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LYRIS What You'll Learn

® Use ListManager's discussion forum
interface

® Create, run and administer

discussion groups




® Accessing the Discussion Forum
Interface

® Discussions via email

® Creating and administering
discussion forums

® Moderating messages
® Discussion list tools
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What is a discussion list?

® Share information
between list members

® List may be moderated
or unmoderated

® Members may
participate via email,
or through the
Discussion Forum
Interface




Participating Online

N Messages - MICroso nLerner cKplorer

J File Edit \“iew Fawvorites Tools Help

Qo - © - 19 &) | D [

J Address . hitkpsifclio. lyris. netjread/Forum=listranager-discuss

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

® Access a particular list by adding it to the end
of the URL with ?forum=7forumname




Logging in

My Account My Forums All Forums

Log in to see your forums, or edit your
account

To log in, click on not logged in in the upper right hand corner. Some forums may
not require you log in to view messages.



Editing your Account

LYRIS ListManager

Messages Search Conference My Account My Forums All Forums About

My Account

Essentials

Your email
i — Iierry@example com
Your name: |Terry Srith
Membership -
— |NDrma\ receive messages as they are contributed j

Language: |English *

[logout |  [cancel X| save changes /|

Change email address, name, password or
membership type from My Account tab

LYRIS




Membership Types

® Mail: Receives messages via as sent
® Nomail: Receives no mail from the list
® Digest: Receives messages in once-a-day digest

® MIME-Digest: Receives messages in a format
that preserves encoding (makes HTML
readable)

® [ndex: Receives message subjects once a day

The digest frequency cannot be changed. How MIME-Digests are displayed
depends on the user’s email client; sometimes, they will show up as multiple
attachments. Regular digests will include all the encoding.



Subscribing

LYRIS ListManager

Messages

1mindy
1test

wendy's superfabulous new test list
2test-copy

test

Messages Search Conference My Account My Forums

yes
yes
yes

All Forums

ame g e ot 5]

Ldtest 1.1test yes subscribe
1ltest-ryan y subscribe
11test-i agree y subscribe
1davetestl yes subscribe
1davetest2 y subscribe

¥

subscribe
subscribe
subscribe
subscribe
subscribe

Subscribe to lists from the A// Forums tab

LYRIS

If a forum is hidden (in Utilities: List Settings: Discussion Forum Interface:

Message Reading), it will not be displayed here. By default, only the lists for the
list specified will be displayed. If no list is specified, the lists for the first site
alphabetically will be displayed. To have all lists displayed regardless of site,
modify the setting in Utilities: Administration: Server: Server Settings: Advanced:

Enable Features.



Reading and Replying to Messages

From the
Messages tab,
you can:

[ e
_m
o T T Baual gagics cont e

2003-22-2F 133900 P ;:*l{_ﬁ.l.l!ﬂl_\-&_._‘lm . Read messages
e it - and replies
st P = Reply to a
et e A T — message
e = Create a new

message

= View all messages
from a particular

author




Search Message Archives

LYRIS ListManaqger

Messages Conference My Account My Forums, All Forums

Advanced Search

Search for:

Search for these words in: * entire message ¥ body ¥ header.
Show messages with any or all of these words: ™ any £ all,

Exclude:

Excude messages with these words int ©* entire message { body { header

Search tab lets you look for particular messages
sent through the list

LYRIS




Editing Archived Messages

Admins may
edit or delete
SO R S archived
messages

| edit | [delete v | [reply k|




Conference

Have a real-time
conversation on
the Conference tab

[#=2] [Everycne =]
() (v v) (SSey )
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Description 2 itast
Forum Adeing: Joe Mullaney <igei...>, Lermanuel Gias <lsrmanueld. >, rran <gald.>
Tatal maembers: 524
Tatal messages: 594

Hessages todayr U
Hessagesin 7
daysy
Hessages in 38
daysy
Date cruatud: 20010404 12147100

Allows Visitrs: 1

=)

Visitors and
members can
get list info
on the About
tab

LYRIS
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Contribute via email

™ Latest software developments - Message (PlSinT& - E||£|

JE\Ie Edit Wiew Insert Format Tools Actions Help

[iztsend ~ | | % | [ otiors... ’.’|j

Ta... IIdlscusslon@hstmanager‘examgle‘com

z |

Subject: ILatest software developments

Has anyone heard about when version 10 is ;I
gqoing to ke released? What new features
will be included?

Terry Smith

= Contribute via email by writing
to/istname@servername.com address

® Write to admin at /istname-

owner@servername.com address




Manage your subscription via email

= Subscribe by writing to
Join-listname @servername.com

® Unsubscribe by writing to
leave-listname@servername.com
= Set list options by writing to
lyris @servername.com
= Use /ogin and set commands. E.g:

login yourpassword
set /istname digest
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Discussion List Management

® Have clear list rules
= What is the list's purpose?
= What is relevant and on-topic?
= What kind of “netiquette” is expected?

