WebCUR
ListServ

ListServ
Help Manual

MED>



WebCUR - ListServ Help Manual

WebCUR-ListServ Help Manual
Table of Contents

SYSEEIM OVEIVIEW ..ottt sttt st b et st e et e st e sbeebesaeesaeennesneenreas 2
(T ] Yo S =T (=T PSSR 2
SENA A LISt MESSAQE...cuiiiieiieie ettt sttt st e sbeetesaeesaeeneesneensens 4
SENA A WED PAQE..... ettt ettt e e nne s 5
Send A LISt INVITATIO N ..ottt s nre s 6
1Y Vg = Vo 1= I SO 7
Change List INfOrMation ..........couiiiii e e e e e e aeees 7
Change YOUI PASSWOIQ ......ciutuiiiiiiiiie ittt et et et e e e e e e e e naeees 8
MaIIING LISt OPLIONS ....cetieiii ettt et ettt e e e e e e ene e 8
SENAING OPLIONS ..ottt 10
GIOUP OPTIONS ...ttt ettt et et e e e et et e et e e 13
Manage SUDSCIIDEIS ... s 14
BV ettt ettt e an et e e e ans 14
o [ PP 14
ROV .. 15
] = 11 (oL S PP UPTP 16
BIACK LISt RUIES ... ettt et e e aeas 16
ManNage LiSt ATCRIVE ...ttt ens 17
VIBW ATCHIVE L.ttt e e e e e 17
o3 1Y @ o] 1T L 18
Y = Ta = Yo T @ 0 o 1 2SR 19
[ g T Y L TSIT- Vo = P 19
HTIML MBSSA0ES ..ivuitiiiitieieitee et ettt e e e e e e e et e et e e e et e et e e e e e aaeans 20
Create @ BACK LINK ....c.uiiii et 21
ManNage APPEATANCE.......ciiceeeieerreeeee e e s e e sr e sn e e e ssn e e nne e sreenneeannis 20
Edit TOMPIATE .ot e 21
SUBSCHIPtON FOrM HTML ..o 22



WebCUR - ListServ Help Manual

Overview
WebCUR's ListServ capabilities facilitate electronic based distribution lists. These mailing lists can focus

on any type of discussion, for example one list may be dedicated to discuss a particular subject or a list
can enable electronic discussion of a particular group or committee.

Getting Started

1. You will first need to login to the WebCUR System, using your Med-Media provided username and
password.

WebCUR ID: mm

Password: I****

2. Proceed to the toolbar at the top underneath the WebCUR banner. You should see a subtitle entitled
“Virtual Office”. Click on that and continue down to the dropdown portion of the menu and click on

“WebCUR ListServ”

Med-Media WebCUR EMSIDERID

Menu Bar for: Mad-Media Manager (Med-Media)

PCR Listing: Affiliate View [All)
Med-Media
Deste Range: DRZ3/2004 - 102802004

3. This page has all the available ListServ’s available to your individual login account. There are those
“Available Lists” that you are not subscribed to, and the “Lists Currently Subscribed”, which you are
subscribed to. If you want to subscribe or unsubscribe to a list, simply check the box for the particular
list, and then click on either the “Subscribe” or “Unsubscribe” buttons.

Available Lists {Not Subscribed):
Ta subscribe from a ks, check the sts below and press the “Subscrbe® bulon,

I peme ListSery (Ammiliste Listy [ pew unit (Amiliste Listy [ My Big Fat Greek Wedding (Affiliste List)
I swaB (affiliste List)

_ Subserie |
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Lists Currenthy Subscribed:
To ursudyscribos from & ks, check the Bsts below and prass the “Unsubsorbe” bthon,

I pEES| Public (Affiliste List)

Linssiecribe

If you simply want to manage the ListServ, click on that particular name. This is how and where you will
manage all things related to your particular ListServ.

4. The toolbar on the left are the available options to configure and manage your ListServ. Below is an
image and a brief description for all the options.

.. WebCUR ListServ

Send A List Message
Send & Weab Page
Send a List Invitation

Manage List

Change List Information
Change Your Passward
Mailing List Qptigns
Sending Options

Group Options

HManage Subscribers
Wiew

Add

Remove

Statistics

Black List Rules

Manage List Archive
WView Archive
archive Options

HManage Copy
E-mal Messagas
HTML Messages

Create a Back Link
HManage Appearance
Edit Ternplate
Subscription Formn HTML

Lok

Sign Into Another Lizt

Plugins

Send A List Message — This is where you send a list message out to
all users and enter the contents of the message

Send A Web Page- Enter and web address and it will then be sent
Send A List Invitation- Send an invitation to an email address to join

Manage List

Change List Information — Manage List Information, such as list name,
main email address, list description, privacy message, and address.
Change Your Password — Change current user password

Mailing List Options- Hide list, close list, validate emails option,
Subscribe and Unsubscribe Options, Emails, and Notifications
Sending Options- Outgoing email and batch email options

Group Options-

Manage Subscribers

View — View subscribers

Add — Add subscribers

Remove — Remove subscribers

Statistics — View statistics on subscribers

Black List Rules — Manage rules to disallow subscribers

Manage List Archive

View Archive — View list of all ListServ emails sent
Archive Options — Options for archiving ListServ contents

Manage Copy

Email Message — Customize email messages sent by the ListServ.
HTML Messages — Customize html messages sent by the ListServ.
Create a Back Link — Feature not available

Manage Appearance

Edit Template -
Subscription Form HTML -

Logout — Sign out of ListServ management
Sign Into Another List — Sign into another ListServ

Plugins — None Available



Send A List Message
Basic View

Subject- A user defined field which will be
the message header of the ListServ.

