close the wizard without saving changes and return to the Workflow or
Summary diagram. Exiting the wizard by closing the browser or clicking on a navigational
or functional icon before successfully completing it acts the same as clicking [Cancel].

5.1 Send to a Recipient Target Group

Send to a Recipient Target Group allows account holders to select pre-defined groups of
recipients from a data source. All accounts in the group where the recipient target groups
are saved may use them to build a recipient list for an email job. The data administrator
will set up target groups based on available data, and will decide what the target group
functionality will look like — check boxes, drop-down menus, or a combination. For
information on how to create target groups, see the Data Administrator's Manual.

There are many advantages to using recipient target groups:

* They can be fixed — pulling recipients in a predefined fashion such as “all males” or
“all cat owners above age 40.”

* They can include parameters — giving the account holder the freedom to select a
sub-set of data such as “all customers in a certain country” where country is a list of
countries that the user can select from.

* The account holder does not have to know how to query the data — the data
administrator programs the query that retrieves data from the database, freeing the
user from this task.
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» They are reusable — target groups can be reused on different jobs.

5.1.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
the Send to a Recipient Target Group option, and then click [Next ->].

5.1.2 Source

The Source screen for the Send to a Recipient Target Group option contains a list of
the available target groups. Target groups may be placed within categories by the data
administrator for organizational purposes. Click the Category drop-down menu to select
a category associated with the target group (if appropriate). Once the category is
selected, the target groups listed in the table will only be those in that category.

To select atarget group to use for the recipients list, click on the name of the target group.
The Source screen will confirm the selection. If the selection is correct, then click the
[Next ->] button. To change the target group, click the Select Different Target Grou
link, which will re-open the first source screen.

Figure 5-2 The Source Screen for Recipient Target Groups

Define Recipients

Options Source Source Detail: Summary
o
[ <-Back || Mext-» | %
Source

Information about the currently selected recipient target group.

Target Group: Target Group 1
Categary: Target Groups
Description: Target Groups
Yersion of: Aug, 29, 2006
Select Different Target Group

5.1.3 Source Details

The Source Details screen is only displayed for target groups that have parameters
defined. This screen allows the account holder to choose the specific recipients from the
target group based on the parameters set up by the data administrator. Each parameter
is designed by the data administrator to appear as a drop-down menu, a check box, or a
text input box. The Source Details screen requires that those parameters be filled in by
selecting what data will be extracted from the data source.

For example, to select recipients from certain cities as recipients, the recipient target
group may appear as a drop-down menu listing all the cities in the database. Simply
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select the city or cities from the drop-down menu and all recipients associated with those
cities in the data source will be used in the recipient definition.

For menus that allow multiple selections, click on the first selection, and then press CTRL
while clicking additional items (or press SHIFT while clicking additional items to select a
range of items).

Figure 5-3 Multiple Parameters Recipient Target Group

Define Recipients

Options Source Source Details pier Surnmary

Cancel | <-Back | Next-> |

Input Values for Target Group Parameters
Enter values for all parameters of the selected target group.

State: FNQ .| (select one or more)

Age between: [25

and: |45
HTML: ™ {(Check which type(s) of recipients to include)

Text: [~ (You must select at least one of HTML or text, otherwise no recipients will be selected)

There can be more than one parameter on the Source Details screen; therefore, scroll
down to make sure values have been selected for all parameters. After selections have
been made, click [Next ->] to continue and to query against the data source.

5.1.4 Recipient Details
There are no Recipient Details for recipient target groups.
5.1.5 Summary

If the target group is defined to retrieve recipients, then the Summary screen will appear
listing the count and a sample of the recipients who matched the criteria and make up the
recipients list. Valid recipients and recipients with errors in their addresses may be
downloaded. Duplicate elimination is usually determined by the data administrator when
the target group is first created. If the target group is defined to retrieve recipients just
before sending, then the Summary screen simply summarizes the choices that were
made throughout the Define Recipients wizard.
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5.2 Send to an Existing LISTSERV List

A

Define Recipients

Sending to an existing LISTSERYV list uses the identified list’'s subscriber names and
addresses to create the recipient list for the email job. Contained in a drop-down menu
are all the LISTSERYV lists available to the LISTSERV Maestro instance.

5.2.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
the Send to an Existing LISTSERYV List option, and then click [Next ->].

5.2.2 Source

Select the LISTSERV list for the job from the drop-down menu. Next, select one of the
two options for the type of list message to be sent. The Send job as standard list
message to list members option limits the tracking options, but allows for the use of
topics (see Section 5.2.3.1 LISTSERYV Topics). The Send job as special list message
option is used to send the message as a special list message (see Section 5.2.3.2
Special LISTSERV Messages), which allows for mail merging and more tracking
options.

Important: The type of message selected has an impact on how the sender of the
message is defined. The sender of a message is defined using the Define
Sender icon (located on the Work Flow diagram). If the message is sent as a
standard list message, the “From:” address field in Define Sender must be an
authorized sender for that list. For more information on defining the sender of a
job, see Section 8.1 Define Sender.

Figure 5-4 Define Recipients from a LISTSERV List

Options Source Source Details Recipients Details  Summary

<-Back | Next-> |

Recipients Source: Send to LISTSERY List

Information about the currently selected LISTSERV list.

List Name: | INSECT-LAND (Insect World Discussion Group) =]

-- Select --
BASEBALL-TALK (Open discussion list for baseball)
BASKET-TALK (Open discussion list for basketball)
BIO-TALK-BACK (Open discussion list for the Biology Dep)
FOOTBALL-TALK (Discussion of all things football
INSECT-LAND (Insect Warld Discussion Group)

¢ Send jd
{No mai

& Send iqg

ble.)

blind" tracking possible.
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5.2.3 Source Details

The Source Details screen will become active if the selected LISTSERYV list has topics
defined and the Send job as standard list message to list members option is selected.
It will also become active if the Send job as special list message option is selected as
the message type for the job. No Source Details screen will open if the selected list has
no topics and the message is sent as a standard list message to list members.

5.2.3.1 LISTSERYV Topics

LISTSERY lists often use sub-groups within the list to give subscribers the opportunity to
receive only the posts to the list that pertain to the topics they are most interested in
reading about. Sub-groups are created in LISTSERV by defining the keyword topics in
the list header. Lists can have up to 23 topics defined.

List subscribers can select the topic(s) they are interested in receiving, including the
“Other” topic, which includes all messages that are not specifically assigned to a topic.

Someone sending a message to the list can designate which topic or topics that message
covers. Alternatively, they can request that their message be sent to all subscribers,
regardless of the subscribers’ topic selections. If no topic designation is made when
sending a message to the list, that message falls in the “Other” topic, and is sent only to
those subscribers who have selected the “Other” topic.

For example, a large list could have the general subject of Insects of North America.
Topics could be defined by type of insect, by geographical region, or by areas of
research. For more information on Topics, see the LISTSERYV List Owner's Manual.

When topics are defined for the list selected in the Recipients wizard, there are three
ways to send the message:

» Send only to subscribers with the following topics — The message will be sent to
only those list subscribers that selected any of the checked list topics.

» All subscribers, ignore topics — The message will be sent to all list subscribers,
regardless of their topic selections. This is the same as selecting all topics and
“Other”.

* Send to subscribers with no topics or with “OTHER” topic — The message will
be sent to all list subscribers that have selected the OTHER topic.
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Figure 5-5 Source Details for LISTSERV List Topics
Define Recipients

Options Source  Source Details Recinignts Details  Summary

' =
Cancel [ =-Back || Mext > | g

Source Details

Use this page to specify the details about the list subscribers that will receive the mail.

The selected LISTSERY list contains list topics. Specify how the topics that the subscribers have
chosen will be used to determine the subset of the list subscribers that will receive the mail.

) Send only to subscribers with the following topics:

=nong=

= all subscribers, ignore topics
o

Send to subscribers with no topics or with the "OTHER" topic

Click the Select Topic link to view the available topics for the list. Use the check boxes
to select which topics to include as message recipients. Click the Select All link to select
all topics. Next, decide whether to hide or expose the selected topics in the subject line
of the message by selecting the corresponding option button.

If the list subscribers are aware of the topics and are accustomed to using them (for
example, to automatically move list messages to folders in their email programs), then
consider exposing the topics in the subject line. However, if there are many topics
selected for the message, a rather lengthy subject line will result. In this case, consider
hiding the topics from the recipients. Hiding topics can also be useful if the topics are only
used to sub-divide the list and have not been directly selected by the recipients. Click
[OK] to save the selections and return to the Source Details screen. [Cancel] negates
the action and returns you to the Source Details screen without changing any settings.

5.2.3.2 Special LISTSERV Messages

A “special” LISTSERV message is one that by-passes the normal operation of the list,
and instead, treats the subscriptions in a list as a recipient database. Special messages
do not get archived and do not honor subscriptions settings such as SUBJECTHDR,
DIGEST, or NOMAIL. However, the subscription settings MAIL, DIGEST, INDEX, and
NOMAIL can be used to subset the list. List owners generally use such special messages
to send administrative messages to a certain class of subscribers (for example, all
subscribers set to “NOMAIL").

When messages are sent to a list as a special list message, the Source Details screen
allows for setting a condition as well as setting other options for mail delivery.

Setting a condition is a means of creating a subset of recipients from the selected
LISTSERYV list based on the email address, or, in the case of DBMS-based lists, other
information in the list's database table. For information on setting conditions for a
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LISTSERY list, see the LISTSERV Developer’'s Guide, available online at
http://www.Isoft.com/resources/manuals.asp

There are four options for a LISTSERYV list that can be set by checking the adjacent
boxes. The options are standard LISTSERYV settings that subscribers may have set for
their subscriptions.

Define Recipients

Options  Source  Source Details  Recipients Details  Summary

MAIL — Will deliver the message to all normally subscribed users.

DIGEST — Will deliver the message to users that receive only a digest.

INDEX — Will deliver the message to users that receive only an index of subjects.
NOMAIL — Will deliver the message to users that currently receive no mail.

Figure 5-6 Source Details for a Special Message for a LISTSERV List

! | I:Il
[ =-Back |[ Mext = |

Source Details

Use this page to specify the details about the list subscribers that will receive the mail.

Specify a conditional expression that shall be evaluated by LISTSERY and check list subscription
options.

Condition: |

Options: MAIL (Deliver this message to normally subscribed users.)
[] DIGEST (Deliver this message to subscribers who receive only a digest.)
[] IMDE¥ {Deliver this message to subscribers who receive only a topics index.)

[] MOMAIL (Deliver this message to subscribers who currently receive no mail.)

Once you are finished making your selection, click [Next ->] to continue.

Note: Conditions are explained in detail in the LISTSERV Developer’s Guide.

5.2.4 Recipient Details

There are no Recipient Details for LISTSERYV Lists.

5.2.5 Summary

The Summary screen will display the LISTSERYV List details and Recipient Details for the
recipients of the job.
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Figure 5-7 Summary for LISTSERV Lists

Define Recipients

Optiphs  Source  Source Details  Reci menar _ﬁ

Cancel I <- Back | Flnish| —

Summary

Summary of the recipients information. Click the Finish button to save this as a new recipients
definition for the job.

LISTSERY List Details
List Mame: INSECT-LAND

Contribution Type: Send e-mail as standard list message (added to list archives and list digests, no
mail merging and bounce reporting possible and only "blind” tracking is supported).

Handling of List Topics: Send only to subscribers with the following selected topics:
ANTS

The recipients will not see the topics in the received mail,

Recipient Details
Name Colummn: USER_MNAME
Mail Merge Columns: <no additional merge columns available>

5.3 Determine Recipients Based on Reaction to a Previous Job

Under the right conditions, it is possible to send an email to recipients that reacted in a
certain way to a previously delivered email job. For example, the recipients for an email
job can be defined as the recipients who opened an HTML mail, or clicked on a certain
link, or conversely those recipients who did not do either of these. In order for this option
to be available, all of the following conditions must be met by the previous job:

@ » Recipients were defined from an uploaded text file, a database selection, a target
group based on one of these, a target group based on a hosted recipient list, or a
target group based on a dataset.

» Personal tracking was turned on.
e Tracking data has been received by the system.

All previous jobs that match these conditions will appear in the drop-down menu. If no
jobs appear in the menu, this option is not available.

5.3.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
the Determine Recipients Based on Reaction to the Job option, and then select a job
from the drop-down menu. Click [Next ->] to proceed.

5.3.2 Source

The Source screen defines the conditions that potential recipients had to fulfill in the
previous job to become eligible to receive the new message. First, decide whether to
include recipients who performed an action or to exclude recipients who performed an
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action in the follow up message. Next, select which actions the recipients performed,
opening up the message and/or clicking on specific links.

Select the include only recipients that performed at least one of the actions below
option to include all those recipients who were part of the previous job and did react in
the configured way — opening up the mail and/or clicking on a link contained in the
message.

Select the exclude all recipients that performed at least one of the actions below
option to include all those recipients who were part of the previous job and did not react
in the configured way.

Next, select Open-Up Action and/or Click-Through Actions. The resulting recipients
list is based upon including or excluding recipients that performed one of these specific
actions in a previous job. Click [Next ->] to continue.

/o

Note: If you have selected the Determine Recipients Based on Reaction to the Job
option when defining the recipient type for an email job, then a list of all tracked links
that are in the selected source job will be displayed on the Source screen. At the
bottom of this list, there is a Check/Uncheck All link, which allows you to quickly
check or uncheck the items in the list. (This link only appears if there are at least 2
tracked links. If there are no tracked links, or only one, then this new link does not
appear.)

Figure 5-8 Determine Recipients Based on Reaction to the Job

Define Recipients

|Opti-:ns Source Source Details Recipients Details Syummary |

<- Back Next -> ]

Source
Define the desired recipients actions.

From the recipients that reacted on the job:
0202258 - recipients

| exclude all recipients that performed at least one of the actions below >
Open-Up Action:
¥ The recipient did open the mail

Click-Through Actions:
The recipient clicked on one of the following links:

W microsoft - http:ffdgl.microsoft.com/

5.3.3 Source Details

When a recipients list is generated by a reaction from a previous job, the Source Details
screen opens so that a time frame can be set to define the reactions of the previous
recipients in relation to a time period.
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Define Recipients

Figure 5-9 Source Details for Reaction to a Previous Job

|Or:-tion5 Source  Source Details  Recipients Details summary ‘

<-Back | Next-> |

Time Period Details

Recipient actions will only be considered if they occur in the time period that is specified on this page.

Start Time

+ Send time of the original job 0405214A; May 21, 2004 02:45 PM
(this time is relative to your local time zone)

" The following time:

] (Format: mm/dd/yyyy hh:mm.
Timne is optional: If left out, 00:00 is used)

End Time

" Send time of the current job

* The following time:

(Format: mm/dd/yyyy hh:mm,
105"'27/2004 Tirne is optional: If left out, 23:59 is used)

The given date and time values are relative to this time zone:
IGMT 00:00 - GMT (without daylight saving time adjustments) j

Recipient reactions will only be considered for the new job if they fall within the time
period set on this screen.

By default, LISTSERV Maestro uses the send time of the original job as the start time and
the send time of the current job as the end time. By changing one or both of these default
settings, it is possible to narrow the number of recipients of the current job because they
will have had a limited amount of time to react.

Tip: Use the Time Period Details screen as a means of measuring the reaction to a time
based offer in an email message. For example, a message could contain a link to a
discount coupon with an expiration date. By setting the time period to the range of
time that the coupon is valid, it would be possible to collect tracking data on those
who clicked on the link within the time frame so that a follow-up could be sent. It
would also be possible to send a follow-up message to those who did not click within
the time frame with another offer or extension.

Select a Start Time; use the original job’s send time or enter in another date/time. Next,
select an End Time; use the new job’s send time or enter in another date/time.

Select the time zone that the time values are relative to from the drop-down menu. This
selection is only necessary if the start and end times have been input and are not the
original or current jobs times. Click [Next ->] to continue.

5.3.4 Recipient Details

Once LISTSERV Maestro knows which recipients to select from the previous mailing,
then the next steps are to define the column that identifies the email address, decide
whether to use additional recipient data for mail merging and tracking, and to edit the
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column headers, if necessary. The Recipients Details screen is split into three sections
to accommodate these steps.

5.3.4.1 Usage of Recipients Data

LISTSERYV Maestro needs to know if additional recipient data will be used for mail
merging and tracking, or whether this information is to be ignored and the job sent as bulk
email. If Use additional recipient data for mail merging and tracking is selected,
columns from the text file or database can be used in the email message to create
personalized messages. These columns can also be used to identify recipients for more
detailed tracking reports. For more information on using mail merging, see Section 6.9
Merge Fields and Conditional Blocks.

If Ignore additional recipient data and send job as bulk email is selected, additional
columns that were uploaded with the file or that appear in the database will be ignored
by the system. It will not be possible to use mail merging. Tracking for the message will
be limited to “blind” tracking, meaning that the tracking data available from the job will not
be associated with identifiable individuals or other demographic information.

Once a selection has been made for Usage of Recipient’s Data, the selections for

Recipient Identification Columns and Header Definition will reflect what is available.

Tip: It is common practice to use a generic email address with a matching generic name
for the organization sending the bulk mail job in the “To:” Address and Name fields.
An example of this might be “info@xyzcorp.com” as the address and “Your XYZ
Team” as the name. Be sure to use an authentic email address in the “To:” Address
field to avoid any bounces that could result from recipients using “Reply to all” in
response to the message.

5.3.4.2 Recipient Identification Columns

In order to process an email job, LISTSERV Maestro needs to know which column
represents the recipients’ email addresses.
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Figure 5-10 Recipients Details for Uploaded File without Additional Recipient Data

Define Recipients

‘ Options Source  Source Details  Recipients Details mar ‘

Cancel | <-Back | [next = |

Recipients Details

The system now knows how to separate the recipients file into columns.
Select the columns in the recipient data containing the e-mail address and name.
Usage of Recipients Data
" Use additional recipient data for mail merging and tracking
@ Ignore additional recipient data and send job as bulk e-mail
(No mail merging possible, only "blind” tracking possible)
Recipient Identification Columns

Select the column that identifies the recipients e-mail address and enter the name and address that
will appear in the "To:" header.

E-mail Column: |EMAIL 'I
“To:" header information that will be used for all recipients:
Address: |

MName; | {optional)

Header Definition

NAME EMAIL MODEL_NUM CITY STATE
Zoe Zimmerman zoe@server.company.com 9595 Baltimore  MD
Yvette Yosel yvette@server.company.com 8787 Hartford CcT
Xavier Xero Xavier@server.company.com 5454 Mew York NY
wWilfred Wonderly Wilfred@server.company.com 9595 MNew York NY
Vanna VonSchedule Wanna@server.company.com 8787 Lansing MI
Ursula Underhill Ursula@server.company.com 5454 Albany MY

Use the drop-down menu to select the Email Column. In the case of a mail merge job,
the drop-down menu may be used to select the Name Column as well (this is optional).

If the job is sent as bulk email, with no mail merging, it is necessary to type in a “To:”
address that will be used in the header of the message for all recipients. If necessary,
type in a name for the “To:” address. All messages will be sent using this address and
this name, no personalization is possible.

5.3.4.3 Header Definition

Headers are special rows in tables. Headers are used to label the columns of data so that
the system and the user can correctly identify the columns. The header definition used
from the previous job becomes the header of the current job. If a text file or a database
was used to define recipients, and additional recipient data was used for mail merging
and tracking, it is possible to edit the existing headers.

Editing the headers does not change the original uploaded file or the original job.
However, editing does allow the user to create meaningful headers that can be used to
merge recipient data into each message, making each message personalized. The name
of the header becomes the name of the mail merge place holder in the message;
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therefore, it is important to select names that are meaningful to the users who are
assembling the message content. See Section 6.9.1 Merge Fields for more information.

Header labels are limited to upper and lower case letters, the numbers 0-9, and the
underscore “_". Any illegal characters in the headers will have to be changed before
proceeding. Before continuing to the next screen, identify the recipients email address
and name by using the drop-down menus for the Email Column and the Name Column.

Figure 5-11 Recipients Details for Reaction to a Previous Job with Additional Recipient Data

Define Recipients

‘Optuons Source Source Details Recipients Details  Summary J

<-Back | Next—> |

Recipients Details

The system now knows how to separate the recipients file into columns.
Select the columns in the recipient data containing the e-mail address and name,
Usage of Recipients Data

* Use additional recipient data for mail merging and tracking

¢ lgnore additional recipient data and send job as bulk e-mail

{Mo mail merging possible, only “blind” tracking possible}

Recipient Identification Columns

Select the columns that identify the recipients e-mail address and name:

E-rnail Colurmn: |Emai| vl

Name Column: |—— Select -- '| {optional)

. JName
Header Defini Email

Name I'élii:ef_num Model_num City State
Zoe Zimmermar IState TOEEESErYer.Company .com 9595 Baltimore MD
Yvette Yosel yvette@server.company.com 8787 Hartford cT
Xavier Xero Xavier@server.company.com 5454 Mew York Y
wilfred Wonderly wilfred@server.company.com 9595 Mew York NY
Vanna VonSchedule  Vanna®server.company.com 8787 Lansing MI
Ursula Underhill Ursula@server.company.com 5454 Albany NY
Toby Tuttle Toby@server.company.com 5454 Rockville MD
Seth Simpson Seth@server.company.com 9595 Buffalo Y

5.3.5 Summary

The Summary screen will display the selection made for the current job, including the
original job, the selected recipients, the time period, the special purpose columns, and a
sample of recipients from the original job.

5.4 Use Recipients Definition from Job

This recipient definition transfers all the data and settings from a previous job to the new
job. The recipient definition from any job that has already had the recipients defined can
be used as a template for the new job; the copied job does not have to have been
delivered. Using this option can save time by reusing an already created recipients list as
a template for a new job. Some settings can be changed within the new job, depending
on the type of job that was copied.
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Note: If the original job used “just-in-time” recipient retrieval, then the copied job will too.
{ However, if the original job retrieved recipient data at the time the recipients were
defined, then the copied job will get an exact copy of the recipient list from the
original job. It will not retrieve data anew, even if the source used by the original job
has changed. If the data should be retrieved anew, run through the definition again
and force the retrieval. For example, if the recipients of the original job were from a
database retrieval, click on the Click here to refresh the data from the database
link on the Recipients Details screen to renew the data retrieval.

5.4.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
Use Recipients Definition from Job, and then select the job from the drop-down menu.
All jobs that have had a recipients definition successfully saved will appear in the
selection list. Click [Next ->] to proceed.

5.4.2 Source

The settings of the previous job will determine which Source screen is presented. It is
possible to make changes in the selections available on the Source screen, or leave the
selections the same as the previous job. Click [Next ->] to continue.

5.4.3 Source Details

The Source Details screen varying depending on the type of recipient definition that was
copied. Make changes to the selections, if necessary. Click [Next ->] to continue.

5.4.4 Recipients Details

The Recipients Details screen will be dependent on the type of recipient definition that
was copied. Some recipient definitions do not use a Recipients Details screen. It is
possible to make changes in the selections available on the Recipients Details screen,
or leave the selections the same as the previous job. Click [Next ->] to continue.

5.4.5 Summary
The Summary screen will be dependent on the type of recipient definition that was
copied.

5.5 Upload a Recipients Text File

Recipients can be added to LISTSERV Maestro by uploading a text file. Text files can be
formatted as plain text with the extension . TXT or as a comma separated values file with
the extension .CSV. For information on how to format text files, see Appendix C: About
Comma Separated Format Recipient Files.

5.5.1 Options
The first screen that opens in the Define Recipients wizard is the Options screen.

5.5.2 Source
The Source screen that opens contains two options:

» Define recipients now creates a static list of recipients at the moment of definition
that will not change unless re-defined.
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A
)

By selecting the Define recipients now option, the Upload a recipients file link is
enabled. Click this link to upload a text file from a local drive. Browse for the file on a
local drive and select the encoding for the file, if necessary. For more information on
encoding, see Appendix B: Email and International Character Sets.

Once a file had been uploaded, information about that file will appear on the screen.
The link to upload a file will change to Upload a different file after one file has been
successfully uploaded to the system.

Load recipients just before sending from a server file means that the text file will
be reloaded just before sending, allowing changes to be made to the file between
recipient definition and sending, and those changes will be reflected in the actual list
of recipients used for the mailing.

Selecting the Load recipients just before sending from a server file option
requires the full path and name of the file that contains the recipients to be entered
in the text box provided. The recipients from this file will be uploaded into LISTSERV
Maestro just before the message is sent. The file must be on a valid path on the
server running LISTSERV Maestro (specifically, the LUI component).

Any recipients file residing on a server must be added to a list of permissible files in
the HUB. This list of permissible files is controlled by the system administrator and is
necessary to maintain server security. If the file is not on this list, an error message
will be displayed on the Source screen. If the file is not available at the moment of
sending, the job will fail. Click [Next ->] to continue.

Important: This option is only available if the administrator has enabled it on the

Recipients Restriction screen in the Administration HUB.

Tip: The Load recipients just before sending from a server file option is especially

useful if the text file is created automatically by an external process, such as
extracting from a different data source.
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Figure 5-12 The Source Screen for an Uploaded Text File - Define Recipients

Define Recipients

| Qotigns {iﬂu{sﬂ)
—
Cancel |

Information about the recipients source fite.

Reclplents

Define recipients now.
Jpload 3 reppients file
S just before sending from a server fila.
File Name: |

File Encoding: | West Europaan, 1501 =

Maote: The given file name and path must be s valid path on the server
rufifeng LISTSERY Masstra.

Upload a File

Select the text file contaning the recpients.

Click Upload to replace the current recipsents file with the naw fila
Click Cancel to keep the currently saved recpients file.

File Hame: [D:\L-Softymaestroymail_job_filasitest _list.csv
R
Encoding: [West European, 150-1 =]

G e

[ covons souce soucepewals  mesmients Devats : |

Cancel <- Back Nm¢| @

Define Recpients

Information abowt the recdpients source file.

Reciplents File

& Define recipients now.

Source File:
Upboad Date/Time:
Uoload 5 diffarant fils

tast_list.osy
Jan. 30, 2004 10:29:13 AM

" Load recipients just before sending from a server file.
File Name: [

File Encoding: |West Europaan, 150-1 =
Hote: The given file name and path must be a vahd path on the server
rpnring LISTSEAY Masstra,

5.5.3 Source Details

When a text file is uploaded, LISTSERV Maestro will try to determine how the columns

of data are separated, and how each column or field of data is labeled (header) on the
Source Details screen.
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Figure 5-13 The Source Details Screen for an Uploaded Text File

Define Recipients

Options  Source  Source Details  Recipients Details

[ <-Back | [ Next > | %

Parse Recipients

The uploaded source file needs to be interpreted correctly before being usable as a recipient list. The
preview below shows the result of the parsing performed using the settings specified on this page.

Character Encoding, Column Separator and Quote Character

The system will interpret the recipients file with standard encoding and will try to determine the
separator and quote character automatically.

Specify encoding and separator/guote manually

Header Row
(® Yes, the first row in the file contains the headers

) No, the file does not have a header row

Preview

EMAIL FNAME LNAME DOB
iAnna@maestro—demo.lsoﬂ:.com Anna  Anchor 03/17/1972 |
Bob@maestro-demo.lsoft.com Bob Bouchard 03/31/1981
;Chuck@maestro—demo.lsoﬁ:.com Chuck Cho 7/15/1983 |
Darren@maestro-demo.lsoft.com Darren Donagel &/8/1960

| |
Evelyn@maestro-demo.lsoft.com Evelyn Eavensong 03/17/1950
Frank@maestro-demo.lsoft.com  Frank  Fortuna 2/10/1964

| Gina@maestro-demao.lsoft.com Gina Gallino 04/10/1982 |
Hilda@maestro-demo.lsoft.com  Hilda Hines 2/7/1972

| Ines@maestro-demo.lsoft.com Ines Ito 1/13/1974 |

:jani@lsof't.com Jani Kumpula 01/05/1975 |

[ Refresh Preview |

In order to send out an email job, LISTSERV Maestro must correctly interpret which
column contains the name of the recipient and which column contains the email address
of the recipient. Other fields may be included and will appear in the Preview section
located on the lower half of the screen.

Click the [Next ->] button to continue if the parsing is accurate with each column of data
separated correctly and labeled with a header row.

5.5.3.1 Parse Recipients Manually

If LISTSERV Maestro has not interpreted the data correctly, or an unconventional
delimiter and/or quote character has been used, click on the Specify encoding and
separator/quote manually link to configure the data manually.

Use the Specify encoding and separator/quote manually link when the delimiter
(separator character) or the quote character is used in some of the data fields. For
example, if the NAME field contained Tom “the cool cat” Jones as an entry, and
double quotes was the quote character for the file, the details would have to be specified
manually. The same would be true if a field named LOCAT 10N contained the entry
Atlanta, GA where the comma was the separator character.
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Figure 5-14 Source Details for an Uploaded Text File — Specify Details Manually Section

Character Encoding, Column Separator and Quote Character
Specify how the columns in the file are separated:

Columns are separated by: | Camma (,) v

Specify if and how the columns in the file are additionally enclosed:

O Columns are not enclosed by a quote character

@ Columns are enclosed by: | Double Quotes (") »||

Specify the language that the file is encoded with:
Character Encoding: | West European, 150-1 v

Use standard encoding and automatically determined separator/guote

LISTSERV Maestro has four selections for choosing separator characters:
* Tab (\t)
e Comma (,)
» Semicolon (;)
» Other — if this is chosen, type the character into the adjacent box.

Columns can be defined as not enclosed by a quote character or select the quote
character from three choices:

» Double Quotes (*)
* Apostrophe ()
 Other — if this is chosen, type the character into the adjacent box.

In addition to interpreting the separator character and the quote character, LISTSERV
Maestro will select the encoding used to create the text file. If the original data file was
created with a specific character set, such as Greek characters, the file encoding will
have to be changed to match that character set. Use the drop-down menu to select the
encoding for the file if it is different from the default. For more information on encoding,
see Appendix B: Email and International Character Sets.

After separator and quote characters have been entered, and any encoding change
made, click [Refresh Preview] to have LISTSERV Maestro attempt to parse the file
again with the new settings. The new columns will then be displayed. If the columns are
now separated correctly, proceed. If the columns are not correct, repeat the process and
click [Refresh Preview] to see the new changes.

5.5.3.2 Header Row

Headers are special rows in tables. Headers are used to label the columns of data so that
the system and the user can correctly identify the columns. An uploaded text file may
contain headers or not. If the file does not contain headers, select the No, the file does
not contain a header row option and the system will automatically add a header row.
Each column of data in the header row will be given a generic name using the pattern
COL1, COL2, COL3, and so on. If the uploaded file does have a header row, select the
Yes, the first row in the file containers headers option and the headers within the file
will be used.
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System generated headers and headers uploaded from a file can be edited to be more
meaningful if they will be used for mail merge and tracking on the Recipients Details
screen. Editing headers within LISTSERYV Maestro will in no way change the original file.

Click [Next] to continue.
5.5.4 Recipients Details

Once LISTSERV Maestro can successfully separate the recipient data into columns or
otherwise quantify the data, the next steps are to define the column that identifies the
email address, decide whether to use additional recipient data for mail merging and
tracking, and to edit the column headers, if desired. The Recipients Details screen is split
into three sections to accommodate these steps.

5.5.4.1 Usage of Recipients Data

LISTSERV Maestro needs to know if additional recipient data will be used for mail
merging and tracking, or whether this information is to be ignored and the job sent as bulk
email. If the Use additional recipient data for mail merging and tracking option is
selected, columns from the text file can be used in the email message to create
personalized content. These columns can then also be used to identify recipients for
more detailed tracking reports. For more information on using mail merging, see Section
6.9 Merge Fields and Conditional Blocks.

If the Ignore additional recipient data and send job as bulk email option is selected,
any additional columns that were uploaded with the file will be ignored by the system. It
will not be possible to use mail merging. Tracking for the message will be limited to “blind”
tracking, meaning that the tracking data available from the job will not be associated with
identifiable individuals or other demographic information.

Once a selection has been made for Usage of Recipient’s Data, the selections for
Recipient Identification Columns and Header Definition will change to reflect what is
available for each choice.

5.5.4.2 Recipient ldentification Columns

In order to process an email job, LISTSERV Maestro needs to know which column
represents the recipients’ email addresses. Use the drop-down menu to select the Email
Column. If the job is sent as bulk email, with no mail merging, it is necessary to type in
a “To:” address that will be used in the header of the message for all recipients.
Optionally, type in a name for the “To:” address. All messages will be sent using this
address and this name, no personalization is possible.

Tip: Itis common practice to use a generic email address with a matching generic name
Q for the organization sending the bulk mail job in the “To:” Address and Name fields.
An example of this might be “info@xyzcorp.com” as the address and “Your XYZ
Team” as the name. Be sure to use an authentic email address in the “To:” Address
field to avoid any bounces that could result from recipients using “Reply to all” in
response to the message.
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Figure 5-15 Recipients Details for Uploaded File without Additional Recipient Data

Define Recipients

Recipients Details

The system now knows how to separate the recipients file into columns,

Select the columns in the recipient data containing the e-mail address and name.
Usage of Recipients Data

(® Use additional recipient data for mail merging and tracking

¢y Ignore additional recipient data and send job as bulk e-mail
" {Mo mail merging possible, only "blind" tracking possible)

Recipient Identification Columns
Select the columns that identify the recipient's e-mail address and name:

E-mail Column; | -- Select — + |

Mame Column: [—— Select - V_J' {optional)

Header Definition

EMAIL FMNAME LNAME DOB

Anna@maestro-demo lsoft.com  Anna Anchor 03/17/1972
Bob@maestro-demo.soft.com Bob Bouchard 03/21/1921
Chuck@maestro-demo.lsoft.com  Chuck Cho 741541983
Darrent@maestro-demo.lsoft.com Darren Donagel 6,/2/1960
Evelyn@maestro-demo.soft.com  Evelyn Eavensong 03/17/1950
Frank@maestro-demo lsoft.com  Frank Fortuna 2/10/1964
Gina@maestro-demo lsoft.com Gina Gallino 04/10/1922
Hilda@maestro-demo.lsoft.com Hilda Hines 271972
Ines@maestro-dermo.lsoft.com Ines Ito 1/13/1974
jani@lsoft.com Jani Kumpula 01/05/1975

For jobs that are sent as mail merge jobs, an additional drop-down menu is available to
select the Name Column. Selecting the Name Column is optional, but it can be used to
make the message more personalized.
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Figure 5-16 Recipients Details for Uploaded text File with Additional Recipient Data

Define Recipients

‘ Options  Source  Source Details  Recipients Details  Summary ‘

Recipients Details

The system now knows how to separate the recipients file into columns.

Select the colurmns in the recipient data containing the e-mail address and name.
Usage of Recipients Data

() Use additional recipient data for mail merging and tracking

@ lagnore additional recipient data and send job as bulk e-mail
(Mo mail merging possible, only "blind" tracking possible)

Recipient Identification Columns

Select the column that identifies the recipient's e-mail address and enter the name and address
that will appear in the "To:" header,

E-mail Column: | —gelect ——V
"To:" header information that will be used for all recipients:
Address: | .

Mame: | {optional)

Header Definition

EMAIL FMNAME LMNAME DOB
Anna@maestro-demo.soft.com Anna Anchor 03/17/1972
Bob@maestro-demo.lsoft.com Boh Bouchard 0373171921
Chuck@maestro-demo lsoft.com  Chuck  Cho 7/15£1983
Darren@maestro-demo lsoft.com Darren Donagel 6/3/1960

Evelyn@maestro-demo.lsoft.com  Evelyn Eavensong 0371771950
Frank@maestro-demo.lsoft.com  Frank  Fortuna 2/10f1964

Gina@®maestro-demo.|soft.com Gina Gallino 04/10/1982
Hilda@maestro-demo.lsoft.com  Hilda Hines 2/7/1972
Ines@maestro-demo.lsoft.cam Ines Ito 1/13f1974
jani@lsoft.com Jani Kumpula 01/05/1975

5.5.4.3 Header Definition

When the Use additional recipient data for mail merging and tracking option is
selected, it becomes possible to edit the headers of the file. Editing the headers does not
change the original uploaded file. However, editing does allow the user to create
meaningful headers that can be used to merge recipient data into each message, making
each message personalized. The name of the header becomes the name of the mail
merge place holder in the message so it is important to select names that are meaningful
to the users who are assembling the message content. See Section 6.9.1 Merge Fields
for more information.

Header labels are limited to upper and lower case letters, the numbers 0-9, and the
underscore “_". Any illegal characters in the headers will have to be changed before
proceeding. Before continuing to the next screen, remember to specify the Email
Column and the Name Column using the drop-down menus.
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5.5.5 Summary

The Summary page of the Define Recipients wizard shows a summary of the recipient
list selections for the job. LISTSERV Maestro will validate the recipient list data file,
checking for errors in the email addresses that would prevent the email from being
delivered. From this screen, it is possible to download the validated recipient list and the
list containing recipients who have been rejected. If available, a sample of the recipient
list will appear at the bottom of the screen.

Figure 5-17 The Summary Screen for an Uploaded Text File

Define Recipients

‘Ogtions Source  Source Details  Recipients Details  Summary |

3

<- Back Finish
Summary

A summary of the recipients information. Click the Finish button to save this as a new recipients
definition for your job,

Recipients File

Source File Mame: subscribers-bday-dataset.tut

Upload Date/Time: Aug. 10, 2006

Special Purpose Columns

E-rnail Column: EMAIL

MNarme Colurmn: <not defined=

Usage of Recipients Data: Used for rail rmerging and tracking

Yalidation Results
Yalid recipients {will be used for delivery); 28 download
Recipients with errors (ignored during delivery): 0

Duplicate Elimination
Selected Duplicate Elimination: Do not remove duplicates

[ Cefine Duplicate Elimination ]

Recipient Sample

EMAIL FNAME LMNAME DoB
Anna@maestro-demolsoft.com  Anna  Anchor 03/17/1972
Bob@maestro-demo.lsoft.com Bob Bouchard  03/31/1981
Chuck@maestro-demo.lsoft.com  Chuck  Cho 71571983
Darren@maestro-demo.lsoft.com Darren Donagel 6/8/1360
Evelyn@maestro-demo.lsoft.com Ewvelyn Eawensong 03/17/1950
Frank@maestro-demo.lsoft.com  Frank  Fortuna 2f10f1964

Gina@®maestro-demo.|soft.com Gina Gallino 04/10f1922
Hilda@maestro-demo lsoft.com  Hilda Hines 2f7f1972
Ines@maestro-demo.|soft.com Ines Ito 1/13/1974
jani@lsoft.com Jani Kumpula 01/05/1975

5.5.5.1 Duplicate Elimination

LISTSERV Maestro can eliminate duplicate recipients from the Summary screen. Click
on the [Define Duplicate Elimination] button to initiate this function. Duplicates can be
removed based on one or more selected criteria. To select more than one criterion for
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removing duplicates, hold down the SHIFT key or the CTRL key and click on the columns
desired. Click [OK] to remove duplicates and return to the Summary screen.

Tip: Removing duplicates from recipient data can be a useful way to ensure that multiple
Q messages are not sent to the same recipient. It is common practice for one person
to have more than one email address (i.e. a work email address and a personal email
address). By creatively selecting one or more criteria to remove duplicates (i.e. a
customer ID number), it is possible to avoid sending multiple messages to the same
person with different email addresses. Conversely, several recipients may use the
same email address, for example, family members sharing an ISP may also share
an email address. In this case, it might be desirable to send multiple messages to
the same address shared by multiple recipients, but addressed to each individual
using the email account.

