Email Subscription Item Administrator’s Guide
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Email Subscription Item Administrator’s Guide

Introduction

What is GovDelivery?
GovDelivery is a Digital Subscription Management system that allows organizations to send emails or
text messages to alert subscribers of new information.

What is Email Subscription?
Email Subscription is one of the newest and fastest ways to update citizens with current news and
information delivered to them via email or wireless device.

How Does It Work?
The service allows web site visitors to sign up for automatic notifications via email or wireless text
message when new information is posted on the County’s web site.

When a change is made to a web page that is included in the subscription service, the system detects
the change and sends an email alert to an item administrator. This is called “Page Watch”. The item
administrator can then choose to either to send the alert to the subscribers immediately, later on or not
atall.

What is an Item Administrator?
An Item Administrator is assigned the task of maintaining a single or multiple items. This task includes
receiving Page Watch messages and sending out email bulletins to subscribers.

©2010 Oakland County Department of Information Technology 2
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Logging into GovDelivery

1. Open Internet Explorer.
. Type http://www.govdelivery.com into the address bar.
3. Click on Client Login located at the top right hand side of the page.

. (866) 276-5583 | Client Login | Client Support | Site Map
GovDelivery

SOLUTIONS CLIENTS RESOURCES NEWS & EVENTS COMPANY CONTACT US

Solutions for

Federal Agencies

State Government

Connect [ '
Citizens and government with EQ:

County Government
City Government
Transit Authorities

International

GovDelivery is the world's leading provider of
government-to-citizen communication solutions.

4. The Client Login screen will appear. Enter the following information into the proper fields:

NEWS 51 Contact Us to Request

e Email Address
e Password

Client Login GovDelivery Blogs

Client Services

Tools for government communications

Email Address
|za\m'isap@oakgov.c:om

File names on attachments Dec 11, 2003

Password
|.....DDD|

Reset Password Login

GovLoop & GovDelivery Join Forces — What's in it for vou? Se=p 28, 2002

Benefits of a Description Page May 12, 2003

5. Click Login.

Logging Out of GovDelivery

1. Click on Logout, located in the menu at the top right hand side of the page.

Accounts Help Logout

Items | Send General Bulletin | Send Mewsletter | My Drafts | Reports
A
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Page Watch

The Page Watch feature notifies item administrators when a change is made to a web page that is
included in the email subscription service. GovDelivery scans the Oakland County Web site every hour
looking for changes to assigned items on the site.

How Does Page Watch Work?

After a change has been made to a page on the Oakland County Web site, GovDelivery detects the
change and sends an email to the designated item administrator to notify them that their assigned
item’s page has been updated.

From: Oakland County, Michigan [oakgov @service.govdelivery.com] Sent: Wed 12/16/2009 12:04 PM
To: zawisap@oakgov.com

=t

Subject: izati ides & Reports - Changed

‘You are the designated administrator for the Equalization Guides & Reports item. The URL for this item is hitp:#www.oakgov.com/egualinfo _pub/. To change the Page Watch settings or URL for this item, please follow this link. —

‘When GovDelivery browsed to the URL just now, it detected changes to the content. A detailed report of the changes is included at the end of this message.

If you would like to notify 492 subscribers of this change, please follow this link.

If you do not wish to notify these subscribers, please disregard this message.

Regards,

GovDelivery

P.S.1f you have any other questions or problems please forward this message with your comments to help@aovdelivery.com. For assistance phone 1-800-314-0147 (US) or 0800 032 7764 (UK).
Change Report:

>35> 306 CHANGED FROM

<p align="left"><strong><img title="" border="0" alt="" src="/assets/images/subscribe_icon.gif" width="21" height="21" [=</strong><a title="Get e-mail updates when this information
changes." onclick=" wmdtwu open(lhls href,'popup’, 'width=725, he\ghFSDD left=25 top=25 location=no_ resizable=yes scrollbars=yes, slalu5—yes) return false;"
hraf="httn-licans himl2radaMINAKL AN" tarngt=" hlank™s(Cat a.mail undatas whan thic | la% R E4EN clneen alion="cantar" s 8#GN clnyen

At the bottom of the email the administrator will be asked if they would like to notify users of the
change. The item administrator can then choose to either send the alert to the subscribers
immediately, by clicking on the link (If you would like to notify xxx subscribers of this change, please
follow this link) or send the alert later on or not at all.

If you choose to notify the subscribers, please use the following instructions.

1. Click on the email link, you will then be taken to the GovDelivery Login page.
From the Client Login section, enter in your email address and password into the appropriate

fields and click Login.

Client Login GovDelivery Blogs

Client Services =
Email Address =

|zawisap@oakgov.com

-‘ur government communications

File names on attachments Dec 11, 2009

Password ) ) .

