


Logistics

Shared Audio
« Share comments, questions, jokes...

* Please state your name when asking a
guestion

 Mute out background noise and music




What You’ll Learn

e How to use ListManager’s discussion
forum interface

e Create, run and administer discussion
groups
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Use the “Welcome Message” to have clear list rules
 What is the list’s purpose?
 What Is relevant and on-topic?
 What is expected?

Moderate the list if membership is open

 Use number moderation to “prove” new
members If you don’t want to moderate

everything
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How to Access a Forum

Access the Forum'’s Interface by:

 Main Discussions Forum Interface URL

e Particular Discussion Forum Interface URL
e ListManager’'s Home Page
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E All Forums - Microsoft Internet Explorer
File Edit Yiew Favortes Took Help

e Access the Discussion Forum Interface by
going to
http://yourlistmanagerurl/read/

 Access a particular forum by adding to the
end of the URL the forum name

?forum=forumname
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(+) Expand (=) Collapse
- ﬁ' Home embers : View Members
Easily access the &t

A Members

Discussion Forum
from the ListManager R | I
interface in the = Meina:

ﬁ' Fepaorts

“Shortcuts” area. « Uites

& Shortcuts

- Mew List

- Mail Streams

- Dizcuss=ion Forum
= | it Satinne Man
- Site Map

- Help
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ListManager

Log In to see your forums,
messages, or to edit your
account
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&

[ Crieabie Mew Metzage ]

Dol - Subect Audhar

2006-06-29 11:59:00 females Ana Deleon
2006-06-13 14:54:00 conditional 244 A Deleon
2006-06-13 14:00;00 kkjk Ana Deleon
2006-08-13 13:59:00 conditional And Deleon

2006-08-13 13:44:00 Cali ainiby A Deleon
| 2006-06-13 13:00:00 Take control Ana DeLeon
20060612 10:15:00 Latin Trade Joe hullaney

e Create a message
 Read messages
* Reply to a message

* View messages from a particular
author
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Doate

2006-06-29 11:59:00

2006-06-13 14:54:00
2006-06-13 14:00:00

2006-08-13 1:3:59:00

2006-06-13 13:44:00
2006-06-13 1500000
2006-05-12 1001500

- Subject

females
conditional 244
ki
conditional

Call anby

Take control

Latin Trade

Ana Deleon
A Deleon
Ana Deleon
And Deleon
Ana Deleon
Ana Deleon
Joe Mudlaney

Create a new message, and...
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A new message will be a new
message thread
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Read Messages

Create Mew Meszage

— RE: First Message  2008-06-11 09:34:00 <ana lvris=

Click here to view in a new browser window

The My Forums tab

In the My Forum= =ection, you will =see a li=st of forum=s which vou are a
The All Forums tab

This i= the same table that you =s=aw when you first arrived at the publi
The About tab

When logged into a particular list, the About section will give vou =om

<] i | (2]

[ Edit ] [ Drelete ][ Feply ]

Administrators can “Edit” and
“Delete” a message.
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Type some words to look for, or try the advanced searc h.

‘ Search for:

jgs Inc, | Email Marketing Software

Search for a particular word or set of words
sent through used in a message. Advanced
allows you to exclude a word
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Conference
allows you to
chat with
others, If
enabled
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:  |ana@lyris.com

“"m"';:’_ ’Nurmal: receive messages as they are contributed

: English s

Edit your account settings. Change
membership type when enabled

20




Membership Types

 Mail: Recelves messages via as sent
e Nomall: Recelves no mail from the list

e Digest: Recelves messages in once-a-day
digest
 MIME-Digest: Recelves messages in a

format that preserves encoding (makes
HTML readable)

* Index: Recelves message subjects once a
day
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[~ Messages

Q Search

W Conference

My Account

_QJ.