Format- A drop-down pick list where the
user can select between Plain Text, HTML,
Plain Text — HTML tags stripped, HTML —
plain text version will be created

Send Test Message To Owner — This will
only send the owner of the ListServ the
message as a test

Send List Message- This will send the
ListServ message to all users in the list

I'm sure — Check this to bypass
confirmation popup

Open in a new window — This will open
the ListServ message being sent in a new
window

Advanced View

WebCUR - ListServ Help Manual

Send a message to people subscribed to: PFESI

Public

Sdvanced...

Subject: [PFES] Public Message

Format: | Plain Text

|

Send Test Message To Owner

Il Send List Message |

[ I'tm sura.

- Cpean in & new window,

From- List message From email
name and address

Reply-To — Default email to reply to
Precedence — Select from List, Junk,
or Bulk

Basic...

From: |"LstSaw Demc” <demo@demo.com>

Reply-To: i"Ln stSary Demo” <dermnofdemo.com>

Priority — Highest to Lowest Precedence: [ W7

Subject — Subject of List Email
Attachmentl, etc — Add one to

multiple email attachments to the Attachment 1 |

ListServ email

Options —
HTML Version uses attached images
— Check this to attach images to

Priority: [List Servinn

Subject: 1L-s': Serving Zero Message

Options: [ HTHML Version uses attached images

B archive This message

[ Apply the fist bernplate to the HTML message

Eirowases.,

more gischmend Raids...

HTML email
Archlve This message — Check to Thasa hwe options are halpful if, for sorme reasan, your list mailing
archive was drepped mid sending - peu'lf be able fo pick up the maiing near

Apply the list template to the HTML
message — Check to apply list
template to HTML message

Start this mailing at this address or
Start this mailing at email number-
Use this option for dropped mailings

by entering the position to re-start the

whars @ was faff off

start this mailing at this address:
-ar-
start this mailling at email number:

send L

Send Test Message To Dwner ||

Send List Message




Send a Web Page
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Message Subject: Subject of the Web
Page ListServ message

Web Page Address (URL): This is the
web URL, or web page address, in
which you will be sending. The

ListServ then takes that page, and
creates that page, where it then sends
that out to your email list. As stated, its
advised to send a test message to
yourself (the owner) as sometimes the
page will not appear as it does in the
browser.

Advanced Options
(This option can be hidden or shown by clicking
on the Show/Hide Advanced Options)

Images at this location should:

a. Have their URLS changed to
absolute — images retrieved from URL
b. be embedded in the message itself
using the ‘Content-Location’ header —
images saved in message using
Content-Location

c. be embedded in the message itself,
using the 'Content-ID" header — images
saved in message using Content-ID

Restricted URL Information

The username, password, and proxy
fields are used for restricted sites and
must be entered for the web page to be
properly sent.

Plain Text Version — Used for cases
when a person on the list does not
have html compatible email — this is
what they would view.

Send & web page to your subzembers, Enter the cormplete URL
{including the http: ) of the wabpage you want to send out. It's wall
advised that you send a test massage befare comrmiitteng on & real hst
sending.

Mote: Mailing List Message email templates are not applied to
wiebpage messages, [t's advised that you put the necessary list
irformation, including unsubscription links, into the webpage tself,

Message Subject:

ILlst Gerving Zere Mmeiisge

web Page Address (URL):
||'-'-‘:tp:.-'r'

Show/Hide Advanced Options

Images at this = have their URLs changed to absolute
location should: T be embeded in the message itself,
using the 'Content-Locabon’ header

T be smbeded in the message itself,
using the 'Content-10° header

Restricted URL Information (optionall

uSername:
password:
Proxy:

Plain Text Yersion (optional, but recommended)

L4

| Send Test Message To Dwner || send List Message




Send a List Invitation
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Your Invitation List — This is
where you enter the email
addresses to send the
invitation. You can either hit
Enter after each name or
separate them by a comma.

Subject: - What the Subject
line will say in the Invitation list
email

Text Message — Contains the
form email that will be sent out
for the invitation. Note the
words such as [list_name],
which is simply the name of
the list - are called “tags” and
are used throughout in the
ListServ. (See Tag Table
below)

HTML Message — Contains
the form HTML message that
will be sent out for the
invitation. Again note the tags
that can be used.

Save these messages and
the subject for future
invitation messages — Check
this option to save this
template for future use.

Send an invitation email by pasting the addresses of people vou want
to mvite to your hist, and then woting an invitation message, Tour
invitation st will be dleaned of duplicate addresses, people who are
already subscribed to your ist, invalid e-mail addresses and any
black listed addresses.

Your Invitation Lisk:

El

vou can send the invitation message in plain text, HTHML, or both,
Type in your message m the appropriate text box, leaving either of
them blank if no mailing of that format is desired

Subject:
|F'FE5] Public [nvitstion

Text Message

Hello!
I wanted to tall you about my email list, [list_namea]:
[list_infa]

I thought you might be interastad in subseribing to it. If you
want to, just click this link:

[plain_list_subseribe_link]

This is a one-time mailing, you won't hear from us again, unless you
subscribe.