Figure 5-18 Elimination of Duplicate Recipients Screen

Elimination of Duplicate Recipients
To avoid unwanted double messages to the same recipient, use this page
to remove duplicates from your recipient data,

Duplicate Elimination Options
(& Do not remove duplicates
() RFemove duplicates with the same e-mail address

() Use my list of calumns to determine duplicates

Recipient Sample

EMAIL FMAME LMNAME DOB
Anna@maestro-demo.lsoft.com Anna  Anchor 0371771972
Bob@maestro-demo . lsoft.com Boh Bouchard 037311921
Chuck@maestro-demo lsoft.com Chuck  Cho 771541933
Darrend@rnaestro-demo.lsoft.com Darren Donagel 6/8/1960
Evelyn@maestro-demo lsoft.com Evelyn Eavensong 03/17/1950
Frank@maestro-demo.lsoft.com  Frank  Fortuna 21071964

Gina@®maestro-demao |soft.com Gina Gallino 04410/1932
Hilda@raestro-demo lsoft.com Hilda Hines 2/7/1972
Ihes@maestro-demo.lsoft.com Ines Tto 1/13/1974
jani@lsoft.com Jani Kumpula 01/05/1975

From the Define Recipients Summary screen, click [Finish] to save all settings and
return to the Job Details screen, the Summary Diagram, or the Workflow Diagram. The
recipient definition can always be edited by selecting the Edit link from the Summary
Diagram or clicking on the Define Recipients icon from the Workflow Diagram.
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5.6 Selecting Recipients from a Database

Choosing the Select Recipients from a Database option allows LISTSERV Maestro to
make a direct query to a database using SQL (Structured Query Language). The system
communicates with a database over a network using database drivers and plugins. The
database must be accessible to LISTSERV Maestro over the network and some
configuration is required by the system administrator for the connection to succeed.

5.6.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
the Select Recipients from a Database option, located in the Define Recipients section.
Click [Next ->] to continue.

5.6.2 Source

LISTSERV Maestro has the ability to communicate directly with a database over a
network. This is achieved by using database “plugins”. Database plugins are available
from L-Soft and should be installed by the system administrator. To make a connection
to a database, select the appropriate plugin for the database from the drop-down list
provided on the Source screen. If there is any uncertainty about the plugin selection,
contact the system administrator, the database administrator, or see the LISTSERV
Maestro Administrator's Manual.

Figure 5-19 Source for Select Database Plugin

Define Recipients

3
I QOptions  Sgurce ) : ! ! |

<-Back Newt -= I

Source

Information about the recipients source in a database,

Database Connection

Datahase Plugin: | - Select -- |
SqQL statement MySQL Driver Database Plugin
|Dracle 8i Thin Driver Database Plugin | d

Add a SELECT statement here. Contact your data
administrator for help creating a SQL statement.

The recipients will be retrieved: & Now © Just before sending

Once the database plugin has been selected, a longer Source screen opens requiring
additional information. The information is required by LISTSERV Maestro in order to be
able to communicate with the database. Different databases require different connection
information, so the fields that appear on the Source screen will be different depending on
the type of database being accessed. If there is any question about the information
required, contact the data administrator or the system administrator.
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This longer version of the Source screen will automatically open (skipping the shorter
version) if the new job is copied from a previous job with the same settings, or if the user
returns to the Source screen from another link in the Define Recipients wizard. The
wizard does not have to be completed in order to keep the plugin selected.

Figure 5-20 Source Screen for Define Database Connection

Define Recipients

| Qptions Source f t
Cancel = Back | [ezE="]

Source

Information about the recpients source in a database,

Database Connection

Database Plugin: |MySOL Driver Database Plugin =|

Database Name: |

MySQL User Name: | cont_a(_'.'t your SYSth
administrator or data

Password: I administrator for help
Database Host Name: I— with these fields.
TCR/IP Port: [ ]
S0L Statement
Add a SELECT statement here. Contact your data -
administrator for help creating a SQL statement.
=

The recdpients will be retrieved: & Now © Just before sending

Enter the SQL statement (query) in the SQL Statement text box. Depending on the
database, variations in SQL syntax may need to be considered, especially if the query
returns with an error.

Below the SQL Statement text box are options that determine when to execute the query
against the database. Retrieving recipients Now means building a complete recipient list
by querying the database while still in the Define Recipients wizard. The recipients will
be gathered from the database and saved when the wizard is completed by clicking the
Summary link. Any changes in the database between the time the wizard is completed
and the time the mail is sent will not be reflected.

Retrieving recipients Just before sending means that the database will be queried for
the complete recipient list just before the mail is sent for delivery. Any changes in the
database that occur between the time the Define Recipients wizard was completed and
the time the mail is scheduled for delivery will be reflected. Click [Next ->] to continue.

5.6.3 Source Details

There are no Source Details for recipients retrieved directly from a database by
LISTSERV Maestro.
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5.6.4 Recipients Details

On the Recipients Details screen, the SQL statement is automatically executed to test its
validity. An Operation in Process screen will appear until the operation is completed.
Once completed, a preview of 10 recipients will be displayed. An error message will
appear if there are any problems with the SQL statement or connection to the database.
If recipients will be retrieved now, the SQL statement will be re-sent to the database
when entering the Summary screen in order to build the full recipient list. If recipients will
be retrieved just before sending, the SQL statement will be re-sent to the database right
before the scheduled sending time.

The next steps are to define the column that identifies the email address, decide whether
to use additional recipient data for mail merging and tracking, and to edit the column
headers, if desired. The Recipients Details screen is split into three sections to
accommodate these steps.

5.6.4.1 Usage of Recipients Data

LISTSERYV Maestro needs to know if additional recipient data will be used for mail
merging and tracking, or whether this information is to be ignored and the job sent as bulk
email. If the Use additional recipient data for mail merging and tracking option is
selected, columns from the database can be used in the email message to create
personalized messages. These columns can then also be used to identify recipients for
more detailed tracking reports. For more information on using mail merging, see Section
6.9 Merge Fields and Conditional Blocks.

Figure 5-21 Recipients Details for Maestro Selects from a Database with Additional Recipient Data

Define Recipients

Options  Source  Source Details Recipients Details  Summary | y
e | E
Recipients Details
The system now knows how to separate the recipients file into columns.,
Select the columns in the recipient data containing the e-mail address and name.
Usage of Recipients Data
& Use additional recipient data for mail merging and tracking
¢ Ignore additional recipient data and send job as bulk e-mail
(Mo mail merging possible, only “blind” tracking possible)
Recipient Identification Columns
Select the columns that identify the recipients e-mail address and name:
E-mail Caolumn: |El'nail 'l
Name Colummn: | Select - *l {optional)
.. JName
Header Defini Email
Model
Mame CES 2= [umn Model_num City State
Zoe Zimmerma SLate Sryer.company.com 9595 Baltimore MO
¥rette Yosel yvette@server.company.com 8787 Hartford cT
Xavier Xero Kavier@server.company.com 5454 New York NY
wilfred Wonderly wilfred@server.company.com 9595 New York MY
Vanna VonSchedule  Wanna@server.company.com 8787 Lansing M1
Ursula Underhill Ursula@server.company.com S454 Albany NY
Toby Tuttle Toby@server.company.com 5454 Rockville MD
Seth Simpson Seth@server.company.com 9595 Buffalo WY
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If the Ignore additional recipient data and send job as bulk email option is selected,
any additional columns that appear in the database will be ignored by the system. It will
not be possible to use mail merging. Tracking for the message will be limited to “blind”
tracking, meaning that the tracking data available from the job will not be associated with
identifiable individuals or other demographic information.

Figure 5-22 Recipients Details for LISTSERV Maestro Selects from a Database without Additional
Recipient Data

Define Recipients

‘ Cption Source Source Details Recipients Detail ‘

Cancel <-Back MNexRt -> J

Recipients Details

The system now knows how to separate the recipients file into columns,
Select the columns in the recpient data containing the e-mail address and name.
Usage of Recipients Data
T Use additional recipient data for mail merging and tracking
& Ignore additional recipient data and send job as bulk e-mail
(No mail merging possible, only "blind® tracking possible)
Recipient Identification Columns

Select the column that identifies the recipients e-mail address and enter the name and address that
will appear in the "To:" header,

E-mail Column: |EMAIL -;

"To:" header information that will be used for all recipients:
Address: [

MName: | (optional)

Header Definition

EMAIL MODEL_NUM CITY
Zoe Zimmerman zoe@server.company.com 9595 Baltimore  MD
Yvette Yosel yvette@server.company.com 8787 Hartford CT
Xavier Xero Xavier@server.company.com 5454 New York  NY
Wilfred Wonderly Wilfred@server.company.com 9595 Mew York  NY
Vanna VonSchedule Vanna@server.company.com 8787 Lansing M1
Ursula Underhill Ursula®®server.company.com 5454 Albany WY

Once a selection has been made for Usage of Recipient’s Data, the selections for
Recipient Identification Columns and Header Definition will change to reflect what is
available for each choice.

5.6.4.2 Recipient Identification Columns

In order to process an email job, LISTSERV Maestro needs to know which column
represents the recipients’ email addresses. Use the drop-down menu to select the Email
Column. In the case of a mail merge job, use the drop-down menu to select the Name
Column as well. Selecting the Name Column is optional, but it makes a more
personalized message possible.

If the job is sent as bulk email, with no mail merging, it is necessary to type in a “To:”
address that will be used in the header of the message for all recipients. Optionally, type

LISTSERV® Maestro, version 4.0 User’s Manual
-68 -



Section 5 Defining Recipients of an Email Job

in a name for the “To:” address. All messages will be sent using this address and this
name, no personalization is possible.

Tip: Itis common practice to use a generic email address with a matching generic name
for the organization sending the bulk mail job in the “To:” Address and Name fields.
An example of this might be “info@xyzcorp.com” as the address and “Your XYZ
Team” as the name. Be sure to use an authentic email address in the “To:” Address
field to avoid any bounces that could result from recipients using “Reply to all” in
response to the message.

5.6.4.3 Header Definition

Headers are specially defined rows in databases. Headers are used by database tables
to label the columns of data so that the system and the user can correctly identify the
columns. If additional recipient data is selected to be used for mail merging and tracking,
itis possible to edit the existing headers. Editing the headers does not change the original
database table. It does allow the user to create meaningful headers that can be used to
merge recipient data into each message, making each message personalized. The name
of the header becomes the name of the mail merge place holder in the message so it is
important to select names that are meaningful to the users who are assembling the
message content. See Section 6.9.1 Merge Fields for more information. If the message
is being sent as bulk email, it is not possible to change the headers.

Tip: Itis also possible to change the header name directly in the SQL statement used to
retrieve the data by making use of the “AS” clause of the SQL SELECT statement.
For example, the following SQL statement selecting data from an Excel spreadsheet

using ODBC will result in 3 columns called CUSTID, EMAIL, and FULLNAME,
derived from 4 columns in the spreadsheet called ID, EMAIL, FNAME, and LNAME:

select ID AS CUSTID, EMAIL, FNAME+" "+LNAME AS FULLNAME
from [Demo-recipients$]

5.6.5 Summary

The Summary screen lists all the selections made in the Define Recipients wizard. From
here, it is possible to use the [<- Back] button to re-enter the wizard and make changes.
LISTSERV Maestro will validate the recipient list selected from the database, checking

for errors in the email addresses that would prevent the email from being delivered. From
this screen, it is possible to download the validated recipient list and the list containing

recipients who have been rejected. If available, a sample of the recipient list will appear
at the bottom of the screen.

Tips: Although initially it may take some assistance from the system administrator or data
administrator, selecting recipients from a database is a much faster method of
defining recipients for a job when compared to uploading a text file. Because
recipient data comes directly from a database, it becomes unnecessary to export the
data, upload a large text file, and parse the file, therefore saving time and system
resources.

To re-use SQL statements or build parameters into SQL statements, making them
more flexible, consider creating and using recipient target groups. See Section 5.1
Send to a Recipient Target Group for information on using recipient target groups;
see the Data Administrator's Manual for how to create recipient target groups.
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Figure 5-23 Define Recipient Summary

Summary

‘|
‘ Options Source Irc Recipients Details sSurmmary I ﬁ

Cancel | <- Back | l-'lnish|

Summary

A summary of the recipients information. Click the Finish button to save this as a new recipients
definition for your job.

Special Purpose Columns

E-mail Colurmn: EMAIL_ADDRESS

Mame Column: F_MNAME

Usage of Recipients Data: Used for mail merging and tracking

validation Results

Execute Date/Time: May 26, 2004 04:04:02 PM
Walid recipients (will be used for delivery): 102 download
Recipients with errors (ignored during delivery): 0

Duplicate Elimination
Selected Duplicate Elimination: Do not remove duplicates
Define Duplicate Elimination

Recipient Sample

F_MNAME L_MAME EMAIL_ADDRESS MODEL_MNUM PET
Zoe Zimmerman zoe@maestro-demo.lsoft.com 9595 dog
Yvette  Yosel yvette@maestro-demo.lsoft.com 8787 cat

Xavier  Xero Xavier@maestro-demo.lsoft.com 5454 bird
wilfred  Wonderly Wilfred@maestro-demo.lsoft.com 9595 none
Vanna WonSchedule Vanna®@maestro-demo.lsoft.com €787 cat

Ursula  Underhill Ursula@maestro-demo.lsoft.com 5454 nane
Toby Tuttle Toby@maestro-demo.lsoft.com 5454 dog
Seth Simpson Seth@maestro-demo.|soft.com 9595 none
Ron Remmington  Ron@maestro-demo.lsoft.com 9595 nane
Quod Quartermaster Quod®maestro-demo lsoft.com 5454 none

5.6.5.1 Duplicate Elimination

LISTSERYV Maestro can eliminate duplicate recipients from the Summary screen. Click
on the [Define Duplicate Elimination] button to initiate this function. Duplicates can be
removed based on one or more selected criteria. To select more than one criterion for
removing duplicates, hold down the SHIFT key or the CTRL key and click on the columns.

’ Tip: Removing duplicates from recipient data can be a useful way to ensure that multiple

messages are not sent to the same recipient. It is common practice for one person
to have more than one email address, for example, a work email address and a
personal email address. By creatively selecting one or more criteria to remove
duplicates, it is possible to avoid sending multiple messages to the same person with
different email addresses. Similarly, several recipients may use the same email
address, for example, family members sharing an ISP may also share an email
address. In this case, it might be desirable to send multiple messages to the same
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address shared by multiple recipients, but addressed to each individual using the
email account.

From the Define Recipients Summary screen, click [Finish] to save all settings and
return to the Job Details screen, the Summary diagram, or the Workflow diagram. The
recipients can always be edited by selecting the Edit link from the Summary diagram or
clicking on the Define Recipients icon from the Workflow diagram.

5.7 Letting LISTSERYV Select Recipients from a Database or LDAP Directory

The Let LISTSERYV Select Recipients from a Database or LDAP Directory option
relies on a pre-existing configuration of LISTSERYV connected to a database or LDAP
directory; wherein, LISTSERV acts as the communicator between the database/LDAP
directory and LISTSERV Maestro. This option may only be used if LISTSERV has been
set up to work with a database or LDAP directory. The site administrator should consult
the LISTSERV documentation for details.

5.7.1 Options

The first screen that opens in the Define Recipients wizard is the Options screen. Select
the Let LISTSERV Select Recipients from a Database or LDAP Directory option,
located in the Define recipients section. Click [Next ->] to continue.

5.7.2 Source

If LISTSERYV is connected to multiple databases or LDAP directories, then enter the
“server name” defined in LISTSERV'’s configuration in the Server Alias field on the
Source screen. This is the server alias as defined in LISTSERYV that is to be used to
execute the SQL statement or the LDAP query. If no name is specified, the default server
alias is used. See the LISTSERYV manual for more details.

Next, define the SQL statement or the LDAP query that will be used to select recipients
from the database. LISTSERV Maestro will save the query and will forward it to
LISTSERYV, either as SQL statement or as LDAP query, depending on the choice that is
supplied on this page. The command will then be executed by LISTSERYV to retrieve the
recipient information for the email job. Click [Next ->] to continue.

Figure 5-24 Define Recipients from LISTSERV Connected Database

Define Recipients

Options  Source

Cancel

Recipients Source: Let LISTSERV retrieve recipients

Specify how LISTSERV shall retrieve the recipients for the e-mail job.

Server Alias: (optional, leave empty to use the default alias)

& Use SQL with the statement below () Use LDAP with the query below
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5.7.3 Source Details

There are no Source Detalils for recipients selected from a database by LISTSERV.

5.7.4 Recipients Details

Because LISTSERYV is communicating directly with the database or LDAP directory,
LISTSERV Maestro does not have any information about what data is contained in the
database or how it is arranged. As a result, there is no preview of the columns being used
by the database. In order to give LISTSERV Maestro the information it needs to send the
job, itis necessary to know the exact names of the columns of data in the database. This
information can be obtained from the LISTSERV system administrator or from the
database administrator.

Enter the name of the email column in the Email Column text box. This is the minimum
amount of information needed to send a job. Optionally, enter the name of the recipients
column in the Name Column text box.

If mail merging is going to be used in the message, enter the names for the columns of
data that will be used as merged fields in the Merge Columns text box, one name per
row. In order to function correctly, the names of the columns entered here must be the
exact names used in the database.

Figure 5-25 Recipient Details for LISTSERV Selects Recipients from a Database

Define Recipients

Options  Source S oL Jetails Recipients Details

. (=]
E"’_:‘

Recipients Details
Specify the names of the recipient identification and additional merge columns.

Recipient Identification Columns
Supply the names of the columns that identify the recipient's e-mail address and name:

E-mail Column:

Name Column: | | toptional)

Additional Merge Columns

The e-mail column will be available as a merge field with the name "*T0O", the name column (if any)
as a merge field with the name defined above.

Enter the names of the additional columns that will be used for mail merging (one per row).
Merge Columns: | | (opticnal)

5.7.5 Summary

The Summary screen lists all the selections made in the Define Recipients wizard. The
sample recipient list will not show for a LISTSERYV selected database because
LISTSERV Maestro has no direct connection to the database and cannot obtain that
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information. Any problems with the query statement or the column names will not be
detectable until a delivery test is run, so be sure and test thoroughly.

From here it is possible to use the [<- Back] button to re-enter the wizard and make
changes. Click [Finish] to save the recipients definition and return to the Workflow
diagram.

5.8 Previewing the Recipient Count

If you use certain recipient types when defining an email job, then you can preview how
many recipients would receive the email job if it were delivered now.

The following recipient types can be previewed:
* CSV “just before sending”

* Maestro database select “just before sending”

» Target group based on “just before sending”

» Target group based on “Maestro database select just before sending”
» Target group based on “HRL”

If one of these recipient types is selected, then the Click Here link is available on the
Summary screen so you can preview your recipient count.

Figure 5-26 Define Recipients Summary Screen with New Link

Define Recipients

Options  Source  Source Details  Recpients Details  Summary I_ﬁ
Cancel <- Back Finish
Summary

A summary of the recipients information. Click the Finish button to save this as a new recipients
definition for your joh,

Recipients File
Server Path: D:\DevelopmentiMaestro Preview user\subscribersdataset.tyt
Load DatefTime: Recipients will be uploaded just before sending,.

Click here to determine recipient counts if delivery were now,

Special Purpose Columns

E-mail Column: EMAIL

Mame Caolumn: FNAME

Usage of Recipients Data: Used for mail merging and tracking

Duplicate Elimination
Selected Duplicate Elimination: Do not remove duplicates

[ Define Duplicate Elimination ]
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Once you click this link, the Summary screen will display how many recipients would
have received the job and a sample of the first 10 recipients so you can make sure you
are sending the job to the correct recipients.

Figure 5-27 Previewing Recipient Count

Define Recipients

‘Ogtinns Source  Source Details  Recipients Details  Summary L

[ <-Back | [ Finish |

3

Summary

& summary of the recipients information, Click the Finish button to save this as a new recipients
definition for your job,

Recipients File
Server Path: DahDevelopmentiMaestro Previewhusersubscribersdataset.tst
Load Date,/Time: Recipients will be uploaded just before sending.

If delivery had happened at Apr 9, 2008 5:24:50 PM, there would have
been 38 walid, 0 duplicate and 0 invalid recipients, & sample of the
recipients that would have been used for delivery is shown below,

Click here to determine recipient counts if delivery were now.

Special Purpose Columns

E-mail Column: EMAIL

Marne Colummn: FHAME

UUsage of Recipients Data; Used for mail merging and tracking

Duplicate Elimination
Selected Duplicate Elimination: Do not remove duplicates

[ Define Duplicate Elimination ]

Recipient Sample

EMAIL FNAME LNAME

Anna@maestro-demolsoft.com  Anna  Anchor 031771972
Bob@maestro-demo lsoft.com Bob Bouchard 033171981
Chuck@®maestro-demo lsoft.com  Chuck  Cho 7151983

- - . ' [ - - ' b da
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be sent to the recipient list. LISTSERV Maestro will copy content from a previously

defined email job, or original content can be uploaded or entered as plain text, as
HTML or a combination. Special “Drop-In Content” elements in the form of text, links,
files, or a database can be added to the message. It is possible to include attachments
to messages as well as select the language character set used to encode the message.

T he next phase of creating a new email job is defining the message of the email to

6.1 The Message Content Icon Bar

The Message Content Icon Bar makes it easier to define different aspects of your
message, check which features are enabled, and check which features may require
additional work. If a gray dash is displayed, then this features is disabled; if yellow circle
arrows are displayed, then the feature requires your attention and is not complete; if a
green checkmark is displayed, then the feature is enabled and all requirements are
fulfilled.

Figure 6-1 The Message Content Icon Bar

Define Message
Define the Subject and the Body of the message.

Al HTML Text i Drop-Ins vasn Template | . Forward to
:'..‘.:% v v __','_-;J-J v Eﬂ—aé: e || s~ A& acFriend
= SRS {{ .. 1) et 8 o

Copy from other job

6.2 Message Templates

You can now create professional-looking HTML message without any HTML coding.
LISTSERYV Maestro comes with ready-to-use message templates that contain
placeholders that, when selected in the template designer, will let you fill in predefined
areas with your own text or images. In addition, all text, including any changes you may
make down the road, will be entered into both the HTML and the text part of your
message so you only need to enter the text once. Each placeholder can represent one
or several instances of plain text or HTML, or a linked or inline binary. When using the
template designer, you can also preview each placeholder, providing a full picture of what
the template will look like when it is finished.

Important: Before you can use message templates to define a message, they need to
be created and enabled for use by the template manager. For more information, see
the Interface Customization Manual for LISTSERV Maestro.

6.2.1 Selecting a Template to Define the Message Content

To use a message template for your email message, click on the Template icon at the
top of the Define Message screen. Clicking this icon opens the Select Content Template
screen.
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Figure 6-2 Selecting a Message Template

Select Content Template

Select the template that you want to use for the current mail job's message

Click any of the options below to see a preview of the message with the selected choice applied.

Default Choice:

Do not use a template

User-Defined Templates:
Customer Support Newsletter
Marketing Newsletter
Weekly Newsletter

Once you select a template, click [OK] to return to the Define Message screen and
preview the template.

The biggest advantage to using an existing user-defined template is that the majority of
the options and settings that need to be defined for a message are already complete, pre-
defined by the person who designed the template. The only work left for you is to "fill in
the blanks" that were left in the template in form of special template placeholders.

Tip: To set a default template to use for defining your message, see Section 3.2 Mail
Jobs Preferences.

6.2.2 Filling Out Template Placeholders

To fill out the placeholders, select the Placeholder Values tab. This tab displays a list of
all placeholders in the template on the left and a preview of the message as it appears
with the current placeholder values at the right.

In the placeholders lists, any placeholders with no value supplied are marked with the
yellow circle arrows (these placeholders still require your attention). Placeholders where
avalue has already been supplied are marked with a green checkmark. The message as
a whole will have the "complete" state only if all placeholders are supplied with a value
and are marked with the green checkmark. In addition, any placeholders that are
"mandatory" are shown with bold text, while "optional” placeholders are shown with
normal text. A mandatory placeholder means that you must supply a non-empty value for
this placeholder. For an optional placeholder, you may choose to leave the placeholder
empty. However, you will have to do so actively (via the available links, see below), in
order for the placeholder to be marked as complete (with the green checkmark).

Finally, the placeholder that is currently selected is marked in the list with a highlighted
background. Click on a placeholder in the list to select it.

The message preview pane to the right shows the current message with the current
placeholder values already replaced. In the preview, the currently selected placeholder
is marked with a highlighted background.

Any placeholders that are still undefined are shown with a suitable dummy text as a
stand-in for the yet-to-be-defined actual value so that the preview is more meaningful.

You can move the mouse pointer over the preview to see and select placeholders. When
the mouse hovers over the value of a placeholder, the placeholder is highlighted and you
can click it to select this placeholder.

Below the preview, the current value of the currently selected placeholder is displayed,
together with an Edit link. Click this link to supply the value for the placeholder.
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) 4 Note: For an optional placeholder, an additional link with the text Leave Empty or Delete
: Value will also appear, that allows you to actively supply an empty value for this
placeholder.

When you click the Edit link, you are able to edit the value for the placeholder. When
editing a placeholder value, your options depend on the type of the placeholder.

Figure 6-3 Filling Out Placeholder Values

Define Message
Define the Subject and the Body of the message.

Text 4 Drop-Ins | awae.. Template | , Forward to| OK Cancel
4 v ;ﬂ'n‘i I » a Friend

S Ong ks V@ °C

R e

Copy from other job
Subject: [Enter newsletter subject here ...

HTML Preview | Text Preview | Placeholder Values | Attachments |

P URL to view newsletter Note: The currently selected placeholder is also used in the plain text alternative.
in browser To ensure that this newsletter is delivered to your inbox, add {{*FromAddress}} to your address book. e
3 Loge in top-left corner
0 of header

Header text for oS ~ Message Templates
v newsletter -

Issue number for
v newsletter

v Headers for articles
()

June 25, 2007

In this Newsletter:

Using Message Templates | Creating Message Templates | Using Placeholders | Subscription

URLs to read entire articles 2
. Details
() Bylines for articles

) Images to go with articles [ = 4 2
= Current value for "Issue number for newsletter” (plain text):
() Body text for articles T pies =
June 25, 2007
() URL to unsubscribe :
3 Physical address of
E- your organization

o Footer text for
¢ newsletter

[ Apply value | [ cancel |

Language: Mail will be sent with language charset for English (American charset US-ASCII).

For single value placeholders, these options are available:

* Plain Text — The text that you type will be interpreted as plain text without any HTML
code. If the placeholder is used in the HTML part of a message and the text you type
contains any special HTML characters, then those will be HTML-escaped before
replacement.

* HTML - The text that you type will be interpreted as HTML code and may contain
special HTML tags that are handled depending on the context.

If the placeholder appears in the HTML part of a message, then the HTML code
appears unescaped and will be interpreted as normal HTML. This allows you to
include HTML formatting code in the placeholder value (e.g. for attributes like
underline, bold, color, font, etc.), but it also requires you to remember to manually
escape any HTML-sensitive characters that are not be supposed to be interpreted
as HTML code.

If such a placeholder is used in the plain text part of a message, then the HTML
code that you enter will be converted automatically to plain text (see below).
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If the placeholder appears both in the HTML and the plain text part of a message,
then each of the above applies for each respective part, i.e. in the HTML part the
placeholder's value will be interpreted as HTML, in the plain text part it will
automatically be converted to plain text. Therefore, it is, for example, safe to use
simple formatting tags (like <b> or <u> for bold or underlined style) so that in the
HTML part some special formatting will be applied, even if the same placeholder
appears in the plain text part because there these tags will automatically be
removed.

However, you should avoid complicated HTML code in such placeholders, as the
rules by which the HTML code is converted into plain text are rather simple:

* Any HTML entities (for example like "&amp;" or "&quot;") will be resolved into
the correct replacement character.

* Any paragraph and linebreak tags (<p>, <br>, and similar) will be converted to
normal linebreaks.

» Any occurrences of ordered or unordered lists with list entries (<ol>, <ul>, and
<li>) will be converted into simple ordered/unordered lists.

* All other HTML tags will simply be removed.

If in doubt, make sure to check the Text Preview tab after supplying the HTML
placeholder value to see how your input was converted into plain text.

Binary — Placeholders of this type can only be used in the HTML part of a message.
The value for such a placeholder will be a URL that points to a binary that is
supposed to appear in the message. The kind of binary allowed for a given
placeholder is usually made clear by the placeholder name and context. Usually,
such binaries are images, but can also be background sounds. Depending on how
the placeholder was defined, these choices may be available:

» Upload an embedded inline binary — This option allows you to select a binary
file from your local computer and upload it into the message definition. The
binary file will be bundled together with the message (as a special inline
attachment) and the placeholder will be replaced with a special URL that
references this inline attachment. At the recipient's side, the binary will be
viewable even if the recipient is offline or has loading of linked binaries
disabled in the email client. However, this option makes the delivered email
larger by the size of the binary.

» Reference alinked binary — This option allows you to enter a URL. The binary
from that URL will not be bundled with the message, but the URL will simply be
used to replace the placeholder. At the recipient's side, the binary will then be
loaded as a linked resource. The advantage is that the additional binary size
will not be added to the delivered message, but the disadvantage is that the
URL must be a publicly accessible URL and the binary can only be loaded if
the recipient is online when reading the message and the loading of linked
binaries has not been disabled.

* Title input field — Depending on the placeholder definition, an input field for
the Title attribute may be available. Usually the value of this field is used to
supply the "title" and/or "alt" attribute of the <img> tag that renders the image
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Define Message
Define the Subject and the Body of the message.

L
| |2k

Subject: [Enter newsletter subject here ...

HTML Preview | Text Preview | Placeholder Values | Attachments |

that is defined by the binary placeholder. In these cases the "title" text will be
displayed if the image should not be available (and also for accessibility
purposes), and may also become visible as a tool-tip popup that appears when
the mouse pointer is hovered over the image. This may vary, however,
depending on the placeholder definition. Enter a meaningful "title" value for the
binary that you provide.

For multiple value placeholders, these options are available:

Plain Text, multiple values — Similar to Plain Text (see above), only you have the
option of supplying multiple values for this placeholder. These values will be
combined into a list according to the template definition, and then used to replace
the placeholder.

HTML, multiple values — Similar as HTML (see above), only you have the option of
supplying multiple values for this placeholder. The multiple values will be combined
into a list according to the template definition, and then used to replace the
placeholder.

Binary, multiple values — Similar as Binary (see above), only you have the option
of supplying multiple binaries for this placeholder. The multiple binaries will be
combined into a list according to the template definition, and then used to replace
the placeholder.

Figure 6-4 Defining a Multiple Value Placeholder

Text . ~n Drop-Ins &...._; Template i y Forward to

v ; _\:“j\:-_\“ v ﬂ”::} v @ aand
- Jate A - | Copv from other job

7 URL to view newsletter | Note: The currently selected placeholder is also used in the plain text alternative.
in browser

. Logo in top-left corner
0 of header

. Header text for
0 newsletter

o Issue number for 2| Lorem ipsum dolor
¢ newsletter =

v [ ——— In this Newsletter:

() URLsto read entire articles

Details
(9] Bylines for articles
() ‘imagestogowitharticles Using Message Templates Back to Top
(9] Body text for articles
() URLto unsubscribe v
Physical address of E o z = 5 - ]
0 your organization Current value for "Headers for articles™ (plain text, multiple values):
[ Footer text for 1: |Using Message Templates
¢ newsletter

To ensure that this newsletter is delivered to your inbox, add {{*FromAddress}} to your address book. i

Lorem ipsum dolor

Using Message Templates | Creating Message Templates | Using Placeholders | Subscription

2: |Creating Message Templates

3: iUsing Placeholders

(AlE Eokic

[ Apply value | [ cancel |

Language: Mail will be sent with language charset for English (American charset US-ASCII).
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As described above, all values of a multi-value placeholder are usually combined
together and the resulting value list is then used to replace the placeholder. As a result,
if a template contains several multi-value placeholders after each other, then after
replacement you will have several such lists: The first list contains all values of the first
multi-value placeholder, followed by the second list with all values of the second multi-
value placeholder, followed by the list of values from the third multi-value placeholder,
and so on. Such as the following (assuming three multi-value placeholders with four
values each):

First Value of placeholder 1
Second Value of placeholder 1
Third Value of placeholder 1
Fourth Value of placeholder 1
First Value of placeholder 2
Second Value of placeholder 2
Third Value of placeholder 2
Fourth Value of placeholder 2
First Value of placeholder 3
Second Value of placeholder 3
Third Value of placeholder 3
Fourth Value of placeholder 3

However, in some cases, depending on the template definition, multi-value placeholders
may behave differently. This is when several multi-value placeholders are grouped
together by the template creator in such a way, that their values are being displayed in
an alternating fashion, i.e. instead of all values of the first placeholder, followed by all
values of the second placeholder, and so on, what you then get is something like this
(assuming three grouped multi-value placeholders with four values each):

First value of placeholder 1
First value of placeholder 2
First value of placeholder 3
Second value of placeholder 1
Second value of placeholder 2
Second value of placeholder 3
Third value of placeholder 1
Third value of placeholder 2
Third value of placeholder 3
Fourth value of placeholder 1
Fourth value of placeholder 2
Fourth value of placeholder 3
In such a case of grouped placeholders, you usually should take care to:

» Provide the same number of values for all grouped multi-value placeholders.
Otherwise there may be "holes" in the alternating list of values, if one of the multi-
value placeholders has fewer values than the others.
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» Use a matching order for the multiple values of the grouped multi-value
placeholders, so that all the first values of all multi-value placeholders correspond to
each other, just as all second values should correspond, and so on. Because as you
can see from the above example, all the first values will be displayed one after the
other, followed by all second values, then all third values, and so on.

6.3 Forward-to-a-Friend

The Forward-to-a-Friend feature lets you set up a “Forward this e-mail to a friend” link for
each message you send to your list subscribers or message recipients. Once setup, this
links gives your subscribers and recipients the freedom to share the message with
others. Using this feature gives you the ability to reach a wider audience with your
message and the ability to build your subscriber list using their friends as a referral.

Once the message is forwarded, an exact copy of the message will be delivered to all of
the addresses supplied by the subscriber. Upon arrival, the message contains an
additional preamble and personal message (optional) informing the new recipients who
forwarded the message to them. The forwarded email will also contain the same
"Forward this e-mail to a friend" link that was in the original mail, allowing the recipient to
forward this message, yet again, to more friends.

) 4 Note: Privacy is preserved throughout the forwarding transaction, and every subsequent
forwarding transaction.

If Forward-to-a-Friend tracking was enabled for the original message, then LISTSERYV
Maestro will also keep a record of all these forwards, with a detail level that corresponds
to the selected tracking level. For information on enabling tracking, see Section 7
Tracking. For information on using the tracking report, see Section 12.6 Forward-to-a-
Friend Report.

) 4 Notes: If the original message uses merge fields to fill in profile field values of the original
recipient, then these fields will be freshly merged for each forward. This means that
if the original recipient's profile fields have changed since the original mailing, then
the forwarded message will contain different merge field values than the original
message.

The forwarding will only work while the original Hosted Recipients List still exists and
the original recipient is still a subscriber of that list.

6.3.1 Enabling Forward-to-a-Friend

The Forward-to-a-Friend feature can be enabled while you are defining the content of
your email job. At the top of the Define Message screen, click Forward to a Friend icon
to open the “Forward to a Friend” Setting screen. This screen allows you to enable or
disable the forward to a friend feature for your message. The screen is divided into
several parts. The top part is where you enable the feature by simply clicking the Enable
“forward to a friend” for this job option. Once this option is enabled, the rest of the
screen becomes active.
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Figure 6-5 Enabling Forward-to-a-Friend

"Forward to a Friend" Settings

Enable or disable the "forward to a friend” feature for the job.

) Disable "forward to a friend” for this job.
() Enable "forward to a friend” for this job.

The "forward to a friend" feature can only be used if the following settings are all configured as
described.

m The recipients of the mail job must be defined to be of the type "Target Group”, where
'\_J ' the target group in turn is based on a hosted recipients list.

Drop-In usage must be enabled and each content part must contain at least one
appearance of the special system drop-in {{*ForwardToFriendURL} }.
{This system drop-in will be replaced with a URL to the "Forward to a Friend" page.)

A preamble must be defined which will be included at the very top of each forwarded
mail (but not in the original mailings). This preamble is supposed to inform each forward-
recipient about the nature of the message he has just received and that it was forward to
him on behalf of another user:

After enabling this feature, you will need to make sure that the conditions described on
the screen are correctly met and the settings are configured accordingly. If a condition is
not met, then the Orange Circle icon appears next to it. When a condition is met, then
the Green Shield with a Checkmark icon appears next to it.

K€

The following conditions must be met for the feature to function properly:

» Recipients Type — Forward-to-a-Friend only works with recipients that are based on
a target group that is based on a Hosted Recipient List. The feature does not work
with any other recipient type.

» Drop-Ins — Drop-in usage must be enabled for the message and the special system
drop-in {{*ForwardToFriendURL}} must appear at least once in the message body. If
the message has several body parts, like an HTML mail with a text alternative, then
this special system drop-in must appear at least once in each body part. This system
drop-in will later be replaced with a URL that, if clicked, will send the recipient to the
special page where he can enter the e-mail addresses of his friends, to which he
wants to forward the message. You should make sure that this system drop-in
appears in a location where it can be easily found and understood by the recipient.

For example in a plain mail, you probably want to embed the system drop-in in some
explanatory text, similar to this:

Click the link below 1If you want to forward this message to
any of your friends: {{*ForwardToFriendURL}}

In an HTML mail, you should use the system drop-in not only in the correct context,
but also as the value of the "href"-attribute of an <a> tag so that it will actually be
rendered as a clickable link, similar to this:

<a href="{{*ForwardToFriendURL}}">Click here</a> to forward
this message to any of your friends.

* Forward to a Friend Preamble — Whenever a message is forwarded using the
Forward-to-a-Friend feature, a special preamble is prefixed to the actual message,
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letting the recipient know that they are not the original recipient of this email, but that
it has been forwarded by a friend. This is also important so that the recipient does
not think that the email is spam. Because of this, the preamble is mandatory and can
not be left empty.

The rest of the “Forward to a Friend” Settings screen is where you define the preamble
for the forwarded message.

If the message is an HTML message with a text alternative, then two preambles must be
entered — one for the HTML part (which may also contain HTML code) and one for the
text alternative part.

In the preamble, the following special system drop-in is mandatory:

* {{*SenderAddress}} — The preamble must contain at least one occurrence of this
special system drop-in, which will be replaced (during the forwarding process) with
the email address of the recipient who triggered the forward. This drop-in lets the
friend-recipient know who the message was from.

There are two more special system drop-ins that are optional:

* {{*UserMessage}} — This system drop-in allows for the addition of a personal
message when forwarding the message. For more information, see the Allowing
Recipients to Enter a Personal Message section.

e {{*SubscribeURL}} — This system drop-in allows the friend-recipient to also
become a subscriber of the original list. For more information, see Section 6.3.3
Letting “Friends” Subscribe to Your List.

) 8 Note: These three drop-ins, described above, are the only drop-ins that can be used in
the preamble. In addition, these three special drop-ins can only be used in the
preamble and cannot be used anywhere else in the body of the message.

The Actions link opens a menu with the following options:

« Save Current Preamble as Default — The current content of the preamble is saved
as a default, making it available for use in other mail jobs.

* Reset Preamble to Default — If you have previously saved your own default
preamble (with the Save Current Preamble as Default option), then this option
allows you to re-use this default for the current job. The preamble will be replaced
with whatever preamble was last saved as your personal default.

* Reset Preamble to System-Default — The preamble will be replaced with a
system-defined default preamble. This option to reset to the system-default is
always available.

defining your own preamble. This will save you formatting time and provide you with

Tip: Select this option, and then make changes to the default preamble as a shortcut to
an example of the usage of the system drop-ins.
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Figure 6-6 Entering a Preamble

HTML-part preamble (may contain HTML code): Actions

Text-part preamble:

In the preamble, the following special system drop-ins are allowed (drop-ins

shown in bold are mandatory):

{{*SenderAddress}} Replaced with the address of the forwarding user.

{{*SubscribeUrL} } Replaced with a URL to the subscribe page of the hosted
recipient list (to allow the foward-recipient to also subscribe to
the list).

{{*UserMessage’}} Replaced with an optional personal message supplied by the
forwarding user (see help page for details).

(o)

6.3.2 Allowing Recipients to Enter a Personal Message

The {{*UserMessage}} system drop-in in the preamble allows for the addition of a
personal message supplied by the forwarding user. For this system drop-in, the following
rules are used:

If the {{*UserMessage}} drop-in is not present in the preamble, then the forwarding
user will not have the option of entering a personal message (i.e. there will not be a
personal message included in the preamble of the forwarded message).

