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About Lyris ListManager

Lyris ListManager is used to efficiently manage e-mail delivery to large numbers of recipients.
This handout introduces users to the ListManager interface and provides instructions on how to

change the user password, switch the mailing list, create content, send mailings, and view
reports.

Logging In

In order to access the ListManager web interface, users are required to log in.
NOTE: The system automatically logs users out after 60 minutes of inactivity.

To log into ListManager:
1. Open a web browser.
2. Type https://list.calstatela.edu in the Address bar and press the Enter key. The
ListManager Login page displays (see Figure 1).
3. Type the user’s full CSULA e-mail address, including the domain name, in the User
Name text box.

NOTE: If the account is in the CSLA domain, type username@cslanet.calstatela.edu; if the
account is in the NIS domain, type username@exchange.calstatela.edu.

ListManager I

lzer Hame: |username@csIanet.calstatela.edL|

Passwaord: ||-|-|-|-|-|-|-|-|- |

If you have forgotten your pazsword, click
here.

‘ I-FI
Lyris, Inc, | Email Marketing Software ~POWERED BY I.'Ir R

Figure 1 — ListManager Login Page

4. Type the password provided by Information Technology Services (ITS) in the Password
text box.

5. Click the Login button. The ListManager home page displays.
NOTE: Users with more than one list are logged into the last list worked on.

Lyris ListManager 10: Getting Started 2


https://list.calstatela.edu/�

ListManager Interface

The ListManager home page is the first page displayed upon log in (see Figure 2 and Table 1).
The home page provides shortcuts to commonly performed tasks.

Left Navigation Bar

Recent Mailings Mailing Status

Login Information

List Mame

ListManager T

+! Expand (=) Colsgpse | Home

—

Welcome Bstraningexchange. o statels sdu | Logout
| Iradmgennounss o . English

& v
r— gl gengding & gkl - ther T P i Masrbar Comnl  Morral 21 Heit 3 Ursol 0 e 1
& Members
Bl content show [ ¥ Mew Mailing Button ———# |t iaing
.'.}. w f-"ﬂ-'l] D Cander Slabus 5!ﬂﬂﬂ§ Aeguts Dabe
- Hame Berd
[ 2008-08
.'. Fepsets ﬁ;-’;;ﬁ - "ITS Training Program™ Compieted _ 2T Dromrview
! <titraining [exchangs calitatels sdus :
X Lhities Pu s
TR
'2 2008 200808
(OSBRI [£12005 333, T Tratng rogar Corpited I 6 e
2533 nstrniningDeschange.calstatels edus ‘eagaz
- P
TRT2065 2008-07
“ITS Trainimg P am”
50251 2428 iy Compieted N 3T ek

Al aitwtraining (Dexchange calstatels edu>

-l

Moving up to Office 2007 Workshop Series

Imformaiion Tnchlnlnpr Services (ITS) Tn.i:liu; Pn;rl;nu 5 ud’!'l:lm.g hands-on Iniuina;
oo Moving up te Microsoft Office 2007, [n the Moving Up senes, you wall leam shout the
new fearures m Acosss, Exed, Oufock, PowaPomt, a6d Werd 2007, Thess workahops are
designed 1o belp make the ramsinon fom Oifice 2003 10 Office 2007 smecther for sl asers
whe plas o upgrade. Exch e will inroduce toe new user mierface ad will cover e
bamics o belp vou get started with Ofbce 2007, All workshops se sppeoxmmabehy 50
mmiztes m lemgth

Lyt e | E Maristng Softwans

Preview

Figure 2 — ListManager Home Page

Table 1 — ListManager Home Page Elements

Mailing Statistics |

Item

Description

Left Navigation Bar

Utilities tabs.

Allows access to different features of ListManager through the
Home, Members, Content, Segments, Mailings, Reports, and

Recent Mailings

Displays information about the most recent mailings, including the
sender, the current status, and the date sent.

Mailing Status

failed mailings).