G

I7 Sawe these messages and the subject for future
invitation messages

- [list_owner_srnail] ll
HTHML Message
zpr<hsHallat2/bhx<fp= -
<p>] wanted to tell you about my email list, [list_name]:</p>
< blockguoks =
< p=[list_infal</p=
< /Blackguote >
<p>] thought you might be interested in subscnibing to it. If you
want o, just click <h=<a hrnrn-"[slnlr._h;t_i ubscribe_link]"
targatmaut share</as</he<fps
=

| Send Test Message To Owner |

Send Invite Message




Tag Table
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This Tag
[subscriber_email]
[list_name]
[list_info]
[list_privacy_policy]
[list_owner_email]

[list_admin_email]

[program_url]

The name of your list

The url of this script,
http://demo.webcur.com/webcur2/apps/ems/skins/demol/listserv/mail.cgi

Is Replaced With

The e-mail address of the subscriber

The description of your list
The privacy policy of your list
The list-owner's e-mail address

The list-administrator's e-mail address

Change List Information

Short name- This is used for technical
purposes

Name of List — Enter or edit default name of
list

Owner Email — This is used as the owner
email of the ListServ. This is used frequently
in the operation of the ListServ, as well as
the option of sending tests to this email
address.

List Administrator — This email address is
used for sending email errors to. By default
it sends it to the owner.

Description of Demo ListServ — A
description of the ListServ

Privacy Policy — Enter a privacy policy
explaining how email addresses will be used.

Physical Address — This is the physical
address associated with this mailing list.
This can be changed to your current location.

Clear/Save Changes — To clear all changes
and revert back, click on Clear Changes. To
Save changes click on Save Changes.

Tour list's short name i5: 2-F-Z-T00R6I 7369

what iz the name of your list?

[Z‘w':rno ListEery

‘What &-mail address carresponds b the List owner? Whan &-mails
arg sent, they sre sent using this address.

l:n.‘oe-t_i-z.g T, Lo

optional What e-mail address corresponds to the list
administrator?, All e-mail errors will be sent to this address,
instaad of the list owner. If left, blank, this job will be left to the
list awner, which might be just fine for you,

|_:n$-:-a.§.---..:.n:c-ru

Drescription of Damo ListSery
Thig is & dermo listzary ligk J

Please write a small privacy policy for your list. Some people don't
subseribe to lists because they fear their a-mail addresses will ba
used for spamming purposes.

Wae monitor our sersers to e
the exbent necessary to

mnzure that high standards

of maintenance are met We ﬂ

‘What 15 the physical sddrass sssocrated with thiz maihng hsty

Mad-Madia, Inc =]
6201 Grayson Rosd

.5 113

Haamishurg, Pa 17111 =]

[ Clear changes || Save Changes
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Change Password

After you have changed your password, you will need ta log back
This area allows you to change your iFikor this:tist's conbrol paned
ListServ password. Simply enter your

old password, then enter and re-enter the

new password.

Enter your old password!

Enbter your naw passwand:

Re-gnbar your new password:

| Clear Changes || Change Password |

Mailing List Options

General
LGeneral
Hide Your List - This list will not be shown on

the WebCUR ListServ main screen, have a [ e omer Lt

This list will mot be shown on the WebCUR ListServy main screen,

list page, or be shown anywhere else to
subscribe to. People will still be able to
subscribe/unsubscribe with the proper
information

Close Your List - No one will be allowed to
subscribe to this list, subscribers can only be
added via from the administration control
panel. People can still unsubscribe at any
time

Lookup Hostnames When Validating Email
Addresses- When an email address is
submitted to be validated, the domain of the
address will be checked for its existence.

Subscription Confirmations

Send Subscription Confirmation Emails -
Subscribers will have to reply to a
confirmation e-mail sent to their address.
STRONGLY recommended.

If submission for subscription
confirmation is successful, redirect to this
URL — Web site where user will be redirected
to after subscription is successful.

If submission for subscription
confirmation failed, redirect to this URL:-
Web site where user will be redirected to after
subscription is successful.

(Mailing List Options Continued)

have a list page, or be shown anywhere else to subscribe to.
People will still be able to subscribe/unsubscribe with the proper
inforrnation

Close Your List

o one will be allowed to subscribe to this list, subscnbers can only
be added via from the administration contral panel People can still
unsubscribe at any tima

Lookup Hostnames When Validating Email Addresses. (mix lookup)
When an smail address is submitted to be validated, the domain of
the address will be checked for its sxistance,

Subscription Confirmations

[# Send Subscription Confirmalion Emails (Double Opt-in)

Subseribars will have to reply to & confirmation e-rmail sent to their
address, STROMNGLY recommended.

[~ W submidzsion for subscription confirmation = spocessfvf, redirect to

this UEL:

|

|- I submission for subscriplion confirmation faifed, rediredt to this

L :

|
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Subscriptions

Receive Subscription Notices

Check to be notified every time someone
subscribes to your list with a short email.

Send Subscription Successful Emails

Check to enable to receive an email after a
person subscribes.