If the {{*UserMessage}} drop-in is present, then the forwarding user will have the
option of entering a personal message, but this personal message is optional.

If a personal message is entered, then it will be used to replace the system drop-in.

If a personal message is not entered, then the system drop-in will simply be
removed from the preamble (or in other words, it will be replaced with an empty
string).

The {{*UserMessage}} drop-in uses a special syntax that lets you define a prefix and
a suffix for the personal message. The prefix and suffix are only included if the user
actually supplies a personal message.
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To include a personal message anywhere in the preamble, without a special prefix
or suffix, simply type the name of the system drop-in, {{*UserMessage}} (with the
opening and closing tags that are appropriate to your message), at the desired
location.

If you want to define a prefix and/or suffix for the personal message, then use the
following syntax:

{{*UserMessage prefix#VALUE#suffix}}

where you replace "prefix" with the desired prefix text and "suffix" with the desired
suffix text, using the following rules:

» The string #VALUE# (including the "#" enclosing characters) must appear between
prefix and suffix (if any are present).

» Both prefix and/or suffix may be empty (may be left out).

» Both prefix and suffix may contain linebreaks. The linebreaks will become part of the
prefix/suffix.

» Any characters after "*UserMessage" and before "#VALUE#" will be part of the
prefix, including all linebreaks (even linebreaks that appear immediately before
"#VALUE#"), except for any whitespace that follows immediately after the word
"*UserMessage" and that appears on the same line as the word "*UserMessage".
This particular whitespace is ignored. Also, if the first line contains only whitespace
after the word "*UserMessage", then the linebreak at the end of this line will also be
ignored and will not be part of the prefix. (See below for examples.)

* Any characters after "#VALUE#" and before the closing drop-in tag "}}" (or whatever
closing tag is applicable in your message) will be part of the suffix, including all
linebreaks, even linebreaks that appear immediately after "#VALUE#" or before the
closing tag "}}". (See below for examples.)

If the user does not supply a personal message, then the whole system drop-in (starting
with the opening tag and ending with the closing tag) will be replaced with an empty
string, i.e. the prefix and suffix will not appear.

If the user supplies a non-empty personal message, then the whole system drop-in
(starting with the opening tag and ending with the closing tag) will be replaced with the
text that is built by linking the prefix, user message, and suffix. Or, in other words, in the
string "prefix#VALUE#suffix", the "#VALUE#" part (including the enclosing "#"
characters) is replaced with the personal message, and the resulting string (including
prefix and suffix) is used to replace the system drop-in.

, Tip: For examples using the {{*UserMessage}} drop-in with prefix and/or suffix, see the
online help.

6.3.3 Letting “Friends” Subscribe to Your List

The {{*SubscribeURL}} system drop-in in the preamble will be replaced with a URL of the
subscribe page for the Hosted Recipient List (HRL) that was initially used in the recipient
definition. You can use this URL to include a link in the preamble that allows the friend-
recipient to also become a subscriber of the original list. If left out, then no such URL will
be included in the preamble.
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i Notes: Only subscriptions that happen through a click on this URL in a forwarded
message will be counted as "conversions” and reported in the forward-to-a-friend
reports. In addition, The HRL and dataset must both be “open to everyone” in order
for the {{*SubscribeURL}} system drop-in to function.

6.4 Drop-In Content

Drop-in content is similar to merging fields, except that the same content is merged into
the email message for all recipients. Drop-ins can be used to create pre-defined content
parts that can then be inserted into any message. For example, a drop-in content element
could be created with a company header and added to all the outgoing email messages
simply by including the name of the drop-in element in the content. For more information
about creating drop-in content elements, see Section 15.3 Creating and Managing Drop-
In Content Elements.

Drop-in content must first be enabled before it can be used in a message. Click the Drop-
Ins icon to open the Drop-In Content Settings screen.

Figure 6-7 Drop-In Content Settings

Drop-In Content Settings
Enahle or disakle the drop-in content feature for the job,

To create a new drop-in content element or to edit an existing one, click on the Utility rmenu and select
New Drop-in Content or Drop-Ins.

If drop-in content is enabled, define the opening and closing tags that are used to enclose drop-in
content placeholders so that LISTSERV Maestro can recognize them.

Faor exarmple, if the opening tag is "{{" and the closing tag is "}}", you would create a drop-in
placeholder that looked like this: "{{PLACEHOLDER_MAME}}",

(% Disable drop-in content far this job.
(") Enable drop-in content far this job. Use the following placehalder tags:

Opening tag:
Closing tag: .

Cancel

LISTSERV Maestro recognizes drop-in elements if they appear in the message enclosed
by specially defined tags. The tags surround the name of the drop-in content element,
creating a “drop-in placeholder.” This placeholder will be replaced by actual content at
the time the message is sent. It is possible to see what the drop-in will look like within the
context of the message by clicking any of the preview tabs, Text Preview, HTML Preview,
or AOL Preview.

The default setting for drop-in content tags are double open and closed curly brackets,
e.g. “{{* and “}}". An example of a drop-in content placeholder using the default settings
would be {{company_address}}. It is possible to change the open and closed tags to
other characters, but the characters must not appear in the actual name of the drop-in
content element itself or anywhere else in the text. For instance, if the name of the drop-
in were "dec_header", then in the default mode the drop-in would appear as
{{dec_header}}. It would not be possible to change the open or closed tag to an
underscore “_" because it appears in the name of the drop-in element. Conversely, if the
actual message contains the text “{{* or “}}", then it will be necessary to select different
tags to use for placeholders.
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To include a drop-in content element in a message, simply type the drop-in element's
name (with the exact spelling and case) and surround it with the opening and the closing
tags that have been defined. For a list of available drop-ins, click the Show Merge Fields
and Drop-Ins link at the bottom of the text box on the HTML Code, AOL Code, or Text
tabs. Copy and paste the name of the drop-in into the message to ensure the correct
name and tags. To define a new drop-in content element, see Section 15.3 Creating and
Managing Drop-In Content Elements.

6.5 Creating Text Messages

To create a plain text message with LISTSERV Maestro, select the Text icon. The
Message Content Type screen opens. Select the Plain Text Mail option, and click [OK]
to return the Define Message screen.

Figure 6-8 Creating a Plain Text Message

Message Content Type Settings
Please define the content type of the message.

The message can either be a HTML-message or a plain text message. In case of a HTML message, you
can also choose to include a plain text alternative. This alternative may allow recipients whose e-mail
program can not display HTML-messages correctly, to still read your message.

AL
Lagehe () HTML Mail

o [E

Include plain text alternative

For editing of the HTML content, use the following editor mode:
HTML source code editor (text editor).

Visual HTML editor (WYSIWYG).

Note: The visual HTML editor will parse and rewrite the HTML code, which may
introduce changes to the code when you first switch to this mode.
Only enable the visual HTML editor if this rewriting of the HTML code is acceptable.

(=3 Plain Text Mail

On the Plain Text tab, type in the text box or click [Upload Plain Text] to upload a text
file. If drop-in content has been enabled, the Plain Text Preview tab will appear. Click on
this tab to see what the drop-in content elements look like within the body of the
message.

it is possible to use spelling and grammar checkers. Just be sure to save the file as
text, not in the word processor format. Click [OK] when finished composing or
uploading the message.

Tip: Uploading a file composed in a word processing program can be beneficial because

:E Important: In order to track links inside of text messages, it is necessary to enclose the
URL within quotation marks (“http://www.lsoft.com”). These quotation marks will
be removed from the recipients’ copy of the message, and serve only to let the

system know that there is a trackable link in the message.

) 8 Notes: The Plain Text Preview tab will use the same charset that is used when the mail
is delivered. Because of this, any characters that will not be expressible during
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delivery will appear as a question mark (?) on the Plain Text Preview tab.

This feature only applies to the Plain Text Preview tab. The HTML part of a message
will never contain unprintable characters because characters that are not contained
in the selected charset will be included as HTML entities instead (such as,
“&HNUMBER;")

6.6 Creating HTML Messages

There are several ways to compose HTML messages in LISTSERV Maestro:
* Upload an HTML file from a local drive.

* Copy and paste HTML source code from another application.

e Type in HTML source code.

» Use a message template.

Note: In order for any links to be tracked in an HTML message, they must be enclosed
within quotation marks. Most HTML editors will do this automatically, but it is
possible to create a link without quotation marks that will be read in Internet Explorer
(this browser is very forgiving of HTML coding errors). If in doubt, or if there is trouble
selecting a tracking definition for a seemingly good link, double check the HTML
coding of the links. An example of correct coding appears below:

<a href="http://www.lIsoft.com”>Link text goes here</a>

Omitting the quotation marks would result in incompatible coding for LISTSERV
Maestro tracking.

Important: In order to upload HTML files into LISTSERV Maestro, it is necessary to have
the Microsoft® Java Virtual Machine (MS JVM) or Sun Microsystem’s The Java
Virtual Machine (JVMTM) installed. This ensures that any accompanying image
files for backgrounds, banners, icons, diagrams, and pictures will be
automatically uploaded with the source code. Most Windows systems
manufactured before 2003 already have MS JVM installed. If a system does not,
download The Java Virtual Machine from http://java.sun.com/getjava/index.html.

Before creating the actual HTML message, you must enable it for HTML. On the Define
Message screen, select the HTML icon. The Message Content Type Settings screen
opens.

Select the HTM Mail option, and then select which editor mode you want to use for the
HTML part (not available when using the Safari browser). To edit on the source code
level, with a normal text editor, select HTML source code editor. The advantage is that
you have direct control over the HTML code; the disadvantage is the missing visual
feedback of your input.

To edit using the new HTML Editor, which uses a visual editor in WY SIWYG-style, select
Visual HTML Editor. The advantage is the direct visual feedback of your input; the
disadvantage is that you have less control over the HTML code that is produced.
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Figure 6-9 Creating an HTML Message

Message Content Type Settings
Please define the content type of the message.

The mes=age can either be a HTML-message or a plain text message. In case of a HTML mes=sage, you
can also choose to include a plain text alternative. This alternative may allow recipients whose e-mail
program can not display HTML-messages correctly, to still read your message.

& HTML Mail
[lInclude plain text alternative

For editing of the HTML content, use the following editor mode:

() HTML source code editor (text editor).

(% Visual HTML editor (WYSIWYE).

Note: The visual HTML editor will parse and rewrite the HTML code, which may
introduce changes to the code when you first switch to this mode.
Only enable the visual HTML editor if this rewriting of the HTML code is acceptable.

) Plain Text Mail

Preferences, Mail Jobs, then Content. The Content Preferences screen opens.
From here, select the Use visual HTML editor option. If you want to enable the
HTML Editor Toolbar, then select the If visual HTML editor is used: Enable
advanced toolbar for form elements option. For more information on user
preferences, see Section 3 User Preferences.

: Important: To use the Visual HTML Editor, you must first enable it by selecting

) 4 Note: When you switch from the source code editor to the visual HTML editor, any
existing source code will be parsed and rewritten by the visual editor, which may
introduce changes to the code even if you do not make any changes yourself.
Therefore, you should enable the visual HTML editor mode only if it is acceptable
to you that your HTML source code may be changed by the editor.

Click [OK] to return the Define Message screen.

If you selected HTML source code editor, then the HTML Code tab will be available.
Use this tab to enter any source code for you message. You can type directly into the
box, cut and paste HTML source code, or upload an HTML file. For information on
uploading an HTML file, see Section 6.6.1 Uploading an HTML Message.

If you selected Visual HTML Editor, then the HTML Editor tab will be available.
Figure 6-10 HTML Editor Toolbar

HTML Preview | HTML Editor | Text | Attachments |
Conditional content is disabled for this job. Change Editor Mode

2 Eleowce ([E | 4 G2 | @ W @9 |8 S i = | &= | EHEeEQ
: Format - | Font Times Mew ... |=| Size [small r:B I U = | il M @ [atl i.i _H E _\J - %

b
L]

Use this tab to access the HTML Editor, which lets you have visual feedback when
creating you HTML message. If enabled, the HTML Editor Toolbar gives you many
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additional features, such as font and text formatting, cut, paste, undo, and redo actions,
image insertion, table creation, and form fields. If you are used to using Microsoft Word
as your HTML Editor, then you will certainly feel comfortable using the HTML Editor. You
can also upload an HTML file from this tab. For information on uploading an HTML file,
see Section 6.6.1 Uploading an HTML Message.

Note: To switch editing modes, click the Editor Mode link on the HTML Code or HTML
Editor tabs. This takes you back to the Message Content Type Settings screen (see
Figure 6-9), which is where you can pick which editor to use.

6.6.1 Uploading an HTML Message
HTML messages can be created locally and uploaded into LISTSERV Maestro.

1. Click [Upload HTML] from the HTML Code, HTML Editor, or HTML Preview tabs on
the Define Message screen.

2. The first time a file is uploaded after the Java Virtual Machine is installed, a Security
Warning screen will appear, asking for permission to use the L-Soft applet to upload
HTML. If Always trust content from L-Soft Germany GmbH is checked, then the
Security Warning screen will not re-appear for future uploads. If this option is not
checked, then it will be necessary to grant permission to use the applet every time
HTML files are uploaded in a new browser session.

3. Grant permission to install and run HTML Upload Applet (for the first time only).
Check Always trust content from L-Soft Germany GmbH to prevent the dialog box
from re-appearing. Click [Yes] to continue.

4. Browse a local drive for the file, select the file to upload, and then click [OK]. If there
are any image files that are linked remotely or embedded from local files, then a
screen will appear listing each and asking whether to proceed with the upload. Click
[Yes]. The HTML message will then appear in the HTML box.

5. Review the Load Properties, and then click [Yes] to continue.
6. Review the Load Results, and then click [Yes] to continue.

The LISTSERV Maestro applet will also check to ensure internal and external references
to linked or embedded image files are valid. Linked files are not sent with the message;
embedded files are sent with the message. One advantage of using linked files is that the
message will be smaller. However, a live Internet connection is necessary to view linked
files. If the image server is down, they will not be visible. In addition, some firewalls strip
HTML messages that contain links to outside sources thus rendering the image invisible.

Embedded files, on the other hand, will be visible without a live Internet connection and
if the image server is down. They will make the message larger, but they will not, in most
cases, be stripped from the message by a firewall. Consider the use of images, linked or
embedded, carefully to avoid complications for the recipients.

Any invalid links will be counted as errors and will be reported in the Load Results dialog
box. If [Yes] is clicked, then LISTSERV Maestro will continue uploading the HTML file
even if it contains link errors. The error report is only a warning to remind the user that
there are currently problems, but the upload is not suspended. The reason that uploads
are not halted when the HTML contains errors is that the linked files simply may not be
available yet. Sometimes, referenced web sites are under development or are being
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updated as the email message is being created. Once the linked site is complete, the
message will be valid and can be sent out.

Tip: Make clicking each link for linked files a part of the testing procedure and don’t
approve the test until all of the links are working correctly. For more information on
testing an email job, see Section 9.1 Delivery Testing for a Job.

Table 6-1 Advantages and Disadvantages of Linked and Embedded Files

Advantages Disadvantages

Linked Smaller message size. Recipients must have a live Internet

Files Mail servers will most likely not connection.
refuse a small message. Some firewalls strip HTML content
Drop-in content can be used. linking to outside sources.

Some email clients refuse to show
linked files.
Image server must be available.

Embedded | No image server needed. Large message size.

Files Firewall will not strip content. Some mail servers may refuse or
Visible without a live Internet delete large messages.
connection.

Drop-in content can be used.

6.6.2 Alternative Text for HTML Messages

To add a plain text alternative to an HTML message, go to the Define Message screen,
select the HTML icon, select the HTM Mail option, and then check the Include plain text
alternative box.

Figure 6-11 Creating an HTML Message

Message Content Type Settings
Please define the content type of the message.

The message can either be a HTML-mes=sage or a plain text mes=age. In case of a HTML message, you
can also choose to include a plain text alternative. This alternative may allow recipients whose e-mail
program can not display HTML-messages correctly, to still read yvour message.

AL
siame  (3) HTML Mail

dy

Include plain text alternative

For editing of the HTML content, use the following editor mode:
) HTML source code editor (text editor).

%) Visual HTML editor (WYSIWYG).

Mote: The visual HTML editor will parse and rewrite the HTML cade, which may
introduce changes to the code when you first switch to this mode.
Only enable the visual HTML editor if this rewriting of the HTML code is acceptable.

3 Plain Text Mail
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Selecting these options will ensure that recipients whose email client does not display
HTML will default to the plain text alternative, allowing them to receive the message. Click
[OK] to return the Define Message screen.

On the Text tab, add the alternative text message. The message can be uploaded,
pasted, or typed directly into the box. Use the Text Preview tab to see what the message
looks like to recipients. Any drop-in content elements will be automatically added into the
body of the text message.

) 4 Notes: Any trackable links in the alternative text message must be enclosed within
guotation marks the same way as the trackable plain text message links are
enclosed. Merge fields and drop-in content can be used in this format as described
in Sections 6.4 Drop-In Content and 6.9 Merge Fields and Conditional Blocks.

6.6.3 Conditional Content

In the event that recipient data is available that somehow determines the format each
recipient prefers to receive, then that data can be used to send the preferred format to
each recipient, all within the same job. This determination is based upon a conditional
statement run against the recipient data. The advantage of using conditional content is
that it's possible to prepare a single job for recipients who prefer HTML and those who
prefer plain text, respecting each recipient’s choices as well as saving time and reducing
the chance for errors while sending multiple jobs.

In order to use the Conditional Content feature, it must first be enabled. To enable
Conditional Content, click on the Change link that appears directly under the tabs of the
text box on the Define Message screen when HTML with text alternatives is selected.
The Conditional Content Settings screen opens. Select Enable conditional content.

Once enabled, it is necessary to type in the condition that determines which recipients
receive which type of mail. LISTSERV Maestro uses the standard LISTSERYV syntax to
create the condition. See Section 17 Using Conditional Blocks or more information on
constructing conditions. The condition needs to include at least one merge field from the
recipient data so that the condition acts like a variable whose true/false result is different
for those recipients receiving each of the different message formats.

Figure 6-12 The Conditional Content Settings Screen
Conditional Content Settings
Enable or disable conditional content delivery for the job.

The current content definition contains HTML with a plain text alternative.
Please define which content type shall be sent to which recipients:

" Disable conditional content: Send multipart HTML with alternatives to all recipients

@ Enable conditional content: Send different contents, depending on recipient settings:

e Send HTML content with a plain text alternative only to recipients that meet the
following condition:

|&emai 1_type= "h"

e Send plain text content to all other recipients.

oK | Cancel|

In the HTML content with plain text alternative field, enter at least one condition for the
HTML content. If a recipient fulfills the condition, the full HTML email including the plain
text alternative is delivered to that recipient. If the recipient does not fulfill the condition,
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a simple plain text email is delivered instead, containing only the plain text alternative. If
attachments are present, then LISTSERV Maestro adds the attachments to each of the
messages, without applying conditions.

6.6.4 Previewing Blocked HTML Images

To preview your message and check whether or not your message is still discernible
even if your images get blocked, go to the Define Message screen for your email job. This
screen contains the new options, Preview with linked images and Preview with inline
images, used for previewing your message’s HTML images.

Figure 6-13 New Previewing Options on the HTML Preview Tab

Define Message
Define the Subject and the Body of the message.

Al HTML Text A Drop-Ins | wesl. Template . Forward to Cancel
-y s o v F [~ 4 aFriend

mw v =2 Y |SE (Con j| = @ i

= : sz HE : Copy from other job

Subject: !Et_e_st |

HTML Preview | HTML Code | Text Preview | Text | Attachments |

WC|

Your Monthly Newsletter

Conditional content is disabled for this job. Change

|

Dear &NAME;,

Thank you for your continued interest in the Widget Company. It is our pleasure to announce the
new product line for Fall of 2007 You will be delighted with all the new features and ease of use. To
get a sneak peak, visit www widgets com To place an advance order, point your browser to
www.order widgets_now.com

Recall Update

We wanted to remind all our customers who purchased the Executive Writer model number
&MODEL_NUM; that the recall is still in effect. To recieve your new product, please ship the old
product to . We will send you a new Executive Writer immediately!

New Contact Address

We have relocated to a larger facility to better serve our customers! If you would like to contact the
Widget Company please send correspondance to:

Or call us at:

[ Upload HTML ] [ Download HTML Preview with linked images Preview with inline images I

Language: Mail will be sent with language charset for West Eurcm $1S0-50870-1]

€

Removing the checkmark from either of these options will have the effect that the
corresponding image type will no longer be displayed in the preview, which lets you
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check how the message would look if this image type were blocked (or stripped) by the
recipient's email client.

Notes: These options only work if these image types are present in the email message.

In addition, these options only affect the preview of the message. The actual emails
will always include the images (either linked or inline, depending on the type of each
image) no matter how the options are set here on the HTML Preview tab.

There can be many reasons why images are not being displayed by an email client.
For example, the email client could initially be blocking the display of linked images
until the user manually unblocks them (this is very common with current email
clients), or any inline image attachments may have been stripped from the email by
the recipient's email server, or the mail client could simply be unable to display any
images at all (as may be the case with older email clients). Because of these
reasons, it is extremely important that you make sure your message is readable and
understandable even if the images in the message are not being displayed. If your
message is not discernible, then you should rework your text so that the message is
apparent without the images.

6.7 Adding Attachments

To attach a file to a message, click the Attachments tab on the Define Message screen.

Figure 6-14 Define Message Attachments

Define Message
Define the Subject and the Body of the message.

[ Copy Message from Another Job |

Drop-In content is disabled for this job. Chanoe
Subject: .
Body: @ Plain Text O HTML

Plain Text .i\ttachmentsl

- LSoftLogo.gif [ 3,202 Bytes] delete download
- Maestro3.0_MewFeatures.doc [602,112 Bytes] delete download

[ add attachment |
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Click [Add Attachment] to browse for a file from a local drive. When content from one
job is copied to another job, attachments are copied as part of the message content

To delete an attachment, click the delete link next that particular attachment. To
download an attachment to a local drive, click the download link.

) 4 Note: Any type of file can be included as an attachment to an email message. There is
no limit to the number of files that can be attached to a message, but there may be
a limit to the size of each attachment set by the system administrator. Large
attachments or numerous attachments can slow down the delivery of the message
and use up bandwidth. Recipients with slower connections may have a negative
reaction to the message if they have to download large or numerous attachments.
Consider using a link to the information instead of an attachment. That way,
processing time is faster, less bandwidth is used, and the link can be tracked.

6.8 Setting the Language Character Set

A character set (also called charset, character encoding, code page, or character page)
is a table that matches numbers (the digital information sent by computers over the
Internet) to letters, or more precisely, characters. Due to the nature of digital information
and email (all data is reduced to numeric code) there is a finite number of “positions” in
this table to correspond to letters and other symbols of a language. Therefore, different
charsets have been developed to correspond to the different letters and symbols for
different languages.

A charset will not translate one language to another; it only encodes data to match
positions in the table to specific characters. For example, in the charset ISO-8859-1
(matching an alphabet suitable for West-European languages), the position number 196
represents the umlaut A. The same position, 196, using the charset ISO-8859-7 (the
Greek alphabet), matches the Greek letter. As a result, the same position number in the
table will result in different characters being displayed, depending on the charset used
for the encoding. For more information on this subject, see Appendix B Email and
International Character Sets.

LISTSERV Maestro defaults to the ISO-8859-1 (Latin 1) character set for encoding email
messages unless a different default setting has been preset by the system administrator.
LISTSERV Maestro supports other charsets, and if users are given the right to use other
character sets, an active link will appear at the end of the Language: Mail will be sent
with language charset for... sentence at the bottom of the Define Message screen. The
link will be different depending on whether a different selection has previously been

made. The default link is West European (Latin 1 charset ISO-8859-1).

To choose a different charset, click the active link. The Language Charset Settings
screen will open. Select a charset from the drop-down menu and click [OK].
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Figure 6-15 Language Charset Settings
Language Charset Settings
Please define the language charset that is to be used for the mail during sending.

If your mail contains characters which are not displayable in the chosen language charset, then those
characters will be replaced with question marks '?" in the outgoing mail.

Please be also aware of the potential problems that are associated with using one of the advanced
language options (see list below). Please see the help pages for more information about the possible
problerms and how to aveid therm.

[ West European (Latin 1 charset 150-8859-1) =
lWest European (Latin 1 charsef 15 g1} ]
East European (Latin 2 charset [S0-8859-2)

South Eurapean (Latin 3 charset [S0-8859-3)

Narth European (Latin 4 charset 1S0-8859-4)

-- Advanced (please select): --

LISTSERV Maestro determines optimal charset automatically (but not Unicode)
LISTSERY Maestro determines optimal charset automatically (allow Unicode) —
West European plus Euro-Currency-Symbol (IS0O-82859-15)

Cyrillic (Charset 1SO-8859-5)

Arabic {(Charset 150-8859-6) v

. Tip: If LISTSERV Maestro is being used to send mail to recipients in a single language

environment, either with plain English or with one of the common West European
languages, the safest choice for a character set (charset) is always ISO-8859-1
(Latin 1) charset. It contains all 26 common alphabetic characters (both in upper and
lower-case), all the common punctuation characters and the more common special
characters like '@', '+', "*', and others. In addition, it contains the characters with
diacritics required for many West European languages, such as '¢', 'a’, '¢' and others.

It is not always necessary or possible to change the charset for email messages. Using
other charsets can become quite complex, especially when merged data is involved.
Each charset has advantages and disadvantages that are described in more detail in the
online help and in Appendix B Email and International Character Sets.

£ Notes: The Plain Text Preview tab will use the same charset that is used when the mail
is delivered. Because of this, any characters that will not be expressible during
delivery will appear as a question mark (?) on the Plain Text Preview tab.

This feature only applies to the Plain Text Preview tab. The HTML part of a message
will never contain unprintable characters because characters that are not contained
in the selected charset will be included as HTML entities instead (such as,
“&#NUMBER;”)

6.9 Merge Fields and Conditional Blocks

LISTSERYV provides the ability to customize mail messages for each recipient by merging
in values uploaded with the recipient data or conditionally including blocks of text based
on the preferences indicated in the recipient data. These values and preferences are
taken from columns that are present in the recipient data.

6.9.1 Merge Fields

To merge a field into the message, simply enter the field name (or header name) used in
the recipient definition and precede it with an ampersand ("&") and follow it with a semi-
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colon (";"). If the recipients data is derived from a traditional LISTSERYV list not connected
to a database, then the only merge substitution fields available are &*TO; for the email
address and &*NAME; for the name.

For a list of available merge fields, click the Show Merge Fields and Drop-Ins link at the
bottom of the text box on the HTML Code, the AOL Code, or the Text tab of the Define
Message screen.

Copy and paste the name of the merged field into the message to ensure the correct
name and formatting.

The following example demonstrates how overdue book notices can be customized
using specific recipient data in the form of the fields EMAIL, NAME, IDNUM, BRANCH,
BOOK1, BOOK2, BOOK3. A text message merging the fields might look like this:

Figure 6-16 Merge Fields Example

Dear &NAME;,

The following book(s), borrowed using library ID card #&IDNUM;, are overdue:
&BOOK1;

&BOOK?2;

&BOOKS3;

Please return them to the library at &BRANCH; as soon as possible.

Sincerely,
Your Librarian

* * * *% *% *% *% * * * *kkkkkkkhkk

Note: This email was sent to &EMAIL; --if you wish to change the email settings for library 1D
&IDNUM;, please visit “http://library.example.com/mylibrary”

*% *% *% *% *% *% *% *% *% *kkkkkkkhhhhhikikx

In an HTML message, the HTML Code would be altered to include the merge fields,
being careful to respect the resulting HTML source code. In an HTML message with
alternative text or alternative AOL, remember to put the merge fields in both the HTML
Code and the alternative messages.

6.9.2 Conditional Blocks

Conditional blocks act much the same way that merge fields do in that their use is
dependent upon the recipient data available in the mail job. Well thought-out use of
conditional blocks can also save time and resources by allowing one job to contain
different content for different recipients that would otherwise have to be sent in multiple
jobs.

Conditional blocks are sections of text that are inserted into a message based on a
conditional statement. If the condition is “true”, a particular section of text will be inserted
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into the message. If the condition is “false”, the text will not be inserted. An “ELSE” clause
can be included as part of the conditional statement so a different section of text will be
inserted into the message when the condition is “false”. For more information on coding
conditional blocks, see Section 17 Using Conditional Blocks.

If conditional blocks are used in an HTML message, first create the basic HTML
message, then go into the HTML Code and correctly insert the conditional statements,
making sure to maintain proper HTML syntax once the directives are followed. The HTML
Preview page will now look incorrect because the directives are interpreted as part of the
HTML source code.

A Important: Test all possible conditional values in the testing stage (see Section 9.1
Delivery Testing for a Job) to make sure that the HTML code works correctly in
all cases.

Figure 6-17 Conditional Block Example

* If BOOK2 is blank, then use the singular phrasing

.BB &BOOK2 ="

The following book, borrowed using library ID card #&IDNUM;,
is overdue:

.ELSE

The following books, borrowed using library ID card #&IDNUM;,
are overdue:

.EB

&BOOK1,;

.* To avoid extra blank lines, we only include the lines for
.* other books if they are not blank.

.BB &BOOK2 ~=""

&BOOK?2;

.EB

.BB &BOOKS3 "=""

&BOOKS3;

.EB

Mail-merge substitutions and conditional blocks are explained in more detail in the
LISTSERYV Advanced Topics Manual.

6.10 Using Merged Parameters within URLs

URL parameters are specially constructed parts of a web address (URL) that allow a
single URL to initiate various specific operations by passing particular instructions and
data to the web server. Parameters are text based instructions and data that are passed
to a web server, which passes them on to a script (for example, a Java, Perl, C/C++, or
a UNIX shell script). The script then executes the corresponding parameter as instructed
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by the URL, and passes the results back to the web server. The web server then returns
the results to the client. In essence, parameters can be used to select a certain page or
part of a page to display, or tell the server which page to display to a specific user or type
of user.

A URL-parameter is a pair such as "name=value” that appears after the path-part of the

URL, separated from the path by a question mark “?”, similar to the example below:
http://host.domain/path?param=value

If there are several parameters in one URL, then the individual parameters are separated

by ampersand characters “&”:
http://host.domain/path?paraml=valuel&param2=value2

URL-parameters have many uses and, when it comes to mailings, they come in two

general types:

» Constant URL-parameters — Parameters that are the same for all URL visitors. A
typical use of a constant parameter is to select a certain page, or part of a page. The
following imaginary URL would tell the server to show the “electronics” page and the

15" item on that page:
http://host.domain/path?page=electronicsé&item=15

* Individual URL-parameters — Parameters that are different for each individual
visitor. A typical use of an individual parameter is to tell the server about the identity
of the visitor. The following imaginary URL would tell the server that the user with the
ID “usrl5” is visiting the page. The URL also contains a constant parameter that tells
the server that it is supposed to show the “home” page:

http://host.domain/path?visitorlD=usrl5&page=home

Different visitors would have different values of the “visitorID” parameter. For
example, the following URL would tell the server that this time the visitor has the ID
“‘usr217

http://host._domain/path?visitoriD=usr217&page=home

LISTSERYV Maestro allows the user to track URLSs with or without parameters as well as
URLSs with constant or individual parameters. Since URLs with individual parameters
need to have a different value for the parameter for each recipient, writing the text of the
message could pose a significant challenge.

This challenge is overcome by using field merging, where it is possible, to create unique
URL parameters based on the fields of a database. For example, assume there is a
merge field named “ID” for each recipient that contains the visitor ID of that recipient. The
sample URL would be written as:

http://host.domain/path?visitorlD=&ID;&page=home
Let us dissect the different parts of this example:
The URL begins as usual with the protocol header, the host name and the URL-path:
?visitorID=&ID;&page=home

The question mark follows next, signaling the end of the path-part and the beginning of
the parameter-part:
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http://host.domain/path?visitor1D=&I1D;&page=home

The first parameter is the parameter “visitor1D” with the value “&ID;":
http://host.domain/path? &page=home

Between the first and the second parameter is the ampersand as a separator:
http://host.domain/path?visitorD=&I1D;&page=home

The second parameter is the parameter “page” with the value “home”:
http://host.domain/path?visitorID=&ID;&

The second part of the first parameter “visitorID=&1D;” uses the LISTSERV Maestro
convention of denoting mail merge fields. Its value is not an actual user ID, but instead is
the name of the merge field “ID”, with the preceding ampersand and the trailing
semicolon (the format always used in LISTSERV Maestro to mark mail merge fields).

Although the ampersand usually has the reserved function of separating two parameters
(like the second ampersand right before the “page” parameter), when it appears to
denote the merge field “&1D;” it is acting as a token that will be replaced by the
corresponding value of the recipient before the mail is sent out. Therefore, this string will
not be present in the final email that appears to the recipient. Instead, it will have been
replaced by the merge value for that recipient.

If the URL from above were sent to two recipients, where one recipient has an ID merge
value of “usrl5” and the other has a value of “usr317”, each would receive an email
message with different URLS, like this:

http://host._domain/path?visitorID=usrl5&page=home
-OR-
http://host.domain/path?visitoriD=usr317&page=home
By employing LISTSERV Maestro’s mail merging features, it is possible to insert URLs
that contain constant and individual parameters for each recipient into email messages.
If these URLs are marked for tracking, then LISTSERYV Maestro is able to track all of
them. As a result, if a URL that contains a merged parameter is selected for tracking,

LISTSERYV Maestro will count all clicks of all recipients on this URL, and each recipient
will be directed to the actual URL using his or her own individual parameter.

For example, the imaginary URL below is selected for tracking:
http://host.domain/path?visitorD=&I1D;&page=home

In the email messages that are sent out, the URL is replaced by a special tracking URL
that points to the server running the Maestro Tracker component. This allows LISTSERV
Maestro to count each click on the URL and then redirect to the actual target URL. The
user with the ID “usrl5” would have the URL in the mail that looks something like this:

http://maestro.domain/trk/click?ref=z4bx39x&visitorID=usrl5&page=home

Each user that clicks on this tracking URL will be counted and will be redirected to the
actual target URL, using the URL-parameters for that user. For example, the server at
“host.domain” will receive the correct “visitorD=usrl15” and “page=home”
parameters (for other recipients, the “visitor D’ would have different values).

6.10.1 URL-encoding of Parameters

URL-parameters may only contain characters that are safe to use in a URL. Some
characters are not safe to use, other characters have a reserved meaning (for example,
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the ampersand “&”, which has the special meaning of separating two parameters).
Therefore, all characters that are not valid for use in a URL parameter value must be
“URL-encoded”. URL encoding is a standard that encodes unsafe characters into safe
characters.

When using field merging in URL parameters, there are two options to ensure that all
parameters are URL-safe:

* Make sure that the values of all merge fields that are used (of all recipients) are
actually URL-safe. For example, if all recipient IDs only contain alphanumeric
characters, then the ID values are already URL-safe because alphanumeric
characters are, by definition, URL-safe. It is important to know how recipient IDs are
generated by a registration script, for example, in order to know if they are indeed
URL-safe.

» If the possibility exists that not all merge values are URL safe, then use the special
LISTSERYV function “&*URLENCODE ()" to make them so. Simply enclose the merge
field in the URL within the parenthesis of this function. For example, if there were
any doubt that the ID merge field’'s values were URL safe, then the sample URL
could be written like this:

http://host._domain/path?visitor1D=&*URLENCODE(&1D;)&page=home

The function “&*URLENCODE(&ID; )" tells LISTSERYV to retrieve the value of the “&ID;”
merge field, apply the “&€*URLENCODE()” function to it, and then merge in the result in
place of the whole “&*URLENCODE(&1D;)” string.

:E Important: The parameter name “ref” is a reserved name that is used by LISTSERV
Maestro to transfer the tracking information to the Maestro Tracker component
(seen in the example above). Therefore, “ref” cannot be used in any parameters
if there are also merge fields in the same URL. If a URL appeared as:

http://host.domain/path?ref=&I1D;

The tracking URL generated from it (for the user with ID “usrl5”) would look something
like this:

http://maestro.domain/trk/click?ref=z4bx39x&ref=usrl5
This URL contains two parameters with the name “ref”. One comes from the original
URL, while LISTSERV Maestro added the other. These two parameters with the same

name would confuse the Maestro Tracker component. Therefore, a parameter called
“ret” must never be used if there are merge fields used in the URL.

If merge fields are not being used in the parameter list of the URL, then LISTSERV
Maestro replaces the whole URL with the tracking URL, including the parameters. For
example, the following URL with three constant parameters (no merge fields used):

http://host.domain/path?paraml=valuelé&param2=value2&param3=value3
will be fully replaced by LISTSERV Maestro with a tracking URL similar to this:
http://maestro.domain/trk/click?ref=z4bx39x&

Since the parameters are also replaced by the tracking URL, it does not matter if the
parameter list contains a parameter called “ref” or not. However, this is only true if no
merge field is used in the parameter list, meaning that there are only constant
parameters.
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6.11 Enabling RSS Abstract Support

If the LISTSERYV list archive is enabled for a LISTSERYV list, then postings to this list may
also be read in form of a RSS feed (in contrast to subscribing to the list and receiving the
messages via email). RSS feed readers usually display a short abstract for each
message in the feed, which allows the user to determine if he/she is interested in reading
the full message.

If the current recipient definition of the mail job is set to Send to an Existing LISTSERV
List with the Send job as a standard list message to list members option, then the
RSS abstract definition will be available on the Define Message screen.

Figure 6-18 RSS Abstract Support on the Define Message Screen

Define Message
Defing the Subject and the Body of the message.

Al HTML s Text Ja Drop-Ins | waes  Template | . Forward to Cancel
Tn e e 8 £ :'—‘_"a. 5 |~ A aFriend

[ it o S Tl @ —
. . [E= _ | RSS Abstract Faopy from ather iob

Plain Text | Affachments |

Subject: Efest

To define the RSS abstract, click the RSS Abstract link. The RSS Abstract screen open.
From here, you can define the abstract that will be used for your message, in case your
message is read via a RSS feed.

Figure 6-19 The RSS Abstract Screen

RSS Abstract
Define the RSS abstract for the LISTSERY list message.

If the list archive is enabled for a LISTSERY list, then the messages that are posted to the list may also be read as a RSS feed.

This page allows you to define the "ahstract” that will be used to represent your message in the RSS feed. The abstract must contain
only plain text and will be included in the message as an additional text file attachment with the file name "abstract.txt", using the
same character encoding (language setting) as is used for the main body of the message.

Mote: This feature is only available for jobs where the recipients type is set to "Send to an existing LISTSERW list, as a standard message".

R55 Abstract:

The message you enter must be plain text only and should be a short and concise
overview about the full message content. In addition, you should not rely on text
formatting like indentations or linebreaks, as RSS feed readers may not display these
correctly.

Click [OK] to submit your message or [Cancel] to return to the Define Message screen
without submitting any changes.
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The abstract will be added to the message in the form of a special attachment that is of
the "text" type and that uses the filename "abstract.txt". This attachment will be
recognized by LISTSERV when the message is posted to the list, and LISTSERV will
retrieve the text from the attachment and use it as the RSS abstract for the submitted
message.

£ Notes: This attachment will also be visible to all subscribers of the list who receive the
message as a normal email. In this case, the attachment will be displayed in the
same manner as the recipient's email client usually displays attachments, and the
recipient may chose to open and read the content of this attachment. Therefore,
when writing the abstract, you should remember that both RSS feed readers and
normal subscribers may read this text.

The attached plain text file will be encoded using the same character encoding
(language setting) that will be used for the main body of the message. Because of
this, make sure that all characters in the abstract are able to be displayed in the
language setting that was chosen for the main message.

Also, if you selected one of the "determine language setting automatically" options
for the main message, then this auto-detect process will not include the text in the
abstract. This means that the language detection will process only the main
message, and the setting that was determined by this will also be applied to the
abstract.
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i

understanding how recipients respond to messages, when messages are

accessed, and what types of recipients are actually seeing messages. By
understanding the types of recipients who are opening messages, when they are
opening them and whether they are clicking on links contained in them, senders can
precisely tailor future messages to specific recipients. Recipients who are genuinely
interested in the information contained in a message are much more likely to open and
interact with the message. Senders who understand their recipients’ needs and interests
and target messages appropriately, will experience higher levels of user satisfaction and
enhance their own reputation.