Govl oop & GovDelivery Join Forces — What's in it for vou? Sep 28, 2003
00000000|

Benefits of a Description Page May 12, 2003
Reset Password Login

©2010 Oakland County Department of Information Technology 4
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The Send Item Bulletin screen will appear.

g
c
3
=
@
w
@
0

urity Help Logout

‘Oakland County, Michigan Items Item Info Information | Send Item Bulletin | Categories | Snippets | Subscriptions | Questions | Restrictions | Assign Admins | Admin|
~

Send Item Bulletin
= mecio

To Send a bulletin to subscribers of selected categories and subscription items.
Filter Filter recipients based upon responses to questions.

[T Send to all recipients below immediately or when scheduled, regardless of individual delivery preferences.

Subscribers of Equalization Guides & Reports (492 recipients) ;I
Recipients
-]
=l Properties
From |"Oak|and County, Michigan™ <oakgov@service.govdelivery.com> Ll
Subject |Oak|ar‘|d County, Michigan Equalization Guides & Reports Update
Importance |Norrna\ Ll
RSS Link |http:ﬁservice.govde\ivery.com,’service,r‘view.html?codezMIOAKLﬁd—O @
Visibility |Listed ;[
Attachments
El Header
|—font — Ell—sz=—EllL| B I U
=l Body
[—font— Hl—s=—E |2 7 U | -NE:

“You are subscribed to Equalization Guides & Reports for Oakland County. Michigan. This information has recently been updated. and is now available.

=l Footer

[—font — Hl—s=—EA| B 7 U

Update your subscriptions, modify your password or e-mail address, or stop subscriptions at any time on your Subscriber Preferences Page You will need to
use your e-mail address to log in. If you have questions or problems with the subscription senice. please contact support@govdelivery com_ All other inquiries

may be directed to webmaster@oakgov.com.

This senice is provided to you at no charge by Oakland County. Michigan.

Preview | the bulletin in a new window.
Save Draft | to preserve your changes. This bulletin will be available in My Drafts until sent.
Test send the bulletin to a list of email addresses you define.
Send | this bulletin to the selected recipients.

3. Send the bulletin with the default text or change the text of the message and click on Send
located at the bottom of the page. The bulletin will then be sent to the subscribers of this item.
4. A Success screen will appear, click OK. You will be taken back to the Item Information page.

©2010 Oakland County Department of Information Technology 5
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Bulletins
Bulletins are used to notify subscribers that the information they subscribed to has been updated on the

web site.

Sending a Item Bulletin

1. Locate the bulletin item you wish to send and hover over the blue Options link directly to the
right of the item.

GovDelivery®

Help Logout

Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
A

Oakland County, Michigan

Subscription Items

Categuryl[AH Categories] =l
Mare P
Item Title | ity | Code ‘ Visibility ‘ URL | Watch‘
| | | = || Search Clear
[Pam’s Test Options.,IMinawt 344 [unlisted =] [ No |5

Aformation

Send Item
Bulletin

Snippets

Subscriptions

2. Click Send Item Bulletin from the drop-down menu.

Information

Send Item

Bulletin !

Snippets

Subscriptions

3. The Send Item Bulletin screen will appear. Under the Recipients section use the To button to
select additional category and/or subscription item subscribers that have not subscribed to that

particular item.

Send Item Bulletin | Snippets | Subscriptions | Message History | Setup

Iten Info Information

Send Item Bulletin
=l Recipients
Send a bulletin to subscribers of selected categories and subscription items.

Filter | Filter recipients based upon responses to questions.

[T Send to all recipients below immediately or when scheduled, regardless of individual delivery preferences.

Subscribers of Pam's Test (1 recipient) =]

Recipients

©2010 Oakland County Department of Information Technology 6
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4. Select the checkbox to the left of the subscription item and/or category and click Submit. The
selected categories and/or subscription items subscribers of these items will show up in the
Recipients field.

GovDelivery®

Select Bulletin Recipients

Select the categories and/or subscription items to whose subscribers you wish to send this
bulletin,

When you are satisfied with your selection(s), click the 'Submit' button at the bottom to continue.

E [ All Recipients {1 recipient)
E [T Mews, Events & Special Projects (1 recipient)
¥ Pam's Test (1 recipient)

Submit | Cancel I

5. Under the Properties section, enter information into the following fields:

=l Properties

From |"Oaklar|d County, Michigan” <oakgov@service.govdelivery.comz ;I

Subject [0akland County, Michigan Pam's Test Update

Importance |Normal |
RSS Link |http:,l’,l’serwce.govdelivery.cornfservicefview.html?code=MIOAKL_244 @
Visibility |Unlisted =l
Attachmentsl

o From: Use the default.
e Subject: Use the default or modify the text.
o Importance: Select High, Normal or Low from the drop-down menu.
e RSS Link: (Do not edit)
e Visibility: Select Listed if you would like this item to show up from the main items list or
select Unlisted if you don’t want the item to show up in the main items list.
e C(Click on the Attachments button to include a file along with the email.
e From the Upload Attachments window, use the Browse button to locate the
file.
e Select the file and click Open.
e Click the OK button.
Note: GovDelivery limits attachment file sizes to 2MB.