[_ Unsubscribe all ]

arrms
il admin

AllFond analuz analuz

+ About anatest anatest

? Help imzontest jazontest

| joedemo joedemo

jure june

Unsubscribe
Unzubscribe
Unsubscribe
Unzubscribe
Unzubscribe

Unzubscribe

See what forums you have subscribed
to. You may unsubscribe from lists on

this page
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3] Messages

Q Search

W Conference

= Description
& My Account

aclmin acimin Subscribe

§ My Forums

amnetmortgage Subscribe
analuz

arelest Subscribe

ap-mod-test Test List for 8,95 of Lyris List Manager subscribe
d lar test test Subscribe

See and “Subscribe” to available forums
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Learn more
about a
forum. You
many need to
be a member
to view this
Information
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Discussions Via Email

e Introduction to Discussion Lists

e The Discussion Forums Interface
 Discussions Via Email

 Creating Discussion Forums

« Administration of Discussion Forums
e Moderating Messages

e Discussions Tools

e Q&A
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{0/
CO n t ri b u te Vi a e m ai | by J File Edit Miew Insert Format Tools Actions Help

Jégend v| = | X | & options... ¥

W r I t I n g to To... | Idiscussinn@listmanauer.examnle.cnm

list@servername.com i E—

W .t t d . t Ha= anyone hesrd shout when wersion 10 is ;I
rl e O a I I l I n a. going to he released? What new features
will kbe included?

IISt' Terry Smith
owner@servername.com

[——
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Manage Your Subscription

« Subscribe by writing to
ISt@servername.com

« Unsubscribe by writing to
eave-list@servername.com
o Set list options by writing to
lyris@servername.com
Use login and set commands. E.Q:

login yourpassword
set listhame digest
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& listmnanager-discuss moderated message O] x|

J File Edit Yiew Tools Message Help .':.'

g & v | - X O 7

Reply Reply &l Forward Prink Delete Previous
From: Lytis ListManager
Date: Tuesday, January 27, 2004 12:46 PM

To: listrmanager-discuss moderators
Subject: listmanager-discuss moderated message

The attached message destined for istmanager-discuss has j
been recetved. This

message recquires yvour approval before it will be sent to the
list.

To approve this message, send the following two line
messzage to

IyrisEcho Iyris. net

lowgin {enter your password here)
moderate approve 101176

NI EN

Moderate via email
by sending
moderate approve
command to
lyris@yourserver
address
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« Use your emalil
address (not
your name) and
password

e Each admin
should have a
separate
account
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{*) Expand (=) Collapse

ﬁ Home

X Members

Conkent

.l. Members : View Members

.':'. Segments

B Mailings

ﬁ' Reports

A, Utilities

- Mew List

= Elmal Cde e e

- Dizcusszion Forum

- List Settings Map

- Site Map

- Help

Email

ana@lyriz.com

Site and server
administrators
may create a
new list
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Select the
“Purpose of the
List”

Moderated or
unmoderated
Each list will
have It’s own
default settings

Moderated requires admin approval of

postings; unmoderated does not

32




W, Utilties : Administration : Lists : New List

Purpose of list: | email marketing v req u I re :

announcements
discussion (moderated)

 Name (no

List description: | discussion list

B caps & no

Admin email g
wess: | EME@Hhis.com

. spaces)

password: LLL LU LI L L L LTl L]

List name:

Verify Admin

Topic/site: | ana: ana v

e Password

33
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The Discussion Forums Interface
Discussions Via Email

Creating Discussion Forums
Administration of Discussion Forums
Moderating Messages
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L Members
€ Basic Information
B content Determine the basic settings for your kst.
os, Segments & Mew Subscriber Pol ey
Set the rules for how peopls join your
B Maiings & it

mmmmmmmmmmmmmmmmmmmm
Set how USErs read messages on the
web.

& Discyssion Group Fest
Settings for d Yoe hsts,

P QINMETS
ettings for programmers ony.
2 of AN Seftings
A, comprehensive index to all list seftings,

Use list settings to
e Specify New
Subscriber Policy

e Set email & Web
submitted content
preferences

e Set Interface
features

35




- Web Forms

- Automated
Messages

- Administration
- Login Status
- Cther

- Mew Subscriber Policy

= Email Submitted Conten

B Information

Iy W, Lilties ; List Settings : New Subscriber Policy @
‘ Members | Confirmation | Security
m Conkent Confirm ® o
o Seqments subscribes: AL ne
LLL]
B Madings Confir - - -
O™ [ Mever ask for confiration when a member unsubscribes by email [v]
w R unsubscribes:
e (oo ) e ]

Set the rules for
how people join
your list
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Email Submitted Content

‘\ Utilties : List Settings : Email Submitted Content

g/n
Message Wrapping | Security | Approval | Email Header | Header Rewrites

Prepend to beginning of every message (Text message header):