Provides feedback about mailings (e.g., status about delayed or

Login Information

Displays the current list name, the language, and the user name.

List Name

Used to switch the mailing list.

New Mailing Button

Allows the creation of a new mailing.
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Iltem Description

Shortcuts Displays links to commonly performed tasks.

Preview Displays a preview of the mailing selected in the Recent Mailings
area.

Mailing Statistics Displays statistical information about mailings such as the number
of unsubscribes, forwards, referrals, unique opens, total clicks,
unique clicks, transactions, and conversions.

Changing the User Password

After logging into ListManager, users can change the ITS-provided password to something
easier to remember.

To change the user password:

1.

Nogakown

In the left Navigation bar, click Members and select View Members. The View
Members page displays.

Click the e-mail address under the Email column. The Edit Member page displays.
Click the Settings tab.

Enter the new password in the Enter New Password text box.

Re-enter the new password in the Verify New Password text box.

Click the Save button. The Change Password for These Accounts page displays.

Select the list that the password change applies to. For users with more than one list, hold
down the Ctrl key to make multiple selections.

Click the OK button.

Switching the List

Users are always logged into a single list. Users with more than one list can select a different list
to work with.

To switch to a different list:

1.

Click the list name next to List located in the upper-right corner of the window (see
Figure 2). The Change List page displays the user’s available lists.

2. Click the name of the desired list under the List Name column.
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Content

Content is the message to be sent. The advantage of creating content instead of entering the
message into every mailing is that it can be created once and then used as a template in multiple
mailings.

Creating Content

Users can create content by typing the message directly into ListManager, by copying and
pasting content already created in another application such as Microsoft Word, or by creating
and using templates. This handout covers how to create content by typing or copying and pasting
content.

To create content:

1.

2.

In the left Navigation bar, click Content and select New Content. The Create New
Content page displays (see Figure 3).

On the Essentials tab, enter a name in the Content name text box. This name is not seen
by message recipients, so label the content in a way that will help identify it later on the
Content main page. This field is limited to 200 characters.

Enter a description for the content in the Description text box. This description is not
seen by message recipients, so describe the content in a way that will help identify it later
on the Content main page. This field is limited to 100 characters.

"ed e RNel FlE=]]

Content : Create New Content L2
Essentials HTML Message Images Text Message Advanced Internationalization
Content name:  |Microsoft Office 2007 Workshops
Description:  |Waorkshop descriptions, schedule, duration, requireme
From:  |"ITS Training Program" <itstraining@cslanst.calstatala | Insert Field |
To: | %%nameemail®:% | Insert Field |
Subject:  |Moving Up to Microsoft Office 2007 Workshop Series [ tmsert Fisld |
e | | Cave | | Craate Mailing | | Canicel |

Figure 3 — Create New Content Page

4. Enter the e-mail address of the message sender in the From text box. By default, the

user’s name and e-mail address appear in this text box. To send a message on behalf of a
department, enter the full department name enclosed in quotation marks followed by the
department e-mail address enclosed in angle brackets (see the first example in the note
below).
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10.

NOTE: Below are a few examples of valid entries for the From field:
"ITS Training Program" <itstraining@cslanet.calstatela.edu>
itstraining@cslanet.calstatela.edu

ITS Training Program <itstraining@cslanet.calstatela.edu>
itstraining@cslanet.calstatela.edu (ITS Training Program)

The default value in the To text box is set to %6%nameemail% %, which merges the
name and e-mail address of each recipient. It is not recommended to change the default
setting.

NOTE: The To field only indicates the format in which the recipient’s information will be
displayed in the e-mail message. It does not indicate the actual message recipient; that is
determined by the selected list or segment.

Enter a subject in the Subject text box. Message recipients will see this text as the subject
of the message.
Click the HTML Message or Text Message tab.