T he ability to track information about email jobs is a powerful resource for

Important: Tracking and recording recipient and user information has ethical and legal
implications. L-Soft expects that each user will utilize the software responsibly.
Responsible use of the software includes, but is not limited to, observation of all laws
and legal requirements that apply to use of the software and specifically privacy
concerns of the recipients. It is the full responsibility of the user to be apprised of all
relevant ethical and legal implications regarding use of the software.

LISTSERV Maestro can track a variety of different information about recipients and how
they interact with a sent message. Tracking statistics reports are available in a number
of formats. Tracking data can also be downloaded so that it can be used in other
statistical and reporting software packages. With a special Microsoft® Excel Add-In,
downloaded statistics can be easily imported to generate tables and graphs in Excel. For
more information, see Section 13.11 Using the Excel Add-In.

Note: It is not necessary for tracking to be enabled to send out an email job.

Tip: Let recipients know that they are being tracked and how tracking information is being
used by providing a statement in the company or institution’s privacy policy. Post the
policy on the web and provide users and recipients the URL for reference.

7.1 Defining Tracking

There are five basic steps to define tracking for a single email job that are reflected in the
screens that make up the Tracking Definition wizard. These steps are:

* On/Off — Turn tracking on or off. If tracking is switched off for a job, the only other
screen that will appear is the Summary screen.

» Tracking Details — Select the type of tracking event (open-up or click-through) and
define the URLs within the message to track.

* Type — Select the type of tracking to use (personal, anonymous, unique, blind).

» Type Details — For anonymous tracking, select the columns that are anonymous
and which are used for identifying purposes.

« Summary — Displays a summary of the tracking selections for the job.
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7.2 Switching Tracking On

To begin defining tracking for an email job, click on the Define Tracking icon from either
the Workflow or Summary Diagrams on the Job Details screen. The Tracking On/Off
screen opens. Select Yes, Enable tracking for this job, and then click [Next ->].

Figure 7-1 Turn Tracking On or Off

Tracking Definition

| On/Off  Tracking Details

Tracking On / Off

& Yes, enable tracking for this job

' No, do not track this job

7.3 Tracking Details

The Tracking Details screen lets you determine the type(s) of recipient behavior to track.
LISTSERV Maestro will track two different types of recipient interaction with a message
— Standard Tracking and Drop-In Tracking. If both types of tracking are available, then
the Tracking Details screen will contain two tabs — the Standard Tracking tab and the
Drop-In Tracking tab. If only one type of tracking is available, then only that type of
tracking will be shown on the Tracking Details screen.

If the content of the message is HTML or if there is at least one trackable link in the
message, then the Standard Tracking tab will be displayed. There are two types of
Standard Tracking available:

* Open-Up Tracking — LISTSERV Maestro will register when an email message is
opened by its recipient, and will log each event, together with date, time, and
recipient information (who opened the email). Open-up tracking is only available for
HTML messages. Some email clients can be configured to block open-up tracking;
therefore, open-up tracking cannot provide an exact count of open-ups, but can give
you a lower estimate. In other words, if a job has a 50% open-up rate, then this
indicates that at least 50% of the messages were opened, but it's probably more.

» “Forward to a Friend” Tracking — If enabled for the original message, then
LISTSERYV Maestro will also keep a record of all forwards, with a detail level that
corresponds to the selected tracking level. This means that, down the road, you can
view reports listing how many forwards were triggered and how many of the forward
recipients subscribed to the list. Even when tracking statistics can be generated, the
privacy of the new recipient is completely safe guarded. The email address of the
forwarder is always identified to the new recipient to prevent abuse.
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Figure 7-2 Enabling Forward-to-a-Friend Tracking

Tracking Definition

| onfOff  Tracking Details Type  Type Detals  Summary |
d EE §
[ <- Back ][ hext - ] ‘1_

Tracking Details

Open-Up Tracking
Yes, enable open-up tracking for this job
"Forward to a Friend” Tracking

Yes, enable tracking of forward-requests and forward-conversions

e Click-Through Tracking — LISTSERV Maestro will register each time a recipient
clicks on a link in the message and will log each event, together with date, time, and
recipient information (who clicked the link). To specify which links to track, click
[Define Tracking URLS].

Figure 7-3 Standard Tracking Details

Tracking Definition

| On/Off  Tracking Details Type Details  Summary ‘

Tracking Details
Standard Tracking " | Drop-In Tracking |
Open-Up Tracking
[] ves, enable open-up tracking for this job
Click-Through Tracking

The following URLs from the mail body are currently registered for tracking:

Mo Links registered for tracking

[ Define Tracking URLs | Track all Links

The Track All Links shortcut will automatically register all links in the message for

tracking. The [Next ->] button will become active and it is possible to continue to the next
screen in the wizard. This shortcut will not assign link aliases, a means to name links for
easier identification in reports. See Section 7.3.2 About Link Aliases for more information.
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Use [Define Tracking URLs] to select links for tracking and to assign aliases. Once links
are registered, Remaove All, will appear. Clicking this link will un-register all links from
tracking. See Section 7.3.1 Defining Tracking URLs for more information.

If drop-ins are enabled in the content of the message and if the content contains at least
one user-defined drop-in (not a system drop-in), then the Drop-In Tracking tab will be
displayed, letting you track any trackable links that appear in the content of the drop-ins.

Select No if you do not want to track links that appear in the drop-in content.

Select Yes to track all trackable links that appear in the drop-in content. If you selected
Yes, then you can also define if a link alias will be assigned to these links.

If you choose to assign an alias, then you have the choice between a user-defined alias
and using the name of the drop-in as the alias.

To assign an alias, select Automatically assign an alias to all tracked links in the
drop-ins.

To define a user-defined alias, select Use the following alias, and then enter the alias
name in the text box.

To use the name of the drop-in as the alias name, then select Use the drop-in’s name
as the alias for all tracked links in each drop-in.

Figure 7-4 Drop-In Tracking

Tracking Definition

‘On{Off Tracking Details  Type eta Summary |
(-Back J [(Next—> ] %

Tracking Details

Standard Tracking " @ Drop-In Tracking " I
Drop-In Tracking

The message content contains drop-ins. Please define how any trackable links that may
appear in the content of these drop-ins shall be tracked:
O No, do not track any links in the drop-ins.
® Yes, track all trackable links in the drop-ins.
[] Automatically assign an alias to all tracked links in the drop-ins:
Use the following alias:

Use the drop-in's name as the alias for all tracked links in each drop-in.

Once you finished defining the type(s) of recipient behavior to track, click [Next] to
continue.
7.3.1 Defining Tracking URLs

This page defines the links in the email message that are to be tracked. LISTSERV
Maestro is able to track all Internet links that have a URL starting with the "http://" or the
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“https://” protocol. LISTSERV Maestro is able to track image map links as well as form
submission links. The page is divided into four separate frames:

Top Frame — Contains several general options, links, and buttons:

Highlight tracked links — Select this button to highlight tracked links. (Due to the
nature of image maps, links selected for tracking within them will not be highlighted.)

Do not highlight tracked links — Select this option button to turn highlighting
tracked links off.

Show HTML page — Click this link to show the HTML message in the center frame.

Show alternative text — Click this link to show the alternative text of a message in
the center frame.

OK - Click this button to save all the tracking selections and return to the Tracking
Details screen.

Cancel — Click this button to discard any tracking selections and return to the
Tracking Definition wizard.

Main Center Frame — Displays the body of the email message. All trackable links in
the message body (either text links or image links) are clickable. When a link is
clicked, it will appear in the bottom frame. If the URL is clicked from the bottom
frame, a separate browser window will open to that URL. This is a good way to
check the validity of URLs in the message. If the body is composed of plain text, (or
the alternative text of an HTML message) then all links enclosed in quotation marks
and starting with “http://” or “https://” are clickable.

Right Center Frame — Contains the Track all Links link, a fast way to select all

links for tracking. Records each selected link to be tracked and an alias if one has
been defined. Edit an alias or remove a tracked link by clicking Select Link.

Bottom Frame — Shows the details of the selected link and allows the user to define
whether the link will be tracked or not. If the links will be tracked, aliases can be
defined to help distinguish different links that go to the same URL from one another.
The buttons in the bottom frame change depending on previous selections.

To track a link:

1.

Click on the link in the message in the main center frame. If the link is a form sub-
mission, click on the [Submit] button of the form. The link will appear in the bottom
frame.

Click [Track with Alias] or [Track without Alias].

For tracking with an alias, enter an alias in the Define New Alias text box or select
an existing alias from the drop-down menu. Click [OK] to save the alias definition.
The new definition will appear in the right frame.

Tracking links will appear in the right frame. It is possible to add or change an alias
by clicking Select Link under the URL and then following step three.

To edit or remove a tracked link, click Select Link under the URL in the right frame,
and then click the [Edit Alias] or [Do not track this Link] button in the bottom
frame.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 7

Tracking

6. Once the tracking links have been chosen and aliases defined, click [OK] in the top
frame to continue. A summary of the tracking details will be presented. From this
screen, you can re-edit the tracking definitions by clicking [Define Tracking URLSs],
remove any of the links by clicking the Remove link adjacent to each URL, or
remove all the links by clicking the Remove All link at the bottom of the listing. Click

[Next ->] to continue.

Tip: Selecting [Highlight tracked links] will display all links that are currently marked for
Q tracking on a bright yellow background in the body of the message. This makes it
easier to tell which links have already been selected for tracking and which have not.
Images that are links will be shown with a bright yellow frame when they are selected
for tracking. Since this frame makes the images a bit larger, it may impact the overall
page layout. Switch off the link highlighting to restore the original layout.

Figure 7-5 Click-Through Tracking Definition

LISTSERY Maestro Tracking Definition
Define the links in the message body to be tracked.

Click on a link in the body of the messaage in the frame below to display the details about the link in the bottom frame.
Next, use the controls in the bottom frame to define the tracking details for the selected link.

@& Highlight tracked links © Do not highlight tracked links Switch bEtgﬁg%giiFﬂﬁglpngagJylh

ok_[) canest | Click OK to save tracking definitions the center frame

2
X

Show HTML Page
Show Text Alternative

-

=
T k d I k /7,,' — Track all Links
highlighted in yellow /4

Y our Mopthly Newsletter from Widget Company

Dear &FULLNAME;,

Thank you for your continued intefest in the Widget Company. It is our pleasure to announce the new
product line for Fall of 2004, Youill be delighted with all the new features and ease of use. To geta
sneak peek, visit wwawidgets com. To place an advance order, point your browser to

www order_widgets_now com

RPanralll InAdata

e

Alias Definition:

. . I The link will open a new browser
AlasPrineRs uindow to the destination URL
@ Define New Alias: | Define a new alias

' Use Existing Alias: |- Please Sele ¥ Use an existing alias

(o ] cancel | Click OK to save alias definition

htrml-home
http://www widgets .com/home htm
Select Link (Main Body)

htrl-sneak
http:ffwww widgets .com/sneak htm
Select Link (Main Body)

text-snel
hitp://ww widgets .com/sneak htrm

Select Link Y\ Text Alt.)
text-order
http :/fwww widgets com/order.htrn

Select Link (Téft Alt))

Click Select Link
to select a URL and
edit its definition in
the bottom frame

7.3.2 About Link Aliases

A link alias gives each tracked link a special name that distinguishes it from other links,
even if they go to the same URL. This becomes significant when viewing tracking data,
making it possible to discern tracking events by alias name instead of just the target URL.

Assigning aliases depends, in part, on what is being measured and compared in tracking
reports. Aliases can be assigned to individuate URLSs that go to the same source, or to
group URLs that go to different sources together under one name. Aliases are also
helpful when reading tracking reports. In a tracking report, each tracked link is labeled

with its URL. Many times URLSs, even when different from each other, are not significant
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to those viewing reports. By assigning an alias, the tracked link is labeled with meaningful
text as well as the URL.

Aliases are optional. When aliases for tracked links are not defined, LISTSERV Maestro
will only be able to find the URL of the link in the tracking data. This may be adequate if
each URL appears only once in the email message, or if there is no need to track which
of several instances were clicked. If the same URL appears in several links in the
message, it will not be possible to know which of the links was actually clicked without
using aliases.

For example, a message may have both an image link and a textual link, both of which
link to a company homepage. When looking at the tracking data, the company might like
to know if more people click on the image link or on the text link. To get this information,
mark both links for tracking and give them different aliases. LISTSERYV Maestro will then
be able to report which of the links was clicked when reviewing the tracking data.

Other examples include finding out if links at the top of a message are clicked more often
than those at the bottom, or if animated images motivated more people to click on a link
when compared with smaller, more conservative images. When aliases are used to
group links with different target URLSs together, larger comparisons can be made. For
example, all image links in a message can be given the one alias and all text links in a
message can be given another if the purpose of tracking is to determine whether people
click on image links or text links more often.

7.4 Types of Tracking

LISTSERYV Maestro supports four different levels of tracking information about email
recipients. Set the tracking type on the Tracking Type screen of the Tracking Definition
wizard. Each type of tracking will yield different data sets based on the recipient list and
any database information available to the system. However, not all types of tracking are
available for all types of recipient definitions. Choose the level of tracking desired based
on the kinds of information already in the system and the permission received from
recipients, keeping within the boundaries of what is legally allowable in the user’s
jurisdiction.
£ Note: The tracking types available for use vary per user or group. The system
administrator has the ability to limit what type of tracking each user or group is able
to perform while tracking a LISTSERYV Maestro email job. For more information, see
the Administrator’'s Manual.

» Personal Tracking — Records open-up and click-through events traceable to the
individual who triggered them. Very specific information can be gathered about an
individual's interaction with a message such as how many times a link has been
clicked. This data can be augmented with information from the database the
recipient data was extracted from. Personal tracking is available:

* For recipients uploaded from a text file when the Use additional recipient
data for mail merging and tracking option is selected on the Recipients
Details screen of the Define Recipients wizard.

* For recipients selected from a database by LISTSERV Maestro when the Use
additional recipient data for mail merging and tracking option is selected
on the Recipients Details screen of the Define Recipients wizard.
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* For recipients defined by a LISTSERYV list and the special list message option
is selected on the Source screen of the Define Recipients wizard.

* For recipients defined by a database selected by LISTSERV.

* For recipients defined as Based on Reaction to a Previous Job, which is
selected on the Options screen of the Define Recipients wizard.

* For recipients defined by a LISTSERYV list with the standard list message
option selected on the Source screen of the Define Recipients wizard and
mail-merge selected for the LISTSERV list.

* For target groups based on any of the above.

When personal tracking is used, LISTSERV Maestro creates a profile for each
individual mail recipient and stores this information in the system database. The
creation of this profile takes place during the delivery of the mail, as the job is being
transferred to LISTSERV. With a large recipient list, the additional work of creating
profile entries in the database will make the transfer to LISTSERYV noticeably slower.
If general statistics are required, without the need to trace events back to individuals,
use unique tracking instead because the processing time is much faster.

Permission-Based Personal Tracking — When tracking permission has been
granted, then the Personal Tracking option changes to the Permission-Based
Personal Tracking option. When this option is selected, then:

* Any recipients with a "yes" or “true” value in the Tracking Permission column
will be tracked with Personal Tracking, and the other recipients will be tracked
with Unique Tracking.

* Any change to the Tracking Permission field will be logged in the changelog,
if enabled.

Anonymous Tracking — A unique ID is assigned to each recipient that cannot be
followed back to identifying information about the individual recipient, but that is
associated with non-identifying demographic information, such as age, gender, or
Zip (postal) code. It is the responsibility of the user to analyze the data and
determine what is and what is not identifying data.

For example, zip codes are commonly used for anonymous demographic analysis.
However, if the data contains one zip code that corresponds to just one recipient, the
Zip code becomes identifying data for that recipient and is no longer an anonymous
field. In this instance, the input data could be changed so that sparsely populated zip
codes are all lumped together into an “other” category for the purposes of tracking,
and then the zip code would remain anonymous. Anonymous tracking is available:

* For recipients uploaded as a text file and the Use additional recipient data for
mail merging and tracking option is selected on the Recipients Details
screen of the Define Recipients wizard.

* For recipients selected from a database by LISTSERV Maestro and the Use
additional recipient data for mail merging and tracking option is selected
on the Recipients Details screen of the Define Recipients wizard.
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* For recipients defined as Based on Reaction to a Previous Job, which is
selected on the Options screen of the Define Recipients wizard, as long as the
Use additional recipient data for mail merging and tracking option is
selected on the Recipients Details screen of the Define Recipients wizard.

* For target groups based on any of the above.

When anonymous tracking is used, LISTSERV Maestro creates a profile for each
individual mail recipient and stores this information in the system database. The
creation of this profile takes place during the delivery of the mail, as the job is being
transferred to LISTSERV. With a large recipient list, the additional work of creating
profile entries in the database will make the transfer to LISTSERYV noticeably slower.
If general statistics are required, without the need to correlate events with
demographics, use unique tracking instead because the processing time is much
faster.

* Unique Tracking — Records the number of times open-up and click-through events
happen to unique recipients but is not associated with individual users or other
identifying data. Unique tracking is available:

* For recipients uploaded as a text file and the Use additional recipient data for
mail merging and tracking option is selected on the Recipients Details
screen of the Define Recipients wizard.

* For recipients selected from a database by LISTSERV Maestro and the Use
additional recipient data for mail merging and tracking option is selected
on the Recipients Details screen of the Define Recipients wizard.

* For recipients defined by a LISTSERYV list with the special list message option
selected on the Source screen of the Define Recipients wizard.

* For recipients retrieved from by a database by LISTSERV.

* For recipients defined as Based on Reaction to a Previous Job, which is
selected on the Options screen of the Define Recipients wizard, as long as the
Use additional recipient data for mail merging and tracking option is
selected on the Recipients Details screen of the Define Recipients wizard.

* For recipients defined by a LISTSERYV list with the standard list message
option selected on the Source screen of the Define Recipients wizard and
mail-merge selected for the LISTSERYV list.

* For target groups based on any of the above.

« Blind Tracking — Collects unspecific tracking data, recording only the number of
times open-up and click-through events occur. Blind tracking cannot discern
between a single person clicking a link 100 times and 100 people each clicking a link
once. The total count will be 100 events in both instances. Therefore, all blind
tracking events are considered “non-unique.” This has specific implications for the
Sum of Events report types. See Section 9.2 Running Test Reports and Section
13.1 Creating Reports for more details. Blind tracking is always available for every
recipient type.

The following table summarizes the types of tracking available based on the way the
recipients are defined.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 7 Tracking

Table 7-1 Types of Tracking Available Based on Recipient Definition

Types of tracking available:
Recipients defined from:
Blind Unique Anonymous Personal

LISTSERV Maestro Dataset

HRL ° ° o .

HLL with Mail-Merge ° . .

HLL without Mail-Merge °
Uploaded text file

with non-identifying fields ° ° ° °

with only identifiable fields . . °
Database Connected to LISTSERV Maestro

with non-identifying fields ° ° ° °

with only identifying fields . . °
LISTSERYV list

Standard list message with Mail-Merge? ° ° °

Standard list message without Mail-Merge °

Special list message . . °
LISTSERV connected database . ° .
Based on a previous job . . . °

a. List Header Includes the keyword Mail-Merge=Yes.

7.5 Type Details

If Personal Tracking or Anonymous Tracking is selected, the Type Details screen
appears. For personal tracking, the Tracking Type Details screen is used to select a
value that is unique for each recipient. For anonymous tracking, the Tracking Type
Details screen is used to separate columns containing identifying information, such as a
name or telephone number, from columns containing anonymous information, such as
age, gender, or city. There are three versions of the Tracking Type Details screen:

» This version is for personal tracking when the recipients are defined from a text file,
from a LISTSERV Maestro selected database, or a target group based on either
one.

Select the column from the recipient list that contains the recipient ID using the drop-
down menu. The recipient ID must be a value that is unique for all recipients on the
list. This means that the value can never be repeated for any other recipient and is
never empty for any recipient. A customer number, registration number, or other
unique identifier in the data works well for this purpose. Click [Next ->] to continue.
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Figure 7-6 Tracking Type Details

Tracking Definition

| onfoff  Tracking Detsils TIype TIype Details  Summary [ [ |
A
<-Back | HNext-> &.

Tracking Type Details

Personal Tracking with recipients from a target group

Select the column from the recipient list that contains the recpient 1D, The recipient ID must be a value that is unique for all recipients on the list,

(5] CUIumn:IRECIPEENT_ID "

RECIPIENT_ID F_NAME L_NAME ADDRESS1 ADDRESS2 CITY STATE POSTAL_CODE COUNTRY PHONE EMAIL_ADDRESS

o001z Zoe Zimmerman 7801 Bucknell Terrace  Apt SA Baltimore  MD 21205 us 410-555-1212 zoe®maestro-demo.lsoft.com
ooozy Yyette Yosel & Manchester Place Hartford cT 6445 us 860-633-2471 yvette@maestro-demo.lsoft.com
0003x Xavier  Xero 903 Fairway Avenue New York  NY 10012 us 201-555-4444 Xavier@maestro-demo Isoft.com
0004w Wilfred  Wonderly 1550 Ownens Glen Rd New York  NY 10020 us 201-099-6666 Wilfrad@maestro-demao lsoft.com)
0005y Vanna VonSchedule 1004 Robroy Dr #456 Lansing MI 48906 us 517-330-4567 Vanna@maestro-demo.lsoft.com
0006u Ursula  Underhill 7 Crossgates Circle # 32 Albany Ny 12208 us 501-244-9080 Ursula@maestro-demo.lsoft.com
0007 Toby Tuttle 709 Westmore Ave Rockyille MO 20947 us 301-440-9970 Toby@maestro-demo.|soft.com
ooonss Seth simpson 108 South Brook Lane Buffalo NY 14201 us 716-885-6345 Seth@maestro-demo lsoft.com
ooo9r Ron Remmington 13398 Treadway Road New Haven CT 6703 us 203-443-0711 Ron@maestro-demo.lsoft.com
0010q Quod Quartermaster 3501 Nicholson Terrace Fairbanks AK 99702 us 907-882-1116 Quod@maestro-demo lsoft.com

e This version is for personal tracking when recipients are defined from a database
selected by LISTSERYV, by a LISTSERYV list with the Special list message option
selected, or by a LISTSERYV list with the standard list message and mail-merge
options selected.

Figure 7-7 Personal Tracking Type Details

Tracking Definition

[ OnfOff  Tracking Details Type  Type Details Surmrary |

<-Back | next = |

o)rnm

Tracking Type Details
Personal Tracking with recipient list from a LISTSERY database

Select the column from the recipient list that contains the recipient ID. The recipient ID must be a
value that is unique for all recipients on the list.

ID Column: | -- Select -- vl

- Select --
EMAIL

NAME
RECIPIENT ID
CITY

STATE
COUMTRY

ZIP

Click the ID Column drop-down menu, and then select the column that contains the
unique recipient ID. Click [Next ->] to continue.

e This version is for when anonymous tracking is selected. Anonymous tracking is
independent of recipient type, but columns have to be selected as either anonymous
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or identifying. ldentifying columns contain information about individual recipients
than can be used to identify them, such as name and telephone number. Using
identifying columns in recipients’ profiles creates profiles that are not anonymous,
and could violate recipients’ privacy. Anonymous columns, on the other hand,
contain information about individual recipients that cannot be used to identify them,
such as gender, age, or city. Using anonymous columns creates recipient profiles
that will not identify individual recipients. See Section 13.9 Recipients Details
Reports for more information on running reports from anonymous tracking jobs and
downloading demographic information.

Figure 7-8 Anonymous Tracking Type Details

Tracking Definition

‘ onfoff  Tracking Details Type  Type Details  Summary
Cancel I <- Back | MNext -> |

Tracking Type Details

Anonymous Tracking

recipient,

Anonymous Columns:

STATE
MODEL_NO
MODEL_NAME

Sample from the recipient list:

EMAIL

Xavier@maestro-demo Isoft.com
Ursula@maestro-demao |soft.com
Toby®@maestro-demo.lsoft.com
Quod@maestro-demo.lsoft.com
Lisa@maestro-demo |soft.com
Evelyn@maestro-demo./soft.com
Darren@maestro-demo.|soft.com
Tobid@maestro-demo.lsoft.com

Sing@maestro-demo.lsoft.com

*avier@maestro-demo.soft.com

Identifying Columns:

EMAIL
NAME
FIRSTHAME

RICE

Kavier Xero
Ursula Underhill
Toby Tuttle

Anonymous tracking creates and saves a profile of each recipient from column data that cannot be used to identify the

Select which of the columns are anonymaous and which are identifying (like name, phone number or address).

Click on an item in one
of the boxes to select it.
Next, click on an arrow
to move the item from
one column to the other.

FIRSTNAME STATE MODEL_NO MODEL_MNAME

Xavier
Ursula
Toby

Quod Quartermaster Quod

Lisa Lopez

Evelyn Eavensong
Darren Donagel
Tobias Lutz

Linda Sing

Xavier Xero

Lisa
Evelyn
Darren
Tobias
Linda

Havier

NY
WY
MD
BK
FL
ca
FL
™
NY
NY

5454
5454
5454
2454
5454
5454
5454
5454
5454
5454

Clean Air Machine
Clean air Machine
Clean air Machine
Clean Air Machine
Clean air Machine
Clean air Machine
Clean Air Machine
Clean air Machine
Clean air Machine
Clean air Machine

PRICE
29.99
29.99
29.09
29.99
29.99
20.09
29.99
29.99
29.09
29.99

Once you've selected your Tracking Type Details, click [Next ->] to continue.
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7.6 Summary

A summary of the tracking behavior will be presented. Click [<-Back] to return to an
earlier screen to change selections. Click [Finish] to return to the Job Details screen, the
Workflow diagram, or the Summary diagram.

Figure 7-9 Tracking Definition Summary

Tracking Definition

‘ OonfOff Tracking Details Type Type Details  Summary ‘
[ <-Back | [ Finish

Tracking Summary

You have specified the following e-mail tracking behavior:
Tracking Type

The tracking type "unique” is used.

Open-Up Tracking

Open-Up Tracking is ON,

Drop-In Tracking

All trackable links appearing in drop-ins are tracked (each link with the name of the drop-in it
appears in as the link alias).

Click-Through Tracking

Click-Through Tracking has been enabled for the following URLs:

<No Alias> http:f/papaya.ease lsoft.com:8081 (Main Body)
<No Alias> http://papaya.ease.lsoft.com:8081/myfreekit.html (Main Body)
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creating or editing a job. It is necessary, however, to have sender information
added to a job before delivery testing so that authorization to deliver the message
can take place.

D efining the sender of an email job can take place at any point in the process of

8.1 Define Sender

Enter sender information from the Job Details screen by clicking on the Define Sender
icon in the Workflow diagram or the Edit link in the Sender section of the Summary
diagram. Enter the sender information by loading a saved sender profile or typing in new
information.

Figure 8-1 Edit Sender Information Screen

Edit Sender Information

[ Supply Sender Information

E-mail Address: |

Sender Name: _' (optional)

Reply-To Address: (optional)

Bounce Handling:
() Handle bounced messages automatically

(0 Send bounced messages to: |

MNote: The bounce handling settings are ignored if the mail job is configured to use the recipients type
"Standard List Message to Existing LISTSERV List".

Advanced sender defined mail-header settings are disabled. Click to enable.

Domainkeys settings are disabled.

Save as Profile

8.1.1 Using Merge Fields in the Sender Information

Itis possible to use merge fields when entering sender information in the Email Address,
Sender Name, and Reply-To Address text boxes, allowing you to create personalized
values for each recipient. Merge field values are limited to those provided in the
recipients’ definition and must follow the standard format (i.e. the field name proceeded
by an ampersand “&” and followed by a semi-colon “;").

2 Important: It is critically important that the sender and reply-to addresses resolve into
authentic Internet email addresses when the merge fields have been replaced

with corresponding data. Failing to provide a valid working email address violates

the law in certain countries. It will also disable the reply functionality of the email,
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hurting the reputation of the sender. The user must verify that merged addresses
are valid; LISTSERV Maestro cannot accomplish this.

See Section 6.9 Merge Fields and Conditional Blocks for more information on using
merged fields. See the online help for examples of using this feature to personalize
sender information.

8.1.2 Bounce Handling

Bounced email (email that is not accepted by the receiving mail server) can be handled
automatically by LISTSERYV or sent to another address supplied by the sender. If
LISTSERYV handles bounces, bounce details can be downloaded on the Job Summary
screen. Bounces can also be retrieved from a file called NOL1ST-
Jobname.changelog, located in LISTSERV’s main directory.

If bounced mail is being sent to another address and not processed by LISTSERYV, make
sure that the address is a valid email address. Be aware that bounced mail not handled
by LISTERYV will not be available for reporting purposes or for easy download. It will have
to be collected from the other mailbox and processed accordingly.

Select either Handle bounced messages automatically or Send bounced messages
to. If Send bounced messages is selected, then enter the address where you want the
bounced messages to be sent.

8.1.3 DomainKeys Settings

LISTSERV Maestro allows you to use DomainKeys signatures to authenticate that the
messages (sent for a specific email job) do indeed originate from the domain in the
“From:” address. Major ISPs already check every incoming mail to see if it is signed with
a valid DomainKeys signature. Once DomainKeys has become an accepted standard for
message origin verification, the current policy of only informing the recipient about the
DomainKeys verification result in an additional header entry may change, and an ISP
may opt to not even deliver the message to the recipient or to mark it as coming from an
unsure origin. Therefore, in order to achieve good deliverability, signing messages with
a valid DomainKeys signature will become more important in the future.

If the administrator has enabled users or groups to have the ability to change the default
DomainKeys signature settings, then the settings in the DomainKeys Settings section
will be active and you will be able to set the DomainKeys signature setting for each
individual job.

If you want the email messages for this particular job to contain a DomainKey signature,
then select the Yes, sign messages option. If you do not want the email messages for
this particular job to contain a DomainKey signature, then select the No, don’t sign
messages option.

£ Note: LISTSERYV Maestro interacts with LISTSERYV to determine if the supplied sender
address is supported by one of the DomainKeys that were deployed to the
LISTSERYV host when DomainKeys were configured by the administrator. This
check is performed at several stages during the life cycle of an email job, one of
which is while defining a sender. The sender definition settings of an email job are
only accepted as valid if either DomainKeys signatures are switched off (by
selecting the No, don’t sign messages option or clicking on the Click to disable
link) or if the check succeeds at the LISTSERYV host that is configured for the
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account. If the email address is not accepted as valid, then an error message
appears. If this happens, contact your administrator for assistance.

8.1.4 Advanced Sender Defined Mail-Header Settings

The Advanced Sender Defined Mail-Header Settings are disabled by default. Click the
corresponding link to enable the advanced settings. Once enabled, the advanced
settings can be disabled by clicking the disable link.

This section lets you define additional user defined mail headers following the X-Header
convention as described in RFC822. These mail-headers will be added to the mail
headers of the message during delivery.

* "To:" Header Override — This allows you to override the value of the "To:" header
for all recipients. Normally, the "To:" header will contain the recipient's address and
optionally also his name, so that for each recipients an individual "To:" header is
used.

If a sender override for the "To:" header is defined, the same value will be used for
all recipients. The value you specify will be used without any changes, i.e. you have
to make sure to provide a value that is valid for the "To:" header (following the MIME
header rules).

) 8 Note: The "To:" header override is ignored if the recipients type is "Send to an Existing
LISTSERY list" of the type "Send job as standard list message to list members".

» X-Headers — This allows you to define additional sender defined mail headers
following the X-Header convention as described in RFC822.

Enter the header name (including the leading "X-", which is mandatory) in the X-
Header-Name column and the text for that header into the X-Header-Text column.
The additional headers will be added to the end of the header part of the email, just
before the actual message content. They will be added in the order you enter them
here.

Rows where both the name and the text columns are empty are ignored; therefore,
to remove a certain header, simply click the Clear Row link of the corresponding
row. If you need more rows than are currently visible, click the Add Row link.

8.1.5 Profiles

If the system administrator has granted permission, it is possible to save any new sender
information as a profile for future use. All saved sender profiles are available to all
members of a group. The only required field is the sender’s email address, but including
the sender name makes the message more personalized. Include a reply-to address if
replies are an option for recipients and if the reply-to address is different from the
sender’s email address. Click the Save as Profile link once all the information is entered.
The Save Sender as New Profile screen opens. Enter a title for the profile and click [OK].
This saved profile will then be available in the Load from Profile drop-down menu.
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Figure 8-2 The Save Sender as New Profile Screen

Save Sender as New Profile

Profile Title:

E-mail &ddress: htaylor@|soft.com
Sender Name:

Reply-To Address:

Bounce Handling: <automatically handleds=
Mo advanced settings defined,

8.2 Scheduling Delivery of a Job

LISTSERV Maestro allows the user to send out an approved email job immediately on
approval or schedule a job for future sending. Jobs can be scheduled to be delivered
once or to repeat automatically over programmed intervals. Scheduling the delivery of a
message can take place at any time during the creation of the email job; however, final
delivery is still subject to delivery testing and delivery authorization.

To schedule the delivery of an email job, click on the Delivery Settings icon on the
Workflow diagram or the Edit link in the Delivery section of the Summary diagram.

8.2.1 Scheduling Information for Standard Jobs

The Delivery Settings screen opens with selections to schedule the delivery of a normal
job that will be delivered once and not repeat. This is the default delivery scheduling
format for LISTSERV Maestro.

Select one of the following options:

« Deliver immediately when authorized — If selected, then the job will be delivered
immediately after authorization.

@ * Wait until mail job delivery is triggered — If selected, then the job will be delivered
once you trigger it.

» Deliver at the following time — If the job is scheduled for a future delivery date and
time, enter the date and time in the edit boxes using the format displayed adjacent to
each box. The date and time entered are dependent on the time zone selected from
the drop-down selection box at the bottom of the screen. Local time is relative to the

workstation accessing the job, and not the server running LISTSERV Maestro.
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Figure 8-3 The Delivery Settings Screen

Delivery Settings
Supply Delivery Information
Once the mail job delivery has been authorized:
) Immediately begin delivering the mail job
() Wait until mail job delivery is triggered
(# Schedule the mail job delivery to begin at the following time:
Date: [08/22/2008 | [mm/dd/yyyy]

Time: |08:00 [hh:mm]

Advanced scheduling options are disabled. Click to enable.
| Time zone to be applied to the dates and times specified above:
Use my local time zone ¥

Mote: Daylight saving time is taken into account automatically.

B Note: Time entered in the Time field uses the “24 hour” format. For example, 08:00
would be 8 am and 20:00 would be 8 pm. See Appendix A: 24 Hour Clock Time
Conversion Table for a table on converting from AM and PM times to their 24 hour
equivalents.

Click [OK] to continue. Jobs scheduled for future sending will be available in the Ongoing
Jobs list. It is possible to revoke the send authorization of a job up until the delivery time.
This moves the job back into the Open Jobs list, for further editing. If a job is changed,
test messages must be resent, and final approval will have to occur again before the job
can be re-authorized.

8.2.1.1 Advanced Scheduling Options

In addition to the basic scheduling options described above, there are also advanced
options available for defining the delivery schedule. The advanced options are disabled
by default. The Click to enable link expands the Delivery Settings screen. If you want to
disable the advanced options later, use the Click to disable link that appears when the
advanced options screen is exposed. The advanced options are enabled or disabled on
a per job basis.

The advanced options available are:

» Deliver only once. Do not auto-repeat — With this option, the job will be delivered
only once, at the delivery time specified in the basic options at the top of the screen.
This is the default setting for delivery. It is also used when the advanced delivery
options are disabled.

» Auto-repeat delivery of this job — With this option, the job will start an auto-repeat
sequence upon delivery. The job will be delivered for the first time at the time
specified in the basic options. Once the job has been delivered, an exact copy of it
will automatically be created and authorized for delivery, with a delivery time that is
scheduled at a given interval after the first delivery.

Once this copy of the job has been delivered, another copy will be created and

authorized, again with a scheduled delivery time that is offset from the previous delivery
by the same interval, and so on, until the defined auto-repeat end-condition is met.
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If this option is chosen, a delay interval must be supplied between each repeated delivery

of a copy of the original job by entering a positive value into the Delay interval between

repeated deliveries field and choosing an appropriate time unit from the selection list.

Choose between Hours, Days, Weeks, and Months. An end condition must be entered

to stop the auto-repeat sequence. Select one of these options:

* Repeat until stopped manually — After each delivery, a new auto-repeat copy will
always be created and authorized. This can only be stopped manually by selecting
the latest copy, located in the Ongoing Jobs list awaiting delivery, and revoking its
delivery authorization.

* Repeat until the following threshold time — With this option, specify the threshold
date and time to stop the auto-repeat sequence. After each delivery, a new auto-
repeat copy is created and authorized only if its designated delivery time (the time of
the previous delivery plus the specified interval) is not later than the date and time
specified here.

Figure 8-4 The Delivery Setting Screen with the Advanced Scheduling Options

Delivery Settings
'_Supply Delivery Information
| Once the mail job delivery has been authorized:
) Immediately begin delivering the mail job
) Wait until mail job delivery is triggerad
(& Schedule the mail job delivery to begin at the following time:
Date: [08/22/2008 | [mm/dd/yyyy]

Time: |08:00 il [hh:mm]

| Advanced Scheduling Options

() Deliver only once. Do not auto-repeat.

(If the system i= down at the scheduled delivery time, delivery will commence immediately after
the next system restart.)

(&) Auto-repeat delivery of this job.

(If the =ystem i= down at a given delivery time, no delivery will happen at that time. After system
restart, delivery will commence at the next delivery time according to the repeat schedule, or the
job will fail if the delivery threshold time has been reached.)

Delay interval between repeated deliveries: [1 %.-I.I.)ay.s _v
%) Repeat until stopped manually.
) Repeat until the following threshold time

Date: [mm/dd/yyyy]
Time: [hh:mm]

Advanced scheduling options are enabled. Click to disable.

| Time zone to be applied to the dates and times specified above:

_: Use my local time zone v

| Mote: Daylight saving time is taken into account automatically.
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8.2.2 Scheduling Delivery for A/B-Split Jobs

To schedule the delivery of the A/B-split variant jobs, click on the Edit link in the Delivery
section of the A/B-Split Job Details screen. The A/B-Split Job Delivery Settings screen
opens.

Figure 8-5 Scheduling the Delivery of an A/B-Split Job

A/B-Split Job Delivery Settings
The settings below will be applied to all variant jobs of the selected A/B-Split job.

Supply Delivery Information
Once the mail job delivery has been authorized:
) Immediately begin delivering the mail job
() Wait until mail job delivery is triggered
& Schedule the mail job delivery to begin at the following time:
Date: | tmm/dd/yyyy]

Time: | ' [hh:mm]

Time zone to be applied to the dates and times specified above:
Use my local time zone W

Mote: Daylight saving time is taken into account automatically.

From this screen, you can schedule the delivery of the A/B-split variant jobs to take place
immediately after authorization, once you trigger it, or at a future date and time relative
to a selected time zone.

) 4 Notes: The delivery settings apply to all variant jobs equally, as does the authorization.
This means that the A/B-split job can only be authorized when all variants have been
completed (all four states of all variant jobs are complete and marked with the green
checkmark). Once the A/B-split job is authorized, all variants are authorized (and will
be delivered according to the delivery settings defined here). For information on
authorizing the delivery, see Section 9.4 Authorizing the Delivery of an A/B-Split Job.

8.2.3 Scheduling Delivery for A/B-Split Jobs with Sampling

For an A/B-split job with sampling, there are two separate delivery settings that need to
be defined - Sampling Delivery, which applies to all sampling variants, and Main
Delivery, which applies only to the main variant. Therefore, for an A/B-split job, the
delivery settings are included on the Sampling Variant Jobs or Main Variant Job tabs on
the A/B-Split Job Details screen.

A Important: The authorization of the sampling variants and the main variant happen after
each other. The sampling variants have to be authorized first, which like for a normal
A/B-split job is only possible if all sampling variants are complete (with green
checkmarks). Once the variant delivery is authorized, all sampling variant jobs will
be delivered according to the Sampling Delivery settings. Authorization of the main
variant is only possible after the delivery of all sampling variants has been completed
(either successfully or with failure). Also the main variant job must be completed first
(with green checkmarks). Once authorized, it will be delivered according to the Main
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Delivery settings. For information on authorizing the delivery, see Section 9.5

Authorizing the Delivery of an A/B-Split Job with Sampling.