©2010 Oakland County Department of Information Technology 7
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6. Under the Header section, leave the header blank, enter text or add a logo/graphic.

= Header

|—f0nt— L”—size—:l __| B I U |

7. Under the Body section, use the standard message that appears.
Note: This message will include a link to the page with the updated information.
= Body

|—f0nt— L”—size—;l _._| B I U | =

You are subscribed to Pam's Test for Oakland County, Michigan. This information has recently been updated. and is now available.

8. Under the Footer section, use the standard message that appears.

= Footer

I—font— ;”—size—;l _._| B I U |

Update your subscriptions, modify your password or e-mail address, or stop subscriptions at any time on your Subscriber Preferences Page. You will need to
use your e-mail address to log in. If you have questions or problems with the subscription service, please contact support@govdelivery.com. All other inquiries
may be directed to webmaster@oakgov.com.

This senice is provided to you at no charge by Oakland County. Michigan.

9. Click on the Preview button located at the bottom of the page to view your bulletin.

Preview | the bulletin in a new window.
Save Draft | to preserve yvour changes. This bulletin will be available in My Drafts until sent.

Test send the bulletin to a list of email addresses you define.

gkl

Send | this bulletin to the selected recipients.

©2010 Oakland County Department of Information Technology 8
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10. Use the Test button located at the bottom of the page to send a test bulletin to email addresses

of your choice.
11. Click on the Send button located at the bottom of the page to send your finished bulletin.

12. A Success page will appear, click OK.

-GovDeh'very Y

Success

Your bulletin was sent to: Subscribers of Pam's Test (1 recipient)

©2010 Oakland County Department of Information Technology 9
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Sending a General Bulletin
This feature is used for sending out messages about events or emergency notifications that are not
associated with a particular item.

1. Click on Send General Bulletin, located in the menu at the top left hand side of the page.

Send Mewsletter | My Drafts | Reports

Oakland County, Michigan Send General Bulletin

2. The Send General Bulletin screen will appear. Under the Recipients section, click on the To
button to select the subscribers you wish to send the bulletin.

Help Logout

Information | Send Item Bulletin | Snippets | Subscripticns | Message History | Setup
'y

" Dakland County, Michigan Item Info

Send Item Bulletin
=l Recipients

Send a bulletin to subscribers of selected categories and subscription items.

Filter | Filter recipients based upon responses to guestions.

[T Send to all recipients below immediately or when scheduled, regardless of individual delivery preferences.

Subscribers of Pam's Test (1 recipient) ;I

Recipients

3. Select the checkbox to the left of the subscription item and click Submit. The selected
categories and/or subscription items subscribers of these items will show up in the Recipients
field.

Select Bulletin Recipients

Select the categories and/or subscription items to whose subscribers you wish to send this
bulletin.

When you are satisfied with your selection(s), click the "Submit' button at the bottom to continue.

E [ All Recipients (1 recipient)
E [T Mews, Events & Special Projects (1 recipient)
¥ Pam's Test (1 recipient)

ubmit | Cancel I

©2010 Oakland County Department of Information Technology 10
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4. Under the Properties section, fill in the following fields:

= Properties

From |"Oaklar|d County, Michigan” <oakgov@service.govdelivery.com= ;I

Subject |Oaklar|d County, Michigan Pam's Test Update

Importance |N0rma| |
RSS Link |http:f,l’serwce.govdelivery.comfservicefview.html?code=MIOAKL_244 @
Visibility |Unlisted |

Attachments |

e From: Use the default.
e Subject: Enter the subject line of the email.
e Importance: Select High, Normal or Low from the drop-down menu.
e RSS Link: (Do not edit)
e Visibility: Select Listed if you would like this item to show up from the main items list
or select Unlisted if you don’t want to the item to show up in the main items list.
e Attachments: Use the Attachments button to browse for files.
5. Under the Header section: (Optional) Use a logo or graphic or leave blank.
6. Under the Body section: Enter the text of the message.
Note: Before copying to GovDelivery, paste the text from Word into a text editor (like Notepad,
the default Windows text editor) and then copy and paste from there into your bulletin.
7. Under the Footer section: Use the pre-composed standard text.
8. Click on the Preview button located at the bottom of the page to view a preview of the bulletin.
9. Click on the Send button located at the bottom of the page to send the finished bulletin.
10. A Success page will appear, click OK. You will then be taken back to the Item Information
screen.

©2010 Oakland County Department of Information Technology 11
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Bulletin Drafts

Saving a Bulletin Draft

Use this feature to save a copy of a bulletin to edit later.