NOTE: Users can create a text-only message, an HTML-only message, or a message that includes

both text and HTML.

e Create a text message if the recipients’ e-mail clients can only read a message in plain text.

e Create an HTML message if the recipients’ e-mail clients can read HTML.

e Create a message that includes both text and HTML if the recipients in the list have different
types of e-mail clients. Creating this type of a message ensures that recipients who can read
HTML will see only HTML, but those who cannot will see the plain text message.

Enter the message to be sent in one of the following ways:

e Type the message directly into the HTML Message or Text Message box.

e Copy content already created in another application such as Microsoft Word and
paste it into the HTML Message or Text Message box. When pasting content into
the HTML Message box, a dialog box displays asking to clean the text before
pasting. Click the Cancel button to paste the text with the existing formatting.

To add an attachment, click the Advanced tab and then click the Attach File button. On

the Attach File page, click the Browse button, locate and select the file to be attached,

and then click the Attach button.

Click the Save button to save the content. The View Content page displays (see Figure

4).

NOTE: The View Content page displays all the content created for a particular list. In addition,
this page allows users to preview, edit, copy, and delete content. The View Content page can be
displayed at any time by clicking Content in the left Navigation bar and selecting View
Content.

Content : View Content = IE w
[ create From Ternplate | | Craata Maw |
Content Name Description Created -

o

2 0

CE ZUUHY

oft
1op

Workzhop de=zcriptions, 2chedule, duration, 2010-03-04
requirements, and how to =ign up.

[

[

Figure 4 — View Content Page
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Mailings
A mailing is a message sent to either the entire list or to particular segments of the list. Before

sending a mailing, users can test it to see what the message will look like and schedule a delivery
time.

NOTE: Users will be provided with pre-created lists and segments depending on their roles.

Creating Mailings

Users can create a new mailing by typing the message directly into the mailing, by copying and
pasting content already created in another application such as Microsoft Word, or by importing
content that has already been created in the Content area of ListManager.

To create a new mailing by importing pre-made content:
1. Inthe left Navigation bar, click Mailings and select New Mailing. The New Mailing

page displays (see Figure 5).
T

B Mailings : New Mailing L2

Message Recipients Tracking Deliverability Schedule Internationalization

Mailing name: 3/4/2010 5:39:26 PM
From:  |"ITS Training Program"” <itstraining@cslanet calstatels
To:  |%%nameemail®%%
Subject:

HTML message:

: Format = | Font = | Size -B I UiEE Eii= = =

| d4 25 | i Tm- S | o, & = Souce | =

[ Dissble HTML Editar |

Text message:

| Show Mare

| Irnpott Content |

| Save || Sawe and Test || Cancel |

| Prewizw |
Figure 5 — New Mailing Page

2. Click the Import Content button in the lower-right corner of the page. The Import
Content page displays (see Figure 6).

Lyris ListManager 10: Getting Started



| Import Content

B Mailings : Import Content & @
Content Mame = Description Created
Microsoft Office 2007 Waorkzhop descriptiong, 2chedule, duration, 2010-03-04 Select
Workshops requiremsntz, and how to =ign up.

Show fewer | Show more | Previous || Mext |

Figure 6 — Import Content Page

3. Click the Select link next to the content to import it into the mailing. The imported
content displays on the New Mailing page (see Figure 7).

| MewMailing

B Mailings : New Mailing 2]

| Message l Recipients Tracking Deliverability Schedule Internationalization

Mailing name: |Microsoﬂ Office 2007 Workshops 3/4/2010 |

From: |"|TS Training Program” <itstraining@cslanetcalstatela|

To:

“%nameamail% s |

Subject: |Moving Up to Microsoft Office 2007 Waorkshop Series |

HTML message:

Farmat ~ | Font - | Size B I U:E = E:i= i= *:E *;E

v o (g AV iITE 0= RS W ESouce: |3

Moving up to Office 2007 Workshop Series

Informarion Technology Services (ITS) Training Program is offeting hands-on training on Moving up to Microsoft
Office 2007. In this Moving Up series, vou will learn about the new features in Access, Excel, Qutlook, PowetPoint, and
Word 2007. These workshops are desizned to help make the transition from Office 2003 to Office 2007 smoother for all
uszers who plan to upgrade. Each title will introduce the new user interface and will cover the basics to help vou get
started with Office 2007. All workshops are approximately 20 mimmtes in length.

