Online services cheat sheet:

Log in and broadcast email
http://alumnae.smith.edu/

TOLOG IN

alumnae
DIRECTORY & EMAIL

Username:

Password:

Login

New user? | Lost password?

Go to the “Alumnae Directory & Email” box, pictured above, which is in the upper left of
the AASC website. If you have never logged on to the AASC site before, you will need
to click on “New User” and follow the instructions.

If you haven’t logged on to the site after January 1, 2009, your username will be the same
but you must enter your AV number for your password. You can choose a password after
this first log in.

SEND A BROADCAST EMAIL

On the AASC home page, click on “Volunteer.” In the pull-down menu click on
“Volunteer Connection.” (If you are already logged in, you will go directly to the page. If
you are not logged in, there will be a log in box now.) This is the Harris Connect page;
the AASC site is no longer visible:
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On the top menu, under “Email Marketing” click on “Create/Manage Email Recipient
List” and you will see the following:

Email Marketing

I Create & Manage Content I Address & Assemble Email I Send & Schedule I Reports I

Create & Manage Lists

Create a recipient list Upload a recipient list Combine recipient lists
Page 1 of 11 next topage:|1 ¥|
Manage existing Displaying 1-20 of 203 items | Show all on one page

Club Hartford aascstaff tandard Query Buider Unkn Edit Duplicate Delete
Class of 1994 NaomG Standard Query Buider Edit Duplicate Delete
Reunion 2009 alumnae2 gadm Advanced Query Buider Unkn Edit Duplicate Delete
Reunion 2009 alumnae scgadmi Standard Query Buiker Unknow Edit Duplicate Delete
test again sascstaff tandard Query Buider Edit Duplicate Delete
Club Greenwich-Stamford aascstaff Standard Query Builder Edit Duplicate Delete
notes gadm Standard Query Builder Edit Duplicate Delete
amila scgadm tandard Query Buider Edit Duplicate Delete
test list 23 aascstaff Standard Query Buider Edit Duplicate Delete
test list 2 aascstaff tandard Query Buier Unk Edit Duplicate Delete
MG scgadmi Standard Query Builder Edit Duplicate Delete
Cambridge MA sascstaff tandard Query Buier Edit Duplicate Delete
Boston 1 aascstaff Standard Query Builder 1068 Edit Duplicate Delete

FIRST-TIME CLUB OFFICER BROADCAST EMAIL USERS: Click on the yellow
bar “Create a Recipient List”

Name your list in the “List Name” space

To look for your club, click on the plus sign next to “Misc”

] Ureate & manage uontent § Adaress & Assemoie Emall | Sena & Scneauie § Keports |

Create & Manage Lists > Create a recipient list

Advanced Query Builder

Standard Query Builder

Name your list
List name: Mark this list as a test list: [

Enter your search criteria

+ Address
= Misc

Career Occupation = -~ Choose One -~ >
-~ Choose One -~ k4|

-~ Choose One -- 4|

Donor Type =

L Ll L

Ada Comstock Scholar -

Senior House =

K

Club Designation =

K

-~ Choose One -- R4

Spouse Prefix -

LeLel

Spouse First Name -
Last Updated before =l
Spouse Middle Initial [ =
Spouse Last Name =
Spouse Suffix o

Spouse Job Position =

Lo/ L L L el

Spouse Employer -

+ Degree
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In the fifth line down, next to “Club Designation,” keep the equal sign (=) and use the
drop-down menu next to it to choose the area for your club

Standard Query Builder

Name your list
Listname Mark this list as a testlist: |
Enter your search criteria

+ Address

= Misc

= -~ Choose One -- v
= -~ Choose One -- >
lay = > -~ Choose One -~ >

Akron, OH O
v Alaska

Albany,
before ~| | Almost Mid-Atlantic

Ann Arbor, MI

+ Degree
+ Relation
+ School

+ Personal
+ Business

+ Common Search

Scroll down and click on “Save List”

This should take you to the “Create & Manage Lists” section

IF YOU HAVE USED THIS BROADCAST EMAIL SERVICE BEFORE, you can
simply click on the “Create & Manage Content” tab

NEXT

Click on the “Create & Manage Content” tab. This page shows all the emails contents
that have been created by all users

