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Email Marketing

Daily Birthday Greeting

Quick Start Guide

	This Quick Guide will describe the steps necessary to create a daily birthday greeting to be sent to members of an online community on their birthday. Requirements: 

· Admin has basic knowledge of Email Marketing

· Admin has required permissions in Email Marketing

· Birth date data* is correctly formatted and stored in the member records 

(*Field 331 is specifically reserved for MM/DD/YYYY formatted data. If a different field is being used to store birth date submit a CASE to have it defined as MM/DD/YYYY. In the Case, specify the label for the field (i.e. Data of Birth MM/DD/YYYY) and whether the field should be available for update in the OLC as well as the Administration Center.




	Creating and sending an email message will include the following steps:


1. Create and Manage Lists: Create a mailing list based on birth date 
2. Create and Manage Content:  Create birthday greeting content 

3. Address & Assemble:  Join together the appropriate mailing list and content and assign an Email Name
4. Send & Schedule:  Schedule the Email for daily broadcast using the Recurring feature

5. Reports:  Review outcomes of the broadcast  

Remember: It is important to test your email thoroughly prior to scheduling as a recurring email.

	Prerequisite steps prior to creating the target mailing list:

	1. Verify that birth date information is stored in the Online Directory in a searchable data field in this format: MM/DD/YYYY. (See Figure 1.)
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Figure 1

	2. The field storing birth date must be flagged as “force date field” in Search Permissions for each administrator who will run the query. (See Figure 2.)
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Figure 2

	3. If an image (jpg, gif, etc.) or document (.doc or .pdf) will be included in the content it should be    uploaded to File Manager.


	Begin here: Logon to Administration Center 


1. Go to your Administration Center web site at: https://admin.alumniconnections.com/olc/admin/ORG/admintool/
(ORG refers to your 3-4 character organization code assigned to you by HarrisConnect. It must be keyed in ALL CAPS.  Bookmark this link for future reference.)
2. Login using the secure User-Id and Password. Remember that three failed attempts to log in will lock your account for up to 2 hours for security purposes. 

3. The screen will refresh with the Administration Center landing page.

4. Mouse over Email Marketing on the top navigation bar, then select Create/Manage Email Recipient List.  
	Step 1: Create and Manage Lists


Click on Create and Manage Lists tab at top of page.

This step will create a dynamic mailing list that will query the database each day for matching birth date information. 

To query the database:

1. Click Create a recipient list button.

2. Name your List (i.e. Daily_Birthdays). 

3. Use Standard Query Builder to create a mailing list. Choose your Search Criteria by clicking on the + button beside the data table containing birth date information (usually Personal or Miscellaneous).

4. Locate the correct field, then click on this dropdown choice: “day-of-year next n days”. Enter 0 (zero) in the blank input field. Using 0 will force the system to pull all records where the birth date is equal to “today”. (See Figure 3.)
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Figure 3

5. Click Save at the bottom of the page.

6. The page will refresh and your list will appear at the top of the returned page. 

NOTE: Because the query is dynamic, the optional Calculate link will return different results each day depending on the number of matches found during the query search. 

	Step 2. Create and Manage Content 


Click on Create and Manage Content tab at top of page.

There are three ways to create the birthday greeting content:
1. Create HTML content version using WYSIWYG then copy same content into Text content version.

2. Create a Text content version only.

3. Upload an HTML file, a text file, or both, using source code created externally.

To create new HTML version content:

1. Click on Create Content button at top of page.

2. Name your Content (i.e. Birthday_Greetings_Content). (Note the two tabs at top of page: HTML version and Text version. The default display is the HTML content version.)

3. In HTML editor page enter your content using the WYSIWYG editor.  

4. Click on Work with Data Tags button to insert html data tags to personalize the content (refer to Email Marketing manual for full instructions on using data tags). The greeting can include data tags such as first name, as well as deep links to Registration and Update My Info sections of the online community. 

5. Click on the Open File Manager button to insert any images or documents.

6. Click on the Preview HTML button often to review your work.
7. To copy the same content to the Text version, click on Copy HTML to text version button. Remember to clean up errant htlm code.
8. Click Save content button.
To create new Text version content: 

1. Click on Text version tab at top of page.

2. Name your Content (i.e. Birthday_Greetings_Content). 

3. Enter your content between the two dashed lines using the text editor.  

4. Click on Work with Data Tags button to insert data tags to personalize the content (refer to Email Marketing manual for full instructions on using data tags). The greeting can include data tags such as first name, as well as deep links to Registration and Update My Info sections of the online community. 

5. Click on the Open File Manager button to insert any image links or document links.

6. Click on the Preview Text button often to review your work.
7. Click Save content button.
To Upload an HTML file, a text file or both, using source code created externally:

9. Click on Upload Content button at top of page.

10. Enter a name for your Content 

11. Browse your desktop to select HTML and Text content files, then click on Begin Upload.  
	IMPORTANT: Every email must include a text version but may also include an HTML version. An Unsubscribe link must be included on every email.


	Step 3. Address & Assemble Email  


Click on Address & Assemble Email tab at top of page.
1. Click on Address and Assemble a New Email button. 

2. Assign a Name to your email (i.e. Birthday Email).

3. Enter all required information on page. 

4. Click Save This Email button.

5. The screen will refresh with your email listed at the top.

6. Optional steps:

a. Click on Send Test Email link to send a test of the content to yourself as admin or a test list. This is highly recommended.

b. Choose Check Spam Rating link for a determination on the likelihood of the email being flagged as spam.

c. Click on Calculate link to display the number of emails that will be sent on this day (this number will remove opt-outs and records with no email address).

d. If desired, click on Display link to see the recipient’s names.

NOTE: The Calculate link will return different results each day, depending on the number of matches found during the query search.

	Step 4. Send & Schedule  


Click on Send & Schedule tab at top of page.

	To send immediately: 

1. Click on Send a Broadcast Email Right Now button.

2. Complete Steps 1-3 that appear in the popup box.  Choose Recurrence: Daily. (See Figure 4.)
3. Locate the Email on the calendar and click APPROVE.
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Figure 4

	To schedule for a later date:

1. Select the date on the calendar.

2. Select the time on the hourly list on the returned page.

3. Complete Steps 1-3 that appear in the popup box. Choose Recurrence: Daily. . (See Figure 4.)
4. Locate the Email on the calendar and click APPROVE.


	

	                      

	Step 5. Reports   


Once the daily email has been broadcast to all recipients the email address associated with the admin logon used to create the email will receive two emails:

· Job Status report: details of the completed broadcast.

· Email with ***SAMPLE*** in subject line; this is a copy of the email content that was sent.
To review outcomes of the broadcast:
1. Click on the Reports tab at top of page. 

2. Click on the View Summary link for your Email.

3. The following types of data will be available to you:

· Start and Stop times

· Administrative details

· Links to view the html and text versions of the email

· Recipient details (total sent, open count)

· Recipient errors (bounce-backs, other sending problems)

· Link tracking (count and listing of recipients who clicked on links included in the EMAIL)

For detailed information on Reporting features please refer to the Email Marketing manual.
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