Features for emall
submitted

mesSSsages

Append to end of every message (Text message Tooter):

You are currently subscribed to %$%list.nameii as:
To unsubscribe click here:

3]

Faemalladdris.
iurl.unsubis

NS

P d to beginning of every message (HTML message header):

v|-se—|v|B F U EE={SEEE Tk —=egOso

Dizable HTML Editor




Email Submitted Content

Submitted Content
Message Wrapping |

ry message (Text message header):

Append to end of every message (Text message Tooter):

You are currently subscribed to %$%flist.name%% as: $Yiemailaddrsi.

To unsubscribe click here: fjurl.unsubis

of every message (HTML message header):

v|-se—|v|B F U EE={SEEE Tk —=egOso

Dizable HTML Editor

Modify how
messages look
(e.g., unsub
footers)
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AV 4 » 1o

BT

. I. ‘|l JINC.

FZ3ubhject: re:

>»Date: Mon,
>
*the reply

lvris
28 Aug Z006 17:z29:2z -0000

Tou are currently subscribed to ana-disc as: analflyris.com.
To unsubscribe click here: http:/f/demoent.lyris.com/u?id=383736a8Nen=T&l=ana-disc&o=96Z6
email to leave-96Z6-387368NAdemoent. lyris. com
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Email Submitted Content

‘\ LIkilikies : List Settings @ Email Submitked Content o

Meszage Wrapping J Security Approval Email Header Header Rewrites

Reject email

2
- - as no
submissions: {:} i 4

Only admins can
send:

O A {:}nn

Require
passwordj ho, password is not required in the messade body (defaulf)

| Save || Camcel |

Specify whether only administrators can send
and If messages can be submitted via email

40




Email Submitted Content

\ Ikilities @ List Settings : Email Submitted Content

Message Wrapping Securit | Approval | Emglll Header Header Rewrites

Is list
moederated:

’muderated - allmessages must be approved

Approve #for
number | always needs approval |E|
moderated:

Automatically
release
unmoderated
messages:

|Apprnva| is always required |E

Automatically

release midnight (0:00) |

messages at:

Sawe

Zancel

Specify if list
IS moderated
and If
approval is
required

41




e —

"\ Ukilities : List Setkings 3 Ermad Submitted Content

Message Wrapping | | Email Header |l Header Rewrites

Change date to
send date:

Add list help
headers:

Rewrite
Message-ID
header:

Append to SMTP header:

Rewrite date of when

Save “ Cancel ]

mailing Is sent out

42




Email Submitted Content
|

‘\ Lkilities : Lisk Settings : Email Submitted Content

Message Wrapping Security Approval Email Header | Header Rewrites |

From:
Reply To: | author
To: | %%nameemail®: %

precedence
received

Remove
headers:

[ Save “ Canicel J

« From: The email address and name of the author of the message
 Reply To: “Author" or "nochange"
 To: The email address of the list will be entered.
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Discussion Forum Interface

'\ Iitilities : List Settings : Discussion Forum Interface

& Message Reading % Information About Your List
Settings for message reading on the wek, General information about the list, including

&y Mew Subscriber Reqguiraments graphic branding and default language.
Control how people join the izt using the O Conlerence
discussion forum inberface, Seftings for accessibilty and posting on a
conference,

Determine how members interact with the
forum interface, and what kind of
iInformation they can the about your list

44




e Define whether

"\ Ltilities ¢ List Settings @ Discussion Forum Interface | Message Reading . . .
or not this list is
S S T HEES accessible in
List iz vigihle

Allow visitors to Il::i :g mgs:;at;?éliccessible ifthe list narme is kKnown t h e L I St M an ag er
discussion

read archives:

Enable archive

scarcning: @ ves O'no forum interface

M enewegronps, @125 e e Allow archiving
———— AN searching
to members and
non-members

45




‘\ Utilities : List Settings : Discussion Forum Interface : Mew Subscriber Fequirements

Restrict member

s Ma, allow members to choose their own membership oplions

m:_ "Ask for name when joining, but make it optional

"'"r Do not ask for a password at all

[ save || cancel |

Allow members to set various membership
options (e.g digest) and control how
members join the list
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'ﬂ Utilities : List Settings : Discussion Forum Interface ; Conference

Accessibiliye: () dizable conference () members anly (&) everpene {uisitors rmust be enabled)
Posting: l.’:} admins only O members only G_} evaryone (visitors must be enabled)
Save posts for: 1 day >

Guest message: Mote: If you are a member, please log in before using the conference, If you are not a member, please create a
" temporary guest user by entering & name and password.