1. Compose your bulletin.

Help Logout

" Dakland County, Michigan Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
A

Send General Bulletin

This draft bulletin was last saved by pzawisa@live.com on 12/28/2009 14:08:31

= Recipients
To Send a bulletin to subscribers of selected categories and subscription items.
Filter | Filter recipients based upon responses to questions.

[ Send to all recipients below immediately or when scheduled, regardless of individual delivery preferences.

Subscribers of News, Events & Special Projects, Pam's Test (1 recipient)

L]

Recipients

L«

= Properties

From |"Oak|and County, Michigan" <oakgov@service.govdelivery.com>

L]

Subject |Oakland County Health Division HIN1 Clinics are Open

Importance [Normal

L

RSS Link |http:,Fjwww.cakgov.com,’mdex.html @
Visibility |L|sted

Attachments

= Header

I—fnnt— ;”—swze—;l_.-\_‘ B I U|E

L

= Body
e e

B I U|S

N

|»

The Oakland County Health Division (OCHD) reminds you that the 2009 H1N1 flu vaccination is available to the general population at all three office locations

e Morth Oakland Health Center, 1200 N Telegraph Road, Building 34 East, Pontiac
« South Oa)ﬁland Heal@h Center, 277'2.5 Greenﬁe\d Rgad, Suu'lhﬁe\d

The Health Division will be closed Thursday, December 24 and Friday, DecemberZ'S‘ 2009, The Health Division will also be closed on Thursday, December 31, 2009
and Friday, January 1, 2010.
These sites will also provide second dose vaccine for children & months to 9 years of age with proof of the first dose

Pre-enrollment is required for all 2009 H1MA clinics, including the second dose clinics. Walk-ins will not be allowed. Clients can pre-enroll at www.oakgov.com/health

or call 248-858-1200. This system will allow clients to select the clinic location, date and time of their choice and also provides a consent form that must be taken to the
clinic where they pre-enrolled.

H1MA flu shots are available to individuals age 6 months or older. Nasal and injectable vaccine will be available at all clinic locations. There is no charge for the 2009
H1NA flu vaccine.

Oakland County Health Division continues to offer seasonal flu shots at all three offices in Pontiac, Southfield, and Walled Lake until further notice. Please call the flu
hotline at 800-434-3358 or contact Nurse on Call at 800-848-5533 for up-to-date information. Please visit the Health Division website at www.oakgov.com/health for

additional H1N1 and seasonal flu vaccine information. ;I
=l Footer
|—ant— ;”—s\ze—;l Ly ‘ B I u

Update your subscriptions, modify your password or e-mail address, or stop subscriptions at any time on your Subscriber Preferences Page. You will need to
use your e-mail address to log in. If you have questions or problems with the subscription service, please contact support@govdelivery com. All other inquiries
may be directed to webmaster@oakgov com.

2010 Oakland County Depa
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2. Click the Save Draft button, located at the bottom of the page.

= Footer

|—f0nt— ;”—size—;l _._| B I U |

Update your subscriptions. modify your password or e-mail address, or stop subscriptions at any time on your Subscriber Preferences Page. You will need to
use your e-mail address to log in. If you have questions or problems with the subscription service, please contact support@govdelivery. com. All other inguiries

may be directed to webmaster@oakgov.com.

This sewice is provided to you at no charge by QOakland County. Michigan.

Previewl the bulletin in a new window.

to preserve your changes. This bulletin will be available in My Drafts until sent.
Test | send the bulletin to a list of email addresses you define.
Send | this bulletin to the selected recipients.

3. An Explorer User Prompt window will appear. Enter a description for the draft and click OK.

Explorer User Prompt 5[

Script Prompt; 0k
“Y'ou muzt enter a description far the draft. =

Cancel |
IEIakIanu:I County Health Divigion H1MN1 Clinics are Open |

4. A Draft Saved window will appear. Click OK.

/= Save Draft - Windows Internet Explore 101 =l
Flli = comyservice/ action/mailBulleting edit fpartners idrafjikd
e

Draft Saved

:

T [ [ @ eme ER

©2010 Oakland County Department of Information Technology 13
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Accessing My Drafts
If you created a draft version of a bulletin you can access the draft from this section where you can edit

and send the bulletin. Note: You can only access your bulletin from the My Drafts section until your

bulletin has been sent.

1.

2.

3.

4.

Click on My Drafts located in the menu at the top of the screen.

Send General Bulletin | Send Newsletter

A

Oakland County, Michigan Items My Drafts | Reports

The draft will appear under the My Draft Bulletins section. To edit or send the draft click on the

drafts ID number.

Help Logout

Oakland County, Michigan Items | Send General Bulletin | Send Newsletter | My Drafts | Reports

A
My Draft Bulletins
Click gn the ID te continue modifying the draft.
jin} | Description | Subject | Date Last Saved | Author | To ‘ Bulletin Type
Oakland County 7
0Oakland County Health Division Subscribers of News, Events & Special Projects
11456 e Health Division HIN1 12/28/2009 14:08 Pam Zawisa E " *  GENERAL O
H1N1 Clinics are Open Clinics are Open Pam's Test (1 recipient)
My Draft Newsletter Templates
Click on the ID to edit or use the the template.
jin} Description ‘ Subject ‘ Date L ast Saved ‘ Author | To ‘ Format / Style

I I I I =] I I

No items in the list.