| Disable HTML Editor

Text message:

Moving up to Cffice 2007 Workshop Series

Information Technology Services (ITS) Training Program is offering hands-on trainind
Information on how to sign up for these workshops is provided at the end of this me:

< ] 1l ] [l]

[ Sawve ][ Zave and Test ][ Cancel ]

Figure 7 — New Mailing Page with Content
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4.

5.

Click the Preview button in the lower-left corner of the page to preview the message in
the ListManager interface.
Click the Go Back button to return to the New Mailing page.

To create a new mailing by typing or copying and pasting content:

1.

2.

In the left Navigation bar, click Mailings and select New Mailing. The New Mailing
page displays (see Figure 5).

On the Message tab, enter a name in the Mailing name text box. This name is not seen
by message recipients, so label the mailing in a way that will help identify it later. This
field is limited to 70 characters.

Enter the e-mail address of the message sender in the From text box. By default, the
user’s name and e-mail address appear in this text box.

NOTE: Below are a few examples of valid entries for the From field:
e "|TS Training Program" <itstraining@cslanet.calstatela.edu>

e itstraining@cslanet.calstatela.edu

e ITS Training Program <itstraining@cslanet.calstatela.edu>

e itstraining@cslanet.calstatela.edu (ITS Training Program)

The default value in the To text box is set to %6%nameemail% %, which merges the
name and e-mail address of each recipient. It is not recommended to change the default
setting.

NOTE: The To field only indicates the format in which the recipient’s information will be
displayed in the e-mail message. It does not indicate the actual message recipient; that is
determined by the selected list or segment.

Enter a subject in the Subject text box. Message recipients will see this text as the subject

of the message.

Enter the message to be sent in the HTML message box and/or the Text message box in

one of the following ways:

e Type the message directly into the HTML message or Text message box.

e Copy content already created in another application such as Microsoft Word and
paste it into the HTML message or Text message box. When pasting content into the
HTML message box, a dialog box displays asking to clean the text before pasting.
Click the Cancel button to paste the text with the existing formatting.

Click the Preview button in the lower-left corner of the page to preview the message in

the ListManager interface.

Click the Go Back button to return to the New Mailing page.

Testing Mailings

Before sending a mailing, users can test it to see exactly what the message will look like to
message recipients.

NOTE: When testing a mailing, ListManager creates the message for a random recipient from the user’s
list. However, instead of sending the mailing to the member, it sends it only to the user.

To test a mailing:

1.

Click the Save and Test button on the New Mailing page after creating a new mailing.
The Test Mailing page displays (see Figure 8).
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B Mailings : Test Mailing @

Mailing name: Microzeft Office 2007 Workshops 342010
Subject: Moving Up to Microsoft Office 2007 Workshop Series

Send testto: |itstrainingi@cslanet calstatela edu

Test sample size: |10

Figure 8 — Test Mailing Page

In the Send test to text box, enter the e-mail addresses to receive the test messages,
separated by commas.

In the Test sample size text box, specify the number of test messages to send.
Click the OK button.

Approving Mailings

Once a mailing is created and saved, it is added to the Need Approval page where it can be
edited, if necessary, retested, scheduled for delivery, or sent.

To approve and send the mailing:

1.

In the left Navigation bar, click Mailings, point to Approval, and select Need
Approval. The Need Approval page displays (see Figure 9).

B Mailings : Approval : Need Approval 4] &
|. Create Mew Mailing |
I = Kailing Mame Subject
422 Microzoft Office 2007 Workzhops Mowing Up to Micro=oft Office 2007 send | Test | Schedule | Cony | Delete
42010 YWorkshop Series el ibe il ol b b s
Show fewer | Show mors Prewvious et

| Approval Wizard | | Serd All | | Drelete Al In This Wiew

w

Figure 9 — Need Approval Page

To review the mailing, click the ID number to the left of its name. The Edit Mailing
Needing Approval page displays.