[ Sawe ]i Cancel ]

Determine how members may access the
conference feature

47




Discussion Group Features

‘\ IIilikies ¢ Lisk Settings @ Discussion Group Features

@ Message Look 2 Message Rejection Rules
Change the ook of meszages on your Define criteria for rejecting dizcusszion list

dizcussion list. MesSsages.

U Security
Security settings for dizcussion lists.

 Make postings anonymous

e Allow anyone to post

e Accept duplicates, blanks

e Limit length, number of messages, quoting

48




LS.

Message Look

‘\ Lkilities & List Settings @ Discussion Group Features : Message Look

 Prepend the

List subject: |§Lea\re the subject line untouched

- list name In

Make postings
ANOMYTMoUS:

O yes @ no

Prepend to beginning of every digest (aka header):

Append to end of every digest (aka footer):

To unsubscribe click here: %%url.unsub%%

Tou are currently subscribed to :3%list.name:s as:

the subject

 Make posting
anonymous

remalladdrss

biect: re: lyns

From: "anai@lyris.com” <ana@lyris.com=
Date: Mon, 28 Aug 2006 17:29:22 -0000

-Message-Mumber: 1

‘You are currently subscribed to ana-disc as: ana@lyris.com
o unsubscribe click here; hitpAfdemoent. lyris. comfu?id=387 368N &n=T &= ana-disc &o=59354
or send a blank email to leave-9354-387 368NE demoent. [yris. corm

49




K Iitilities : Lisk Settings : Discussion Group Features | Security

Reject posts from
non-membersa:

['\“es, ankhy members are allowed to contribute o the list E

Security of

member Bt Only allow the list administrator to obtain the member listing [:

Only allow the list administrator 1o obtain the member listin

Allow only members to obtain the member listing
Allow amyane 1o obtain the member listing

Define who has rights to post and view
member list. By default it's considered
confidential and only viewed by admins

50




\ Libilkies ; Lisk Settings : Discussion Group Features @ Message Rejection Rules

| Blanks | Same Message Rules Eltiquette

Allow blank
!lej!!ﬂ,-' {:} yas @ no

Allow blank body: ) vas () no

ListManager, by default, will not allow
a blank subjects and a blank body

51




VRIS

NC.

— Members may

‘ Mambers | Add Members : Add Member

_-wms : Basics | List Admin | Setlings | Advanced Seltings | Information | Demographics Opt to recelve
Membership narmal member 1]

e e digests

" Ban Addresses

- Delete Members “'mhm:::)_ mail: receive messages as they are contributed

= Synchronization digest one daily message with all the contributions for that day =
Seftings mimedigest one daily message with all the contributions for that day in MIME for... ) A d r r \ r r I a
. _ Enter New  [linyex one dally message with only the subject lines for that day I n

Synchronize Now Fassword: nomail: receive no mail from this mailing list

e specify

Verify New
Password:

Membership ””.mm..,a,,-;,,-;,m,“ m O d e r atl O n fo r

expiration date:

# of approvals :m approval neaded 3 p artl C U | ar

requined:

members that
overrides list
settings
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Is list admin?:

notifications ?:

Permission
Group:

Enable WYSIWYG
editor:

,/

aaaaaaaaaa

Do,

Determine
whether this
member is a list
administrator
and what
functions they
have right to

53
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B Maiings : Approval : Mead Approval & M @

| Crasta vaw Maling |

IO * lailng hame
1462 D206 171348 Siend | Test | Schedule | Copy | Delee

Approve messages quickly and easily
through the administrator’s GUI
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- Mailings : Approval ; Edik Malling Needing Approval

Message Body || Message Header | Recipients | Schedule

From:

Subject:

Date:

Body:
tan sierto.

as3i lo dijo anais

“Ana Deleon” <anag@lyris coms

re; analuz primer mensaje

Wed, 2 Aug 2006 171337 -0700

[ Sawe |[ Save and Test ][ Cancel ]

Easily

“send” or
“reject” a
message
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) Expand (=) Collapse | automated Messages

"\. Litilties © Automated Messages

@ Document Content 9 Audoresponders
Edit content for list, site, and server Zend sufomated responses to incoming

dacuments. sl 1o specific email sddresses,

& Document Associations & Msich Phrases
Associate o document with & message Automated sctions swhen & Specific tesd
typee, Iarspumge, and Bt £Arineg 5 Sean in incomindg masd.