The Send General Bulletin screen will appear. Edit your draft.

Help Logout 4 GOVDE”VEW' "

‘Oakland County, Michigan Items | Send General Bulletin | Send MNewsletter | My Drafts | Reports

A

Send General Bulletin

This draft bulletin was last saved by pzawisa@live.com on 12/28/2009 14:08:31

=l Recipients

To Send a bulletin to subscribers of selected categories and subscription items.
Filter | Filter recipients based upon responses to questions.

[T Send to all recipients below immediately or when scheduled, regardless of individual delivery preferences.

Subscribers of News, Events & Special Projects, Pam's Test (1 recipient) ;I
Recipients
=l Properties
From |"Oakland County, Michigan™ <oakgov@service.govdelivery.com: j

Subject ||Oak\amd County Health Division HIN1 Clinics are Open

Importance |Nurma\ ;I
RSS Link |http:,’,t'www.uakguv.ccm;‘index.html @
Visibility |L\5ted ;I

Attachments

= Header

—font — =l —s=—EH |8 1 U|

Click on the Send button located at the bottom of the page to send the finished bulletin.

©2010 Oakland County Department of Information Technology 14
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Reports

Use this feature to view the total number of subscribers, how many people are signing up for the email
subscription service and what types of things users are signing up for.

Usage Report
The Usage Report shows item and category activity during a selected time frame.

1. To access the Usage Report, click on Reports located in the menu at the top of the page.

Cakland County, Michigan Items | Send General Bulletin | Send Mewsletter | My Drafts | Reports

A

2. The Usage Report screen will appear.

Help Logout

‘Oakland County, Michigan Usage | Bulletins | Dashboard

A

Usage Report
Start Date [1/1/2008 &
End DatelW @

3. Enter the time frame in which you would like to see the report by selecting the Start Date and
End Date.

Help Logout
January, 2009
Dakland County, Michigan Ud . «. Today 2. M.

whk [5un Mon Tue Wed Thu Fri 3at

52 B :

uSage Repnrt 1 4 5 B 7 a8 9 10
2| 11 12 13 14 15 16 17
Start Date [1/1/2009 BN 3| 5 10 20 21 22 23 24
End Date |12/27/2009 B2\ 4/ 25 26 27 28 25 30 31
_ Select date
Submit

©2010 Oakland County Department of Information Technology 15
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4. Click Submit. The report will appear.

P GovDelivery®

|
Usage | Bulletine | Dashboard

Iy

Usage Report
start Date[/1/2008 | 1=
End Date W =
Submit

GowDelivery Usage Report for Oakland County, Michigan
1/1/2009 to 12/27/2009

Subscription Item Summary
Tatal

Bulletins IEE

New Total New Total Bulletins Bulletin

Clickthroughs

Subscription Item Name Visibility Subscriptions | Subscriptions | Downloads | Downloads Sent This Sent To Opens This This Period Clickthroughs
This Period To Date | This Period To Date Period Date Period To Date

Addison Township Substation Emergency Alerts Listed 20 20 0 0 0 0 6 0 1]

Addison Township Substation General News & -

T Listed 19 19 0 0 0 0 o 0 o

Sheriff's Office News & Events Listed 430 569 0 0 5707 5707 1674 2308 2308

Total 4569 608 0 0 5707 5707 1680 2308 2308

Export
Summary:

e Subscription Item Name: Full title of the item (not the short title). All items that existed
at any time during the date range selected appear in this list.

e Visibility: Shows the current visibility of the item (not the visibility of the item during
the selected date range). If the visibility changes, it appears on this list immediately.
Options include: Deleted, Listed, Restricted, and Unlisted.

e New Subscriptions This Period: Number of subscriber records that were created within
the date range for the item.

e Total Subscriptions To Date: For the end date of the date range selected, the total
number of subscriber records associated with the item.

o New Downloads This Period: Total number of downloads for the item initiated during
the selected date range. *Applies only to Content Management accounts.

e Total Downloads To Date: Total number of downloads for item to date. *Applies only
to Content Management accounts.

e Bulletins Sent This Period: Number of bulletins sent for this item during the selected
date range. Sent date is determined by when the Send button is clicked, not when the
bulletin was delivered. Note that bulletins sent to multiple items are counted multiple
times (i.e., if a bulletin is sent to two items, it is counted twice).

e Total Bulletins Sent To Date: Total number of bulletins sent for this item to date. Sent
date is determined by when the Send button is clicked, not when the bulletin was
delivered.