Click the Send Now button. The Send Mailing Now page displays.

Click the OK button to send the mailing.

NOTE: To send a mailing without first reviewing it, click the Send link next to the mailing on the
Need Approval page (see Figure 9).
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Mailing to a Segment

A segment is a subset of a list. By default, a mailing is sent to the entire list the user is logged

into. Users can select to send the mailing to one or more segments instead of the entire list. Users
will be provided with pre-created lists and segments depending on their roles.

To send a mailing to a segment:

1. Create a new mailing, but before saving the message, click the Recipients tab (see Figure

10).

 MewMailng |

B Mailings : Mew Mailing

Message | Recipients | Tracking Deliverability Schedule
Segments: all of trainingannounce | Choaoze Segrments |
Purge from: none | Choose Mailings |

Suppression |

i none Zhoose File |
list: e —

Recency limit: nens | EditRecency |

Figure 10 — Recipients Tab

ﬁl

Internationalization

2. Next to Segments, click the Choose Segments button. The Choose Segments page

displays (see Figure 11).

B Mailings : Choose Segments

Available Segments Cho=zen Segments

Q"I

trainingannounce: aol
trainingannounce: edu 1
trainingannounce: non-csula-e-mails | =
trainingannounce: not-aaol
trainingannounce: yahoo
trainingdiscussion: administrators
trainingdiscussion: all M

trainingannounce: administrators || trainingannounce: all -

(el || Cancel |

Figure 11 — Choose Segments Page

3. Select the segment that should receive the mailing from the Available Segments list box,
and then click the transfer button to move it to the Chosen Segments list box. Hold

down the Ctrl key to make multiple selections.
4. Click the OK button.

Lyris ListManager 10: Getting Started
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5. Continue composing the message.
6. When finished, click the Save or the Save and Test button.

Scheduling Mailings

By default, mailings wait for approval to be sent. A mailing can be scheduled for delivery at a

specific date and time. A recurring mailing can also be created to have the same mailing be
resent every day, week, or month. Recurring mailings should be thoughtfully prepared and
scheduled for delivery to avoid being considered spam by the recipients.

To schedule a mailing:

1. Create a new mailing, but before saving the message, click the Schedule tab (see Figure

12).
2. Next to Send when, select the schedule for option and type the date and time the

message should be sent in the text box, or click the drop-down calendar and select the

date and time.
3. By default, the date and time shown in the message will be the date and time it is

scheduled to be sent. If the message should show the date when it was created, select the

no option next to Rewrite date when sent.

NOTE: To schedule a recurring mailing, in the Resend after this many days text box, type the
number of days ListManager should wait before resending the message. For example, enter 1 to

send it every day; enter 7 to send it every week.

4. Continue composing the message.
5. When finished, click the Save or the Save and Test button.

B Maiings : New Mailing 12
Message Recipients Tracking Deliverability Schedule Internationalization
it £ hedul — - -dd
sendwhen: O " ' ® %Y 20100305 10:30:00 |
approval for lhh:mm:ss

Rewrite date
when sent: @ Y ID o

Resend after

this many

days:

Don't
attempt after Vl vyvy-mm-dd hh:mm:ss

date:

: Preizw | | Save || Save and Test || Canicel |

Figure 12 — Schedule Tab
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Reports

Once the mailing has been sent, users will want to know how successful it was. ListManager
offers extensive reporting and charting on mailings and list membership.

Viewing Reports

To see the available reports:
1. Inthe left Navigation bar, click Reports.

NOTE: Although ListManager limits the number of data points displayed in the charts, all the
data for the selected report can be viewed and downloaded by selecting the table option for the
report, and then clicking the disk icon.