= Web Forms

= Audormeted
Massages

- Administration

= Login Stadies

Create your own custom automated
messages
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* Expand = Cobagse | automated Messages

"\. Litilties © Automated Messages

9 Document Contert

Y fudoresponders
Edit content for list, site, and server

Zend sufomated responses to incoming
il 1 Spacific &mal sdorasias.

& Malch Phrases
Augomated actions when a specific texd

£Arineg 5 Sean in incomindg masd.

= el Forms

= Audormeted
Massaies

- Administration
= Login Stadies

The Document Content will specify your
message
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Document Content

%, LUtiities : Automated Messages : Document Content & M e

Test | Copy | Delete

Craate Maw

i_ List Documents E

Content Mame * Description
Goodbye document

S —

‘\ Litikties | Automabed Messages : New Content From Template

Juree goodiuy

may hello

Edit a previously created template for
easy content creation

60




Select the
Internal
name and
description

Add In the header information
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¥ b ubscribed from '%%list.name=e%:
IIIIIIII le ][ HTMLto Tent [ tnsert Field ][ Insert URL |[ 1nsert Con diion |[ Tools |

Edit the
preexisting
text and
place your
message In
the HTML
and text
area
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Create New Content

Content : Create New Content

Essentials HTML Message I Text Message l Advanced Internationalization

Text Message:

You have been unsubscribed from '%%list.nameid’'.

HTML ko Text

|. Show More |

. Import File |

Inzert Field | |

Trsert URL ||

Inzert Condition | |

Prenian

Save

Cancel

Save the
content

63




Automated Messages

W Utilkties : Automated Messages

2 Document Conlend & Ayioresponders
Edit cortent for kst, site, and server documents Send sdomated FEESpOnses ta I'i.‘.l:q‘l'h'ﬂ mad 1o

specific emall sddresses

@ Match Phrases
Automsied actions when a specific beod String =
gean in incoeming mai

The Association informs the system when
specific content should be deployed based
on a specific trigger event
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Document Associations

\ Litilitizs & Automated Messages ;| Document Associations

i list: joederno ~| :E'ngnsn v/

Message Type
lizt-goodbye

* Documert Title

june goodbuy

Create New Associlation

65




1. Choose the “Message Type”
2. Specify the “Document” to be sent
3. Set Default to “yes”
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New Document A

‘\ Utilitias : Automabed Massages : Document Assodstions : New Dacument Assodlation

Applies To:

Language:

Message Type:

Document:

Ia Defalt

list: joederno
English 3

W Helia Docdment:

message-list-hello

@ yes (o

Save the
Associlation
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Colapse | putomated Messages

‘\. Litilkies : Aubomated Messages

& Document Conbent 2 sudoresponders
Ed# content for list, site, and server Send aufomated rezponses bo incoming

documents. moail B0 Specific email addresses,

& Document Associations & WSl Ch Prases:
Azgociale a document with & message Automated actions when & Specific texd
typee, language, and kst string is S&en in inc:oming mad.

= Web Forms

¥

= Audomated o
Massages

- Adminisiration  #

= Login Status L

Trigger various actions based on text in a
message and place security restrictions
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New Match Phrase

'\ LIkilities : Automated Messages ; Match Phrases : Mew Match Phrase

(none)

(nonej

message-list-confirm
message-list-delivery-report
message-list-goodhye
meszage-list-held
message-list-hello

message-list-post-failed-duplicate
message-list-private
message-list-reset-password-mri

message-list-reset-passward
meszage-listunsub-confirm

Receive an alert
that the phrase
IS being used

Reject the
message
automatically

Send an
automated
message to
sender (e.g.,
“Your posting
has been

rejected

because you

said x” 69




Autoresponders can send list rules
to members when they write to the
autoresponder address
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Support:

www.lyris.com /customer-service/