Click on the yellow bar “Create Content”



Creste & Manage Lists e BN |m--numzmn|nmlum|~m|

Sreate & Manage Contert > Edit email content

Name tha content I Mot on 0 sempiate
T [ Teatversion

HTML version

Preview HTML Import HTML Qpen fie manager Create o condtional tag Work with data tags Check inks Copy HTML to texdt version

Default NTML Editor | Apoyl ihe sdfon Swich: | -~ Select an HTML editor -~ w| Go
Esouce | ] | 8 an® AL Bz ag e
B Z U &|% £ |}=i= EIEEIR|Q $I0=@ =

|| syl | Format | Font - Sze > | Ty Oy~

This message s being sent 10 you because of your affiliation with the ${ vars[generaltags__ma_orgname T}
On-Line Community at URL ${v neral T}

Removal Instructions
Please click here 1o remove yourself from future maifings. Thank you.

${vars[generaltags_ma_nameT

${vars["generaltags__ma_street 1]

${vars['generaltags__ma_stree! 27

S{vars['generaltags__ma_street 3T

${vars["generaltags__ma_city']}, ${ vars{"generaitags__ma_state']} ${ vars{’generalitags_ma_zip"}
${vars{"generaltags__ma_countryT}

$ivarsf ma i)

${vars{"generaltags__open_countT}

Fill in “Name this Content”
Then type your email content in the box above.

IMPORTANT: Your email message must be above the top gray line. Either delete the
line or begin typing above it. Your email text must be above the sentence: “This
message is being sent to you because of your affiliation ...”

| Preview HTML \ \ Import HTML ] ‘ Open file manager \ \ Create a conditional tag \ [Work with data tags \ \ Check links \ \ Copy HTML to text version

Default HTML Editor | About the editors Switch: [ -~ Select an HTML editor -- ¥| Go

[éd 25 B o:0 @ | B
EQA $:iO0=0 5

i Style ~ | Format ~ | Font v Size v i Ty~ O~

iElsouce | [ | ¢ ¥
IB 7 U me|x xS i=|i=

This message is being sent to you because of your affiliation with the ${.vars['generaltags__ma_orgname"J}
On-Line Community at URL ${.vars['generaltags _ma_orgurl'l

Removal Instructions
Please click here to remove yourself from future mailings. Thank you.

${.vars['generaltags__ma_name']}

${vars['generaltags__ma_street_1"]}

${.vars['generaltags__ma_street 2']}

${.vars['generaltags__ma_street 3'}

${.vars['generaltags__ma_city']}, ${.vars['generaltags__ma_state']} ${vars['generaltags__ma_zip'l}
${.vars['generaltags__ma_country"]}

${vars['generaltags _ma_urladdress"}

${.vars['generaltags__open_countJ}
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When you have completed your email message click on the last bar, “Copy HTML to
Text Version”

If you click on “Preview HTML” to see the email content
Then click on “Save Content” at the bottom of the page

NEXT

Click on the “Address & Assemble Email” tab

Email Marketing

Create & Manage Lists I Create & Manage Content I I Send & Schedule I Reports I
Address & Assemble Email

Address and assemble a new email |

Page10f9 | next | Gotopage:|1 ¥|

Manage existing emails: Displaying 1-20 of 168 items | Show all on one pa

Greenwich club announcements aascstaff Clubs Unknown Calculate Send test email Edit Duplicate Delete
Display Check spam rating

Greenwich email2 aascstaff Clubs Unknown Calculate Send test email Edit Duplicate Delete
Display Check spam rating

Greenwich Event aascstaff Clubs 163 Calculate Send test email Edit Duplicate Delete
Display Check spam rating

Christie presentation 09 zoebel43 Clubs 202 Cakulate Send test email Edit Duplicate Delete
Display Check spam rating

new email aascstaff Classes 61  Calulate Send test email Edit Duplicate Delete
Display Check spam rating

Click on the yellow bar that says “Address & Assemble New Email” and see the
following:

Create & Manage Lists I Create & Manage Content I l Send & Schedule I Reports |
Address & Assemble Email > Edit email details

Email details

Enter a name for this email which will be used for scheduling and reporting purposes. Email recipients will not see this name.