If a subscription is successful, redirect to
this URL: Check to enable and enter the
successful URL

If a subscription failed, redirect to this
URL: Check to enable and enter failed URL

Unsubscription Confirmations

Send Unsubscription Confirmation Emails
(Double Opt-Out) — Check to enable

If submission for unsubscription
confirmation is successful, redirect to this
URL - Check to enable and enter successful
URL

If submission for unsubscription

confirmation failed, redirect to this URL —
Check to enable and enter unsuccessful URL

Unsubscriptions

Receive Unsubscription Notices

Check to be notified every time someone
unsubscribes to your list with a short e-mail

Send Unsubscription Successful Emails
Check to receive an email after a person
unsubscribes.

If an unsubscription is successful, redirect
to this URL: Check to enable and enter
successful email

If an unsubscription failed, redirect to this
URL: Check to enable and enter failed URL

Subscriptions

[.,7 Receive Subscription Hotices
Be notified every me someone subscribas to your list with a short
amnail,

v Hend Subscription Suctessiul Emalls
After a person subscribes, an email will be sent to announce the
subscrnipbion.

I- i a subscription is seccessfa, redirect 1o this URL:

[ Wasubscriplion fadfed, redirect 1o this URL:

Unsubscription Confirmations

[T Send Unsubscription Confirmation Emails Mouble Opt-Out)

[~ W submission for unsubscription confirmation is seccessfed, redirect
to this URL:

[T N submission for unsubscription confirmation failed, redirect 1o this
URRL:

Unsubscription Confirmations

[T Send Unsubseription Confirmation Emails (Double Opl-Ouwl)

[~ W giubmission fer unsubseription confir mation is srccaslel, fedirect
10 this URL:

[ W submission for unsubscription confirmation faifed, redirect to this
L

|

Unsubscriptions

¥ Recaive Unsubscription Hotices
Be notified every bime someone unsubscribes to your list with a
short e-mail

[ Send Unsubscription Successful Emails
After & parson unsubscribes, an amail will be sent to announce the
unsubseripbon.

[~ W an ungubseription e srecessfnl, redireet to this URL:

[~ Wanunsubscription faifed, redirect to this URL:
|

| clear Changes ||  Sawve List Options |




Sending Options
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It is strongly recommended that you contact
your system administrator and Med-Media
before changing any of the Sending Options
SMTP settings.

Send E-mail Using SMTP — Check this to
send all e-mail from WebCUR ListServ using a
straight SMTP connection instead of through a
mail program such as sendmail. See the next
section for SMTP settings.

Enable Batch Sending You must enable
batch sending for batch sending to start
working (check to enable). Lists under 100
people may not need it at all. Below choose
the number of messages to be sent out every x
amount of seconds.

Receive Batch Confirmations Check to
receive notices by e-mail every time a batch is
complete. You'll be told what batch WebCUR
ListServ is on and how many people have
received your message so far.

Receive Finishing Message Receive notice
by e-mail when WebCUR ListServ has sent all
your list messages.

Click on Advanced to see further batch options
(see following section after SMTP settings for
further options).

WebCUR ListSery iz able to send s bulk mailings in “batehas®,
allowing you, to sénd to & l:alrl'r large st without browser bmeouts,
ar your mal program, complaming sbout beo many messsges bamg
sent sk ance.

WebCUR ListSery will send as many individual messages as you
specify,, After that mailing is over it will wait the amount of time you
set before it sends out its next batch., This pattern will repeat until all
subscribers receive a copy of your message.

|_ Send E-maidl Using SMTP send all &-mail fraom WebCUR ListServ
uging a straight SMTP connection instead of through & mail
program such &g sendmail.

SMTP settings...

[~ Emable Batch Sending vou must enable batch sending for batch
sending bo start working . Lisks under 100 people may not need it at
all.

Send |1 '| Messages
E'-r:rrl! ;I [FEI."C'""]:Id

[ Recsiwva Baleh Confirmations Receive noticas by a-mail every time
a batch is complete. You'll be told what babch WebCUR ListSery is
on and how many people have received your message so far.

[ Receive Finishing Message Receive notice by e-mail when
WebCUR ListSery has sant all your st messages.

Advanced ...

|  clear Changes || Save Sending Options |

-10 -
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SMTP Settings

It is strongly recommended that you contact
your system administrator and Med-Media
before changing any of the Sending Options
SMTP settings.

SMTP Server- The server name or IP address
of the SMTP server

Port - The port of the SMTP server

Connection Tries - Number of times it tries
connecting to the SMTP server before quitting.

Use SMTP Authentication (SASL) — Check to
enable and then enter username and password
to authenticate to SMTP server.

Use POP before SMTP Authentication —
Check to enable this option. Then enter POP3
server name or IP address, then enter the
username and password.

Click on the Test POP-before-SMTP settings
button once to test the entered settings.

Set the Sender of SMTP mailings to the list
administration email address

Check to enable this which will ultimately set
the 'Return-Path' email header to the list
administration email address
(webmaster@med-media.com), and bounced
messages will return to that address.

Otherwise, they will go to the list owner.