©2010 Oakland County Department of Information Technology 16
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e Clickthroughs This Period: The number of recipients who clicked a link included in
bulletins for this item during the date range. Note that the link must contain the redirect
(tracking code) added by GovDelivery and the mail sender. The link will typically open
the client's site.

e Example 1: A bulletin is sent to 500 recipients, the bulletin has two links. 200
recipients open the bulletin. 50 recipients click one of the two links and 50
recipients click both links. Clickthroughs= 150.

e Example 2: A click is counted only the first time a link is clicked by that
recipient. - If three recipients click one of five links in the bulletin once, three
clickthroughs are counted.

o If three recipients click two of the five links in the bulletin once, six
clickthroughs are counted.

e If three recipients click one of the five links in the bulletin twice, three
clickthroughs are counted.

e  Total Clickthroughs To Date: Total number of clickthroughs for the item to date.

e (Category Name: Full category name.

o New Subscriptions This Period: Number of subscriber records that were created within
the date range for the category.

e Total Subscriptions to Date: For the end date of the date range selected, the total
number of subscriber records associated with the category.

©2010 Oakland County Department of Information Technology
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Bulletins Report
The Bulletins Report is a complete listing of all bulletins sent.

1. To access the Bulletins Report, click on Reports located in the menu at the top of the page.

Help Logout

Oakland County, Michigan Items | Send General Bulletin | Send Mewsletter | My Drafts | Reports

A

2. The Usage Report screen will appear.

Help Logout

‘Oakland County, Michigan Usage | Bulletins | Dashboard

A

Usage Report
Start Date [1/1/2009 (=8
End Date [12/27/2009 =

3. Click on Bulletins located in the menu at the top of the page.
Help Logout
Oakland County, Michigan

Dashboard

4. The Bulletins Report screen will appear.

Help Logout

" 0skland County, Michigan Usage | Bulleting | Dashboard
A
Bulletins Report vView [Recent Bulletins =
Summary
Bulletins Sent 5,707
Bulletins Delivered 5,170
Bulletins Opened 1,560
Average Open Rate 35.39%
Bulletin Links 2,423
Total Link Clicks 1,364
; " " Bulletins | Open| Links Unigue| . | : |
E‘ Date |E | Subject |Tnta|| Pendlng| Success| Fill‘ ﬁ| Sraned Rate%| Count| Clicks View/Resend | Bulletin Addresses
[=I = I 1 I [ . [ Search | Clear
Oakland County,
Subscribers of Sheriff's Office News Michigan Sheriff's
£z .
B4 12/23/2009 11:17:09 & Events (563 recipients) Office News & 535 0 592 3 99 127 24.66 5 79 View/Resend Addresses
Events Update
Oakland County,
P Subscribers of Sheriff's Office News Michigan Sheriff's
B4 12/17/2009 11:07:00 & Events (565 recipients) Office News & 598 0 595 3 99 131 25.34 5 83 View/Resend Addresses
Events Update
Oakland County,
Subscribers of Sheriff's Office News Michigan Sheriff's 3
S .
E 12/15/2009 15:11:14 & Events (566 recpients) Office News & 589 [u} 596 3 99 143 27.61 5 87 View/Resend Addresses
Events Update
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Summary:

Summary: The summary details the number of bulletins sent from your account and the
number of bulletins successfully delivered to the recipient’s inboxes.

View: Select Recent Bulletins (sent in last 45 days), Historical Bulletins, or All Bulletins.
Priority: Filter bulletins by their priority — High (H), Normal (N), or Low (L).

Date: Filter bulletins by when they were sent — Last 5 Minutes, Last 30 Minutes, Last
Hour, Last 12 Hours, Last Day, Last Week, Last Month, or Last Year.

To: The recipients of the bulletin, identified by item(s), mailing list(s), and/or question
filter(s) and the number or recipients.

Subject: The subject line of the bulletin.

Total: The count of recipients identified by the To list. This count does not include
duplicate recipients (i.e., recipients in two or more items included in To).

Pending: After a bulletin is sent, the number of bulletins that are waiting to be
delivered (neither successfully delivered to recipients nor failed to deliver).

Success: The number of bulletins successfully delivered to the recipients.

Fail: The number of bulletins the system failed to deliver to the recipients. Failures may
include an email address to an unknown domain (e.g., 99999.com), inbox full, or many
other reasons.

%: Percent of bulletins that were successfully delivered to recipients (Total divided by
Success).

View/Resend: Link to the View/Resend Bulletin Page. Populates the page with the
original bulletin content.

Bulletin Addresses: Link to the Bulletin Addresses report, which shows the recipient
addresses where the bulletin was sent.

©2010 Oakland County Department of Information Technology
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Adding and Deleting Subscribers

Adding New Subscribers
Use this feature if you would like to manually add additional subscribers to an item.

1. From the Subscriptions Item section, hover over the blue Options link directly to the right of the

item you wish to modify.