Figure 8-6 The A/B-Split Job Details Screen for an A/B-Split Job with Sampling

A /B-Split Job Details

Recipients Information: <no recipisnts defined=

Sampling Variant Jobs I Main Variant Job

A/B-Split Job Edit
1D 070710A
Title: Newsletter with A/B-Split Sampling Testing
Type: Sampling A/B-Split
Sampling Details: At least 75% of the recipients will be reserved for the main variant job.
Each sampling variant job will be sent to a maximum of 1,000 recipients.
Category: -—-
. Recipients Edit

Open
Job Title Content Tracking Sender Test
07071048 Newsletter with A/B-Split Sampling Testing ) ¥
070710A#C Newsletter with A/B-Split Sampling Testing ¢ ¥

4

74

4 Sampling Delivery
Delivery Settings: <no delivery ssttings definsd>

Add Variant Job

Edit

To schedule the delivery of the Sampling Variant Jobs, click on the Edit link in the
Sampling Delivery section on the Sampling Variants Jobs tab. The A/B-Split Job

Delivery Settings screen opens.
Figure 8-7 Scheduling the Delivery of all Sampling Variant Jobs

A/B-Split Job Delivery Settings
The settings below will be applied to all sampling jobs of the selected A/B-Split job.

Supply Delivery Information

Once the mail job delivery has been authorized:

() Immediately beagin delivering the mail job

() Wait until mail job delivery is triggered

(#) Schedule the mail job delivery to begin at the following time:

Date; [mm/dd/yyyy]
Time: [hh:mm]

Time zone to be applied to the dates and times specified above:

|Use my local time zone ki

Mote: Daylight saving time is taken into account automatically.
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From this screen, you can schedule the delivery of the sampling variant jobs to take place
immediately after authorization, once you trigger it, or at a future date and time relative
to a selected time zone.

To schedule the delivery of the Main Variant Job, click on the Edit link in the Main
Delivery section on the Main Variant Jobs tab. The A/B-Split Job Delivery Settings
screen opens.

Figure 8-8 Scheduling the Delivery of the Main Variant Job

A /B-Split Job Delivery Settings
The settings below will be applied to the main job of the selected A/B-Split job.

| Supply Delivery Information
Once the mail job delivery has been authorized:
) Immediately begin delivering the mail job
) Wait until mail job delivery is triggered
() Schedule the mail job delivery to begin at the following time:
Date: [mmy/dd/yvyy]

Time: | | [hh:mm]

Time zone to be applied to the dates and times specified above:
|Use my local time zone |

Mote: Daylight saving time is taken into account automatically.

From this screen, you can schedule the delivery of the main variant job to take place
immediately after authorization, once you trigger it, or at a future date and time relative
to a selected time zone.

@ 8.2.4 Scheduling Different Delivery Times for Each A/B-Split Job Variant

When performing A/B-split testing in LISTSERV Maestro, it is now possible to test the
delivery time. To define the A/B-split job’s variants separately, follow the directions in the
sections below.

8.2.4.1 Defining for A/B-Splits Jobs

On the A/B-Split Job Details screen, click the Edit link in the A/B-Split Job section. The
Change A/B-Split Job Information screen opens. Inthe Advanced Settings section, click
on the Variant Job Delivery drop-down menu and select Individual delivery settings
for each variant job.
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Figure 8-9 Setting Individual Delivery Settings for Each Variant Job

Change A/B-Split Job Information

General Settings

Job Title:
Job Category:
Job ID Prefix:
Job Type:

Advanced Settings
Variant Job Delivery:

Delivery Notification:

Wariant Jobs Authorization Due By:

Auto-Archive:

|AEI Split with Differernt Delivery Times

<MNo Category> % | Define New Category
l:l (placed before the system generated Job ID)

| A/B-Split Job ~|

Deliver all variant jobs at the same time v

Deliver all variant jobs at the same time
Individual delivery settings for each variant job

g addresses (optional):

of the notification e-mail.

pate:|  |(mmvddiywl  Time:| | (hhimm

Time zone to be applied to the date and time specified above:

|Use my local time zone v|

MNote: Leave the date and time field empty if vou do not want to define an "Authorization Due By"

date.

If a date and time is specified, davylight saving time is taken into account automatically.

Administrator defined default: No auto-archive ¥

When you are finished defining the delivery settings, click [OK]. The A/B-Split Job Details
screen opens with each variant delivery setting shown separately.

Figure 8-10 The A/B-Split Job Details Screen with Individual Sampling Variants

A/B-Split Job Details

A/B-Split Job

#“T% Recipients

Recipients Information: <no recioients defined=

10 080709E

Title: AB Split with Differernt Delivery Times
Type: Standard A/B-Split

Category: -

gl
=™
=

080709E£A AB Split with Differernt Delivery Times
D80709E£B AB Split with Differernt Delivery Times

Open
Job Title Content Tracking Sender Test
f2) 0S0709E£A AB Split with Differernt Delivery Times ) ¥ (] ¥
D80709E£BE AB Split with Differernt Delivery Times () ¥ (9] ¥
Add Variant Job
Delivery

Job Title Delivery Settings

<no delivery settings defined>

=no delivery settings defined=>
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To set the delivery time for each variant, click on its Job ID in the Delivery section. The
A/B-Split Job Delivery Settings screen opens.

From this screen, you can schedule the delivery of the main variant job to take place
immediately after authorization, once you trigger it, or at a future date and time relative
to a selected time zone.

8.2.4.2 Defining for A/B-Split Jobs with Sampling

On the A/B-Split Job Details screen, click the Edit link in the A/B-Split Job section. The
Change A/B-Split Job Information screen opens. In the Advanced Settings section, click
on the Sampling Variant Job Delivery drop-down menu and select Individual delivery
settings for each sampling variant job.

Figure 8-11 Setting Individual Delivery Settings for Each Sampling Variant Job

Change A/B-Split Job Information

General Settings

Job Title: | A/B-5Split Job with Sampling

Job Category: i?ﬁfc@j Define New Category

Job ID Prefix: !—| (placed before the system generated Job ID)

Job Type: |AjEI—SpIit Job with Sampling Vi

Recipients Reserved for Main Job: |_7___| 9% (Minimum percentage of the total recipients reserved for the main variant job.)
Recipients Limit per Sampling Job: .1000 (Maximum number of recipients used for every individual sampling variant job.)

Advanced Settings

Sampling Variant Job Delivery: | Individual delivery settings for each sampling variant job +|
IDeIivr all sampling variant jobs at the same time |

4 =s (optional):
 Individual delivery settings for each sampling variant job | Kty

Delivery Notification:

Sampling Jobs Authorization Due By: Date: | _I[mrn.-"dd.-"yyw] Time: | i[hh:mm]
| thh:mmi

Time zone to be applied to the date and time specified above:

Main Job Authorization Due By: Date: | _I[rnrn!ddfvvw] Time: |

: 1
|Use my local time zone v

Note: Leave the date and time field empty if you do not want to define an "Authorization Due By" date.
If a date and time is specified, daylight saving time is taken into account automatically.

Auto-Archive: |Administrator defined default: No auto-archive +|

When you are finished defining the delivery settings, click [OK]. The A/B-Split Job Details
screen opens with each sampling variant delivery setting shown separately.
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A/B-Split Job Details

Figure 8-12 The A/B-Split Job Details Screen with Individual Sampling Variants

A/B-Split Job Edit
1D; 0807298
Title: AfB-Split Job with Sampling
Type: Sampling A/B-Split
Sampling Details: At least 75% of the recipients will be reserved for the main variant job.
Each sampling variant job will be sent to a maximum of 1,000 recipients.
Category: -—-
Recipients Edit

Recipients Information: =no recipients defined=

Sampling Variant Jobs Maih Variant Job |

Open

Content Tracking Sender Test
08072988 A/B-Split Job with Sampling ()] ¥ () ¥

080729B:C A/B-Split Job with Sampling { ¥ () X

Add Variant Job

Sampling Delivery

Job-ID Job Title Delivery Settings
08072988 A/B-Split Job with Sampling <no delivery settings defined>
08072aB=C A/B-5plit Job with Sampling <no delivery settings defined>

To set the delivery time for each sampling variant, click on its Job ID in the Sampling
Delivery section. The A/B-Split Job Delivery Settings screen opens.

From this screen, you can schedule the delivery of the main variant job to take place
immediately after authorization, once you trigger it, or at a future date and time relative
to a selected time zone.

8.2.5 About Auto-Repeat Jobs

Auto-repeat jobs are made up of a sequence of identical jobs based on the first job
created in the series and scheduled to be delivered at regular programmable intervals.
Various settings control the auto-repeat sequence, and these sequences can be used in
many ways.

8.2.5.1 Specifying the Delivery Time
The delivery time of auto-repeat jobs is defined using the following rules:

» The first job in the auto-repeat sequence will be delivered at the date and time
specified in the basic options of the Schedule Delivery screen.

» Each subsequent copy of the original job will then be delivered a certain amount of
time after the previous delivery, which is defined in the Delay interval between
repeated deliveries advanced option.
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Here are some examples:

» If Deliver immediately when authorized is specified and a repeat interval of 12
hours is used for the first job, and that job is authorized at 9:15h, then the initial job
would be delivered at 9:15h, the first copy would be delivered at 21:15h, the second
copy at 9:15h of the next day, and so on.

« If Deliver at 12:00h is specified and a repeat interval of 24 hours is used (or for the
same effect 1 day), then one delivery each day, at 12:00h, would occur.

» If Deliver at 10:20h on 11/24/2004 is specified (which happens to be a Wednesday)
and a repeat interval of 2 weeks is used, then this would cause a copy of the job to
be delivered at 10:20h of the Wednesday of every second week after the initial
delivery.

« If Deliver at 12:00h on 1/1/2005 is specified and a repeat interval of 3 months is
used, a delivery on the first of each of the months of January, April, July and October
would occur, resulting in one mailing at the beginning of each quarter.

8.2.5.2 Auto-Repeat Jobs with Dynamic Recipients or Dynamic Content

Auto-Repeat delivery is particularly useful together with dynamic recipient lists and/or
dynamic content. Dynamic recipient lists are the “just-in-time” variants of recipients
defined by a target group, text upload, a select from a database, as well as standard
LISTSERYV lists or recipients selected from a database by LISTSERV. What all these
recipient types have in common is that the actual list of recipients a job will be mailed to
is determined "just-in-time" at the moment prior to delivery. If such a job auto-repeats
itself, each repeated copy may be mailed to a different list of recipients.

Dynamic content is content that uses drop-ins to pull content into the message "just-in-
time" before delivery. Different content can be used with auto-repeat jobs to mail
constantly changing content to a list of recipients without editing the other parts of a job.
Examples of these types of jobs are provided below:

8.2.5.3 Dynamic Recipients Example

A bank or credit union could employ dynamic recipient lists for sending a generic "Your
account balance is negative" warning message on the first of each month to only those
recipients who have a negative account balance on that day.

To set up such an auto-repeat job, create a job with static content telling the recipients
that their account balance is negative (possibly using the balance value as a merge field
pulled from the customer database). Use a recipient definition that is "just-in-time" and
that selects exactly those recipients from the database where the account balance is
negative. Next, schedule this job to be delivered at a certain hour of the first day of the
next month, with a repeat interval of one month. After the initial authorization of that first
job, the mail would automatically go out at the set hour of the first of each month, to only
the recipients with a negative account balance.

8.2.5.4 Dynamic Content Example

A weather report service could employ dynamic content to automatically mail the daily
weather forecast to all subscribers on their list. To set up this type of auto-repeat job,
create a job with content that uses a drop-in that pulls the text of the daily forecast from
a suitable source (for example from a web server). Next, schedule this job to be delivered
at a certain hour of the next day, with a repeat interval of one day. Before setting the hour
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of delivery, check to make sure that the source of the weather forecast drop-in is updated
before the hour of the delivery time. After the initial authorization of that first job, the mail
would automatically go out at the scheduled hour each day, with a different forecast (as
pulled from the web server source by the drop-in) each day.

8.2.5.5 Auto-Repeat Jobs and Delivery Failures

If delivery of an auto-repeat job fails for any reason, the failure is handled differently than
with normal jobs. A failed auto-repeat job is marked failed as usual, only it is automatically
closed and transferred into the list of delivered jobs, just as if it had been manually closed
as a failed normal job. If the end-condition for the auto-repeat has not yet been met, a
new copy is created and authorized for delivery after the corresponding delay interval,
just as if the delivery of the previous job had not failed. See Section 11.2 Auto-Repeat
Jobs and Delivery Failures for more information on delivery failures.

Important: "No recipients found" is a valid reason for a delivery failure. However, in the
context of auto-repeat jobs, this may actually be an acceptable state if there are
no recipients that fit the conditions of the job. In the Dynamic Recipients Example,
a message was supposed to be delivered to all recipients with a negative account
balance on the first of each month. If in a given month there are no recipients with
a negative account balance, no mail would be sent out for that month, and the job
instance for that month would fail with "No recipients found" as the reason for
failure. In this case, the failure should be interpreted as a valid state because
there simply were no recipients to deliver mail to on that day. The auto-repeat
sequence would continue with another copy for the next month, so if any
recipients have a negative balance on the first of the next month, they would then
get the reminder mail.

8.2.5.6 Auto-Repeat Jobs and System Shutdown

Auto-repeat jobs are treated differently than normal jobs during a system shutdown. For
anormal job, if the system is down at the scheduled delivery time, the job will be delivered
immediately when the system is started the next time. The system will recognize that the
delivery time of the job has passed while the system was down and will immediately start
the delivery to "make up" for the lost time.

If the system is down at the scheduled delivery time of an auto-repeat job, the system will
recognize that the delivery time of the job has passed while the system was down.
Instead of starting delivery immediately, the job will be re-scheduled to the next available
"delivery slot" of the auto-repeat sequence it belongs to. The job will remain in the
Ongoing Jobs list as "authorized for delivery", but now with a new delivery time that
occurs after the system startup. If there is no such delivery slot available because the
end-condition for the auto-repeat has already been met, (the threshold time has passed)
the job will be marked as failed with a corresponding error message and will immediately
be transferred to the list of delivered jobs (as explained in Section 11.2 Auto-Repeat Jobs
and Delivery Failures).

For example:

If a job is scheduled to be delivered at 8:00, with an auto-repeat delay interval of 12 hours
(the job is supposed to repeat itself at 8:00 and 20:00 of each day), but the system is

down at that time, then during the next system startup, the job will be re-scheduled from
8:00 to 20:00. Or if the next system startup occurs after 20:00 of that day, the job will be
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re-scheduled to 8:00 of the next day, or even 20:00 of the next day, if necessary, and so
on until a delivery time is found that occurs after the system startup. During the whole
process, the job will not fail and no new job copies are created. The system simply takes
the job that should have been delivered earlier and re-schedules it for the next available
delivery time. If the job was supposed to stop auto-repeating at a time that has passed
before the system startup, then the system will not find a "next available delivery time"
for re-scheduling. In that case, the job will fail with a message to that effect.
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is a large job being distributed to many recipients or a message with large amounts

of data. Large jobs take up a lot of server time and space and affect many email hosts
and individual recipients. Sending out a less than perfect message can create a very
negative reaction among recipients and damage an institution’s credibility and reputation.
As a safeguard, LISTSERV Maestro will not allow an email job to be authorized before a
test of the job has been sent out and approved. Any changes to contents, recipients, or
sender require a new test to make sure that the changes were effective.

I tis critically important to test an email job thoroughly before sending it, especially if it

9.1 Delivery Testing for a Job

To test an email job, click on the Delivery Test icon on the Workflow diagram or the Test
link in the Test Status section of the Summary diagram.

Figure 9-1 The Delivery Test Screen
Delivery Test

Message Spam Rating
Check if your configured spam filters would classify the message as spam:

The message has not been checked for spam.
Check message for spam

Specify Delivery Test Recipients

E-mail Column: EMAIL
Recipient ID Column: EMAIL
Subject: |LISTSERV at Work |
Test line: | |

(This text will be added to each test message)

Add Row EMAIL ID FNAME LNAME
—— | I I |
Clear Row | | | | | | | |
m— | i | |
[ Send Delivery Test Messages ][ Save & Close || Cancel |

[] Send additional plain text mail with alternative text

(Each test recipient will receive an additional copy of the test mail, as a plain text mail that contains
only the alternative text, for easier proof reading.)

Advanced Options:

o Copy recipients and test line from another job.
o Upload delivery test recipients from a text file.
o Download delivery test recipients.
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LISTSERV Maestro allows the user to use a previously entered group of test recipients,
upload and download test recipient lists, or type in test recipient names and addresses.
The test interface displays a table for entering test data. Each row represents a test
recipient. The columns displayed depend on the columns defined in the recipient
definition stage of the job.

Valid Internet email addresses are necessary for all the fields in the column that is
specified as the email column. The test messages will be sent to these addresses. The
same address may be used in more than one row.

The subject line for a test message can be changed. Changing the test subject line will
not affect the subject line of the final message. The optional test line allows the user to
enter a line of text that will appear above the body of the message when it is delivered.
Use this to recognize test messages and different versions of test messages. If nothing
is entered into the optional test line box, then no text is added to the test messages. A

test line will never be added to a final email job.

{ Notes: If the message is an HTML message with a text alternative, then a new option on
the Delivery Test screen lets a separate email be sent to each test address with
alternative text. If this new option, Send additional plain text mail with alternative
text, is checked, then the test mail will be sent out in two versions. The first version
will be the normal HTML mail (including the text alternative) and the second version
will be a plain text mail that contains only the alternative text. Each test delivery
recipient will receive these two mails, allowing the test recipients to view both the
normal HTML mail as well as what the alternative text would look like for a recipient
where the email client strips away the HTML part and only displays the text
alternative.

When sending a test for a job with Forward-to-a-Friend enabled, several copies of
the test will be sent to each address: the normal message, the message as it will look
when forwarded without a user-supplied preamble, and the message as it will look
when forwarded with a user-supplied preamble. If the Send additional plain text
mail with alternative text option is also checked, then each of these test messages
will be sent in both forms. This means that each test address may receive up to 6
different versions of the message.

Tip: Email messages of a large email job will almost certainly pass through a spam filter
Q on their way to the intended recipients. Therefore, we recommend that you check the
spam rating of your message from such spam filters, to evaluate if your message
may be classified as spam (which would impede the deliverability of your message).
For more information, see Section 9.1.1 Checking the Message for Spam.

Click [Send Delivery Test Messages] to continue. Click [Save & Close] to save the test
recipient data but not send the test message. Once the messages have been sent,
review the results. It is usually a good idea to include the job owner and any team
members in the test recipient list so test results can be viewed firsthand.

If the test results were not acceptable, select the No option and then click [OK]. This will
prevent the job from being approved for delivery and allow any necessary changes to be
made by bringing up the Job Details screen.

If the test results were acceptable, select the Yes option and then click [OK]. This will
allow the job to be authorized for delivery.
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If you want to view and verify the delivery test results later, select the Verify Later option
and click [OK]. If this option is selected, the job can not yet be approved for delivery. The
next time the Delivery Test icon or link is clicked from the Job Details screen, the user
will be returned to the Delivery Test screen. To approve the pending test, click the Go_
directly to the validation page, without another delivery test link under the
Advanced Options section to return to the Validation screen of the test that was saved
for later verification. Click the Yes option and then click [OK] to proceed.

Figure 9-2 Delivery Test Results

Delivery Test

Delivery Test Results
The test messages have been delivered to the recipients supplied.
Total number of delivery test messages sent: 1

Please wait until you have received the test messages. Depending on the Internet
connection and the e-mail systems involved, this may take a short while, Review test
messages to verify they are acceptable.

) MNO - The delivery test results are not acceptable!
) YES -The delivery test results are acceptahble.

) Verify Later - View and verify the result of the delivery test at a later time.

Tips: Itis useful to have a good understanding of the actual recipient data when putting
Q together a test. If the message contains merged fields, then study those fields in the
actual data: what are the shortest and longest instances of those fields? Are those
fields ever empty? Next, make sure to send tests that have values of the shortest
and longest lengths, and empty fields if appropriate, to make sure that the message
layout looks correct in all cases. It is sometimes necessary to change the layout or
use conditional blocks to accommodate special cases. If using conditional blocks,
make sure that the test cases exercise every possible condition, being especially
cautious about the formatting when working with HTML messages.

Send test messages to email accounts running different email clients. A message
that looks fine in one client may look messy or unreadable in another.

The recommended method for testing mailings that have the recipients defined from
a LISTSERV list and are being sent a standard list message is to create a clone of
that list within LISTSERV (such as TEST-listname). Make sure that the entire list
configuration is exactly duplicated, including customized templates (especially the
top and bottom banners, if these are defined). Subscribe only the test recipients to
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the test list. On the Delivery Test screen, enter the full address of the test list as the
sole test address.

It is important to test every facet of an email job including bounce settings. To test
bounce settings, send a test message to an undefined address. Look at the bounce
report if LISTSERYV is handling bounces and download the address to make sure it
corresponds to the one used in testing. If bounces are being sent to another address,
go to that address and examine the bounced message.

Remember to also test both the From: address and the Reply-To: address (if the
latter is specified). To test the From: address and the Reply-To: addresses try
replying to both from the test message and examine the results.

9.1.1 Checking the Message for Spam

:E Important: Spam checking your email jobs is an advanced feature. In order to get the L-
Soft-provided SpamAssassin check, you must be running LISTSERYV 16.0 and you
must have a current maintenance.

Spam checking your email forwards the currently defined email content, augmented with
the sender settings such as the From: address and name, to the spam filter that is
configured at your LISTSERV host. The spam filter creates a report that includes a
decision whether or not the message is classified as spam. The report contains valuable
information about what aspects of the message might cause it to be classified as spam.

Email messages of a large email job will almost certainly pass through a spam filter on
their way to the intended recipients. Therefore, we recommend that you check the spam
rating of your message from such spam filters, to evaluate if your message may be
classified as spam (which would impede the deliverability of your message).

For a message that has not yet been checked (since it was last edited), click the Check
message for spam link to initiate the spam check.

Figure 9-3 Spam Checker Link at the Delivery Test Screen

Delivery Test

Message Spam Rating
Check if your configured spam filters would classify the message as spam:

The message has not been checked for spam.
Check message for spam

Specify Delivery Test Recipients
E-mail Column: EMAIL
Name Column: FNAME
Recipient ID Column: EMAIL

For a message that has already been checked, the spam classification (classified as
spam or not) will be displayed. Click View results to view the detailed results of this spam
check, or click Repeat spam check to initiate a new spam check.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 9 Testing and Authorizing Delivery

Figure 9-4 Spam Checked on Delivery Test Screen
Delivery Test

Message Spam Rating
Check if your configured spam filters would classify the message as spam:

A The message has been rated as spam by yvour configured spam filters.
View results Repeat spam check

7 Notes: The exact contents of the spam report and, most importantly, the performed
spam tests and how they are rated, depend strongly on the configuration of the spam
filters that are being used. If the report classifies the message as spam and this
decision appears to be in error, please contact the administrator to review the
configuration of the spam filters.

In addition, the spam rating given by your spam filters can only be used as a general
guideline when trying to evaluate if your message may be classified as spam. The
actual spam filters of your recipients may be configured differently than your spam
filters which are used by LISTSERV Maestro to determine this rating. Therefore, a
message that passes your tests may still be classified as spam by a recipient's filter,
or vice versa. For additional details, see the online help.

Figure 9-5 Example of a Spam Rating Result

Message Spam Rating
Spam Rating Results

Local & | Local SA: 1002.4/5.0 A SpamAssassin: 1002.4/5.0 A

This spam filter has processed the message successfully with the following results:

The content was classified as spam!

Content enalysis details: {1002.4 points, 5.0 reguired)

pts rule name description

1000 GTIUBE BODY: Generic Test for Unsclicited Bulk Email
2.4 TVD FW GRAFHIC NAME LONG BODY: TVD FW GRARFHIC NAME LONG

0.0 HTML_MESSAGE BODY: HIML included in message

You may want to review the message content and/or the sender settings.

Download spam rating results

Click [OK] to return to the Delivery Test screen. Click [Download Spam Check Results]
to review the settings of the mailing before returning to the Delivery Test screen.

Important: The exact contents of the spam report and, most importantly, the performed
A spam tests and the assigned penalty points depend strongly on the configuration of
the spam filter that is being used. If the report classifies the message as spam and
this decision appears to be in error, please contact the administrator to review the
configuration of the spam filter.

In order to get the Local tabs shown in the figure above, you need to set up your own
scripts to do the spam processing. What goes into those tabs and what those tabs
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are named are completely up to the person who writes the scripts. Details for writing
your own scripts will be available in the LISTSERYV 15.6 documentation.

9.2 Running Test Reports

Once a test message containing tracked data has been delivered and the test recipients
have opened the message and clicked on tracked links, then the Test Reports tab,
available from the Job Details screen, becomes active. Click on the tab to open up a
definition page to generate a “quick report” on the test message data. Quick Reports are

predefined report types that create a temporary report based on the selected report
settings and the active email job.

Figure 9-6 Test Reports

Job Details

VW arkFlow | Summary | Test Reports

Define what kind of report you want to view for the selected job:

Report Type:
(# Event distribution over time
) Sum of events

() Ewent details

Show Report Over:

) Open-Up events

(3 Click-Through events {all links bundled)

) Click-Through events {all links separate)

) Open-Up events and Click-Through events {all links bundled)

() Open-Up events and Click-Through events {all links separate)

Additional Statistics:
[] Wumber of Sent Messages
[] Mumber af Unbounced Messages

[] Mumber of Bounced Messages

First, select the report type by clicking the corresponding option button. Three different
report types are available depending on the type of tracking you selected:

Event distribution over time — Produces a simple line graph showing the number

of responses over time. Time is plotted on the x-axis of the chart and events are
charted on the y-axis.
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* Sum of events — Produces a bar graph showing the number of recipients who
clicked on each URL and/or opened up the message. The length of each bar shows
the number of events.

» Two types can be chosen for the report — Sum of unique events or Sum of all
events. Sum of unique events records only a single event of each type for each
recipient. This chart will register “0” (zero) events if blind tracking has been selected
for the tracking type during the tracking definition because blind tracking cannot
count any event as unique. Sum of all events counts all events triggered for each
recipient.

» Event details — Displays a table that lists the report type, lists the time period of the
report, allows for the selection of encoding for downloading the data, and allows for
the selection of the time zone to reference the downloaded data. Click the
download link to download the raw data to a local drive. Raw data can be used in

Microsoft® Excel or third party statistical analysis software to create detailed reports.
Event detail reports are available for personal, anonymous, unique, and blind
tracking jobs.

Next, select the source data for the report type. Each data source will create a line or bar
on the chart. There are up to five choices depending on the type of message (Plain Text
or HTML), as well as the tracking events defined in the message:

* Open-Up events — This option charts all the open-up events for a job. It is only
available for HTML messages.

* Click-Through events (all links bundled) — This option bundles all click-through
events together into one variable charted on the report. For example, if three links
were being tracked in a message, they would appear as one line or bar on the chart.

» Click-Through events (all links separate) — This option creates separate variables
for each click-through event that is tracked. For example, if three links were being
tracked in a message, each of the three links would appear as a separate line or bar
on the chart.

* Open-Up and Click-Through events (all links bundled) — This option puts all the
open-up events into one variable and all the click-through events into a second
variable charted on the report. It is only available for HTML messages.

 Open-Up and Click-Through events (all links separate) — This option creates
separate variables for the open-up and each of the click-through events. It is only
available for HTML messages.

Other data sources can be added to the chart by selecting any or all of the Additional
Statistics option buttons. These additional data sources can provide comparison data in
the chart so that it is possible to see the total number of messages sent in relation to the
number of open-up events that occurred, for example. Three Additional Statistics
options are available:

* Number of Sent Messages — Adds the number of messages that were sent to
LISTSERYV as a constant reference value in the report.

*  Number of Unbounced Messages — Adds the number of unbounced messages as
a constant reference in the report. This value shows the number of messages that
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were sent and not detected as bounces by LISTSERV. This option is only available if
LISTSERV handles bounces automatically (selected during the sender definition).

« Number of Bounced Messages — Adds the number of bounced messages as a
constant value in the report. This value shows the number of messages that were
sent but were detected as bounces by LISTSERV. This value can go up over time as
new bounces are received by LISTSERYV. This option is only available if LISTSERV
handles bounces automatically (selected during the sender definition).

Make your selections, and then click [OK] to continue. A temporary report with the
settings selected will be generated and displayed on the screen. This report will not be
saved (it can always be run again from the Test Reports tab).

Located at the bottom right side of the test report are four icons. Each icon opens a page
with different functions and options. The currently selected icon will be highlighted with a
blue border. Unavailable icons will appear grayed out. These icons appear on all test
reports, quick reports, and regular report pages.

Table 9-1 Test Report Icons

View Report — Displays the currently selected report with the latest report
||| options.

= Download Report — Opens the Download Report Result screen. From here,
it is possible to download the report data in a zipped text file.

= Change Results Settings — Opens the Change View Settings for Report
&_;, screen. From here, it is possible to change how the results are displayed and
downloaded.

tests, it is not possible to save a quick report; therefore, this icon is disabled

Edit Report/ Create Report — Opens the Define Report screen. For delivery
(grayed out).

For more information on Quick Reports, see Section 12.5 Completed Job Reports. For
more information on creating and editing reports, see Section 13 Tracking Reports.

t} Note: Once a report is created, it can be added to the Dashboard for quick access. For

more information, see Section 2.2.2.1 Adding Reports to the Dashboard.

9.3 Authorizing the Delivery for a Standard Job

In order for an email job to be delivered, final authorization is required. After all previous
requirements have been met — define recipients, define message, define tracking, define
sender, delivery test, and delivery settings — a job may be authorized for delivery. The job
owner always has permission to authorize a job, as do any other team members that
have been granted permission.

To authorize an email job delivery, click on the Authorize Delivery icon on the Workflow
Diagram or click the [Authorize Delivery] button at the top of the Summary Diagram.
The Authorize Delivery screen opens.
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The Job Summary section lists all the selections that make up the email job. Above the
[Authorize Delivery Now] and [Cancel] buttons is a message that summarizes the
selections made for the delivery. If this is an auto-repeat job, the auto-repeat sequence
time delay will be listed as well as other notes on the screen. Normal jobs will have a
shorter message summarizing the delivery schedule.

The Details link in the Content section will display a copy of the message, alternative
text, attachments, and tracking information. The message can be downloaded to a local
file as well. The Details link in the Recipients section displays information regarding the
recipients for the email job.

The Sender section lists all the selection you made while defining the sender’s
information. If DomainKey signing is enabled, then LISTSERV Maestro interacts with
LISTSERYV to determine if the supplied sender address is supported by one of the
DomainKeys that were deployed to the LISTSERV host when DomainKeys was
configured. If the email job is configured for future delivery, then there is a considerable
time window during which the administrator may opt to change the DomainKeys settings
at the LISTSERV host. Therefore, if DomainKeys have been disabled during this time
window, then the email job delivery will fail with an appropriate error message.

Clicking [Authorize Delivery Now] will do exactly that, and the job will be sent
immediately or at the scheduled day and time. Clicking [Cancel] will go back to the Job
Details screen so that any part of the job may be edited, or the job can be deleted.
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Figure 9-7 Authorizing Delivery

Authorize Delivery
Review the job summary to verify that the job settings are correct,

If you authorize the delivery of the job, the job will be sent: Aug. 27, 2006 08:00 AM

The job will also start a new auto-repeat sequence and will automatically authorize and
deliver a copy of itself every 1 months after the first delivery, until Sep. 30, 2006 08:00 AM,
Mote: The job is defined to be an auto-repeat job but contains neither dynamic just-in-time recipients
nor dynamic drop-in content, Therefore, each auto-repeat instance of the job will deliver exactly the
same mail content to exactly the same list of recipients,

Please make sure that this is the indended behavior before authorizing the job for delivery,

[ Authorize Delivery Now | [ cancel |

Job Summary

Sender

E-mail &ddress: htaylor@lsoft,com
Sender Name:

Reply-To Addrass:

Bounce Handling: <handled by LISTSERW =
Recipients
Recipients Type: List uploaded as a text file

Number of Recipients: a8
Recipients Data Usage:  Used for mail merging and tracking

Content

Subject: Test Message

Mail Type: Plain Details

List of Attachments: - LSoftLogo.gif [ 32,202 Bytes]
- Maestro3.0_MewFeatures.doc [602,112 Bytes]

Tracking

Tracking is: OFF

Recipients Sample

EMAIL FNAME LNAME DOB

Anna@maestro-demo lsoft.com  Anna  Anchor 0371771972
Bob@maestro-demo lsoft.com Bob Bouchard 0373171931
Chuck@maestro-demo.lsoft.com Chuck  Cho 71541983

If a job is authorized for delivery at a future date and time, delivery authorization may be
revoked by going to the Open Jobs screen and selecting the job. For more information,
see Section 10 Open Jobs.

The scheduled delivery time shown on this screen is always displayed relative to the local
time of the user. If a job is scheduled for a time zone different from the user’s local time,
then the time displayed in the Job Summary may appear incorrect. For example, if the
user enters the time 10:00 with time zone GMT as the scheduled delivery time, but the
user’s location is not in the GMT time zone, the delivery time displayed on the Authorize
Delivery screen will be different from the 10:00 time selected. This is because the user’s
local time is in a different time zone than the scheduled delivery time. When converted to
absolute time, the delivery time will be correct. Time zone differences between the local
time and the delivery time may even show an “incorrect” day. If the user sets the
scheduled delivery time to 0:30 at GMT on the first of January, the time will appear as
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23:30 on the 315! of December on this screen if the local time zone is one hour behind
GMT.

9.4 Authorizing the Delivery of an A/B-Split Job

Once the A/B-Split Job’s information is completed (green icons and checkmarks will let
you know when everything is completed), and you are ready to authorize delivery, then
click the Mail Job menu and select Authorize Delivery.

Figure 9-8 Authorizing the Delivery of an A/B-Split Job

IS g e e o e e g ottt
u N {1

Mail Job  Report Recipient Warehouse  Utility LISTSERV Back To Preferences  Logout
O New.. etails
L!T":J Open Jobs i
b Edit
(] ing Job:
) noxini Jobe 0707028
¥g Completed Jobs A/B-Split Jobs
Job Info... Standard A/B-Split
Authorize Delivery... e
Team Collaberation...
Edit
Delete Jaob... i
. Type: List uploaded as a text file

Number of Recipients: 38
Recipients Data Usage: Used for mail merging and tracking

Open
Job Title Recipients Content Tracking Sender Test
@ D70702B#A A/B-Split Jobs 19 4 4 v v
070702B#B A/B-Split Jobs 19 v v v v
Delivery Edit
@ Delivery Settings: Deliver immediately when authorized

The Authorize Delivery screen opens, presenting you with a final overview of the job.
Verify that everything is correct, and then click the [Authorize Delivery Now] button.

9.5 Authorizing the Delivery of an A/B-Split Job with Sampling

Once the information for the A/B-Split Job with Sampling is completed (green icons and
checkmarks will let you know when everything is completed), and you are ready to
authorize delivery, then click on the Sampling Variant Jobs tab, click the Mail Job menu,
and select Authorize Sampling Variant Delivery.
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Figure 9-9 Authorizing the Delivery of an A/B-Split Job with Sampling

Mail Job  Report Recipient Warehouse  Utility LISTSERV Back To Preferences  Logout
DNEW...
@Cpen]cbs

Edit

& Ongoing Jobs
¥ Completed Jobs

Yo2B
split Job with Sampling

Job Info... bling A/B-Split
Authorize Sampling Variant Delivery... st 75% of the recipients will be reserved for the main variant job.
Team Collaboration... sampling variant job will be send to a maximum of 1,000 recipients.
Delete Jab...
Recipients Edit
@ Recipient List Type: List uploaded as a text file
Number of Recipients: 38

Sampling Variant Jobs | Main Variant Job |

Recipients Data Usage: Used for mail merging and tracking

Open
Job Title Recipients Content Tracking Sender Test
@ 070702B#B A/B-Split Job with Sampling 5 v v v v
070702B#C A/B-Split Job with Sampling 4 v v v v

Add Variant Job

@ Sampling Delivery Edit
Delivery Settings: Deliver immediately when authorized

The Authorize Delivery screen opens, presenting you with a final overview of the job.
Verify that everything is correct, and then click the [Authorize Delivery Now] button. The
sampling variant jobs are authorized and delivered first, while the main variant job is held
back. You can then use the tracking results of the sampling variants to evaluate the
"success" of each variant (just like a normal A/B-split job). With these results, you can
copy the content of the most successful sampling variant job into the main variant. After
this is done, you can authorize the delivery of the main variant.

9.6 Triggering the Delivery of an Email Job @

In some cases, it may be desired that the moment for an email job delivery be determined
outside of LISTSERV Maestro. For example, if the message content is defined as a drop-
in file that is generated by an external process, then the job should not be delivered until
this file has been successfully completed. Because of circumstances like this, you now
have the ability to schedule the email job’s delivery for a future time that will be
determined after the email job has been approved.

§ Note: To enable an email job for this type of delivery, see Section 8.2 Scheduling
Delivery of a Job.
9.6.1 Triggering the Delivery Manually
To manually trigger the delivery of an email job, go to the Ongoing Jobs screen and click
on the job’s ID. This opens the Ongoing Job Details screen. From here, click on the Mail
Job menu and select Trigger Job Delivery. Click [OK] to confirm the delivery.
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To manually trigger the delivery of an A/B-Split Job, go to the Ongoing Jobs screen and
click on the A/B Job ID. The A/B-Split Job Details screen opens. From here, click on the
Mail Job menu and select Trigger Delivery of Authorized A/B-Split Job Variants.
Click [OK] to confirm the delivery.

Figure 9-10 Manually Triggering the Delivery of an A/B-Split Job

Mail Job = Report Recipient Warehouse Utility Back To Preferencez  Logout
[ New...
@ Open Jobs

Edit

.E. Ongeing Jobs
3 Completed Jobs
Job Info...

Job Journal

Trigger Delivery of Authorized A/B-Split Job Variants..’._\[b

<<
i

Revolce Authorized Variants of A/B-Split Job...

e e Ty List up e
"2/ Number of Recipients: 38

Recipients Data Usage: Used for mail merging and tracking

ext file

Ongoing
Job-ID Job Title Recipients Date/Time of Delivery State
./ |080618C#A Sample A/B-Split Job 19 when triggered @
080618C#B Sample A/B-Split Job 19 when triggered [2E]

9.6.2 Triggering the Delivery Externally

In order to trigger delivery externally, the external process or application has to access
the server where the LISTSERV Maestro User Interface (LUI) is running via HTTP (or
HTTPS, depending on your setup). In addition, a security token must be obtained.

Note about Security Tokens: Since triggering an email job delivery is a highly privileged
@ operation, LISTSERV Maestro requires that the external process or application
delivers a security token for authorization. This security token is assigned internally
by LISTSERV Maestro.

Delivery trigger security tokens are assigned to jobs as follows:

» Standard Job — Each standard job has a unique security token, which is found on
the job's details page once the job has been authorized.

* Auto-Repeat Job — All jobs in an auto-repeat chain have the same security token,
which is found on the details page of one of the jobs in the chain (while the job is
authorized). Whenever the external process uses the security token to trigger the
delivery of the job, the job will be delivered and a new job in the auto-repeat chain
will be spawned, which then turn waits in the Ongoing Jobs list until the external
process uses the same security token again to trigger this job's delivery. Because of
this, the external process can independently determine how often a new job in the
auto-repeat chain is to be delivered.

» A/B-Split Job — The delivery trigger security token for A/B-split jobs are assigned
depending on one of the following four cases:

» Standard A/B-Split Job with Common Delivery Settings for All Variants:
The A/B-split job has a common security token that is found on the A/B-split
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job's details page once the variants have been authorized. If the common
security token is used to trigger the action, then this will trigger the delivery of
all variants.