SMTP Server: |
|2'S

Connection Tries: IS_

Paort:

T Use SMTP Authentication (SASL)

USEEFNamee: I

passwond: |

F Use POP-before-SMTP Authentication
A connection to your POP Server will be crested before any mail
will be sent, This can suthenticate your autgaing mail requests, if
your SMTP carver ptec POP-bafore-SMTP or your SMTP sarver
dags not use SASL,

FPOP-before-SMTP Authentication will require your usermame and
password for your POP3 Account:

POPS server: |

POPS username: |

POP3 password: |

| Test POP-before-SMTP settings

I Setthe Sender of SMTP mailings to the list administration email
address
This will ultimataly set the 'Return-Path’ email header to the list
administration ermail address SSSsslmed-rmeadia.com), and
bounced messages will raturn o Trar address, Otherwise, they will
go to the list owner,

[ clear Changes || Save Changes |

Default Precedence of Bulk

liat
Mailings i -
Default Priority of Bulk
Mailings ¥ Ir.ornul -
:::’::::!Eharﬂcttr aat uf I Fﬂglll:h ! il‘l':l I1e-B85%-1 d
Default PlainText Message Ih
Encoding
Default HTHML Message Ih
Encoding
P content Typeof [t =]
[ Send all s-mails with only the address in the “To* and "From*

mesgdage headers

Some SMTP servers get confused when "Ta:" and "From:' mail
headers contain both the address and name

{example: “John Smith® <johm@smith.com>)

all messages sent will only contain the actual address
{example: johnd@smith.com)

FF  Print iet-specific headers in all ist emails
List-specsfic headers store information on how toe subscribe and
unsubscribe from a list, as well as other list specific
information, in the header of the email. It is highly advised
to take advantage of these headers.

™ Addthe Sendmall *r flag when sending messages,

-11 -
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Advanced Sending Options —

It is not recommended changing any of these
settings, unless you are sure of what you are
doing, or else contact Med-Media before
proceeding.

Default Precedence of Bulk Mailings - Select
precedence for Bulk Mailings from the drop-
down list

Default Priority of Bulk Mailings - Select
priority for Bulk Mailings from the drop-down
list

Default Character Set of Mailings — Select
character set of mailings from the drop-down
list.

Default PlainText Message Encoding -
Select plain text encoding of mailings from the
drop-down list.

Default HTML Message Encoding - Select
HTML message encoding of mailings from the
drop-down list.

Default Content Type of Mailings - Select
content type of mailings from the drop-down
list.

Send all e-mails with only the address in the
'To" and 'From' message headers — Check to
enable this feature

Print list-specific headers in all list emails —
Check to enable this feature

Add the Sendmail '-f' flag when sending
messages, using /usr/sbin/sendmail - Check
to enable this feature

Print the 'Errors-To' header in all list emails
- Check to enable this feature

Print the 'Return-Path header in all list
emails — Check to enable this feature

Use the Habeas Warrant Mark - Check to
enable this feature

Default Precedence of Bulk

Mailings

Default Priority of Bulk ’—_l

Ma“'“q’ F morrmial -

:::::::::h““t" Siet of [englizh (an) ise-8855-1 =]
Default PlainText Message [Fex =

Encading :

Default HTML Message Ih

Encoding

::‘:’::::untent Type of m

FF  Send all a-malls with onby the address in the ‘To" and “From®

UE L] L

message headers

Some SMTP servers get confused when "Ta:" and From:' mail
headers contain both the address and name

{example: "John Smith® <johmé@smith.com=)

All messages sent will only contain the actual address
{example: johnd@smith.com)

Print hst-specilic headers i all st emails

List-specific headers store information on how to subscribe and
unsubscrbe from a list, a5 well a5 other list specific
information, in the header of the email. It is highly advised
to take advantage of these headers.

Add the Sendmail *-7 flag when sanding messages,

uEing arsrsbinseadmaly

Sometimes the Return-Path header, useful when dealing with
bownced emails, will not get set correctly. To fix this, messages
will be sent with the '-f' flag and the admin emal:

|fusr/sbind/sendmail -t -f mkatz@med-media,com

Prird the "Errors-To" header in all list emails

The 'Errors-Ta' header is used to tell mail servers whare to
direct & message when an error in delivery occurs, This header
has been deprecated

Prin the Return-Path header in ol list emails

The 'Return-Path’ header works ruch hke setting the °-F flag.
Alternstives to Sendmail (ke Qmail) allow you to use the
Return-Path hesder,

Use the Hateeas Warrant Mark

Warningl:lse of the Habeas Watar Mark musk be n
accordance with a license from Habeas (sme
hitp:wvwew hisbeas com for details).

"Habeas SWE" is or is part of a trademark of Habeas, Inc.,
3045 Park Blvd., Palo Alto, CA 94306

Clear Changes ||

Save Changes

-12 -
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Make Your List a Group List

Check to allow everyone subscribed to
your list can send to emails to everyone
else on your list.

Allow Variable Interpolation In Group
Mailings

Check to enable this feature. Variable
Interpolation means that pseudo tags like
this: [program_url] will be changed to
what they really are

Only Allow Plain Text Messages To Be
Sent From Group Members

Check to enable the ability so that only e-
mails seen as being plain text (no HTML)
will be allowed to post to the group

Add the list name to the subject of
group mailings

Check to enable so that the list
messages will be sent out with the list
name at the beginning of the message,
surrounded by brackets. This helps
subscribers with identifying an e-mail
message that originates from your list.

Automatically have replies to
messages directed to the group

Check to enable. A 'Reply-To' header
will be added to group list mailings that
will direct replys to list messages back to
the list.

Send Posters Their Own Message
Check to enable. People who post
messages to the list will receive their own
email messages.