® Provide clear instructions in Welcome message
on how to manage list membership

® Moderate the list if membership is open

= Prevents spammers, flame wars

= Use number moderation to “prove” new members if
you don't want to moderate everything




Logging In as an Admin

®  Use the URL given to

21 you by your
Please type pour user name and password. Li StM a n a g e r a d m i n
Site: demo. lyris. com
Fiealm Lyris Listhanager: enter email address and
password
Tt | — > | ® Use your email address
Password I
™ Save this password in your password list (n Ot yO u r n a m e) a n d
Corce password to log in

®  Each admin should
have a separate
account LYRIS




Home Page: Overview

RIS List

Welcome to ListManager,
the most proven amail
management software for
successtul opt-in marketing,
announcement lists and
discussion forums.

adings needing approvall

f-traual-pource maling of A007/02
124058
af-traual-source malling of 10/14/02
1£:31:00

@&t D

SF Travel Mavs, Mar 2003

SF Traval Spacisls (15 Sep 2002)

SF Trausl Naws, Sap 2002

2003-10-14 335800

Home Page
is your list
“dashboard"

send now | delete

sendnow | delete

Feheduid mlegs b

sendnow | delens




Home Page:

Upper Half

RIS ListManager

Upper half
provides easy

Home: Content Segments Mailings Reports

shartcuts
Welcome to ListManager, B e frrrme

memmmen @y B access to key

et e sesemm functions,
B e such as:

e i . Creating a

sed e | et

SF Traval Wawi, Mar 2003

SF Travel Spadals (13 Sep 2002} nav L m e S S a g e

AUIUZO0D 00935 AW Tasting Chathrough Tage faw tand now | deiete
:
= Approving
Selveduted mallings:
e S =TT W I
it pal-gouce mading of 10/34/02 SF Traval Haws, Sup 2002 2003-10-14 23:59:00 [revTe—— a m e S S a g e
8130131

= Seeing
reports




Home Page:
Shortcuts

LYRIS ListManager

Content Segments Mailings Reports Utilities

Content:
. New - View

Welcome to ListManager,

the most proven email Segments:

New - View

management software for

successful opt-in marketing, Mailings:
announcement lists and Hew - View - Heed Apptoval

discussion forums. Reports:

Deliveries - Tracking - Members

@&@ D

Shortcuts get you there fast
Create a new mailing
Create a new list
View members

Read messages in Discussion Forum Interface




Home Page:

Lower Half

RIS ListManager

ey Lower half
0 o shows

o et @ s . current
T | @ T mailings
which:
[

sed e | et

Weltome to ListManager,

SF Traval Wewi, Mar 2003

SF Traval Spacials (13 Sep 2002} nav and now | delete

e — —r— approval

= Are being

e dpuece maling of 10/14/07 SF Traval Wi, Sep 2002 2003-10-14 23:39:00 send new | delere S e n t

= Finished
recently




Creating a Discussion List

" Utilities : Administration : Lists :
New List

Purpose of list: |discussion (moderated) =

List name: |dis:usswun

List description: IdISEUSS\Dn aboutthigns

Admin name: : |Terry

Admin email

1
addrese: |Terry@examp\e.com

Admin

example|
passwa U T

Topic /site: Imam main I

Select moderated
or unmoderated
discussion

Moderated
requires admin
approval of
postings;
unmoderated
does not




Modifying Discussion List Settings

=] Utlities :
List Settings

Use default settings, or change:
= New Subscriber Policy
= Email Submitted Content
= Discussion Forum Interface

= Discussion Group Features




New Subscriber Policy

Utilities 1 List Settings ¢
=#) New Subscriber Policy

JConrmarion ST g

Security: Iopenfanyane can join (no approval needed) ﬂ

passmords |

Allow joining by

email: |AHDW membership requests by email and through the web j

® Confirm subscriptions?
® Security for joining list
= Open to everyone? Requires admin approval? Closed?

® Ban members from joining, participating in

Utilities: Members




Email Submitted Content

‘ Utilities 1 List Settings ¢
%) Email Submitted Content

Message Wrapping Security Approval Email Header Header Rewrites

Reject email (7]
© yes @ no

submissions:

Only admins can

[PEESE ":"t no, password is not required in the message body (defaulf) j
= Modify how messages look (e.g., unsub footers)

® Specify whether only admins can send

® Approval requirements
Number moderation
Release after period of time LYRIS

The settings for individual members may override the approval settings for the list.
For example, you could have an unmmoderated list, but require a particular
member’s posts to be approved.

Number moderation requires that a member’s first few posts be moderated; after
that, they go through unapproved. The advantage of number moderation is that you
get to “test” new members before allowing them to post, screening for spammers or
other list abusers.

You may also have messages be automatically approved automatically after a
certain length of time has elapsed. This feature is useful if you are going on
vacation, and don’t want to moderate while you’re gone.