Reports are grouped as follows:
e Deliverability Dashboard: Displays five different graphs that provide information about
deliverability.

e Report Dashboard: Provides a variety of information in graphic format about recent
mailings and member lists.

e Mailing Overview: Provides an overview of the success and failure rates of individual
mailings or campaigns.

Table and Chart Options

Tables in ListManager display a number of icons that allow users to change how the data is
displayed as well as save the data on the user’s computer. Clicking the Help icon @ provides
access to context-sensitive help.

Table Options

Table 2 lists the different options that are available for tables.

Table 2 — Table Options

Button/Link

Name

Description

B

Toggle button

Changes the sort order of a table, from a-z to z-a, for
example, or from most recent to least recent. Clicking the
top triangle makes the sort order ascending (a-z); clicking
the bottom triangle makes the sort order descending (z-a).
Sort options vary depending on the table.

@ Spreadsheet Downloads the current table in comma separated values
button (CSV) format. CSV files can be opened and edited with

many programs such as Excel.

Mext Next button Shows the next page of results.

Show more link

Shows more results for a table, or increases the size of the
field. Repeatedly clicking this button shows increasingly
more lines.

Show fewer link

Shows fewer results for a table, or shrinks the size of the
field.

Lyris ListManager 10:
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Chart Options
Certain pages in ListManager include icons which allow users to view data in different ways.

Click the Line Chart icon ﬁ to display data as shown in Figure 13.

Recipient count aver time: lstmanager -discuss fiviss )
EON0
i
B III |
| | A
|
AL | |
no | NI
| | |
woel I { | ||||| i il f | ||” |||I
qom ||, | R |!|I Il | | I
W | | I 1 L | I |I- | 1 | ii Il | 1 1 I |
0 | ||_I [ |i‘ . ||L’ MR \ | 'IHI |
| h 1 gy | L
5% -.'Tr: E,:- YT r_-'-'_:nilgt:-'_'l P
B B B PP A e v
-5,':' "Ia.li'"'-ﬂ L o i @ ;.q\\:_ﬁ-_irl:_ﬁ:;_p;_ﬂm T '-:_,:_\ 1_].__"- : T :.-_;":_;.\:.\;IE‘\;Q;- ;u!-:;l,r-,l
r\"\. o E"I !',’:l"' L i (I o “‘Iu lh-l qf -.:._n. ¢1_.'H. n:\-'l.-ﬁ q'_u L o 1 PR “.‘:I .y '1‘"""

Figure 13 — Line Chart

Click the 3D Line Chart icon & to display data as shown in Figure 14.

Recipiant count over time; listmanager-discuss =

-:ﬂ--:aecfu-_uﬂs_ci- BB B B B B I B P
ot e e "}'«i—'c;'i"lﬂ"':‘ﬁﬁ‘i"ﬁ"f'

Figure 14 — 3D Line Chart

Click the Bar Chart icon .Lﬂ to display data as shown in Figure 15.

Major member domains (at least 10 members): lsbmanager -discuss fivini

Figure 15 — Bar Chart
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Click the Pie Chart icon e) to display data as shown in Figure 16.

Al Dt domains: BT ik

oot madl com - 355 M mean. com - 110 9
yahoo.com - 243 i

wolcom - 043 3%
ol ¥ 2% 1y

oty ST

Figure 16 — Pie Chart

Click the Table icon ED to display data as shown in Figure 17.

E:D Chart table

Recipient count aver time for a specific list

® List; listmanager-discuszs
® Nurmber of days: 21900
® End date:

X Label

01/13/03 11:00 4054
01714703 1:00 2024

o4 04 ddon . o0 H3.odn

Figure 17 — Chart Table

Logging Out

Logging out ends the ListManager session.

NOTE: For security reasons, it is recommended that users close all browser windows after logging out of
ListManager.

To log out of ListManager:
1. Click the Logout link from the Login Information area located in the upper-right corner
of the window (see Figure 18).

Welcome itatrainingi@exchange. calztatela edu | Logout

List trainingannounce Language: English

Figure 18 — Login Information Area
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