Tou can use the dada_send.pl to send e-mails using your mail
reader, such as Outlook or Eudora. dada_send.pl can also be vsed to
set up group lists, where everyone on your list will be able to send to
everyane else on your list, using a special address

Pleasa be sure that dada_send.pl is properly installad before you use
it

T Make Your List a Group List
Everyone subscnbed to your st can send to e-mails to everyone else on
your list,

™ Alow Variable Interpolation In Group Mailings
Wariable Interpolation means that pseude tags like this: [program_ur] will
be changed to what they really are
(hitpffdemo webour comfwebour/apps/ems/skins/demo/istserv/mail .cgi)

I Ondy Allow Plain Text Messages To Be Sent From Group Members
Cnly e-mails seen a5 being plain text (no HTHML) will be allowed to post to
the group

7 Addthe liet name to the subjeet of group mailings
List messages will be sent out with the Bsk name at the beginning of the
message, surrounded by brackets, This helps subscribers with identifying
an ¢-mail message that originates from your list,

F Automatically have repies to messages diracted to the group
& 'Reply-To" header will be added to group st mailings that will direct
replys to list messages back to the fist,

F Send Posters Their Own Message
People who post messages to the list will receive their own email
mEssapes.

| clear changes || Save Changes |
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Manage Subscribers

View

Subscribers 1 to 2 Total number of subscribars: 2 add...

This area displays all of the current
subscribers to the ListServ. You can Email -
check all of the names in the list, or | |
uncheck all by clicking on the links.

@med-media.com

I demo@med-media.com

Unsubscribe Checked Emails- After
checking selected email addresses, you
can then click on Unsubscribe Checked
E-mails to remove the selected email
addresses. JJ

Search Addresses — Enter a specific
email address and then enter click on
Search Addresses to find a specific email
address

check all 1; uncheck all

Unsubscribe Checked E-mails

Open List in New Window — This will
open a new window in which the list will
show up in text format

Search List For a Particular Address:
[ Search Addresses |

Send list to List Owner — This will send
a text file of all list subscribers to the List
owner

[ Open List in New Window ] | Send list to List Owner ]

¥iew Options...

View Options — This will open up a new
screen which allows the number of
subscribers at one time

Shaw | 100 '-'I subscnbears at one bime

| cClear Changes || Sawve Changes

< View Subscriptron List

Add

To add email addresses to the ListServ,
enter each name and then either separate it
by a comma, or hit the Enter key (carriage
return). Then click on “Submit E-mail List”".

Skip Confirmation Screen — After clicking
on “Submit E-mail List”, by default it will then
proceed to take you to a confirmation screen.
If you would like to bypass this screen, check
“Skip Confirmation Screen”.

Alternatively, there is the ability to import
from a file containing the email addresses
that you would like to be added to the list.
The file should be in a comma separated
values format (.csv) or be separated by a
carriage return. Click on Browse... to select
the file. For more information please contact
Med-Media.

To Add e-mails, enter the addresses below, seperated by spaces,

commas or carriage returns., Extemely large hists added {over
1000 addresses) may take a minute or two to process, so please
exercise patience.

=
X

[T Skip Confirmation Screen

Alternatively, import from a file containing the amail addresses
would lilke to be added to the list

Brovess...

| Submit E-mail List |
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Remove
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To delete an e-mail address, enter it into
Your Delete List. You can also pick the e-
mail from Your Subscription List (if
available). Scroll through the e-mail
addresses, select it and press Copy to
Delete List>> . After you are finished,
press Submit E-mail List. By pressing
Re-Enter E-mail List, this will clear
everything currently under the Your
“Delete List” box.

Alternatively, you can remove email
addresses by using a file containing the
email addresses you would like to be
removed to the list. The file should be in
a comma separated values format (.csv)
or be separated by a carriage return.
Click on Browse... to select the file. For
more information please contact Med-
Media.

Search Addresses - Enter a specific
email address and then enter click on
Search Addresses to find a specific email
address. If it finds the email address,
you can then delete the address by
checking the name and clicking on
“Delete Checked”

To delete an &-mail, entar it into Your Delete Listvou can also
pick the &-rail from Your Subscription List (if available). Seroll
thraugh the e-mail addresses, select it and press Eopy to Delets!
LSS after you are finished, precs Submit E=mail List

Your Subscription List Your Delete List

@rned-media.com a
demof@med-rmedis com

[ Copy to Delete List > |

Alternatively, use a fila containing the email addresses you would
like to be removed bo the list,

]

[ Re-Enter E-miail List 1

Submit E-mall List |

wou can alsa search for the address ;uursel‘l:. and delate the rasults
of your search

Search List For a Particular Address:
[ | Search Addresses |
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Subscriber Statistics

Subscriber Statistics can be used to break E-mail addresses sorted by Top Level Domains, click on the
down the different email addresses and the | Frelar demaim to view the list of e-mails fram that top level

X N X domain

ISP’s or popular email services and their use

in the current ListServ. BRI [Rumber_ [Percent
biz 11 0.00%

If you wanted to see all the addresses with a — ; ;':'u”d:f%

.com you could click on .com and it will show S o o 00

you all those addresses. The same for the info [ 0.00%

ISP’s or services of emails. You can view all L] o 0.00%

the AOL, Yahoo, Hotmalil, etc services. gal g 0.00%
nu 0 0,00
aryg 1t 0.00%
us 0 0.00%
Crther 1t 0. 00%

E-mail address sorted by popular E-matl or ISP Services, chok on
& service to see the list of a-mails from that particular service