Discussion Forum Interface

Utilities : List Settings :
Discussion Forum Interface

;;"3\ Message Reading Information About Your List

LJ Settings for message reading on General information about the list,
the web. including graphic branding and default

language.
S new Subscriber Requirements o= Conference

.;E Cantral how people join the list 5 -'? Settings for accessibility and posting

using the discussion forum on a conference.
terface,

® Limit access, or allow visitors
® Allow searching
B Include information about the list

® Conference settings




Discussion Group Features

E Utilities ¢ List Settings ¢
Discussion Group Features

a Message Look Message Rejection Rules
Q 5] Change the look of messages on Define criteria for rejecting discussion
your discussian list. list messa qes.
Security
Securi ity settings for discussion
list:

® Make postings anonymous

® Allow anyone to post

® Accept duplicates, blanks

® Limit length, number of messages, quoting




Member Settings

Utilities : Mernbars :

Edit Member
Basics ¥ List Admin WCTATU=W Advanced Settings ¥ Information
a1 |c0nfirm - awaiting confirmation from user j
status:
bership o -
Kinds mail: receive messages as they are contributed j

digest one daily message with all the contributions for that day
mimedigest one daily message with all the contributions for that day in MIME far.

Password:
index: one daily message with only the subject lines for that day

Membership | nomail: receive no mail fram this mailing list

irati o
I 5l e cerve y are_contributed
date: B
# of app
no approval needed [~
e el [no app El

® Members may opt to receive digests

® Admin may specify moderation for particular

members that overrides list settings
LYRIS




Administrator Settings

Utilities : Members :

Edit Member

m List Admin Settings Advanced

Is list admin?: ves LG

Receive list &
0
admin mail?: Hes ne
Receive
moderation ("~ wes & g

notifications?:

Bypass list
& oyes O o

moderation?:

Specify if member:

Is a list admin

Should receive mail for
list admin

Receive email
notifications of messages
pending moderation

Should be allowed to
bypass moderation

LYRIS

Mail for the list admin can include subscription requests or mail addressed to the

owner-listname(@ address.
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Approval (Moderation)

Mailings :
% Approval

Need Aggruva npgroval Summary
ddt Ilmalgtht @ Vie ddt IImaIgF all lists
tha t ed approval,
Approval Wizard
J Quickly approve, edit, or delets
rnailings needing approval,

Approve messages quickly and easily through the
administrator's GUI




Approval Wizard

Mailings : Approval ¢
&35 Edit Mailing Needing Approval

Message Body Message Header Recipients Schedule
From: "wendy' <wendy@lyris.com> 9
Subject: asdfasdf
Date:; Tue, 23 Dec 2003 19:12:40 -0000

Body:
This iz & multi-part message in MIME format. -

——-MIMEBoundary357a91d541c5cfal128315a1152e0felic

Content-Type: text/plain;
charsec="IS0-3859-1"

Content-Transfer-Encoding: Shic

ssdfdsfa

—-MIMEBoundary3i57a91d541lcsefal28318al192e0feie _ILI
»

| send now + | | delete now x| | delete with feedback x |

Edit, delete with feedback or send messages to
list

RIS




Approval Summary

Mailings : Approval :
Approval summary

See messages to

The fallowing lists have messages pending approval:

IR approve for all of
abigaillistz (1 messages) u

mosaas (2 mestages) your lists across the
aglobslsources (2 messages)

e p—

e — Server

lena 7 & (1 messages)

[

paramountparks (2 messagas)

sheilalistl (1 messages)




Approval Via Email

L=
J File Edit View Tools Message Help ‘#
8 & 8 | - X > H :
S a2 X e Moderate via email
From: Lyris ListManager

Date: Tuesday, January 27, 2004 12146 P by Se n d In g mOdera te
To: listranager-discuss moderators
Subject:  listmanager-discuss moderated message

2 approve command to
The attached message destined for listmanager-discuss has j .
beenrescived Ths lyris@yourserver

message requires your approval before it will be sent to the
address

liat.

To approve this message, send the following two lne
message to
Iyne@cho. Iyns. net

login (etiter your password here)
moderate approve 101176

alE

LYRIS

You may want to receive moderation notification emails, and then opt to use the
GUI to actually approve or reject them.
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Automated Messages

LYRIS ListManager

Home Content Segments Mailings Utilities

&) Ut st
?ﬁ Automated Messages

Document Content

B =

=
ince i
add
s s =
urnent with & i
uage, and list, tring i

Autoresponders and Match Phrases help you
manage your discussion list automatically

LYRIS




Match Phrases

=) Utilities : Autornated M : Match Phrases :

New Match Phrase

® 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"




Autoresponders

Autoresponders can

New Autoresponder send list rules to
bt T members when they
et s [ 12 = write to the
e 14 autoresponder
address




Create an Automated Message

IYRIS ListManager

Home  Content = Segments

g Util s
m Automated Messages

[r »  Document Content
Edit o r list, site, and
se ents,

Create the message to be sent in Utilities:
Automated Messages: Document Content

LYRIS
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LYRIS How'd we do?

Please go to this URL and evaluate this
training session:

http://www.lyris.com/surveys/training_satisfaction.html