Logout

Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
A

" oakland County, Michigan

Subscription Items

CategoryI[AH Categories] ]|

Item Title g& ‘ Code Visibility | URL | Watch

[ I I = Search | Clear
[Addison Township Substation Emergency Alerts _ Options... [MIoAKL_177 [Listed =] m

[addison Township Substation General News & Information  Options... [MIOAKL 1281 [Listed ]| m

|Sher|FFs Office News & Events Options... |MIOAKL751 |L\sted ;I |http:,’,'www.cakgcv.com,ﬂshenﬁfﬂews,ﬂ‘ l@

2. Click on the Subscriptions from the drop-down menu.

GovDelivery®

Help

Logout

Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
A

Oakland County, Michigan

Subscription Items

Categoryl[ml Categories] ;l
More S

Item Title | ErirTs | Code | Visibility ‘ URL | Watch‘
[ [ [ = Search | Clear
|Add\snn Township Substation Emergency Alerts Options| Inflormat\on 7 |L\sted jl No =
[addison Township Substation General News & Information  Options|——B1 [ Listed =] INu 'I
|Sher\f‘Fs Office News & Events Options| gi”gﬁem i |L\sted j|http:,t',r'www.oakgov.com,ﬂsher\ﬁfﬂews] IYes 'I

Snippets

Subseriptions '\

3. The Item Subscriptions screen will appear.

Send Item Bulletin

Snippets | Subscriptions | Mg
Y

Information

Oakland County, Michigan Itemn Info

Item Subscriptions
Item Mame: Addizon Township Substation Emergency Alerts

Subscriptions 24
Modified 12/7/2009 12:20:40
Last Sent

Subscribers ‘
| Search Clear |

e gararigc Qo atug o

sarigts Doal g S
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4. Under the Add New Subscribers section, enter in the new e-mail addresses separated by
commas in the box and click Add.

Add New Subscribers

Enter comma-separated e-mail addresses to add as subscribers.
If you need to add large numbers of subscribers, please use the import
function below.

zawisap@oakgov.com, pzawisa@live.com ;I

A

=
[T send welcome e-mails to new users

"' Send Subscription e-mails to new subscribers

5. A Success screen will appear indicating that the e-mail addresses were successfully imported,
click OK.

— -GovDelivery

Success

You have specified new subscribers to import. You will receive an e-mail message when the import is complete.

/'

6. Once completed you will receive an email indicating how many addresses were successfully
imported.

Bulk Subscription Confirmation

From: © Qakland County, Michigan (cakgov@service.govdelivery.com)
(@ vou may not know this sender. Mark as safe | Mark as junk

Sent: Tue 12/29/09 3:37 PM

To:  Pam Zawisa (pzawisa@live.com)

You have imported new Pam’s Test subscribers
This import contained 2 entries.

2 entries were valid email addresses.

Ofthe 2 valid entries:

s 1 eniries represented new users. New subscriptions to Pam’s Test were added for these 1 users.
# 1 entries represented existing users

Ofthe 1 existing users:

« 0 enfries represented new subscribers. New subscriptions were added for these 0 users.
« 1 entries represented existing subscribers

Atotal of 1 new subscriptions were added to Pam's Test.
Atotal of 0 entries were invalid email addresses

Regards,
GovDelivery

P S Ifyou have any other questions or problems please forward this message with your comments to help@agovdel com. For assistance phone 1-800-314-0147
(US) or 0800 032 7764 (UK).
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Adding a Large Number of Subscribers
To add a large number of subscribers use the Import New Subscribers feature. This feature requires all
emails that are being imported to be included in a CSV (Comma Separated Variable) file.

1. From the Subscriptions Item section, hover over the blue Options link directly to the right of the
item you wish to modify.

GovDelivery®

Help

Logout

oL el Ty Ttems | Send General Bulletin | Send Newsletter | My Drafts | Reports

A

Subscription Items

Categoryl[AH Categories] |
More R
Item Title | Options | Code ‘ Visibility ‘ URL | Watch‘
| I [ =] Search | Clear
[Pam’s Test Options. Juinac 244 [unlisted =] | No |5

MAformation

Send Item
Bulletin

Snippets

Subscriptions

2. Click on the Subscriptions from the drop-down menu.

GovDelivery®

Help Logout

Oakland County, Michigan Items | Send General Bulletin | Send Newsletter | My Drafts | Reports

A

Subscription Items

Categoryl[AH Categories] |
More o
Item Title | Options ‘ Code |V|5|hllg |m |Watch‘
| [ [ =] Search | Clear
[pam's Test 0Dt rformation 244 [Unlisted =] No =

Send Item
Bulletin

Snippets

ubscriptions

3. The Item Subscriptions screen will appear. Under the Import New Subscribers section, click on
the Browse button and navigate to the folder where the CSV file is located.
Note: If you need to import more than a 1,000 e-mail addresses, please send the full list to
help@govdelivery.com.