AOL 0 0,00%
Complierve i) 0, 00%
Excite Mail 0 0,00 %
Habrm ail L] 0.00%
Mag 0 0,00 %
MSHN 0 0.00%
PO Box 0 0,00 %
Prodigy 1] 0.00%
Tahoa! L 0,00
Crther 2 100.00%

Black List Rules

A black list is like a set of rules that say who A black list is ike a set of rules that say who cannot subsenbe

cannot subscribe to your list. You can disallow a WOUREL Y Gt ed R 0K i) 0 AT A A By aiking 1
. . . R e-mail address (youdyours.com) bo the black list.

single e-mail address by adding that e-mail

address (you@yours.com) to the black list. In fou can also use the black list to match a part of an &-mail
order to activate the black list, click on turn on address, adding '.com’ to the black list will disallow anyone thy
black list. After doing this, it should say “Black has ".com’ in their e-mail addrsss.

List Rules are inactive”. Then to add an email

address to the black list, simply type in the emalil Black List Rules are inactive |  turn on black list |

address, and then click on Add. If you want to
remove an email address, check the name(s) and

then click on Delete Checked. Your Black List [ eicts checked |

You can also use the black list to match a part of check all :: uncheck all | [
an email address, adding '.com' to the black list
will disallow anyone that has '.com' in their email

address. Black List Options
Black List Options [T Move e-mall addresses that have just been ueubscribed 10 the blac
Move e-mail addresses that have just been Allow past subscribars b subscrie again, #ven thiugh they e b
unsubscribed to the black list — Check to enable ™ tstea

[T ASow sdministration bo subscribe biack Ested e-mal sddresses
Allow past subscribers to subscribe again, even | [~ Fzarchanges || Save Changes |

though they are black listed — Check to enable

Allow administration to subscribe black Isted e
mail addresses — Check to enable
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View Archive
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View Archive allows the user to view all
messages sent out to the ListServ users.
To view the message sent out, click on
the link.

Delete Checked — Check all messages
you want to delete then click on the
Delete Checked button.

New Archived Message... - Click on
this to archive a message, which it will
then take you to a new page. On the
new page it will display a date picker.
Select the date and time, type in a
Subject, and then type in the Message.
Then choose an option in the “Treat this
message as: “ drop down list and then
click on “Create New Archived
Message”

Hers i the list of the archived messages for List Serving Zero. To
delete an entry, check it and press "Delete Checked”

1. [ ust Serving 2ero message
Send October Z6th, 2004

2. I List Serving Zero message

Sant Octobar 288h, 2004

3. [T ust Serving Zero Message
Send October 228h, 2004

4. [ List Serving Zero message
Sent Octobar 29th, 2004

g, [ List Serving #Fero Message
Sand Novembar 138, 2004

check all ;; uncheck all

| Hew Archived Message...

Date:

I =/ =slassoz]-Jo =l:]o0 =]: [0 =]

g ubj-l:ct:

Message:

Treat this message as: [text'plain =

| Clear Changes || Create Mew Archived Message
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Archive Options

Archive Your Messages [# Archive Your Messages

Check to enable any messages already Any messages already archived will still be available to your
. . . . L7, wisitors

archived will still be available to your visitors

F Display Your Archives

Messages will still be archived unless you choose not to abovel

Dlsplay Your Archives archived messages will still be viewable in your control pansl

Check to enable so that messages will still be _ )
archived unless you choose not to above. Fg: POCESUDMEIIMION PO the iy chige Pages

Archived ill still b . ble i A subseription form will be added with the name of the list and
rcnived messages wi sti € viewaple In the deseription of list at the batbomn of every archive page.
your control panel

¥ Add a Search Form to the Archive Pages
Allow your visitors to sasily search through your list's archived

Add a Subscription Form to the Archive

Pag es |"' Add a "send this archive 1o a frbend™ Torm

Check to enable so that a subscription form Wisitors will ba able to send archived messages they find
interesting ta frisnd

will be added with the name of the list and prersshng o Tnend

the description of list at the bottom of every

. Advanced.
archive page.

Add a Search Form to the Archive Pages [ clear changes || Change Archive Dptions |
Check to enable to allow your visitors to
easily search through your list's archives.

F Show arehive messsges until the m e Ehgnalure
Archived messages will be displayed until double dashes ('--")

Add a "send this archive to a friend" form are reached in the misssage. This is a popular convention to

Check to enable the ability so users of the clue systems that work with s-mail as to where the message
ListServ will be able to send archived ko b -t ignatre g insi
messages they find interesting to friends. Sort Your Archives In:
' Chronological Order
Advanced Options & Reverse Chronological Order

Show archive messages until the
message signature — Check to enable
Archived messages will be displayed until
double dashes (--), are reached in the
message. This is a popular convention to
clue systems that work with e-mail as to
where the message stops and the signature
begins_ Show the archived message index

Wlthl!g "'I links &t & time

¢ Publish your archives index in B5S
The archive RSS it located hers,

Show Archive Dates With The:
M Day (wednezday)

¥ Morih (Septermien)

¥ vear (2000)

I Hour and Mirate (9:30)
-

Sort Your Archives In: Choose either
Chronological Order or Reverse
Chronological Order for display purposes

Basi
Show Archive Dates with The: Choose e
Day, Month, Year, Hour/Minute, and
Seconds | clear changes || Change Archive Options |

Publish your archives index in RSS —
Check to enable this feature
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You can customize many of the e-mail messages
WebCUR ListServ sends. WebCUR ListServ
uses 'Pseudo Tags' to represent data that may
change regularly. Use the Pseudo tags to
represent Information like subscription or
unsubscription links or your list name. The entire
list of available tags is in the table after the
conclusion of this section. Make changes as
needed and then click on the Save All Changes
button. Clear All Changes will clear all changes
made since entering this screen.