Sampling A/B-Split Job with Common Delivery Settings for the Sampling
Variants: The A/B-split job has a common security token that is found on the A/
B-split job's details page once the variants have been authorized. Neither the
sampling variants nor the main variant have individual security tokens. If the
common security token is used to trigger the action, then this will trigger either
the delivery of the sampling variants or the delivery of the main variant,
depending on which variants are currently authorized for delivery. Because of
this, the security token has to be used twice: At first the sampling variants are
authorized, then the security token is used to trigger their delivery. Then, the
main variant is authorized and the same security token is used to trigger its
delivery as well.

Standard A/B-Split Job with Individual Delivery Settings for Variants: The
A/B-split job does not have a common security token. Instead, each variant has
an individual security token that is found on the variant job's details page once
the variant job has been authorized. Each individual security token must be
used to trigger the delivery of each individual variant job. This allows you to
trigger the variants at different times. The security tokens of the variant jobs are
very similar: Each security token is the same as the security tokens of its
sibling variants, except for a unique suffix. The first variant will have the suffix "-
A", the second the suffix "-B", and so on. This means that you only need to
know the security token for one variant, and how many variants there are, to be
able to trigger all variants. This is especially useful when setting up an external
script or process to do this triggering because you only need to tell the process
the common part of the security token, plus how many variants there are. The
process can then build the complete security token for each variant by
extending the common part with the correct suffix for each variant job.

Sampling A/B-Split Job with Individual Delivery Settings for Variants: The
A/B-split job does not have a common security token. Instead, each sampling
variant and the main variant has an individual security token that is found on
the variant job's details page once the variant job has been authorized. Each
individual security token must be used to trigger the delivery of each individual
variant job. This also allows you to trigger the variants at different times. The
same similar security tokens with different suffixes are used for the variants as
described above for Standard A/B-Split Job with Individual Delivery
Settings for Variants.
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Figure 9-11 Triggering the Delivery Externally using Security Token

Ongoing Job Details

Click on the View links for more information about the related property.

Job &3
Job ID: 08061 7A

lob Title: Kayaking Newsletter

lob Category: -—

State: Authorized for Delivery

Recipients View
Recipient List Type: Recipients uploaded as a text file

Number of Recipients: 38

Recipients Data Usage: Used for mail merging and tracking

Content View
Subject: Kayaking the Bay

Mail Type: Plain

List of Attachments: (no attachments defined)

Tracking View
Tracking is: OFF

Sender View

E-mail Address:
Sender Name:

htaylor@lsoft.com

Reply-To Address:
Bounce Address: Handle bounced messages automatically

Domainkeys Signing: Mo <Domainkeys signing is not used=

Delivery Settings
Send at:

When triggered

Show Security Token for Delivery Trigger

The security token is found in the Delivery Settings section on any of the Job Details
screens.

A Important: Everyone who is in possession of this security token and who can also
access LISTSERV Maestro on its HTTP port (for example, with a normal web
browser) will be able to trigger the delivery of the job. Therefore, the security token
should be closely guarded and not be given out to unauthorized persons.

To show the security token, click the Show Security Token for Delivery Trigger link.
Copy the security token from this box and make sure that the external process or

application accesses the URL described below, replacing [SECURITY_TOKEN] with the
value pasted from the security token popup box.

{ Note: To create a new security token for a standard job, click the Create New Security
Token link in the popup box. To create a new security token for an A/B-split job

variant, click on the Create New Security Token for all Variants link. This will
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create a new security token for all of the A/B-split job variants. Once a new security
token is created, the old token is no longer valid and cannot be used to trigger a job
externally.

A trigger URL always has the following form:
http[s]://SERVER_NAME/lui/externalAction.do?token=SECURITY_TOKEN

» where SERVER_NAME is replaced with the name of your LISTSERV Maestro server.
If a non-standard HTTP port is used, also include the port separated with a colon ":".
If access to your LISTSERV Maestro is protected with HTTPS, you need to specify
"https://" instead of "http://".

« where SECURITY_TOKEN is replaced with the security token for the action that the
URL will trigger.

The external delivery trigger is of the Simple URL Access type and does not contain any
download data in its response. With this type, the action is triggered by accessing the
external trigger URL with a HTTP GET-request.

By accessing this URL, a HTTP GET-request is made to LISTSERV Maestro. The server
then verifies the given security token and, if it is valid, triggers the corresponding action.
The result of the action will be returned in the form of a HTTP response.

If everything went well, a response with the status code "200 - OK" will be returned. In
this case, the response body will contain the result of the action.

If there was a problem executing the action, a response with a different status code will
be returned; for example, "404 - Not Found" if an invalid security token was specified.

A Important: If you type the value manually, then make sure to maintain the exact spelling
because security tokens are case sensitive.

9.7 Re-authorizing Auto-Repeat Jobs

Any auto-repeat job currently on the Open Jobs screen awaiting its scheduled delivery
time can have its delivery authorization revoked just like a normal job. If authorization is
revoked, the job will be put back into the Resume Jobs list, where it can be edited again.

If a job is re-authorized for future delivery, the job may have its standing changed in
respect to the auto-repeat sequence it was part of before the authorization was revoked.
Here are the possible standings:

» Thejobisthefirstjob of an auto-repeat sequence — This means that no delivery
has taken place for this job because it was the first job of the sequence and was
already revoked before its scheduled delivery time. When re-authorized, the job will
simply continue to be the first (and still only) job of the same auto-repeat sequence it
belonged to before.

« The job is not the first job of the auto-repeat sequence but has not been
changed since the delivery authorization was revoked — This means that this job
is already an automatically created copy that is part of an auto-repeat sequence.
The delivery authorization of this job was revoked, but the job has not changed since
then. When re-authorized, the job can continue as part of the same auto-repeat
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sequence, or it can start a new auto-repeat sequence. This choice will have to be
made on the Authorize Delivery screen.

 Thejobis notthe first job of the auto-repeat sequence and has been changed
since the delivery authorization was revoked — This means that this job is
already an automatically created copy that is part of an auto-repeat sequence. The
delivery authorization of this job was revoked and then it was changed in some way.
When re-authorized, the job will create a new auto-repeat sequence and it will no
longer be part of the sequence it belonged to before the delivery authorization was
revoked. This happens because the job is no longer an exact copy of the previous
jobs in its original sequence. Instead, it will be the first (and still only) job of a new
auto-repeat sequence.

11’ Note: A job is defined as changed since authorization was revoked if the recipients

definition, content definition, tracking definition, or sender definition of the job has
changed since the delivery authorization was revoked. If these four parts
remained unchanged, the job is interpreted as unchanged. Changes on the
Delivery Test or Delivery Settings screens are not interpreted as changes to the
job.
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assigned a Job Title and Job ID, and that can be edited. These jobs have not been
authorized for delivery. To access this screen, perform one of the following
actions:

e From the Toolbar, click Mail Job > Open Jobs.

T he Open Jobs screen is a repository of email jobs that have been started,

* From the Dashboard, click the Open Jobs link located in the Currently in the
System section.

Figure 10-1 The Open Jobs Screen

@ Open Jobs

&ll open jobs that have not been authorized for delivery, Click on the Job ID to resume working on the
selected job.

Job Title Cateqory Owner Mail Type Authorization Due By
| 0610304 Sample Job 2 -—- hiolly Flain Moy, 15, 2006 08:00:00 AM
0610114 October Mewsletter -—- hiolly Flain -—-
‘ 0602078 Sample Job -—- hiolly Flain -—-
0608294 Testlob 2 ==t hiolly HTML Aug. 31, 2006 08:00:00 AM
‘ 060504C This job is overdue! -—- jht Flain May 4, 2006 07:13:00 AM
| 0505048 ?ﬁ;?ﬂf&rfb stz ae I it Plain Jun. 18, 2006 06:15:00 AM
Anopen sample job with a
06050448 EuL'jcircéatE guite a while in the  —- jht Flain Jan. 1, 2007 12:10:00 PM

On the Open Jobs screen, each job is listed with its Job ID, Job Title, Owner, Mail Type
(plain or HTML), and Authorization Due By date.

From this screen, you can:
» Display jobs in a specific category — Click the Display jobs with category drop-
down menu and select the category of jobs you want to view in the list.

» Sort the job listing — The column headers in the table are links that, when clicked,
will sort the jobs in ascending (one click) or descending (two clicks) order. Each
subsequent click will reverse the sort order.

) 8
i Note: It is not possible to sort the table using the Owner column.
* View the details for any job — Click on the Job ID to open the Job Details screen,
which is where you can edit or view various parts of the job.
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10.1 Advanced Filter Settings

The Opens Jobs: Advanced Filter Settings screen lets you activate and define an
advanced filter for the Open Jobs list. To access this screen, click on the Advanced
Filter Settings link on the Open Jobs screen.

Figure 10-2 Advanced Filter Settings for the Open Jobs Screen
Open Jobs: Advanced Filter Settings

Define filker settings to restrict the displayed list of open jobs that have not been authorized for delivery.

() Filters are inactive (Al jobs that have not been authorized for delivery will be displayed.)
() Filters are active (Only jobs that have not been authorized for delivery and rmatch the following filters will be displayed.)
Job ID starts with:

lob Title contains:

Authorization Due By From | to [rmm/dd/vyyy hh:mm]
Owher: <Ignore> |[v|
Mail Type: <lghores

Leave a filter empty or select "<Ianore=" to ignore it for filkering.
For a range filter with "From" and "to", leave both fields empty to ignore it. Leave empty only one field
to define a range with only the given lower or upper bound,

Cancel

Select if the current filter will be active or inactive.

If the filter is set to active, then only jobs that fulfill the filter condition will be displayed in
the list. Define the active filter condition as follows:

e Job ID starts with or Full Job ID starts with — Enter a text string that is used as a
"starts with" filter for the job ID. Only jobs where the job-ID (or the full job-ID,
including the ID-prefix) starts with the given text will be included. Whether or not the
job-1D or the full job-1D will be used for filtering is determined by your preference
setting for job-ID prefix. If the prefix is included in the job list, then this filter will be
applied to the full job-ID, including the prefix (as it is displayed in the job list). If the
job-ID prefix is not included in the job list, then this filter will only apply to the bare
job-1D, without the prefix. Leave this field empty if you do not want to filter over the
job ID.

» Job Title contains — Enter a text string that is used as a "contains" filter for the job
title. Only jobs where the job title contains the given text string (case sensitive) will
be included. Leave empty if you do not want to filter over the job title.

e Authorization Due By — Enter a From and/or a To date and time (in the displayed
format) to define a time range filter. If only a From date/time is entered, then only
jobs where the "authorization due by" date/time is the given date/time or later will be
included. If only a To date/time is entered, then only jobs where the "authorization
due by" date/time is the given date/time or earlier will be included. If both a From
and To date/time is entered, then only jobs where the "authorization due by" date/
time is between the two given borders (including the borders themselves) will be
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included. Leave empty if you do not want to filter over the "authorization due by"

date/time.
3 Note: |If this filter is specified (i.e. is not empty), then any jobs without an "authorization
due by" date/time will always be excluded.
» Owner - If applicable, select an owner from the drop-down menu. Only jobs with the
matching owner will be included.
e Mail Type — Select one of the mail types (HTML or Plain) to define a mail type filter.
Only jobs with the matching mail type will be included. Select Ignore if you do not
want to filter over the mail type.
) 4

Note: If you define any filter settings and later set the filter to "inactive", then the filter
settings will still be remembered, which means you can easily activate them again at
a later time.

Click [OK] to submit any changes or [Cancel] to exit without submitting your changes.

10.2 Multiple Job Actions

From the Open Jobs screen, you can also perform certain actions on several jobs at once
by using the Multiple Job Actions feature. This feature is normally disabled. To enable it,
click Mail Job > Multiple Job Actions > Enable Multiple Job Actions. The Open Jobs
screen will refresh and each job will have a checkbox next to it. In addition, the Mail Job
menu will show additional entries that can be performed on several jobs at once.

To manipulate several jobs at once, check all jobs that you want to edit and then select
the desired option from Multiple Job Actions submenu (located on the Mail Job menu).
These options include:

» Edit Category of All Selected Jobs — Opens the Edit Category of All Selected Jobs
screen. Select or define the category that you want to assign to the selected jobs.

» Edit Team Collaboration of All Selected Jobs — Opens the Edit Team
Collaboration of All Selected Jobs screen. Grant (yes), revoke (no), or keep as is
(keep) the team collaboration permissions for the selected jobs. You can also load
the permissions from a specific job and then apply these permissions to the selected
jobs.

» Delete All Selected Jobs — Deletes the selected jobs.
» Select All — Selects all of the jobs in the list.
* Unselect All — Unselects all of the jobs in the list.

» Disable Multiple Job Actions — disables the feature and hides the additional
checkboxes.

Note: Once the Multiple Job Actions feature is enabled, then it will be enabled on all other
job list screens (i.e. the Ongoing Jobs Screen and the Completed Jobs Screen) until
you disable it again.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 10 Open Jobs

Figure 10-3 Multiple Job Actions for the Open Jobs Screen

Mail Job Report  Recipient Warehouse  Ukility  LISTSERY  Back To Preferences  Logout
D Mew ...

@ Cpen Jobs

B ongaing Jobs /& not been authorized for delivery, Click on the Job ID to resume working on the selected

¥z Completed Jobs

Multiple Job Actions » Edit Category Of all Selected Jobs...
Edit Team Collaboration Of all Selected Jobs...
Delete All Selected Jobs...

N advanced Filker Sg

Select all

Job ID Ursclecosi dail Type Authorization Due By

[0 0610308 Sam| 4icaple Multiple Job Actions Jlain MNov. 15, 2006 08:00:00 AM

[ 0610114 October Newsletter hally Plain -

[] 060207E Sample Job hally Plain ==

[ os02294 Testlob 2 holly — HTML Aug. 31, 2006 08:00:00 AM
060504C This job is overdue! jht Plain May 4, 2006 07:13:00 AM
0605048 Another job which is due in the future jht Plain Jun. 18, 2006 06:15:00 AM
0605044 mfepg”Wghﬁ'lrg'?ftﬁfebf&“tig:ea el it jht  Plain Jan. 1, 2007 12:10:00 PM

10.3 The Open Job Journal @

LISTSERYV Maestro now provides you with a Job Journal that lists all previous events in
the selected job's history, beginning with the job's creation in the system. All changes to
the job are recorded together with information about the user who performed the change
and what part of the job was changed. In addition, each record is reported with a
timestamp, and the list shows the newest entries first.

The Open Job Journal can be accessed by selecting a job from the Open Jobs screen,
clicking on the Mail Job menu, and then selecting Job Journal.

Figure 10-4 The Open Job Journal
Job Journal

All previously collected events in the selected job's history

Back to Job Details Page

Date/Time Job Part
— All - 8| |- All - v
Jul. 9, 2008 05:12:17 PM  holly Recipients Definition Changed
Jul. 9, 2008 05:12:15 PM  holly Job Info Job created
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If the job began its life as a copy from another job that still exists in the system, then the

job creation history entry contains a shortcut link to this job. Click this View journal for
job [JOB_ID] link to open the journal of the source job.

To restrict the list to events triggered by a certain user and/or changes performed to a

certain job part, simply choose the appropriate options from the User and Job Part drop-
down menus at the top of the list.
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he Ongoing Jobs screen is a repository of email jobs that have been authorized
I for delivery.

To access this screen, perform one of the following actions:

e From the Toolbar, click Mail Job > Ongoing Jobs.

* From the Dashboard, click the Ongoing Jobs link located in the Currently in the

System section.

Figure 11-1 The Ongoing Jobs Screen

=1 | Ongoing Jobs

&l jobs that have been authorized for delivery for your account,

It contains jobs that:

@ are authaorized and scheduled for future processing
() are currently being processed
¥ were processed previously but failed to succeed

Click on the Job ID to see details about the selected job.

Job Title Owner Mail Type
0E02274 Test Job hally Plain
0a0428F Jaohb for next year... jht Plain
0a0422E  Another long-time scheduled job jht Plain

Wonder when this job will go : ;
0E04285 QU7 jht Plain
0604280 This job is scheduled far a long time it Plain

off...

Date/Time of Sending State
Sep. 27, 2006 08:00:00 AM €3

Dec. 31, 2006 07:00:00 PM €3
May 7, 2007 03:08:00 aM €3 |

Jul, 7, 2007 02:07:00 &AM &

Oct, 18, 2007 09:05:00 &M €)

On the Ongoing Jobs screen, each job is listed with its Job ID, Job Title, Owner, Malil
Type (plain or HTML), Date/Time of Sending, and State.

From this screen, you can:

» Display jobs in a specific category — Click the Display jobs with category drop-
down menu and select the category of jobs you want to view in the list.

» Sort the job listing — The column headers in the table are links that, when clicked,
will sort the jobs in ascending (one click) or descending (two clicks) order. Each

subsequent click will reverse the sort order.

o

Note: It is not possible to sort the table using the Owner column.
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&

View the details for any job — Click on the Job ID to open the Ongoing Job Details
screen, which is where you can edit or view various parts of the job.

Figure 11-2 The Ongoing Job Details Screen

Ongoing Job Details

Click on the Detail Links for more information about the related property.

Job 3
Job 10 060827A

Job Title: Test Job

State: Authorized for Delivery

Recipients Wiewy
Recipient List Type: Recipients uploaded as a text file

Number of Recipients: 38
Recipients Data Usage: Used for mail merging and tracking

Content Wi
Subject: Test Message

Mail Type: Plain

List of Attachments: - LSoftLago.gif [ 3,202 Byte]

- Maestro3.0_MewFeatures.doc [602,112 Byte]

Tracking Wisw
Tracking is: OFF

Sender Wiew
E-mail &ddress: htaylor@lsoft.com

Sender Name:;

Reply-To Address:

Bounce Address; Handle bounced messages automatically
Domainkeys Signing: Mo <Domainkeys signing is not used=

Jobs on the Ongoing Jobs screen exist in three states, represented by different icons:

A clock icon represents jobs that are authorized for delivery and awaiting a future
delivery time or are waiting to be triggered. Click on a specific job ID to open the
Ongoing Job Details screen for a particular job. It is possible to rescind the delivery
authorization status by clicking on the [Revoke Send Authorization] button. Click
the View link adjacent to each of the job details to review the selections. Once the
authorization has been revoked, it is possible to edit the job details from the
Workflow or Summary Diagrams. Depending on what steps are edited, other steps
may have to be revisited and delivery authorization will have to be given again.

A yellow arrows icon represents jobs that are currently being processed. It is
possible to click on the ID of such a job very soon after it begins delivery if the user
is quick enough or if the job is large and sending takes a longer time. The Ongoing
Job Details screen appears with a [Stop Sending] button. Clicking this button while
sending is still in process, will abort the delivery. The job will then be listed in the
“failed” state.
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* Ared Xicon represents jobs that have failed to be sent. Failed jobs can be the result
]( of a bad connection, network problems, or server problems. Click the ID of such a
job to open the Ongoing Job Details screen. Three buttons appear, [Re-Open Job],
[Close Job], and [Retry Sending]. Click [Re-Open Job] to re-open the job for
editing. Click [Close Job] to close the job as “failed” and put it in the Completed
Jobs list. Click [Retry Sending] to immediately restart the sending of the failed job.

Tip: Use [Retry Sending] if the reason for the failure was a temporary one, (for example,
the LISTSERV server being down) so that the job can be delivered once the
temporary reason is gone.

Q Important: If a job contains a virus, and virus protection is enabled in LISTSERYV, then it
will fail during delivery. It will be rejected by LISTSERV. The job will remain on the
Outgoing Jobs screen in the "failed” state. The reason for the failure (a message

about the detected virus) will be visible when clicking on the job to view the job
details. From there, the job can either be re-opened to change the content (to get

rid of the virus) and sent again, or closed and remain in the list as a failed job.

11.1 Advanced Filter Settings

The Ongoing Jobs: Advanced Filter Settings screen lets you activate and define an
advanced filter for the Ongoing Jobs list. To access this screen, click on the Advanced
Filter Settings link on the Ongoing Jobs screen.

Select if the current filter will be active or inactive.

If the filter is set to active, then only jobs that fulfill the filter condition will be displayed in
the list. Define the active filter condition as follows:

» Job ID starts with or Full Job ID starts with — Enter a text string that is used as a
"starts with" filter for the job ID. Only jobs where the job-ID (or the full job-ID,
including the ID-prefix) starts with the given text will be included. Whether or not the
job-ID or the full job-ID will be used for filtering is determined by your preference
setting for job-ID prefix. If the prefix is included in the job list, this filter will be applied
to the full job-ID, including the prefix (as it is displayed in the job list). If the job-ID
prefix is not included in the job list, this filter will only apply to the bare job-ID, without
the prefix. Leave this field empty if you do not want to filter over the job ID.

* Job Title contains — Enter a text string that is used as a "contains" filter for the job
title. Only jobs where the job title contains the given text string (case sensitive) will
be included. Leave empty if you do not want to filter over the job title.

» Date/Time of Sending — Enter a From and/or a To date and time (in the displayed
format) to define a time range filter. If only a From date/time is entered, only jobs
where the date/time is the given date/time or later will be included. If only a To date/
time is entered, only jobs where the date/time is the given date/time or earlier will be
included. If both a From and To date/time is entered, then only jobs where the sent
date/time is between the two given borders (including the borders themselves) will
be included. Leave empty if you do not want to filter over the date/time.

* Job State — Select one of the jobs states (Authorized, Being Processed, or
Failed) to define a job state filter. Only jobs with the matching job state will be
included. Select <lgnore> if you do not want to filter over the job state.
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» Owner — If applicable, select an owner from the drop-down menu. Only jobs with the
matching owner will be included. Select <lgnore> if you do not want to use this filter.

* Mail Type — Select one of the mail types (HTML or Plain) to define a mail type filter.
Only jobs with the matching mail type will be included. Select <Ignore> if you do not
want to filter over the mail type.

Figure 11-3 Advanced Filter Settings

Ongoing Jobs: Advanced Filter Settings
Define filker settings to restrict the displayed list of jobs that have been authorized for delivery.

() Filters are inactive (All jobs that have been autharized for delivery will be displayed.)
(%) Filters are active  {Cnly jobs that have been autharized for delivery and match the fallowing filters will be displayed.)
Job ID starts with:

Job Title contains:

Date/Time of Sending:  From | to [rm/dd/yyyy hhimm]
Job State: .<I_gn|:|re> v

Owher: :<Ign|:|re> b

Mail Type: | <Ignores v

Leave a filter empty or select "<Ignore=" to ignore it for filtering.
For a range filter with "Frorm" and "to", leave both fields empty to ignore it. Leave empty only one field
to define a range with only the given lower or upper bound,

Note: If you define any filter settings and later set the filter to "inactive", then the filter
£ settings will still be remembered, which means you can easily activate them again at
‘ a later time.

Click [OK] to submit any changes or [Cancel] to exit without submitting your changes.

11.2 Auto-Repeat Jobs and Delivery Failures

If delivery of an auto-repeat job fails for any reason, the failure is handled differently than
with normal jobs. A normal job that fails remains on the Ongoing Jobs screen and is
marked as failed. From there, the job can be closed, transferring it to the list of delivered
jobs. Alternatively, delivery can be retried, or the job can be re-opened for editing. A failed
auto-repeat job is marked failed as usual, but it is automatically closed and transferred to
the list of delivered jobs, just as if it had been manually closed as a failed normal job. If
the end-condition for the auto-repeat has not yet been met, a new copy is created and
authorized for delivery after the corresponding delay interval, just as if the delivery of the
previous job had not failed.

As a result, if at a given delivery time some condition that causes failure exists (perhaps
outside of LISTSERYV Maestro such as the inaccessibility of a database), then only this
auto-repeat instance will fail. The next auto-repeat instance will be created and
authorized normally, and will proceed to be delivered at its scheduled delivery time. If the
condition that caused the first failure still exists at the next interval, the delivery of the next
copy will fail as well. However, the copy after that (if there is one) may have a chance to
get through if conditions change, and so on.
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11.3 Multiple Job Actions

From the Ongoing Jobs screen, you can also perform certain actions on several jobs at
once by using the Multiple Job Actions feature. This feature is normally disabled. To
enable it, click Mail Job > Multiple Job Actions > Enable Multiple Job Actions. The
Ongoing Jobs screen will refresh and each job will have a checkbox next to it. In addition,
the Mail Job menu will show additional entries that can be performed on several jobs at
once.

To manipulate several jobs at once, check all jobs that you want to edit and then select
the desired option from Multiple Job Actions submenu (located on the Mail Job menu).
These options include:

» Edit Category of All Selected Jobs — Opens the Edit Category of All Selected Jobs
screen. Select or define the category that you want to assign to the selected jobs.

» Select All — Selects all of the jobs in the list.
* Unselect All — Unselects all of the jobs in the list.

» Disable Multiple Job Actions — disables the feature and hides the additional
checkboxes.

Jom

Note: Once the Multiple Job Actions feature is enabled, then it will be enabled on all other
job list screens (i.e. the Open Jobs Screen and the Completed Jobs Screen) until
you disable it again.

Figure 11-4 Multiple Job Actions for the Ongoing Jobs Screen

Mail Job | Report Recipient Warehouse  Utility LISTSERY Back To Preferences  Logout
D Mew,.,
bs
@ Cpen Johs
& Ongoing Jobs an authorized for delivery. Click on the Job ID to see details about the selected job.

3 Completed Jobs

Multiple Job Actions = Edit Category Of All Selected Jobs...

t23) are authonzed Select all
() are currently b Unselect all
¥ were processe]  Disable Multiple Job Actions

Display jobs with category: |=:ND Category= V|

% Advanced Filter Settings (Filters are inactive)

Job Title Owner Mail Type Date/Time of Sending State
0604228F Job for nest year... jht Plain Dec. 31, 2006 07:00:00 PM €3
060422E  Another long-time scheduled job jht Plain May 7, 2007 03:08:00 &M €3
0a042285 Wonder when this job will go out???  jht Plain Jul, 7, 2007 02:07:00 &M &3
0604280 E?f's jebisteohedladiorailanaEmoN i Flain Ock, 18, 2007 02:05:00 &AM €
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11.4 The Ongoing Job Journal @

LISTSERYV Maestro now provides you with a Job Journal that lists all previous events in
the selected job's history, beginning with the job's creation in the system. All changes to
the job are recorded together with information about the user who performed the change
and what part of the job was changed. In addition, each record is reported with a
timestamp, and the list shows the newest entries first.

The Ongoing Job Journal can be accessed by selecting a job from the Ongoing Jobs
screen, clicking on the Mail Job menu, and then selecting Job Journal.

Figure 11-5 The Ongoing Job Journal

Job Journal
All previously collected events in the selected job's history
Back to Ongoing Job Details Page
Date/Time User Job Part Action
e W |
Jun. 17, 2008 12:37:20 PM  holly Job Info Delivery authorized
Jun. 17, 2008 12:01:29 PM  holly Test Delivery Test delivery succeeded
Jun. 17, 2008 11:59:43 AM holly Content Changed
Jun. 17, 2008 11:58:49 AM holly Test Delivery Test delivery succeeded
Jun. 17, 2008 11:558:48 AM holly Test Delivery Changed
Jun. 17, 2008 11:55:09 AM holly Job Info Changed
Jun. 17, 2008 11:29:10 AM holly Test Delivery Test delivery succeeded
Jun. 17, 2008 11:29:08 AM holly Test Delivery Changed
Jun. 17, 2008 11:13:24 AM holly Tracking Definition Changed
Jun. 17, 2008 10:59:57 AM holly Recipients Definition Changed
Jun. 17, 2008 10:57:28 AM holly Content Changed
Jun. 17, 2008 10:56:14 AM holly Sender Information Changed
Jun. 17, 2008 10:45:51 AM holly Delivery Settings Changed
Jun. 17, 2008 10:44:31 AM holly Job Info Job created

If the job began its life as a copy from another job that still exists in the system, then the
job creation history entry contains a shortcut link to this job. Click this View journal for
job [JOB_ID] link to open the journal of the source job.

To restrict the list to events triggered by a certain user and/or changes performed to a
certain job part, simply choose the appropriate options from the User and Job Part drop-
down menus at the top of the list.
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delivery and the present state they are in, either processed successfully or failed
during delivery. To access this screen, perform one of the following actions:

*  From the Toolbar, click Mail Job > Completed Jobs.

* From the Dashboard, click the Completed Jobs link located in the Currently in the
System section.

T he Completed Jobs Screen contains a list of all email jobs that have attempted

Figure 12-1 The Completed Jobs Screen

L\f;] Completed Jobs

of

All previously completed jobs for your account,

Jobs that:

o were processed successfully
3{ were processed previously and failed during delivery

Click on the lob ID to open a job.

Job Title Recipients Owner Mail Type Date fTime of Delivery ]
| DBDB10D Testlob 3g hally  Plain £uUg. 27, 2006 02:00:00 &M @L@‘
| DE0428C ;"D”bd AHranme; 4 jht Plain Apr. 28, 2006 09:14:52 AM
& second test job : ; 11 ‘
E|:|E~04:2=3E. o 10000 jht Plain fpr. 28, 2006 09:11:22 &AM
This is a test job
| psn4pgs by Johannes to 100 jht Plain fpr. 28, 2006 09:09:19 &M

illustrate some
features

From this screen, you can:

» Display jobs in a specific category — Click the Display jobs with category drop-
down menu and select the category of jobs you want to view in the list.

« Sort the job listing — The column headers in the table are links that, when clicked,
will sort the jobs in ascending (one click) or descending (two clicks) order. Each
subsequent click will reverse the sort order.

/o

Note: It is not possible to sort the table using the Owner column.
* View the details for any job — Click on the Job ID to open the Completed Job
Details screen, which is where you can edit or view various parts of the job.

/ Jobs that were successfully processed by LISTSERV Maestro are represented by a
green checkmark.

Jobs that fail to be processed are represented by a red x. This means that LISTSERV
Maestro was unable to send the job to LISTSERV.
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Important: A job might be processed successfully but still fail to be delivered. The

processing state only describes the success or failure of the act of transferring the
job to LISTSERV. If, for some reason, LISTSERYV fails to actually deliver the job,
then no message(s) will be sent and the job will be listed in the successful state.

12.1 Advanced Filter Settings

The Completed Jobs: Advanced Filter Settings screen lets you activate and define an
advanced filter for the Completed Jobs list. To access this screen, click on the Advanced
Filter Settings link on the Completed Jobs screen.

Select if the current filter will be active or inactive.

If the filter is set to active, then only jobs that fulfill the filter condition will be displayed in
the list. Define the active filter condition as follows:

Job ID starts with or Full Job ID starts with — Enter a text string that is used as a
"starts with" filter for the job ID. Only jobs where the job-ID (or the full job-ID,
including the ID-prefix) starts with the given text will be included. Whether or not the
job-ID or the full job-1D will be used for filtering is determined by your preference
setting for job-ID prefix. If the prefix is included in the job list, then this filter will be
applied to the full job-ID, including the prefix (as it is displayed in the job list). If the
job-1D prefix is not included, then this filter will only apply to the bare job-ID, without
the prefix. Leave this field empty if you do not want to filter over the job ID.

Job Title contains — Enter a text string that is used as a "contains" filter for the job
title. Only jobs where the job title contains the given text string (case sensitive) will
be included. Leave empty if you do not want to filter over the job title.

Date/Time of Sending — Enter a From and/or a To date and time (in the displayed
format) to define a time range filter. If only a From date/time is entered, only jobs
where the date/time is the given date/time or later will be included. If only a To date/
time is entered, only jobs where the date/time is the given date/time or earlier will be
included. If both a From and To date/time is entered, only jobs where the sent date/
time is between the two given borders (including the borders themselves) will be
included. Leave empty if you do not want to filter over the date/time.

Recipients Count Range — Enter a From and/or a To range to define a number
range filter. If only a From number is entered, then only jobs where the nhumber of
recipients is the given number or higher will be included. If only a To number is
entered, then only jobs where the number of recipients is the given number or lower
will be included. If both a From and To number is entered, then only jobs where the
number of recipients is between the two given borders (including the borders
themselves) will be included. Leave empty if you do not want to filter over the
number of recipients.

Job State — Select one of the jobs states (OK or Failed) to define a job state filter.
Only jobs with the matching job state will be included. Select <Ignore> if you do not
want to filter over the job state.

Owner — If applicable, select an owner from the drop-down menu. Only jobs with the
matching owner will be included. Select <lgnore> if you do not want to filter over the
owner.
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* Mail Type — Select one of the mail types (HTML or Plain) to define a mail type filter.
Only jobs with the matching mail type will be included. Select <lgnore> if you do not
want to filter over the mail type.

Figure 12-2 Advanced Filter Settings
Completed Jobs: Advanced Filter Settings
Define filter settings to restrict the displayed list of jobs that have been completed.
(3 Filters are inactive (Al jobs that have been completed will be displayed.)
(3) Filters are active (Only jobs that have been completed and match the following filkers will be displayed.}
Job ID starts with:

Joh Title contains:

Date/Time of Sending: From to | -_ Crrn/dddyyyy B ]
Recipients Count Range: From to |

Job State: <lgnorex ¥

Owner: Q:Ig_ncnre:» Vi

Mail Type: zlghores |

Leave a filter empty or select "<Ignore=" to ignore it for filtering.
Far a range filter with "From" and "to", leave both fields empty to ignore it. Leave empty only one field
to define a range with anly the given lower or upper bound.

OK Cancel |

Note: If you define any filter settings and later set the filter to "inactive", then the filter
{ settings will still be remembered, which means you can easily activate them again at
a later time.

12.2 Auto-Repeat Sequences in the Delivered Jobs List

Only the first job of an auto-repeat sequence is normally shown in the list of completed
jobs. This is to avoid making the list overly long, filled with many jobs with the same job
@ . title, but with different Job IDs and delivery times. The first job of a sequence is marked
* Dby the Sequence icon.
By clicking on the Sequence icon, the sequence expands and displays all jobs in that
sequence. From there, select any of these jobs by clicking on its ID. To hide the
sequence jobs, simply click on the Sequence icon again or click on the icon of a different
sequence, which will expand that other sequence and hide the sequence that was
previously expanded. Only one sequence can be shown at a time.
{ Note: A job might be processed successfully but still fail to be delivered. The processing
state only describes the success or failure of the act of transferring the job to
LISTSERV. If LISTSERYV fails to deliver the job, no messages will be sent, but the
job will still be in the “successful” state inside of LISTSERV Maestro. For example,
if ajobis sentto a LISTSERYV list with the Standard list submit option, and using
a sender address that is not authorized to post to the list, then the job will be
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successful, but LISTSERYV sends an error message to the non-authorized email
address, and no messages to recipients are actually delivered.

for example, because recipients report that they never got the message — then the

Tip: If a user suspects that a job that is shown as “successful” was actually never sent —
administrator should check the LISTSERYV logs to find out what happened to the job.

12.3 Multiple Job Actions

From the Completed Jobs screen, you can also perform certain actions on several jobs
at once by using the Multiple Job Actions feature. This feature is normally disabled. To
enable it, click Mail Job > Multiple Job Actions > Enable Multiple Job Actions. The
Completed Jobs screen will refresh and each job will have a checkbox next to it. In
addition, the Mail Job menu will show additional entries that can be performed on several
jobs at once.

Figure 12-3 Multiple Job Actions for the Ongoing Jobs Screen

| | 1 | |
Mail Job | Report Recipient warehouse  Utility LISTSERY Back To Preferences  Logout
D Mew...
Jobs
M open Jobs
B Ongaing Jobs ‘ed. Click on the Job 1D to open a job.

3 Completed Jobs

Multiple Job Actions » Edit Category Of All Selected Jobs...
v Were processe Edit Teamn Collaboration Of &l Selected Jobs...

¥ were processe]  Move All Selected Jobs To Archive...
Delete All Selected Jobs. ..

Display jobs with cat
Select all

¥ sdvanced Filter 5 Unselect All
Disable Multiple Job Actions
Recipients Owner Mail Type DatefTime of Delivery State

This is a test job by
0a042284 lohannes to illustrate 100 jht Plain Apr. 28, 2006 09:09:19 AM

some features

To manipulate several jobs at once, check all jobs that you want to edit and then select

the desired option from Multiple Job Actions submenu (located on the Mail Job menu).

These options include:

» Edit Category of All Selected Jobs — Opens the Edit Category of All Selected Jobs
screen. Select or define the category that you want to assign to the selected jobs.

» Edit Team Collaboration of All Selected Jobs — Opens the Edit Team
Collaboration of All Selected Jobs screen. Grant (yes), revoke (no), or keep as is
(keep) the team collaboration permissions for the selected jobs. You can also load
the permissions from a specific job and then apply these permissions to the selected
jobs.

* Move All Selected Jobs to Archive — Opens the Move Selected Jobs to Archive
screen. Click [Move to Archive] to move the selected jobs to the archive. Archived
jobs will no longer be viewed from within LISTSERV Maestro until they are imported
by the administrator.
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» Delete All Selected Jobs — Deletes the selected jobs.
» Select All — Selects all of the jobs in the list.
* Unselect All — Unselects all of the jobs in the list.

» Disable Multiple Job Actions — disables the feature and hides the additional
checkboxes.

/o

Note: Once the Multiple Job Actions feature is enabled, then it will be enabled on all other
job list screens (i.e. the Open Jobs Screen and the Ongoing Jobs Screen) until you
disable it again.

12.4 Completed Jobs Summary
The Summary tab of the Completed Job Details screen displays information about the
completed job. Click on View adjacent to a section to see more information on that
particular section. Two additional links are available here — Update bounce count and
View bounce details (See Section 12.4.1 Viewing Bounce Details for more information).

Figure 12-4 Completed Jobs Summary

Completed Job Details
Summary | Reports |

Click on the View links to get more information about the related property. @

Job v
Job ID: 070619A

Job Title: Weekly Newletter

Job Category: -

Send Date: Mar. 15, 2008 08:00:00 AM

State: Delivery has succeeded

Sent to: 38 recipients

Bounces: Bounces count not yet updated

Update bounces count View bounce details

Recipients View
Recipient List Type: List uploaded as a text file

Recipients Data Usage: Used for mail merging and tracking

Content View
Subject: test

Mail Type: HTML

Alternatives: Text Format

List of Attachments: (no attachments defined)

Tracking View
Open-Up Tracking: ON

Click-Through Tracking: ONM (3 tracked links)

Tracking Type: Unigque

Sender View
E-mail Address: htaylor@lsoft.com

Sender Name:

Reply-To Address:

Bounce Address: Handle bounced messages automatically
Domainkeys Signing: No =DomainkKeys signing is not used=
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D

In the Tracking section, you can now see how many links are being tracked.

You can also download the job details that are displayed on the Summary tab in form of
a PDF file. To download, click the download icon at the top right of the tab.

12.4.1 Viewing Bounce Details

From the Summary tab of the Completed Job Details screen, it is possible to update the
bounce count and generate a graphical representation of the number and type of
bounces for the job. Click on the View bounce details link to open the Bounce Details
screen.

The Bounce Details report is comprised of color-coded bars that represent the number
and type of bounces. The top bar displays the total number of al bounces. The bars below
represent the total number of bounces divided into different bounce types. Bounce types
are based on RFC error codes that define the characteristics of why the message
bounced. The codes are documented in RFC 1893 "Enhanced Mail System Status
Codes".

LISTSERYV Maestro groups bounces into types based on the codes specified in this RFC.
The group types LISTSERV Maestro uses are:

* Unknown delivery errors (RFC 1893 4.0.x and 5.0.x).
All otherwise unspecified errors.

» Address related errors (RFC 1893 4.1.x and 5.1.x).
Includes errors like "Unknown user at host" or "Unknown host".

* Recipient mailbox related errors (RFC 1893 4.2.x and 5.2.x).
Includes errors like "Recipients mailbox full", "Mailbox disabled" or "Mail too large".

* Mail system related errors (RFC 1893 4.3.x and 5.3.x).
Includes errors like "Mail system full" or "Message too big for system".

* Network related errors (RFC 1893 4.4.x and 5.4.X).
Includes routing errors and errors like "No answer from host" or "Bad connection".

* Mail protocol related errors (RFC 1893 4.5.x and 5.5.x).
Errors on the mail protocol level.