Email name: [

From: [ALas =l
From email address: |mgallagh@email smith.edu

Reply4o email address: [ mgallagh@email.smith.edu

To. [ More information

BCC email addresses: [ (Separate email addresses with commas)

Subject: [ More information

Email content and recipient list

Select email content: |'==~Select Content item -~ =l

Select recipient list: | ==~ Select List Item -—- |
Select type of email to send

@ HTML and text

¢ Textonly

Campaign & Categories

Available campaigns: Selected campaigns:

Select ——>
<-- Remove

Available categories: Selected categories:

Affinity Groups m Select ——>

Alumnae Association of Smith College

Classes Y
Clubs <-- Remove
News ) 4

‘You must select at least one category for this email.
‘You must enter in a name for this email

‘You must enter in a subject for this email.

You must enter in a To" value for this email.

Save this email
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Fill out boxes: “Email Name,” “From,” “To”, etc. Make sure that your email in the
“From Email Address” and the “Reply to Email Address” are correct

Fill out the box “To” with the name of the Club you are sending the email to.

Eg: “Hamphire County Club”

In the “Email Content and Recipient List” section go to the “Select Email Content”
drop-down menu. You will find your email there, listed as what you entered for “Email
Name”

Go to the “Select Recipient List” drop-down menu and select your recipient list, which
will be what you named your class or club list

In “Select Type of Email to Send” make sure “HTML and Text” are selected
In the “Campaigns & Categories” section, skip “Available Campaigns” and go to

“Available Categories.” Select either “Classes” or “Clubs” then click “Select.”
Click on “Save This Email”

NEXT

You will now be back at the “Address & Assemble” main page. Click on the “Send &
Schedule” tab

Create & Manage Lists l Create & Manage Content I Address & Assemble Email l l Reports l

Send & Schedule

mpaign: | <No campaign filter> ¥| Update page view

To schedule a broadcast, select a day from the calendar below.

Month Week Day Today Year

« January 2009 February 2009 March 2009 »
I I [
1 2 3 4 5 6 7

1955 Women in Business smithcollege99@gmail.com smithcollege99@gmail.com 1989
i i ¥ Scheduled job completed V' Scheduled job completed reunion

Secretaries email Cheryl

Ora and LA

SCC SF-Marin February
eNewsletter re-do with
1959 email w
F Ottt b mmmemimbnd ¥ Scheduled job completed

Click on the yellow bar “Send a Broadcast Email Right Now” and this box will appear:
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\vailable emails: Recurrence

test again m Does not recur ~|

the recurring optio

Valentine's Day 2009
Greenwich club announcements E(':f’ date
Greenwich email2 No End Date

Greenwich Event  |January  ~||1 ~[|2007 ~|

Christie presentation 09

new email d th to the scl

Reunion 2009 Announce

MN SmithiesFeb23 This email will be added to the schedule on:
MN Smithies 2/25/2009 at 12:01pm

February 2009 Newsletter-non-resident members Schedule this email now | Cancel |

Smith Club of NYC February 2009 Newsletter
college luncheon to North Shore

College Luncheon Boston

2/21/09 Tea

Reunion

rd all staff

Class of 2008

Rally Day Alumnae Announce 2

Rally Day Alumnae Announce

HARRIS TEST 2

Cultural Diversity Panel-non-resident
Cultural Diversity Panel

Harris Test 4
ALAS Miami v

Find your email in the list, highlight it, and, on the right-hand side, click on “Schedule
This Email Now”
A calendar of emails to be sent will appear:

6:00AM

6:30AM

7:00AM

7:30AM

9:00AM = Greenwich Event
v Scheduled job
completed
successfully
9:184M - 9:19 &M

9:30AM Greenwich club Greenwich
announcements email2
v Scheduled job ¥ Scheduled job
completed successfully completed
9:50 &M successfully
9:384M - 9:394M
10:00AM Reunion 2009
Announce
v Scheduled job
completed
successfully
10:094M - 10:13
AM
10:30AM
11:00AM Valentine's
2009
¥ Scheduled job
completed
successfully
11:234M - 11:24
AM
11:30AM
12:00PM HARRIS TEST 2
Broadcast
scheduled - NOT
APPROYED
12:01 PM
Approve

Find your email. Click on the red “Approve”
Your email will be sent.
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