Import New Subscribers

Specify a single-column CSY file to import. The single column must not have
any header rows. All rows must be valid e-mail addresses.

If you need to import more than 1,000 subscribers, please send the CSV
file to help@govdelivery.com. Your GovDelivery client care specialist will import
the list for vou and reply with a confirmation once the import is complete.

[T send welcome e-mails to new users
[T send Subscription e-mails to new subscribers
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4. Select the CSV file you want to import. Click Add to import the file.

Import New Subscribers

Specify a single-column CSV file to import. The single column must not have
any header rows. All rows must be valid e-mail addresses.

If you need to import more than 1,000 subscribers, please send the CSV
file to help@agovdelivery.com. Your GovDelivery client care specialist will import
the list for vou and reply with a confirmation once the import is complete.

|C:‘|.Dm:ument5 and Settings'zawisap\Desktoplsubscribers csv Browse...

[T send Welcome e-mails to new users

" Send Subscription e-mails to new subscribers

5. A Success screen will appear indicating that the e-mail addresses were successfully imported,
click OK.

-GovDeIivery'

Success

You have uploaded a file of new subscribers to import. You will receive an e-mail message when the import is complete.

OK

6. Once complete you will receive an email indicating how many addresses were successfully
imported.

Bulk Subscription Confirmation

From: 2 Qakland County, Michigan (cakgov@service.govdelivery.com)
@You may not know this sender. Mark as safe | Mark as junk

Sent: Tue 12/29,/09 3:37 PM

To:  Pam Zawisa (pzawisa@live.com)

You have imported new Pam's Test subscribers.
This import contained 2 entries.

2 entries were valid email addresses

Of the 2 valid entries

s 1entries represented new users. New subscriptions to Pam's Testwere added for these 1 users.
s 1 entries represented existing users.

Ofthe 1 existing users:

« 0 enfries represented new subscribers. New subscriptions were added for these 0 users
e 1 entries represented existing subscribers

Atotal of 1 new subscriptions were added to Pam’s Test.
Atotal of 0 entries were invalid email addresses:

Regards,
GovDelivery

P.5. Ifyou have any other questions or problems please forward this message with your comments to help@aovdelivery.com. For assistance phone 1-800-314-0147
(US) or 0800 032 7764 (UK).
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Deleting Subscribers
Use this feature if you need to manually delete a subscriber from an item.

1. From the Subscriptions Item section, hover over the blue Options link directly to the right of the

item you wish to modify.

GovDelivery®

Help Logout

Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
A

Oakland County, Michigan

Subscription Items

Categuryl[AH Categories] =l
Mare P
Item Title | ity | Code ‘ Visibility ‘ URL | Watch‘
| | | = || Search Clear
[Pam’s Test Options.,IMinawt 344 [unlisted =] [ No |5

Aformation

Send Item
Bulletin

Snippets

Subscriptions

2. Click on the Subscriptions from the drop-down menu.
GovDelivery®

Help Logout

Items | Send General Bulletin | Send Newsletter | My Drafts | Reports
Iy

' Dakland County, Michigan

Subscription Items

Category | [All Categories] =l
More -
Item Title | st ‘ Code |V|5|bllg |m |Watch‘
I I I L” Search Clear
=R Option prformation 244 [Unlisted ]| No

Send Itemn
Bulletin

Snippets

ubscriptions

3. The Item Subscriptions screen will appear. Scroll down to the Delete Subscriptions section.

Delete Subscriptions

Enter up to 500 comma-separated e-mail addresses to delete subscriptions.
If you need to delete more than 500 subscriptions, please do so in batches or

contact vour Account Manager for assistance.

[~

[T Send Delete Subscription e-mails to current subscribers Delete |

Send an e-mail bulletin to subscribers of this subscription item EU“Etiﬁl
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4. Under the Delete Subscriptions section, enter in the email address you would like to delete and
click Delete. If you have multiple email address, separate the address by commas.
Note: You can delete up to 500 comma-separated e-mail addresses. If you need to delete more
than 500 addresses, please send the full list to help@govdelivery.com .

Delete Subscriptions

Enter up to 500 comma-separated e-mail addresses to delete subscriptions.
If you need to delete more than 500 subscriptions, please do so in batches or
contact your Account Manager for assistance.

pzawisa@yahoo.com| =

" send Delete Subscription e-mails to current subscribers

Send an e-mail bulletin to subscribers of this subscription item EU"Etiﬁl

5. A Windows Internet Explorer window will pop-up, verify that you would like to delete the
subscriptions by clicking OK.

Windows Internet Explorer x|

A\ ? ) Are wou sure you wank ko delete these subscriptions?

O | Cancel |

6. A Success screen will appear indicating that the e-mail addresses were successfully deleted.
Click OK.

GovDelivery®

Success

Your request to delete subscribers is being processed.
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