 Message content related errors (RFC 1893 4.6. x and 5.6.x).
Includes errors like "Conversion failed" or "Conversion not supported".

e Security or policy related errors (RFC 1893 4.7.x and 5.7.x).
Errors for security or mail system policy reasons, like "Delivery not authorized".

For more information on RFCs, see Appendix D: Email Related RFCs.

Use the check box adjacent to each bar to select it for download. Use the drop-down
menu to download only those email addresses that bounced, or the email addresses with
the delivery failure information included.

Note: Once a Bounce Details report is created, it can be added to the Dashboard for
quick access. For more information, see Section 2.2.2.1 Adding Reports to the
Dashboard.
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12.4.2 Viewing Content Details

The Detailed Content Information screen lets you view the content and tracking
information of an email job that has already been delivered, that is currently being sent,
or that is authorized for sending and currently waiting for the scheduled send time.

To access this screen, click on the View link in the Content section of the Completed Job

Details screen.

Figure 12-5 Viewing Content Details

Detailed Content Information
Detailed information about the content of the selected job.
Back to Completed Job Details Page
Subject: LISTSERV at Work: Special Opt-in Issue
HTML | Text Alternative | Attachments | Tracking Info |
Highlight tracked links Resolve Drop-Ins Show Click Rates (Click on a marker pin to view details.)
Determined at: Aug. 15, 2007 03:50:02 PM Refresh
Conditional content is disabled for this job.
— ~
Click here to view this |9 @
. 2 L - % ﬁ %0 : %’ - iia
work N
e ———
- ABOUT ‘SUBSCRIPTION FRONT PAGE ARCHIVES CONTACT US I
Introduction by the CEO L-Soft Compares CAN-SPAM Ac
Dear &FNAME: &LNAME:, Newly Enacted EU Opt-In Directive
This is an important time for
Il Internet . Starti e
D W s i On October 22, 2003, the U.S. Senate passed
European  Union  member "Controlling the Assault of Non-Solicited
states are covered by EU Pornography and Marketing Act of 2003." or the
Directive 2002/58/EC, also CAN-SPAM Act The actis currently awaiting
known as the OpHI"I al by the US. H of R tativ d
Directive. This makes the EU appf’m ; = '1 0 %lste b ;7}1)1'3‘?5[?833 ehsand
the largest opt-in zone in the world so far. More Fﬂa} oo IlecorFle a"?' “C g ui fere
than 370 million people are covered, from the in the new "opt-in i camin for mEEWOEEE’an‘m-
Arctic Circle to the Mediterranean. Austria, Member states of the EU are now required to enact
Belgium, Denmark, Finland, France, Germany, and enforce laws that include opt-in requirements for
Greece, lIreland, ltaly, Luxembourg, Portugal, W b ted commereial eomail b
£ |
[ Download HTML |

View the subject line, message body, attachment list, and tracking information by
switching between the available tabs. If the message is an HTML message with a plain
text or AOL format alternative, then you may also view these alternatives.

Use the available download buttons and links to download the HTML body and/or
attachments. HTML files will be downloaded in a ZIP format (compressed archive).
Depending on the type of the attachment, it will either be saved to a disk or opened

directly in your Internet browser.
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If drop-in content is enabled for the message, then you can toggle resolution of drop-in
elements with the Resolve Drop-Ins option, allowing you to display the drop-in
placeholders instead of their drop-in content. If errors have been encountered while
LISTSERV Maestro tries to replace the drop-in placeholders with the drop-in content,
then an error message is displayed and the un-replaced drop-in placeholders are
highlighted in the message preview.

If the message contains links that are tracked for click-through tracking (either in the plain
text body, the HTML body, or any of the alternatives), you can toggle highlighting of the
tracked links with the Highlight tracked links option.

Also for a message with link tracking, you can use the Show Click Rates option to view
the click rate of each tracked link directly here in the content: If the option is enabled
(checked), then a marker pin will be "pinned" into each tracked link, where the head of
the pin displays the click rate, both as a numerical value and as a pie chart.

The click rates are displayed as a percentage value, showing how many percent of the
recipients have clicked the corresponding link. You can click on a marker pin to see
details about each link, which include the actual tracked URL, the tracking alias (if any),
the click rate (in percent), and the absolute number of unique clicks on the link.

Figure 12-6 Show Click Rate Details

Click Rate of Tracked Link

URL: http://www lsoft.com/default.asp

@ Alias: <No Alias>
Click Rate: 56%

Unigue Clicks: 56

In addition, while the Show Click Rates option is enabled, the text just below the option
will display the date and time when the click rate tracking data that is displayed was
retrieved from the database. Click on the Refresh link to refresh the data.

Note: LISTSERV Maestro does not discern between multiple occurrences of the same
URL if they are also using the same tracking alias; therefore, if a tracked link appears
at least twice with the exact same URL and alias, be it in the same content part or in
different content parts, then the click rate that is displayed on each link's marker pin
(and in the details popup when you click on a pin) does not display the actual unique
clicks on the marked link, but instead the accumulated total rate of all links with the
same URL and alias combination.

12.4.3 Downloading Invalid Recipients for Delivered Jobs

To download invalid recipients for a delivered job, click Mail Job, and select Completed
Jobs. The Completed Jobs screen opens. From here, click on the Job ID for the job you'd
like to download recipients from. The Completed Job Details screen opens. Click on the
View link in the Recipients section. The Detailed Recipients Information screen opens.

Note: This is only available for recipients that were uploaded from a text file or when
LISTSERV Maestro selects the recipients from a database.

LISTSERV® Maestro, version 4.0 User’s Manual



Section 12 Completed Jobs

Figure 12-7 Downloading Invalid Recipients for Delivered Jobs

Detailed Recipients Information
Detailed information about the recipients of the selected job.

Back to Completed Job Details Page

IRecipient List Details

List Type: List uploaded as a text file
File Mame: LMAL.csy

Special Purpose Columns

E-mail Column: EMAIL

MName Column: <not defined:>
Recipients Data Usage: Used for mail merging and tracking

Recipients

|Total count: 19
Sample view of the recipients (up to 10)

CUsT_ID F_MNAME L_MNAME ADDRESS1 ADDRESSZ CIT
ooolz foe Zimmerman 7801 Bucknell Terrace  Apkt 54 Ba
0002y Yvette  Yosel 6 Manchester Place Ha
0003 Xavier Xero 903 Fairway Avenus Me
0004w Wilfred  Wonderly 1550 Ownens Glen Rd MNe
0005y Yanna  YonSchedule 1004 Robroy Dr #456 La
0006u Ursula Underhill 7 Crossgates Circle # 32 Sl
0007t Toby Tuttle 709 Westmore Ave Ro
ooogs Seth Simpsaon 108 South Brook Lane Bu
ooosr Ron Remmington 13398 Treadway Road Ne
0010g Quod Quartermaster 3501 Micholson Terrace Fai

Download the recipients here,
| The uploaded text file contained invalid addresses. Download here,

12.5 Completed Job Reports

On the Completed Job Details screen, click the Reports tab to generate a quick report on
the current job (as long as tracking has been switched on for the job in question). Quick
reports are predefined report types that create a temporary report based on the selected
report settings and the active email job.

The Reports tab now offers a wider variety of options for generating quick reports for the
selected job.

In the Report Type sections, select one of the following:

» Event distribution over time — This report type produces a simple line graph
showing the number of responses over time. Time is plotted on the x-axis of the
chart and event statistics are charted on the y-axis. For more information on event
distribution reports, see Section 13.7 Event Distribution Report.

« Sum of events — This report type produces a bar graph that shows the number of
recipients who clicked on each URL and/or opened up the email message. The
length of each bar shows the number of events. For more information on sum of
events reports, see Section 13.8 Sum of Events Report.
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Recipient Details — The Recipient Details report is only available for personal or
anonymously tracked jobs because this report type is linked to recipient profile data.
For more information on Recipient Details reports, see Section 13.9 Recipients
Details Reports.

Event Details — The Event Details report is available for personal, unigue,
anonymous, and blind tracking jobs. This report displays a table that lists the report
type, lists the time period of the report, allows for the selection of encoding for
downloading the data, and allows for the selection of the time zone to reference the
downloaded data. For more information on event details reports, see Section 13.10
Event Details Report.

) 4 Note: The rest of the options available on this screen will vary depending on the report

type you selected.

Figure 12-8 Options on the Reports tab of the Completed Job Details Screen

Completed Job Details

Summary

Report Type:

(& Event distribution over time
) Sum of events

) Event details

() Recipient details

Reports |
Define what kind of report you want to view for the selected job: |
|

Completed Job Details
Summary @ Reports | Forwards I

Define what kind of report you want to view for the selected job:

Report Type:

Result Calculation:
Defines how the result shown on the Y-

(%) Total number of events (3 Sum of events

() Event distribution over time

() Percentage of total number of me: (& Event details

(O Percentage of total number of unb

Interval Sire: Include Data Sources For:

Defines how many events will be grou; [ Open-Up events

Click-Through events

(¥} Events per hour
() Ewvents per day

() Events per week & separate data sources per link ' Bundle all links in one data source

Result Accumulation: Action tracking events
Defines if values accumulate from one

() No accumulation

(&) Accumulate interval values
Additional Statistics:

Include Data Sources For: [] Number of Sent Messages
[J Open-Up events [] Mumber of Unbounced Messages

Click-Through events [[] Number of Bounced Messages

® Separate data sources per action {2 Bundle all actions in cne data source

® Separate data sources per link

Additional Statistics:

[] Number of Sent Messages

[] Number of Unbounced Messages

[] Number of Bounced Messages
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If the Result Calculation section is available, select one of these options to define how
the result shown on the Y-/X-axis of the graph is calculated:

« Total number of events — The Y-/X-axis will show the total number of events.

» Percentage of total number of messages sent — The Y-/X-axis will show
percentages in relation to the total number of messages sent.

» Percentage of total number of unbounced messages sent — The Y-/X-axis will
show percentages in relation to the total number of unbounced messages.

If the Unique or Total Events section is available, select one of these options to define
if unique events or all events are counted:

» Count only events that are unique for each recipient — If the same recipient
generates the same event several times, then it will only be counted once.

» Count all events — All events are counted, whether they are generated by the same
recipient or by different recipients.

If the Interval Size section is available, select one of these options to define how many
events will be grouped in each interval:

» Events per hour — Each interval will count the events collected during a given hour.
» Events per day — Each interval will count the events collected during a given day.

» Events per week — Each interval will count the events collected during a given
week.

i Note: With small intervals, the curve will be smoother because there are more intervals
to display. However, using more intervals will mean that the calculation of the report
will take longer.

If the Result Accumulation section is available, select one of these options to define
whether or not values should accumulate from one interval to the next:

* No accumulation — Each interval will only show the events counted from the

beginning of the interval to its end. This means that the curve will rise and fall,
depending on the event occurrence during each interval.

* Accumulate interval values — Each interval will show the accumulated number of
events counted from the very beginning of the report period until the end of the
interval. This means that the curve may only rise, but never fall. However, as events
get more and more sparse with each proceeding report period, the curve will
become less and less steep, until it tapers out into an (almost) horizontal line.

@ In the Include Data Sources For section, select the type and the bundling of events to
appear in the report:

» Open-Up Events — This option bundles all open-up events together into one
variable charted on the report.

* Click Through Events — Select one of these options:

» Separate data sources per link — This option creates separate variables for
each click-through event that is tracked.

* Bundle all links in one data source — This option bundles all click-through
events together into one variable charted on the report.
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» Action Tracking Events — Select one of these options:

» Separate data sources per link — This option creates separate variables for
each action event that is tracked.

* Bundle all links in one data source — This option bundles all action events
together into one variable charted on the report.

Inthe Additional Statistics section, check any of the following options to have additional
statistics appear in the report:

* Number of Sent Messages — This option adds the number of messages that were
sent with the job as a constant reference value to the report.

Number of Bounced Messages — Another constant reference value is added to the
report. This value shows the number of messages that were sent with the job but
were detected as bounces. (See "About Bounces" below.)

*  Number of Unbounced Messages — This constant reference value shows the
number of messages that were sent with the job and were not detected as bounces.

If the job is part of an auto-repeat sequence, and the report should total all of the data
over all of the jobs run in the sequence so far, then check the Include all auto-repeat
instances of this job in the report option. Uncheck this option to generate a report for
a single run.

Once you've selected a report type, a source data type, and any additional statistics
using the option buttons. Click [OK] to continue. A report will be generated based on your
selections. For a more detailed report or to edit the report, click the Go to the edit page
of this report link.

Located at the bottom right side of the report are four icons. Each icon opens a screen
with different functions and options. The currently selected icon will be highlighted with a
blue border. Icons that are unavailable will appear grayed out. These icons appear on all
test report, quick report, and regular report pages.

Table 12-1 Delivered Jobs Report Icons

View Report — Displays the currently selected report with the latest report options.

= Download Report — Opens the Download Report Result screen. From here, it is
possible to download report data as a PDF or in a zipped text file.

o1 | Change Results Settings — Opens the Change View Settings for Report screen.
&; From here it is possible to change how the results are displayed and downloaded.

itis not possible to save a quick report; therefore, this icon is disabled (grayed out).

@ Edit Report/Create Report — Opens the Define Report screen. For delivery tests,
-

For more information on creating and editing reports, see Section 13 Tracking Reports.

Tip: When you scroll over the data in the report, a small gray box will display the time
period. To display even more information, click on this box. The information in the
gray box is expanded and displays links for generating reports based on that
particular time period.
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Figure 12-9 Line Chart Report of Events Distributed Over Time

Job Statistics
Completed Jobs Distribution over Time Show Setfings
20 12 Jun. 2006 00:00 to
12 Jun. 2006 23:59
. Delivered Jobs: 4 (100%)
15 [E Failed Jobs: 0 (0%
B completed Jobs: 4 (1009
Chart for hours of this day
10
5
Inlllllllllnll IIIIIIIIIIIIIIIII IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
NN R R RN B TrrT IIIIII_II'|'|IIIIIT'|'|II'IIIT'|'|IIIII|'||IIIIITIIIIIII"IIIIIII’I
Frorm: 30 Apr. 2006 00:00 Interval Size: 1 day To: 7 Aug. 2006 23:59
Successfully delivered jobs 22 (95.7%) |
M number of failed jobs 1 (4.3%)
B Total number of completed jobs 23 (100%)
This chart shows the distribution over time of the jobs that were processed in the
display period supplied abowve, sub-divided in delivered and failed johs.
Interactive Chart: Hover the mouse cursor over the chart, Click to wiew more
details and further options.
Executed 24 Aug. 2006 15:51 =
Including jobs processed between 30 Apr, 2006 00:00 and 7 Aug, 2006 23:59

To save a quick report as a regular report, click the Create Report icon. This opens the

Define Report screen. Click the [Save & Execute] button and the quick report will be
saved as a regular report with the same name. Instructions for further editing and using
reports are covered in Section 13 Tracking Reports.

12.6 Forward-to-a-Friend Report

If the Forward-to-a-Friend feature and “Forward to a Friend” tracking was enabled for an
email job, then the Forwards tab on the Complete Jobs Details screen is available. This
tab displays a report that charts all forward requests and conversions. Forward requests
are forwards requested by users, either by the original recipients or by friend-recipients.
Conversion occur when someone joins the membership area using the special
{{*SubscribeURL}} link in the forwarded message.

If’ Notes: Once a Forward-to-a-Friend report is created, it can be added to the Dashboard
for quick access (see Section 2.2.2.1 Adding Reports to the Dashboard).

In addition to this report, you can also view forward-to-a-friend tracking events in
@ other tracking reports. To define these events, see Section 13.1.2 Adding a Data
Source.
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Figure 12-10 The Forward-to-a-Friend Report

Completed Job Details

Summary | Reports = Forwards |

"Forward to a Friend" Statistics

lm IL Lo

107 15 37 7 39 5 16 1

Total Level 1 Level2 Level3 Leveld Level5s

B ‘Forward to a friend" mailings (forwards requested by users)
B Conversions (membership area joins through forwarded mailings)

The "Total" column shows all forwards and conversion of this mail
job, which the "Level” columns break down to forwards and
conversions on a certain "forwarding level”.

Executed Jun. 13, 2007 05:52:07 PM l

12.7 Using the Job Comparison Report

The Job Comparison report lets you dynamically compare the tracking events for two or
more jobs (up to 12 jobs can be included). Job Comparison reports can be run to
compare separate standard jobs or to compare the variants of an A/B-Split Job, which
can help you figure out the best variant for the job.

To compare two or more standard jobs, go to the Completed Jobs screen, click on Mail
Job, select Multiple Job Action, and then select Enable Multiple Job Actions. Select
the jobs that you want to compare, and then select Mail Job > Multiple Job Action >
Job Comparison Report. The Job Comparison Report Settings Screen opens.

To compare the variants of an A/B-Split Job, go to the Completed Jobs screen and select
the A/B-split Job (not one of its variants) that you want to work with. The A/B-Split Job
Details screen opens. From here, select Mail Job > Comparison Report for Completed
Variant Jobs. The Job Comparison Report Settings Screen opens.

£ Note: Once a Job Comparison report is created, it can be added to the Dashboard for
quick access (see Section 2.2.2.1 Adding Reports to the Dashboard).
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12.7.1 The Job Comparison Report Settings Screen

Use the Job Comparison Report Settings screen to define the settings for the report.
1. Select a report type:

Event distribution over time — A simple line graph showing how event occurrence
evolves over time.

Sum of events — A bar graph that summarizes the number of recipients that clicked
on each URL or opened up the email (the number and size of displayed bars
depends on how the statistics are bundled, see choices below).

Figure 12-11 Job Comparison Report Settings

Job Comparison Report Settings

Define the settings for the comparison report you want to view for the
selected jobs.

The comparison report will include

0608 10D, 060906A Job Comparison Report Settings

Define the settings for the comparison report you want to view for the
selected jobs.

Report Type:

e . The comparison report will include the following jobs:
(*) Event distribution over time 060810D, 060906A

) Sum of events

R T :
Show Reports Over: eportype

® Open-Up events (& Event distribution over time

) Click-Through events (all link © Sum of events

Click-Through events (all link | Result Calculation: ; .
O g ( Defines how the result shown as the length of the bars in the graph is calculated.

) Open-Up events and Click-Tt (&) Total number of events
) Open-Up events and Click-Tt () Percentage of total number of messages sent

Additional Statistics: () Percentage of total number of unbounced messages sent

Unique or Total Events:
Defines if unigue events or if all events are counted.

[] Number of Unbounced Mess; {(3) Count only events unique for each recipient

[[] Number of Sent Messages

[[] Number of Bounced Message © Count all events

Show Reports Over:

(%) Open-Up events

() Click-Through events (all links bundled)

(y Click-Through events (all links separate)
() Open-Up events and Click-Through events (all links bundled)

() Open-Up events and Click-Through events (all links separate)

Additional Statistics:
[] Number of Sent Messages
[] Number of Unbounced Messages

[] Number of Bounced Messages
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£ Note: The rest of the options available on this screen will vary depending on the report

type you selected.

2. Define how the result shown on the Y-/X-axis of the graph is calculated:

Total number of events — The Y-/X-axis will show the total number of events.

Percentage of total number of messages sent — The Y-/X-axis will show
percentages in relation to the total number of messages sent.

Percentage of total number of unbounced messages sent — The Y-/X-axis will
show percentages in relation to the total number of messages sent that have not
bounced.

If applicable, define if unique events or all events are counted:

Count only events that are unique for each recipient — If the same recipient
generates the same event several times, then it will only be counted once.

Count all events — All events are counted, whether they are generated by the same
recipient or by different recipients.

If applicable, define how many events will be grouped in each interval:
Events per hour — Each interval will count the events collected during a given hour.
Events per day — Each interval will count the events collected during a given day.

Events per week — Each interval will count the events collected during a given
week.

) Note: With small intervals, the curve will be smoother because there are more intervals

to display. However, using more intervals will mean that the calculation of the report
will take longer.

5. Define whether or not values should accumulate from one interval to the next:

D

No accumulation — Each interval will only show the events counted from the
beginning of the interval to its end. This means that the curve will rise and fall,
depending on the event occurrence during each interval.

Accumulate interval values — Each interval will show the accumulated number of
events counted from the very beginning of the report period until the end of the
interval. This means that the curve may only rise, but never fall. However, as events
get more and more sparse with each proceeding report period, the curve will
become less and less steep, until it tapers out into an (almost) horizontal line.

Select the type and the bundling of events to appear in the report:

Open-Up Events — This option bundles all open-up events together into one
variable charted on the report.

Click Through Events — Select one of these options:

Separate data sources per link — This option creates separate variables for
each click-through event that is tracked.

Bundle all links in one data source — This option bundles all click-through
events together into one variable charted on the report.

Action Tracking Events — Select one of these options:
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Separate data sources per link — This option creates separate variables for
each action event that is tracked.

Bundle all links in one data source — This option bundles all action events
together into one variable charted on the report.

) 4 Note: Action Events are part of the new Action Tracking feature. For details see Section
. 19 Action Tracking.

7. Check any of the following options to have additional statistics appear in the report:

Number of Sent Messages — This option adds the number of messages that were
sent with the job as a constant reference value to the report.

Number of Bounced Messages — Another constant reference value is added to the
report. This value shows the number of messages that were sent with the job but
were detected as bounces. (See "About Bounces" below.)

Number of Unbounced Messages — This constant reference value shows the
number of messages that were sent with the job and were not detected as bounces.

8. Once you have finished defining the report’s settings, click [OK] to run the report.

12.7.2 The Job Reports Tab

The Job Comparison Report is displayed and, initially, it contains only the Job Reports
tab, which contains the individual reports for all included jobs.

The Job Reports Tab displays the individual reports of all included jobs in the comparison
report. Only one individual report is displayed at a time. Select the job for which you want
to display the individual report from the Show report for job drop-down menu at the top
of the tab. The displayed report is similar to the normal report that can be displayed for a
completed job via the Reports tab on the job's Completed Job Details screen (see
Section 12.5 Completed Job Reports for details on this tab. For details about how to
interpret the report, see the online help.
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Figure 12-12 Job Comparison Report Sample

Job Comparison Report

Back to Job Comparison Report Settings Page

7

Job Reports | iﬁ |

Show report for job: | 0707 18E#B - Sample A/B-Split Job -- Emphasize Tech Tips ¥ |

Report: Tracking data for: Sample A/B-Split Job - Emphasize Tech Tips

0 578 1,156 1,734 2,312

| Event Data Sources Summary: '
| For each data scurce (bar), only unique events are counted.

i. Cpen-Up Events Sum: 281!
| click-Through Events for all Links Sum: 2,312!

Total: 2,593%
iAdditiDﬂal Data Sources Summary: ‘
|. Number of Sent Messages sum: 336 |
:. Number of Unbounced Messages Sum: 336%
!. Number of Bounced Messages Sum: 0|

(The total sum is not necessarily restricted to only unigue events,
as the different data sources might cover overlapping event sets.)

Executed Dec. 18, 2007 05:41:09 PM [ %
Including events ffrclm Jul. 18, 2007 D‘}E:SU:UD PM until Jul. 19, 2007 11:29:00 &AM II

12.7.3 The Comparison Tabs

The comparison tabs are the heart of the job comparison report: There can be any
number of these tabs and each tab can be used to create an individual comparison of the
data sources from various of the included jobs in the report.

Additional comparison tabs can be added by clicking the Add New Comparison Tab
icon that appears on a separate little tab at the top. When you click this icon, a new
comparison tab will be created. This tab can be used for individually configured
comparisons of the tracking events of several of the included jobs. There can be any
number of such additional comparison tabs, for various comparisons (see below for
details).

Click the Back to Job Comparison Report Settings Page link at the top of the page to
go back to the settings screen, which is where you can change the general settings for
the report (for example the report type and the type of the included data sources).

To close a certain comparison tab, click the Close Tab link at the top right of the tab.

Each freshly created comparison tab is initially empty and waits for you to select the jobs
and report data sources to compare. For this selection, use the Job Selection for
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Comparison panel that appears at the right side of the window whenever a comparison
tab is the active tab.

Figure 12-13 Adding a New Comparison Tab

Job Comparison Report Job Selection for Comparison
Bk te o bt Rt Bt Pate Select All / Unselect All Hide Selection Panel
B Co son Report Settings P

060712E - Another job for generating stats
Job Reports | Comparison 1 | E |
060810D - Test Job

Report: Tracking data comparison for multiple jobs Close Tab

060906A - Newsletter

On this panel, select the jobs that you want to compare by selecting their corresponding
checkboxes. For each selected job, you may then also select one of its data sources to
be included in the comparison chart. So for each selected job, there will always be exactly
one data source that is included. Each job has an associated color which is displayed as
a colored margin at the left on the selection panel. This color will be used to represent
the selected data source of this job in the comparison chart. Depending on the type of
the report, the data source will appear either as a colored line (in a "distribution over time"
chart) or as a colored bar (in a "sum of events" chart).

Use the Select All and Unselect All links at the top of the panel to quickly select or
unselect all jobs in the list.

By choosing the right combination of selected jobs, and for each job the selected data
source, you can build your own individual comparison chart, which allows you to directly
compare the data that interests you. And, by adding more comparison tabs, you can
create several of these comparison charts. You can then quickly switch between these
different charts by switching between the different comparison tabs.

For example, on one comparison tab you could compare the open-up data sources of
several jobs, while on another comparison tab you could compare the click events for a
certain link that appears in several jobs, or any other useful combination.

If you find a certain comparison chart especially useful, then you can use the Create

Report icon at the bottom right of the comparison tab to create and save a standard
tracking report that contains the selected jobs and data sources. You can then execute
and view this report via the normal Tracking Reports list at any time, without having to go
through the job comparison report interface again. (This option is only available if you
have the necessary user rights and if at least one job is currently selected.)

£ Note: If you are working with a small window size, then the job selection panel may
overlap the actual reporting tab. In this case, to be able to view the full reporting tab
without having to scroll horizontally, simply hide the job selection panel by clicking
the Hide Selection Panel link at the top right of the panel. Of course, while the panel
is hidden you can no longer change the selection of jobs and data sources, so to
show the panel again, click the Show Selection Panel link that appears below the
report on the reporting tab whenever the selection panel is hidden.

12.8 The Completed Job Journal @

LISTSERV Maestro now provides you with a Job Journal that lists all previous events in
the selected job's history, beginning with the job's creation in the system. All changes to

LISTSERV® Maestro, version 4.0 User’s Manual



Section 12

Completed Jobs

the job are recorded together with information about the user who performed the change
and what part of the job was changed. In addition, each record is reported with a
timestamp, and the list shows the newest entries first.

The Completed Job Journal can be accessed by selecting a job on the Completed Jobs
screen, clicking on the Mail Job menu, and then selecting Job Journal.

Figure 12-14 The Completed Job Journal

Job Journal
All previously collected events in the selected job's history
Back to Completed Job Details Page
Date/Time User Job Part Action
[ Al — ] [--a0-- v|
Jul. 16, 2008 12:13:03 PM  holly Job Infa Delivery succeeded
Jul. 16, 2008 12:12:58 PM  holly Job Info Delivery authorized
Jul. 16, 2008 12:12:16 PM  holly Test Delivery Test delivery succeeded
Jul. 16, 2008 12:12:16 PM  holly Test Delivery Changed
Jul. 16, 2008 12:11:54 PM  holly Recipients Definition Changed
Jul. 16, 2008 12:06:55 PM holly Test Delivery Test delivery succeeded
Jul. 16, 2008 12:06:55 PM  holly Test Delivery Changed
Jul. 16, 2008 12:06:32 PM  holly Recipients Definition Changed
Jul. 16, 2008 12:02:32 PM  holly Test Delivery Test delivery succeeded
Jul. 16, 2008 12:02:32 PM holly Test Delivery Changed
Jab copied from source job 'Test
Jul. 16, 2008 12:00:50 PM  holly Job Info getlgﬁg:tgszi':g? tracking
View journal for job 080716C

If the job began its life as a copy from another job that still exists in the system, then the
job creation history entry contains a shortcut link to this job. Click this View journal for
job [JOB_ID] link to open the journal of the source job.

To restrict the list to events triggered by a certain user and/or changes performed to a
certain job part, simply choose the appropriate options from the User and Job Part drop-
down menus at the top of the list.
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have received and have opened the message, data from selected events can be

O nce an email job has been sent and enough time has gone by so that recipients
gathered. This data can be used to generate reports in several ways:

1. The first way is by selecting an option from the Report menu on the Toolbar.

Selecting the Reports option opens the Tracking Reports screen. Each report is
displayed with its title and the date and time it was last saved. To execute and view
the report, click on the title. To edit the report’s settings, click on the report’'s Edit
link.

Figure 13-1 The Tracking Reports Screen

ila| Tracking Reports
The list below shows all reports defined for your account.

Click on a report title to execute and view that report. Click
on "Edit", if available, to edit/delete the report.

Report Title Date/Time saved

| Test Report Edit Sep. 6, 2006

Sample Report Edit Sep. 6, 2006
Tracking Statistics Edit Sep. 6, 2006

Selecting the Completed Job Statistics option generates the Completed Jobs
Statistics report. See Section 13. 5 Completed Job Statistics for more information on
this report.

Selecting the Delivered Recipients Statistics option generates the Delivered
Recipients Statistics report. See Section 13.6 Delivered Recipients Statistics for
more information on this report.

2. The second way is by clicking the Reports link located in the Currently In the Sys-
tem section of the Dashboard. This link opens the Tracking Reports screen.

3. The third way is by clicking on the Reports tab on the Completed Job Details screen
(see Section 12.5 Completed Job Reports).

LISTSERYV Maestro can generate several different types of reports with these methods,
or data can be downloaded for use in other statistical analysis programs. For quick
reports on delivery tests, click on the Test Reports tab on the Job Details screen. For
more information on test reports, see Section 9.2 Running Test Reports.

For more information on generating reports, see Section 13.2 Executing Reports.
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Tip: In many cases, it is easier to start from one of the quick reports available from the
Completed Jobs list, save it, and then make changes using the edit reports pages,
rather than starting from scratch.

)

£ Note: Once a report is created, it can be added to the Dashboard for quick access. For

more information, see Section 2.2.2.1 Adding Reports to the Dashboard.

13.1 Creating Reports

To create a new report or edit an existing report, click Report > New Report. The Define
Report screen opens.

Figure 13-2 The Define Report Screen

Define Report
Define the settings of the report,

Copy Settings [

Save & Execute

|[ ok [ cancel |

Title: |Test Report

General Settings | Data Sources | Result Settings

Report Period

& Automatic

(Report period is automatically sized to fit the registered events.)

) Defined Period:

Team Collaboration
Edit and Execute:

From: To:

(Format: mm/dd/yyyy bhimm, Time is optional. If left out, full days are used.)
The given date and time values are relative to this time zone:

m
.
=

holly

Only Execute;

[

Delete this Report |

At the top of the Define Report screen, there are four buttons and a text box to enter the

report’s title:

» [Copy Settings] — Copies settings from a previously generated report to the new

report.

* [Save & Execute] — Saves the report and executes the collection of the selected
data. A graph or table is produced based on the settings.

» [OK] — Saves any selections or entered information such as a title.

* [Cancel] — Cancels any settings or entered information.
Below the buttons is a tabbed table. Click on the tabs to toggle between the sections.

* General Settings — Defines the time period of the report, including time zone, and
team collaboration settings. For more information, see Section 13.1.1 General

Settings.
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» Data Sources — Opens the Data Source wizard, a series of screens that leads the
user through the process of creating new data sources. Each data source
represents a single variable in the report (a line or bar). For more information, see
Section 13.1.2 Adding a Data Source.

* Result Settings — Defines the type of report and how the data from the job is
displayed. For more information, see Section 13.1.3 Result Settings.

13.1.1 General Settings

The General Settings tab lets you define report period and edit the team collaboration
settings.

Figure 13-3 Define Report Screen — General Settings Tab

General Settings | Data Sources | Result Settings |

Report Period
(&) Automatic  (Report period is automatically sized to fit the registered events.)

) Defined Period:

From: | | To:

(Format: mmdddsyyyy kb, Timme is optional. If left out, full days are used.)
The given date and time values are relative to this time zone:

Team Collaboration
Edit and Execute: holly
Only Execute;

m
i
=

The Report Period section is used to determine the earliest and the latest points in time
that are considered when the events are retrieved from Maestro Tracker.

e Automatic — LISTSERV Maestro will determine the time period to fit the registered
events. From all the events of all of the jobs and/or URLSs that are part of the report,
LISTSERV Maestro will set the time of the earliest event as the “From” and the time
of the latest event as the “To” values of the time period. If two jobs are selected for
tracking, LISTSERV Maestro will select the delivery time of the first received event
(open-up or click-through) from either job as the start time, and the time of the last
received event from either job as the end time.

» Defined Period — User can determine the time period for the report, and make this
relative to any time zone.

The Team Collaboration section contains an Edit link that is used to change the existing
team collaboration settings for the report. If this link is not active, then you do not have
permission to use this feature.

If you have permission to delete reports, then the [Delete this Report] button is active.
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13.1.2 Adding a Data Source

Adding a data source is a multi-step process that has to be repeated for each separate
variable in the report. To begin defining a data source, click on the Data Sources tab.

Figure 13-4 Define Report Screen — Data Sources Tab

Define Report
Define the settings of the report,

[ Copy Settings ] [ Save & Execute ][ Ok ][Cancel]

Title: ETESt Report

General Settings | Data Sources | Result Settings |

The following data sources have been defined for this report:

Data Source Description

I Il &=t Data Source Definition copy delete |
Open-Up & Click-Through, ¢ Jobs, 2 Links |

| AddData Source |

The Data Source Description section lists the defined data sources available for use in
a report. Click on the title of the data source to open the Report Data Source Definition
screen and edit the selections. Click on the copy link to make a copy of the data source.
Click on the delete link to delete the data source.

The [Add Data Source] button opens the Report Data Source Definition screen. This
@ screen replaces the old multi-paged wizard and gives the user a sleek, easy to use, and
single-page report data source definition interface.

In the Name field, enter the name for the data source.

To change the color, click on the color swatch in the Color field and select the color from
the color palette that appears.
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Figure 13-5 The Report Data Source Definition Screen

Report Data Source Definition

Name: |

e lel click to change

Select the jobs that this data source
shall report over...

... then define what data of these jobs
you want to include in the datasource:

Report over these jobs:

Available Jobs in: | <No Category=> v
[070619A - Weekly Newletter

0609064 - Newsletter

060712E - Another job for generating sta’
0607114 - Auto-repeat job to get decent

3 | ¥ |

Drag & Drop lists: Use the mouse to select items in one list (with SHIFT and/or CTRL to select multiple items), then use drag & drop to

move the zelected items to the corresponding

Include the following job data:
Tracking Events
Total Number of Sent Messages
Total Number of Unbounced Messages

Total Number of Bounced Messages

other list.

To add jobs to the report, click on a job in the Available Jobs box and drag it to the
Report over these jobs box. Click [Apply] when you are finished.

To remove a job from the Report over these jobs box, simply drag and drop it in the
Available Jobs box. Click [Apply] when you are finished.

, Tip: It is possible to combine data from different jobs into one report from this screen.
Different jobs can be combined into one data source or they can each have their own

data sources, depending on what the report is set up to compare.
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Figure 13-6 Dragging and Dropping Available Jobs

Report over these jobs:
[080716D - Forward to a Friend tracking e\ |
| 0706194 - Weekly Newletter |

| 0B0712E - Another job for generating stat
| 060711A - Auto-repeat job to get decent r

0605064 DNewsletterl :
| f Cirop. to add to .-'E|-ECEEC]C|:‘EI
| = :

Available Jobs in: I:e:Nb Cate.goryzs. \f_

[080716C - Test for Forward to a Friend trz
| 080716E - Send to Dataset

| 0B0618D - Bi-Weekly Newsletter
| 060906A - Newsletter

To include specific job data in the report, click on one of the following options in the
Include the following job data section:

» Tracking Events — This requires additional information to be defined. See below for
details.

» Total Number of Sent Messages — This includes all sent messages, regardless of
whether the mail bounced or not.

» Total Number of Unbounced Messages — This includes the number of sent
messages, minus the number of messages that were detected as bounces at the
time the report is executed.

* Total Number of Bounced Messages — This includes the number of messages that
were detected as bounces at the time the report is executed.

When the Tracking Events option is selected, additional information becomes available,
letting you choose what tracking events will be included in the report:

* You can decide which type of events you'd like to track — Open-Up Events, Click
Events, or Action Events, if available.

@ Note: Action Events are part of the new Action Tracking feature. For details see Section
19 Action Tracking.
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» If you've selected any of the above events, then you can define which links and
actions you'd like to track.

For example, if Click Events is selected, then you can select the links you'd like
tracked in the report. To do so, simply drag and drop the links from the Available
Tracked Links box to the Count only the links below box. If you want to track all
of the links, click on the Count only the links below link and select Count all links.

Similarly, if Action Events is selected, then you can drag and drop the links from the
Available Tracked Actions box to the Count only the actions below box. If you
want to track all of the actions, click on the Count only the actions below link and
select Count all actions.

Figure 13-7 Defining Tracking Events

Include the following job data:

(%) Tracking Events

() Total Number of Sent Messages

() Total Number of Unbounced Messages

() Total Number of Bounced Messages

Of the tracking events, including only the following:

-

Events of: ._Forward-tb-a-—l.:riena“ﬁécipien-ts with Level: V1 AN,

[¥] Open-Up Events

Click Events [¥] Action Events £
| Cotire anby the: ks below Count only the actions below:
=M Count all links soft.com A | | Contact (e36ddk)

om/posl _ || Landing Page (1nylggag)
<no alias= - http://www.gomidmusen.se/nc

<no alias= - http://www.lsoft.com/contac!

<no alias> - http://www.|soft.com/contaci |

£ >

Available Tracked Links: Available Tracked Actions:

<no alias= - http://www.lsoft.com/news/Z & | | Purchase (frp3i1)
<no alias= - http://www.lsoft.com/news/c
<no alias> - http://www.lsoft.com/news/c
<no alias= - http://www.lsoft.com/news/i:
<no alias= - http://www.lsoft.com/news/i:
<no alias= - http://www.lsoft.com/news/r_
=no alias= - http://www.|soft.com/news/r
<no alias> - http://www.lsoft.com/news/r
<no alias= - http://www.lsoft.com/news/r
<no alias> - htto://www.|soft.com/news/c ¥
£ >

» If the Forward-to-a-Friend feature is used for any of the email jobs you’re using in
the report, then you can decide whether or not to track events performed by your
original recipients or by both (original and friend-recipients). To define, click on the
Events of drop-down and select one of the following options:

* Original Recipients Only — If selected, then the report will only use events that
were triggered by the original recipients of the email (there will be no events
triggered by friend-recipients). This is the same behavior that was present in
earlier versions of LISTSERV Maestro (that is, before the 4.0 release). In
addition, this is the same behavior found in Quick Reports.
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* Original and Forward-to-a-Friend Recipients — If selected, then the report
will use all events, both those triggered by original recipients and those
triggered by any friend-recipients.

» Forward-to-a-Friend Recipients with Level — If selected, then an additional
field becomes available. In this field, enter a number greater than or equal to 1.
This number defines the forward-level you are interested in. The report will not
include the events of the original recipients, but only of the friend-recipients of
the given level. If you enter "1", then only events for friend-recipients of the 1st
level will be included (i.e. only those friends that got the emails forwarded by
the original recipients). If you enter "2", then only events for friend-recipients of
the 2nd level will be included (i.e. only those friends who received the emalil
forwarded by other friends from the 1st level), and so on...

Figure 13-8 Defining Job Data and Tracking Events

Include the following job data:
(#) Tracking Events
(O Total Number of Sent Messages
() Total Number of Unbounced Messages

() Total Mumber of Bounced Messages

Of the tracking events, including only the following:

Fiy

Events of: | Original and Forward-to-a-Friend Recipients |v| £
[l Open-U Original Recipients Onl

Original and Forward-to-a-Friend Recipients

Count only the links below: Count only the actions below:
[=no alias> - http://training.|soft.com/pos| A | | Contact (335|;|_|jfcj
!-cnu alias=> - http://www.guldmusen.se/nc | Landing Page (1nylgaq)
| <na alias=> - http://www.lsoft.com/contad| !
| <no alias> - http://www.lsoft.com/contac! |
i
!
[
|

| =no alias> - http:/fwww.lzoft.com/contac
!{nu alias> - http://www.|lsoft.com/corpori— |

| <na alias= - http://www.lsoft.com/custorr s
|

i€ | >

Available Tracked Links: Available Tracked Actions:

| =<no alias= - http://www.lsoft.com/news/z 4 | | Purchase (frp3ij)
| <no alias> - http://www.lsoft.com/news/c i
| =no alias> - http:/fwww.lsoft.com/news/c = |
| =na alias= - http://www.lsoft.com/news/i !
| =no alias> - http://www.lsoft.com/news/i:
| =no alias= - http://www.lsoft.com/news/r
| =no alias> - http://www.lsoft.com/news/r

}
| e alimes o hitrefianan Tooft crmd e r )

[ | -

——— — J —

When you're finished defining the data source, click the [OK] button to return to the
Define Report screen.

Once you are finished defining the remaining report settings, click the [Save & Execute]
button. The report is generated and displayed for viewing.
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Figure 13-9 Example of a Report with Forward-to-a-Friend Events

Report: Includes Forward to a Friend Events

For each data source (bar), all events are counted.

Auto-Repeat Jobs
| Forward-to-a-Friend Jobs
|l open-Up and Click Event Jobs

Sum: a74 |
Sum: 1J183!
Surmn: 41|
Total: 2.533I

Executed Jul, 18, 2008 12:08:52 PM,
Including events from Jul. 11, 2006 11:01:00 AM until Jul, 17, 2008 11:34:00 AM

Wass

13.1.2.1 Reordering Data Sources

When creating or editing a Tracking report, you can rearrange the order of the report’s

data sources using the up and down links on the Data Sources tab.

For distribution reports, this ordering affects the order in which the data sources will
appear in the legend. It will also affect the order in which the lines in the chart diagram
are drawn. This means that the line of the first data source is drawn first, the line of the
second data source second, and so on. This order may be of interest if you have data
sources with similar values, where the lines are drawn on top of each other, so that lines
which are drawn first are "hidden" by lines which are drawn later. By reordering the data
sources, you can define which lines are drawn later, making them more likely to be visible
in such cases.

For sum-of-events reports, this ordering affects both the order of the bars in the bar chart

and the order in which the data sources will appear in the legend.

LISTSERV® Maestro, version 4.0

-193 -

User’s Manual



Section 13

Tracking Reports

Figure 13-10 Reordering Data Sources

Define Report
Define the settings of the report.

[ Copy Settings ] [ Save & Execute ][ 0K ][Cancel]

Title: |Sample

General Settings = Data Sources | Result Settings

The following data sources have been defined for this report:

Data Source Description

Open-Up & Click-Through, 3 Jobs, 23 Links

Il Samole Data Source Name cgpy delete up

] Sample 11 Iccr'f delete up

Sent Messages, 2 Jobs

[ Sample 111
Bounced Messages, 2 Jobs

Sample IV

Unbounced Messages, 2 Jobs

v delete up

v delete up __/

[ Add Data Source \_/

13.1.3 Result Settings

The third tab of the Define Reports screen is Result Settings. Select the type of report to
generate as well as how the report data will be displayed. There are four basic types of
report listed under the Result Type section. The type of report selected will determine

the other options that appear in the lower half of the screen. Some report types will have
many other options to choose, and other types will have no additional options to select.

13.1.3.1 Result Settings for Event Distribution over Time

The Event distribution over time option produces a simple line graph showing the
number of responses over time. Time is plotted on the x-axis of the chart and event
statistics are charted on the y-axis. Options available for this report type include:

Result Calculation — Defines how the number of events is calculated. There are

three choices:

» Total number of events — The y-value of the graph will display the total
number of events. For example, if 123 events have been counted for an
interval, the resulting line height for that interval on the y-value will be 123.

» Percentage of the total number of messages sent — The y-value shows
percentages in relation to the total number of messages sent. For example, if
300 messages were sent, and if, in an interval, 150 events have been counted,
then the line height for that interval on the y-value will be 50% (because 150 is

50% of 300).

LISTSERV® Maestro, version 4.0

-194 -

User’s Manual



Section 13 Tracking Reports

£ Note: The percentage could be more than 100% if multiple event types are being
! represented by a given data source, or if single recipients produce multiple events.

» Percentage of the total number of unbounced messages sent — The y-
value shows percentages in relation to the total number of messages sent that
have not been bounced. For example, if 300 messages were sent, and 50
bounced, there would be 250 unbounced messages. And if, in an interval, 150
events have been counted, then the line height for that interval on the y-value
will be 60% (because 150 is 60% of 250).

» Interval Size — Defines the size (time period) for each interval on the chart. The
number of events that occur within the interval will be plotted on the chart. Events
can be grouped hourly, daily, or weekily.

* Result Accumulation — Defines whether values plotted on the chart will display
cumulatively from one interval to the next (creating an ever increasing line) or
whether they will display as non-cumulative intervals (creating a series of peaks and
valleys).

Figure 13-11 Result Settings Tab for the Event Distribution over Time Option
General Settings I Data Sources | Result Settings

Result Type

{

(=)

) Event distribution over time
) Sum of events
) Recipient details

) Event details

Result Calculation:
Cefines how the result shown on the v-axis of the graph is calculated.,
& Tatal number of events
) Percentage of total number of messages sent
) Percentage of total number of unbounced messages sent
Interval Size:
Cefines the how many events will be grouped in each interval,
& Events per hour
) Ewents per day
O Events per week
Result Accumulation:
Cefines if walues accumulate from one interval to the next,
O Mo accumnulation
& accumulate interval values

13.1.3.2 Result Settings for Sum of Events

The Sum of events option produces a bar graph that shows the number of recipients
who clicked on each URL and/or opened up the email message. For each data source,
all events of the selected type (open-up and/or click-through), and the selected links (in
the case of click-though), are summed up and displayed in the form of a colored bar.
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Options available for this report type include:

* Result Calculation — Defines how the number of events is calculated. There are
three choices:

» Total number of events — Displays the total number of events. For example, if
123 events have been counted, the resulting bar length will be 123.

» Percentage of the total number of messages sent — Displays percentages
in relation to the total number of messages sent. For example, if 300 messages
were sent, and if 150 events have been counted, then the bar length will be
50% (because 150 is 50% of 300).

» Percentage of the total number of unbounced messages sent — Displays
percentages in relation to the total number of messages sent that have not
been bounced. For example, if 300 messages were sent, and 50 bounced,
there would be 250 unbounced messages. And if 150 events have been
counted, then the bar length will be 60% (because 150 is 60% of 250).

* Unique or Total Events — Selects the type of events to include in the report.

» Count only events unique for each recipient — Plots only a single event of
each type for each recipient. Recommended when one of the percentage result
calculations has been selected. This chart will register “0” (zero) events if blind
tracking has been selected for the tracking type during the tracking definition
because blind tracking cannot count any event as unigue.

» Count all events — Plots all events triggered for each recipient and is available
for blind tracking.

Figure 13-12 Result Settings Tab for the Sum of Events Option

General Settings I Data Sources | Result Settings

Result Type

() Event distribution over time
& Sum of events

) Recipient details

-H\

() Ewent details

Result Calculation:
Defines how the result shown as the length of the bars in the graph is calculated.
® Total number of events
(3 Percentage of total number of messages sent
{2 Percentage of total number of unbounced messages sent
Unique or Total Events:
Defines if unigue events or if all events are counted,
& Count only events unique for each recipient
O Count all events
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13.1.3.3 Result Settings for Recipient Details

The Recipient details option is only used for personal or anonymously tracked jobs
because this report type is linked to recipient profile data. This report type displays a
multi-frame table that lists each data source and the profile field columns from the
recipient definition. You must then download the report to get the recipient detail data.

Figure 13-13 Result Settings Tab for the Recipient Details Option

General Settings | Data Sources | Result Settings |

Result Type

() Event distribution over time
3 Sum of events

(# Recipient details

() Event details

13.1.3.4 Result Settings for Event Details

The Event details option is available for personal, anonymous, unique, and blind tracking
jobs. The report type displays a table that lists the report type, time period of the report,
allows for the selection of encoding for downloading the data, and allows for the selection
of the time zone to reference the downloaded data. You must then download the report
to get the event detail data.

Figure 13-14 Result Setting Tab for the Event Details Option

General Settings | Data Sources | Result Settings |

Result Type

{7 Event distribution ower time
3 Sum of events

) Recipient details

(® Ewent details

13.2 Executing Reports

There are several ways to execute reports. LISTSERV Maestro can produce quick
reports that are instantly viewable on the screen from the Test Report tab on the Job
Details screen (see Section 9.2 Running Test Reports for more information) and from the
Reports tab on the Completed Job Details screen (see Section 12.5 Completed Job
Reports for more information). LISTSERV Maestro can also produce reports from the
Tracking Reports screen and Reports menu as described at the beginning of Section 13
Tracking Reports.

Each report type has its own unique appearance, and its own set of options for viewing,
downloading, manipulating, and editing. These options are represented by four icons
located at the bottom right side of each report. Clicking on an icons lets you access the
options for each report type. The icon currently in use will have a highlighted border
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around it. Icons that are not available for a particular report type will appear grayed out
and will not be clickable.

Table 13-1 Tracking Report Icons

View Report — Displays the currently selected report with the latest report options.

< Download Report — Opens the Download Report Result screen. From here it is
possible to download report data as a PDF or in a zipped text file.

oy | Change Results Settings — Opens the Change View Settings for Report screen.
&_;, From here it is possible to change how the results are displayed and downloaded.
See Section 13.7.3 Change Result Settings or Section 13.8.3 Change Result
Settings for more information.

Editing Reports for more information.

@ Edit Report / Create Report — Opens the Define Report screen. See Section 13.3
-

13.2.1 Report Details

Depending on the report type, these additional details may also be available:
Report Type: Distribution Over Time

The report chart itself is an interactive chart. Move the mouse pointer over the chart to
display a special interval marker: The marker appears as a red line in the middle of the
interval, with a little box at the top that contains the boundary dates (and times) of the
interval. With the help of this marker you are able to pick out a certain interval in the chart
even if the interval size is very small (so that each interval is only a few pixels wide).

You can then click on any interval to view details about it. The information box of the
marker that usually only contains the boundary dates/times is expanded and shows
additional details about the selected interval. Click anywhere a second time to close the
more detailed information box again.

The information box that is displayed when you click on an interval also allows you to "drill
down" into the interval by performing a new report with a period that corresponds to the
currently selected interval, and with an interval size that is one unit "finer" than the
currently selected interval size. To do this, click on the Chart for days of this month/
week/day link in the information box (after you open the more detailed information box
by clicking on an interval).

For example: If you are currently viewing a chart with interval size "1 month" and click on
an interval (a month), then the information box for this interval will contain the Chart for
days of this month link. If you click on this link, then a new report will be executed, where
the "from" and "to" dates/times correspond to the beginning and end of the month that
was selected in the original report. Also, this new report will then use the interval size "1
day", i.e. it will show the selected month, sub-divided into days.

Similarly, in this new daily report, if you click on an interval (a day), then the information
box will contain the Chart for hours of this day link. If you click on this link, then again
a new report will be executed, where the "from" and "to" dates/times now correspond to
the beginning and end of the day that was selected. Also, this new report will then use

the interval size "1 hour", i.e. it will show the selected day, sub-divided into hours.
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Once you have drilled down from a monthly/weekly to a daily chart, or a daily to an hourly

chart, you can go back to the previous report with the Back to monthly/weekly/daily

chart link at the top right above the chart diagram.

Note: You can not "drill down" any further into a diagram that already shows hourly
intervals.

In addition to the drill-down into a more fine-grained distribution report, you can also use
the information box of an interval to display a Per Job in Period report for the selected
interval. In the distribution diagram, click on an interval. In the information box that opens,
click on the Recipients statistics for jobs of this month/week/day/hour link in the
information box. This will open a Per Job in Period report, where the period corresponds
exactly to the interval on which you had clicked. To go back to the previous distribution
report, click on the Back to monthly/weekly/daily/hourly chart link at the top right of
the bar chart.

Figure 13-15 Example of the Recipients Distribution Over Time Report

Recipients Statistics

Recipients Distribution over Time Show Settings

24,024 14 Aug. 2006 00:00 to
14 Aug. 2006 23:59

- Delivered Recipients: 20,020 ({100%)

18,018 B Bounced Recipients: 0 f0%)
B Total Recipients: 20,020 (100%)
Jobs in Interval: 4
Chart for hours of this day

12,012 Recipients statistics for jobs of this day

5,006
L L L L L I L L L L L L I L L L L L L L L L I L L L
B s S s S S o s e s e } I e e e J B
From: 25 Jul, 2006 00:00 Interval Size: 1 day To: 24 pug, 2006 16:01:47
| Successfully delivered recipients 31,058  (100%)
B number of bounces ] (0%
Hl Total number of processed recipients 31,058 (100%)

This chart shows the distribution over time of the recipients that were processed in
the display period supplied above, sub-divided in delivered and bounced
recipients,

Interactive Chart: Hover the mouse cursor over the chart, Click to view more
details and further options,

Executed 24 Aug. 2006 16:01:47
Including recipients processed between 25 Jul, 2006 00:00 and 24 Aug. 2006 16:01:47

The bounce count is not refreshed automatically . Refresh now.

Report Type: Per Job in Period

The bar diagram shows one bar for each job in the report period, where the length of the
bar corresponds to the total number of recipients in this job. Above each bar, the ID and
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title of the corresponding job are displayed. The number of recipients in the job is
displayed to the left of the bar.

Each bar is separated into a blue part, representing the successfully delivered recipients
of the job it represents, and a red part, for the bounced recipients (if any). Hover the
mouse over one of the bar parts for a short while and a little popup box will display the
exact amount of successful or bounced recipients in this job (depending on which part of
the bar the mouse is over).

Of course, if the job contains only successful recipients, then the whole bar will be blue,
or if all recipients have bounced, the whole bar will be red.
Figure 13-16 Example of the Recipients Per Job in Period Report

Delivered Recipients Statistics

r —
| Recipients Per Job in Period Show Settings
|

0609064 Mewsletter
34

0505274 Test Job
38

0 a5 19 28.5 38

| B cCount of successfully delivered recipients far this job
B count of bounces for this job

Interactive Bar Chart: Hover the mouse cursor over a bar in the chart to view
details,

| Executed Oct, 31, 2006 02:30 PM
Including recipients processed between Aug. 31, 2006 12:00 PM and Oct. 1, 2006 11:58 AM

The bounce count is not refreshed autornatically, Refresh now,

13.2.2 Report Settings
For certain reports, it is possible to adjust the specific settings that define it. The Show
Settings link lets you adjust the interval size and period of time for the report.

The Interval Size defines the size of the intervals that the whole report period is divided
into. Each interval on the x-axis corresponds to the size-unit selected here. For each
interval, the corresponding report value during this interval is plotted against the y-axis.
You can choose between the interval sizes of 1 hour, 1 day, 1 week, or 1 month.

Figure 13-17 The Show Settings Section on a Report
Job Statistics

Completed Jobs Distribution over Time

Interval Size: | 1 day 'i

Display Period: | Show Fixed Period j

|3D.D4.20E|6 00:00 to iD?.DB.QDDﬁ 23.59 Select

oK | Cancell

The Display Period defines the period that will be shown in the report. There are two
methods for defining this setting.
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Show Fixed Period — The period is defined by entering explicit "from" and "to"
dates and times.

) 4 Note: There is a certain maximum size of the report period that must not be exceeded

with the given "from" and "to" dates. The actual maximum size of the period depends
on the currently chosen interval size (see above). When the given period is divided
into the individual intervals, using the given interval size, then the number of resulting
intervals must not exceed 125 (an error message will tell you so if this should be the
case).

To specify a fixed period, you can either enter the "from" and "to" dates/times into
the corresponding edit boxes directly (in the form [Date Time]), or you can click on
the Select link and select the report period visually, by dragging markers on a
timeline:

The link will open a popup dialog that contains a segment of the timeline with two
markers — one for the "from" and one for the "to" date and time. Simply define the
report period by dragging each marker to the desired position. The intervals on the
timeline (i.e. the units by which the markers will move when dragged) correspond to
the interval size chosen on the report page (see above).

The report period can not be longer than the length of the timeline segment in this
dialog (which corresponds to the maximum number of 125 intervals). This means
that you can not move the two markers further apart than the timeline allows.
However, you can scroll the timeline to the left or right (i.e. to earlier and later times)
if either the desired to- or from-date is not present on the timeline-segment that is
currently visible. For this, use the arrow-icons (for small one-unit steps) and double-
arrow-icons (for large steps equal to about half of the total timeline-segment length)
at the left and right of the timeline.

Figure 13-18 The Select Display Period Screen

Select Display Period
Select your display period by drag 2 drop of the periods from and to marker,
Click on the arrows on the left/right side of the timeline to move the timeline borders to the pastfuture,

Tuesday Thursday

30 May 2006 17 Aug, 2006
00:001 [23:59
| | | | | | | | | | |

«‘I I I ™ T T T T T T T T T T I'I I I

| > »

Saturday
9 Sep, 2006
23:59

Monday
g May 2006
ao:00

0K & Apply (o] Cancel

Click either [OK] to only transfer the values from the timeline into the edit boxes of
the "from" and "to" values, click [OK & Apply] to both transfer the values and then
immediately apply them and execute a report with these values, or click [Cancel] to
close the timeline dialog without applying any changes to the report settings.

Show Immediate Past — The period is defined indirectly by specifying how many
time-units of the past you want to see in the report. This means that the "to" date and
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time of the report always equals the present time (at the moment of the report
execution), and the "from" date and time is so far in the past as specified. For this,
simply enter the number of intervals that the report shall go into the past (but no
more than 125). The unit of the intervals depends on the interval size selected
above.

Once you have finished editing the report settings, click [OK] to apply them and to
execute a report with the new settings (or click [Cancel] to close the settings box without
changing the report).

13.3 Editing Reports

Editing tracking reports is a more detailed way to generate custom reports. Unlike the
quick reports available from the Completed Jobs screen or the Test Reports tab on the
Job Details screen, it is possible to combine data from multiple jobs as well as select the
color of each data source.

To edit an existing report:

* From the Tracking Reports screen, click the Edit link that corresponds with that
report.

* Once the report is generated, you can change the definition of the current report by
clicking on the Edit Report icon.

After performing one of the above actions, the Define Report screen opens if the user has
the right to edit reports. The current report’'s General Settings, Data Sources, and Result
Settings can be edited and saved to reflect any changes in the current report, or they can
be saved as a new report. For more information on these tabs, see section 13.1 Creating
Reports.

13.4 Creating a Report from a Template

If the current report is a quick report from Delivered Jobs, clicking the Create Report icon
will allow the user to create a new report based on the settings of that quick report. Type
in a title for the report and then click [OK] to save the quick report as a regular report.
Alternatively, click [Save & Execute] to execute the report again (display it) and save the
quick report as a regular report. The report title will then show up in the listing of current
reports on the Tracking Reports screen. Edit the settings of this new report by clicking
the Edit Report icon again. This option is not available for quick reports generated from
delivery test data. See Section 12.5 Completed Job Reports for more information.

13.5 Completed Job Statistics

The top of the report contains the Job Category drop-down menu. This selection allows
the user to filter the jobs so that only jobs that are in the selected category are included
in the statistics. In addition to all available categories, this drop-down menu also contains
the following options — <All Categories> (all jobs will be included, no matter what
category they are in) and <No Category> (only the jobs which are not in any category
will be included).

Below the chart, at the very bottom, a message bar displays additional information about
when the report was executed and which period is covered in the report. This message
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bar also contains the Download icon at the very right. Click on the icon to download the
report as a PDF or as a ZIP-file that contains the current report in form of a text file with
comma separated values (a CSV-file), plus an additional readme.txt file with details
about the report.

The Completed Jobs Statistics report displays a chart of the completed jobs as a timeline
graph that plots the number of completed jobs, plus how many of these were successful
and how many have failed.

The graph displays a certain time period (with a given "From" and "To" date and time),
and divides this period into a number of equally long intervals. For each interval, the
number of completed jobs in that interval is plotted against the y-axis.

The graph contains three lines — the green line shows the successful jobs, the red line
shows the failed jobs, and the blue line shows the total jobs (both successful and failed).
£ Note: If for a given interval all jobs are successful, then the blue line, which is plotted last,
will cover the green line with the same value, so in these intervals only the blue line
will be visible in the graph. The same will happen with the red line for intervals where
all jobs have failed.)

Below the graph itself, a summary is displayed for the three job types, including the total
count over the whole period.

For information about using the interactive report chart, see Section 13.2.1 Report
Details. For information on the Show Settings link, see Section 13.2.2 Report Settings.

13.6 Delivered Recipients Statistics

The top of the report contains the Job Category drop-down menu. This selection allows
the user to filter the jobs so that only jobs that are in the selected category are included
in the statistics. In addition to all available categories, this drop-down menu also contains
the following options — <All Categories> (all jobs will be included, no matter what
category they are in) and <No Category> (only the jobs which are not in any category
will be included).

, Below the chart, at the very bottom, a message bar displays additional information about
when the report was executed and which period is covered in the report. This message
bar also contains the Download icon at the very right. Click on the icon to download the
report as a PDF or as a ZIP-file which contains the current report in form of a text file with
comma separated values (a CSV-file), plus an additional readme.txt file with details
about the report.

The bounce count of a job can either be refreshed individually for that job (via the job
details page of the corresponding job), or you can use the Refresh link at the bottom of
this report as a shortcut to refresh the bounce counts of all jobs which fall into the time
period that is covered by the current report (i.e. which were delivered between the "from"
and "to" date and time).

£ Note: When determining if a recipient is supposed to be reported as "successful” or
"bounced", the report will always use whatever bounce information is currently
available for the job that the recipient was part of. This job related bounce
information is the information that was obtained during the last bounce count refresh
of that job, which means that at the time that the report is executed, the bounce count
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information of the involved jobs may be partially outdated (if some or all of them were
not updated recently, or probably never at all).

The recipients statistics report can be viewed as two different types:

» This Distribution Over Time type displays a statistics chart of the delivered
recipients as a timeline graph which plots the number of processed recipients, and
how many of these were successfully delivered and how many bounced. For more
information, see Section 13.2.1 Report Detalils.

« This Per Job in Period type displays a statistics chart of the delivered recipients as
a bar char, with one bar per job, where the length of the bar shows the number of
recipients in this job (separated into successfully delivered and bounced recipients).
For more information, see Section 13.2.1 Report Details.

When this option is selected, the bar diagram is displayed with the job ID and job
title of each job above each bar. The job ID is now clickable; therefore, once you
click it, the corresponding Completed Job Details screen opens.

Figure 13-19 Delivered Recipients Statistics Report with Job ID

Delivered Recipients Statistics

Display jobs with category: | <All Categories> M
Recipients Statistics: _F‘gr_J”D.i:J. in .Pe.ri:gg. v
Display Period: |Show Immediate Past ¥

Show last |31 ||days v

Cancel

CLICK-071215C: Sample repeating job with random recipients

-

6E1:

CLICK-071215B: Sample Auto-repeat job
175:

|

CLICK-0712164: Sample repeating job with random recipients
295

L

CLICK-071216B: Sample Auto-repeat job
T

CLICK-0712174: Sample repeating job with random recipients
360:

For information about using the interactive report chart, see Section 13.2.1 Report
Details. For information on the Show Settings link, see Section 13.2.2 Report Settings.

13.7 Event Distribution Report

An Event Distribution report plots the occurrence of events (open-up and/or click-
through) over time. A simple line graph shows the number of responses over time. Time
is plotted on the x-axis of the chart and can be measured in intervals of hours, days, or
weeks. Events are charted on the y-axis and can be measured as the number of events
or as a percentage of either the total number of messages sent, or the total number of
unbounced messages.
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13.7.1 Viewing Event Distribution Reports

The View Report screen of an Event Distribution report displays the collected data in a
chart format.

Figure 13-20 Events Distributed Over Time Report Variations

Report: Sample Event Distribution Report ( Cumulative over time)
w004  |Sep.9,2007 01:00 AM to
— — — — — — —|sep.9, 2007 01:59 AM
Accumulated values for all intervals up to and
including this interval
. Cpen-Up Events Sum: 373
535 B Clicks to Online ...part of message Sum: 500
B cClicks to Online ...part of message Sum: 372
Total: 1245
—wa_
350 —
175
O S S S S —
From: Sep. &, 2007 06:30:00 PM To: Sep. 9, 2007 11:00:00 AM
| The values for the intervals are accumulated from interval to interval.
Event Data Sources Summary:
. COpen-Up Events Sum: 400
B Clicks to Online Newsletter from the Text part of message Sum: 535
B cClicks to Online Newsletter from the HTML part of message Sum: 395
Total: 1,330
Additional Data Sources Summary:
B number of Sent Messages Sum: 667
B number of Unbounced Messages (Sent minus Bounced) Sum: 650
Interactive Chart: Hover the mouse cursor over the chart. Click to view more
details.
;K;Eudfﬁg iir;.ng:;‘rzocllrulssgg:uaj:I;SUF':‘MEFIE:BD:UD PM until Sep. 9, 2007 11:00:00 AM '_I'

The View Report screen of this report type changes to reflect different options set on the
Change View Settings for Report screen. Depending on what options are set, events on
the y-axis can reflect the total number of events, or a percentage of either the total
number of messages sent, or the total number of unbounced messages sent. Events
occurring over time can be reflected as a total accumulation; each set of measured
events is added to the previous set so the plotted data continuously accumulates until all
events stop and a plateau is reached. Alternatively, events occurring over time can be
reflected as accrued numbers, plotting the data as a series of peaks and valleys.
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The report chart is interactive. When you move the mouse pointer over the chart, a
special interval marker is displayed. This marker appears as a red line in the middle of
the interval, with a little box at the top that contains the boundary dates (and times) of the
interval. With the help of this marker you are able to pick out a certain interval in the chart
even if the interval size is very small (so that each interval is only a few pixels wide). You
can then click on any interval to view details about it. The information box of the marker
that usually only contains the boundary dates/times is expanded and shows additional
details about the selected interval. Click anywhere on the report to close the more
detailed information box.

13.7.2 Downloading Event Distribution Report Data

It is possible to download the data from an event distribution report by clicking the
Download Report icon. You can download data in the form of a PDF file or a zipped text
file; in addition, you can export the data into Excel.

First, select the time zone that will be used to format the data from the drop-down menu.
Then, choose one of the following methods of download:

» To download as a PDF file, click the [Download as PDF] button. You can then open
or save the file.

» To download as a zipped text file, click the [Download as Text File (CSV)] button.
You can then open or save the file.

» To export the data into Excel, see Section 13.11 Using the Excel Add-In for details.

13.7.3 Change Result Settings

The Change View Setting for Report screen allows the user to change specific options
and, as a result, change the appearance of the report on the View Report screen and
change the data that is downloaded on the Download Report Result screen. Any
changes made on the Change Result Settings screen do not change the actual report
definition; they are only temporary, allowing the user to see different views and download
different data. To change the report permanently, changes need to be entered on the
Result Settings tab on the Define Reports screen, and then the changed report must be
saved. See Editing Reports for more information.

For an Events Distribution report the following options can be selected:
 Result Calculation — Defines how the results on the chart are calculated.

» Total number of events — Displays the total number of events counted per
time interval. For example, if 123 events were counted for an interval, the
resulting line height for that interval would be 123.

» Percentage of total number of events — Displays percentages in relation to
the total number of messages sent. For example, if 300 messages were sent,
and if, in one interval, 150 events were counted, the line height for that interval
would be 50% because 150 is 50% of 300.

» Percentage of total number of unbounced messages sent — Displays
percentages in relation to the total number of messages sent that have not
bounced (at the time the report is executed). For example, if 300 messages
were sent and 50 messages bounced, there would be 250 unbounced
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messages. And, if in one interval, 150 events were counted, the line height for
that interval would be 60% because 150 is 60% of 300.

* Interval Size — Events are counted as occurring within a certain amount of time.
This amount of time is referred to as an interval. Intervals can be set as hours, days,
or weeks.

e Result Accumulation — Defines whether the values accumulate from one interval
to the next.

* No accumulation — Each interval’s events are counted and plotted for only
that time period. The resulting line on the chart displays as a series of peaks
and valleys.

» Accumulate interval values — Each interval’'s events are counted and plotted,
adding to the previous interval’s events until the end of the report period. The
resulting line on the chart displays as ever increasing. The incline will become
less steep over time until it plateaus into more or less a straight line once
recipients no longer trigger events.

Click the [Execute] button to change the View Report screen (the appearance of the
chart or graph), and change the downloadable data.

13.8 Sum of Events Report

The Sum of events option produces a bar graph that shows the number of recipients
who clicked on each URL and/or opened up the email message. For each data source,
all events of the selected type (click-through and/or open-up) and for the selected links
(in the case of click-through), are summed up and displayed in the form of a colored bar.

Two types of sum can be chosen for the report — Sum of unique events or Sum of all
events. Sum of unique events plots only a single event of each type for each recipient.
This chart will register “0” (zero) events if blind tracking has been selected for the tracking
type during the tracking definition because blind tracking cannot count any event as
unique. Sum of all events counts all events triggered for each recipient and is available
for blind tracking.

The Sum of all events will give an overall picture of how many events were generated.
When compared to the Sum of unique events, the report gives an idea of how well the
overall number of events was distributed over the individual recipients. It is possible to
discern whether many recipients generated relatively few events each, or whether most
events were generated by only a few recipients (generating the same events over and
over), while many other recipients only generated a few events (or none at all).

13.8.1 Viewing the Sum of Events Report

The View Report screen of a Sum of Events report displays the collected data in a bar
graph format. The View Report screen of this report type changes to reflect different
options set on the Change View Settings for Report screen. Depending on what options
are set, the number of recipients can reflect the total number of all recipients, or a
percentage of the number of recipients who triggered an event.
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Figure 13-21 Example of the Sum of Events Report

Report: Tracking data for: & second test job by Johannes

2
10,000:
10,000:

U:|

0 2,500 5,000 7,500 10,000

Event Data Sources Summary:

For each data source (bar), only unigue events are counted,

B click-Through Events for all links sum: o
Total: 21

Additional Data Sources Summary:

B rumber of Sent Messages Sum: 10,000

B rumber of Unbounced Messages Sum: 10,000

B rumber of Bounced Messages Sum: 0

(The total surm is not necessarily restricted to only unique events,
as the different data sources might cover overlapping event sets.)

Executed Oct. 31, 2006 03:55:43 PM,
Including events from Apr. 28, 2006 09:14:00 AM until Apr, 28, 2006 09:21:00 AM !

13.8.2 Downloading Sum of Event Report Data

It is possible to download the data from a sum of event report by clicking the Download
Report icon. You can download data in the form of a PDF file or a zipped text file; in
addition, you can export the data into Excel.

First, select the time zone that will be used to format the data from the drop-down menu.
Then, choose one of the following methods of download:

* To download as a PDF file, click the [Download as PDF] button. You can then open
or save the file.

» To download as a zipped text file, click the [Download as Text File (CSV)] button.
You can then open or save the file.

* To export the data into Excel, see Section 13.11 Using the Excel Add-In for detalils.

13.8.3 Change Result Settings

The Change View Settings for Report screen allows the user to change specific options
and as a result change the appearance of the report on the View Report screen and
change the data that is downloaded on the Download Report Result screen. Any
changes made on the Change View Settings for Report screen do not change the actual
report definition; they are only temporary, allowing the user to see different views and
download different data. To change the report permanently, changes need to be entered
on the Result Settings tab on the Define Report screen and then the changed report
saved. See Editing Reports for more information.
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For a Sum of Events report, the following options can be selected:
* Result Calculation — Defines how the results on chart are calculated.

» Total number of events — Displays the total number of events. For example, if
123 events have been counted, the resulting bar length for will be 123.

» Percentage of total number of events — Displays percentages in relation to
the total number of messages sent. For example, if 300 messages were sent,
and if, for a data source, 150 events have been counted, then the line length
for that data source will be 50% (because 150 is 50% of 300).

» Percentage of total number of unbounced messages sent — Displays
percentages in relation to the total number of messages sent that have not
been bounced (yet). For example, if 300 messages were sent, and 50
bounced, there would be 250 unbounced messages. And, if 150 events have
been counted, then the bar length for that data source will be 60% (because
150 is 60% of 250).

* Unique or Total Events — Select whether to count all events that are tracked, or
only unique events triggered by recipients.

» Count only events unique for each recipient — For each recipient, only one
event of each type is counted. For example, if open-up and click-through
events are being tracked and a recipient opened the message twice and
clicked on the same link three times, only two events would be counted. This
method of counting is recommended when one of the percentage result
calculations is selected.

» Count all events — For each recipient, all triggered events are counted. Using
the example above, five events would be counted using the Count all events
option.

Figure 13-22 Change View Settings for Sum of Events Report

Report: Sum of Events - Count Unique Events

Change View Settings for Report
Report of type Sum Over Number of Events during the Time Period.

To modify the display of the report and the format of the downloaded results, change the settings
below and dlick on the "Execute” button.

Result Calculation:
Defines how the result shown as the length of the bars in the chart is calculated,
& Total number of events
 Percentage of total number of messages sent
' Percentage of total number of unbounced messages sent
Unique or Total Events:
Defines if only unigue events or if all events are counted.
@ Count only events unique for each recipient
' Count all events

Execute | (Changing the settings above only affect the resulting diagram produced when you click the
"Execute” button. To permanently change the report, click on the "Edit Report” icon below.)

Executed Sep, 30, 2002 04:26:07 PM, :
Including events from Auwg. 15, 2002 12:20:00 PM until Aug. 15, 2002 06:56:00 PM @ @
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Click the [Execute] button to change the View Report screen (the chart or graph), and
change the downloadable data.

13.9 Recipients Details Reports @

The Recipient Details option is only used for personal or anonymously tracked jobs
because this report type is linked to recipient profile data. This report type displays a
multi-frame table that lists each data source and the profile field columns recipient
definition. Use the table to select which data sources and which columns will be
downloaded. Data can be downloaded and then imported into a statistical software
program to generate charts and graphs.

On the Reports tab of the Completed Job Details screen, the options for defining the
Recipient Details report has been streamlined. When you select the Recipient details
option, the Include Data Sources For section will contain the Open-Up Events and
Click-Through Events options. When Click-Through Events is selected, you can
select to Separate data sources per link or Bundle all links in one data source.

Once you are finished defining the report, click [OK]. The Recipient Details Report is
displayed. The usability features for the report have changed.

To rearrange the order of the columns, you can use the left and right arrows associated
with each column. In addition, to remove a column, simply click the [x] box. When you're
finished rearranging the columns, click [Apply].

Figure 13-23 Applying Column Changes to the Recipient Details Report

Column Structure Changed

You can continue to reorder the columns in the
profile, or add and remove columns.

Once you have finished, click "Apply" to update
the report with the new column structure.

If there are additional columns that are not shown on the report, then the More Columns
link appears. Use this link to add columns to the report.

Another way to change the order of the data is to click on the Sort Order link and select
a sort option from the pop-up menu.
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Figure 13-24 Changing the Order of the Report Data

Report: Tracking data for: Auto-repeat job to get decent reports (and all its auto-repeat instances)

Data source: Click-Through Events for link http:/ /www_lsoft.com/news/issue2-2006-us.asp Change
E1ES 3 [E1]ES] S|
EMAIL FNAME LNAME

click0007@will.dc.lsoft.com

Event Count, Best First
Event Count, Worst First

Profile Columns, A -= Z

click0016@will.dc.|soft.com : T_'}

click0059@will.dc.|soft.com

clickD061@will.dc.lsoft.com

clickDoe7@will.dc.|soft.com

click0001@will.dc.|soft.com

click00D4@will.dc.|soft.com

click0005@will.dc.|soft.com

clickoooe@will.dc.lsoft.com

| 2:

Executed Jun. 24, 2008 11:47:44 AM o=
Including events ;‘rum Jul. 11, 2006 1:1:01:[]0 AM until Jul. 12, 2006 01:31:00 AM

To change the data source for the report, click on the Change link. The Data Source
Selection screen opens.

Figure 13-25 Changing the Data Source for the Recipient Details Report

Data Source Selection

Select the data source that you want to view in the report:

|

Data Source: Open-Up Events
Select: CLICK-060711A - Auto-repeat job to get decent reports

us.asp
Select: CLICK-060711A - Auto-repeat job to get decent reports

IData Source: Click-Through Events for link http:/ /www.lsoft.com/news/issue2-2006-

Data Source: Click-Through Events for link http:/ /www.lsoft.com/news/n-about-
us.asp

Select: CLICK-060711A - Auto-repeat job to get decent reports

us.asp
Select: CLICK-060711A - Auto-repeat job to get decent reports

Data Source: Click-Through Events for link http:/ /www.lsoft.com/news/n-archives-
us.asp

IData Source: Click-Through Events for link http:/ /www.lsoft.com/news/n-subscribe-
ISeIect CLICK-060711A - Auto-repeat job to get decent reports

Data Source: Click-Through Events for link http:/ /www.lsoft.com/news/n-contact-
us.asp

Select: CLICK-060711A - Auto-repeat job to get decent reports

Data Source: Click-Through Events for link http:/ /www.lsoft.com/contact/20ann.asp
Select: CLICK-060711A - Auto-repeat job to get decent reports

us.asp#1
Select: CLICK-060711A - Auto-repeat job to get decent reports w

IData Source: Click-Through Events for link http:/ /www.lsoft.com/news/issue2-2006-
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From here, click on the Select link that is associated with the data source you'd like to
use. The report will be refreshed using this new data source.

@ 13.9.1 Downloading Recipients Details Report Data

The Download Report Result screen lets you download the Recipient Details report as a
PDF or as a Text File (CSV).

£ Note: The downloaded report will contain the data source that was selected when you
were viewing the report. To download a report with a different data source, simply
view the report again, select that data source using the Change link, and then use
the Download icon to download the new report.

y.

Figure 13-26 Download Report Results Screen

Report: Tracking data for: Auto-repeat job to get decent reports

Download Report Result
Report of type Details of Recipients that Triggered Events During the Time Period.
I Data source: Open-Up Events

To download the report result, click the [Download] button for the desired format below. The report
result can be downloaded in two different formats:

&+ As a PDF file, which contains the report chart with the first result rows {up to 100), for easy
distribution or printing.

s As a zipped CSV text file, which contains the raw report data of all result rows in form of comma
separated values (CSV), for import into 3rd party tools (for example Excel), for further analysis.
(For CSV text file download, you first have to select the file encoding to be used to format the
result.)

[ Download asPDF |

[ ASCII (American) > [ Download as Text File (CSV) ]

Executed Jul. 25, 2008 05:21:45 PM . ™R .
Including EVEI‘ItS’fI’DITI Jul. 11, 2006 'IL:DI:DU AM until Jul. 12, 2006 01:31:00 AM ._ .

To download as a PDF, click the [Download PDF] button.

To download as a text file, select the file encoding for the download from the drop-down
menu, and then click the [Download as Text File (CSV)] button to begin downloading
the data.

When downloaded as a text file, the text file in the ZIP archive file will contain a table with
the columns that you have selected — in the order you selected them. The rows in this
table are generated in the following way:

For each recipient that generated at least one of the events that are counted by the
selected data source, one entry is made. Each entry consists of the profile values of this
recipient, which are placed into their matching columns. However, only those profile
values that match any of the columns you have selected will be used. All columns not
selected will be ignored. Because of this, several recipients may now have the same
"condensed" profile. This would happen if the only differences in the profile of the
recipients were in columns that are not used because they were not selected.

For example, if you use the EMAIL, GENDER, and CITY columns, then each recipient
will most likely have a different profile. This is because the combination of EMAIL,
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GENDER, and CITY will probably be unique for each recipient. However, if you only
select the GENDER and CITY columns to form a "condensed" profile, then, in all
likelihood, you will have several recipients with the same profile, namely all those of the
same gender that live in the same city.

If, during the creation of the report, several recipients are found to have the same
"condensed" profile, this profile will be included in the report table only once. Instead of
including the same profile several times, LISTSERV Maestro simply counts how many
recipients share the same profile for each unique profile.

In the special purpose column, called {COUNT}, each instance of an event for the same
profile is recorded. If you include this column, then it will be populated with t