Subscription Confirmation E-Mail:
This e-mail is sent when someone requests to be
subscribed to your list.

Unsubscription Confirmation E-Mail:
This e-mail is sent when someone requests to be
unsubscribed to your list

Subscription Successful E-Mail Message:
This e-mail is sent after the confirmation e-mail
and the person replies to the confirmation.

Unsubscription Successful E-Mail Message:
This e-mail is sent after someone unsubscribes
from your list.

Mailing List Message (Text Version):

This is the mailing list message (Text Version).
The bottom of the e-mail should at least provide
how to unsubscribe from the Mailing List.

Mailing List Message (HTML Version):
This is the mailing list message (HTML version).
The bottom of the e-mail should at least provide
how to unsubscribe from the Mailing List.

Not Allowed to Post Message:
People who are not allowed to post to the list wil
receive this message.

Send Archived Message to a Friend (Text
Version): Message sent to a Friend text version

Send Archived Message to a Friend (HTML
Version): Message sent to a Friend in HTML
version

Tou can customnize many of the &-mail mescages WebCUR List
sends. WebCUR ListSery uses "Pseudo Tags' to reprasent data
rriay change regularly. Use the Pzuedo tags to reprazent Inforn
like subseriptionfunsubscription links or your list narme, The an
af available tags iz at the and of this page.

Subzcription Confirmation E-Mail: I
This e-mail 15 $ent when somecne requests to be subscribed to

lesk

Thiz message has to be sent to you &3 the final
step o confirm your
email list subscnption for the following list:

[lest_name]

To confirm this subscription, please follow the
below LRL:

=

<[list_subseribe_link]>

[ Clear All Changes ] Save All Changes |

Unsubscription Confirmation E-Mail:
This e-meail is sent when someone requasts to be unsubscribed

your list
3

This message has to be sent to you as the final
step to confirm youwr
amail *rermaoval® for the following hat:

[list_nama]

To confirrs thie subseriptian, plesse followe the
beelow LRL:

=

<[list_unsubscnbe_link]=

[ Clear All Changes || Save All Changes |
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This Tag
[subscriber_email]
[list_name]
[list_info]
[list_privacy_policy]
[list_owner_email]
[list_admin_email]

The url of this script,
[program_url]

HTML Messages

The name of your list

WebCUR - ListServ Help Manual

Is Replaced With

The e-mail address of the subscriber

The description of your list
The privacy policy of your list
The list-owner's e-mail address

The list-administrator's e-mail address

http://demo.webcur.com/webcur2/apps/ems/skins/demol/listserv/mail.cgi

You can customize many of the HTML
screens WebCUR ListServ produces.
WebCUR ListServ uses 'Pseudo Tags' to
represent data that may change regularly
(see table above).

Subscription Confirmation Screen:
This text is shown after someone enters
their e-mail address to subscribe to your
list

Subscription Successful Screen:
This text is shown after the subscriber
clicks on the confirmation e-mail’s
subscription link

Unsubscription Confirmation Screen:
This text is shown after someone enters
their e-mail address to unsubscribe to
your list

Unsubscription Successful Screen:
This text is shown after someone
unsubscribes

You can custornize many of the HTML screens WebZUR ListSery
produces. WebCUR ListServ uses 'Pseudo Tags' to represent data
that may change regularly.

Subscription Confirmation Screen:
This text is shown after sormeone enters their e-mail address to
subscribe to your list

chi>Please confirm your mailing list -
subsernphian< /M3

<p=#n email message has been sent to the
fallowing addrass:</p>

<blockquote »
[ 3

<gtrongs ;I

| clear all Changes ||  Sawe all Changes |

Unsubscription Confirmation Screen:
This text is shown after sormeones anters their e-mail address to
unsubseribe to your list

<h3=Please confirm your mailing list -
unsubscrption</hi>

<px»an amail massage has been sent to the
following address:</p>

< blockquote =
<p>

< shrong = ;I
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Create Back Link
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Enter Your Website's Name and its Web
Address to create a back link in pages
presented to your visitors, then click on
Change Back Link. Both the Site Name
and Site URL are needed to make the
link. Just leave both text fields blank to
remove the link.

Enter Your Website's Name and its Web Address to create a back
lenk in pages prasanted to your wigitors. Both the Site Name and
Site URL are neaded to make the link. Just leave both text fialds
blank tx remove the link,

Site Nama:

Mad-Media

Site Address: (hitp:A)

hitpsfwww, rmad-me

| clear Changes || cChange Back Link |

Manage Appearance
Edit Template

WebCUR ListServ uses 'pseudo tags' to
format its information on a webpage.
These tags are replaced with the
information they represent when shown
to your visitors. The pseudo tags
available are at the bottom of this
screen.

There is also the alternative of using
another URL as the template. Simply
select Use this URL as the template
and then enter the URL of that page
underneath. Then you can Preview the
Template in another window, Change
Template and save changes, Clear
Changes to any changes made, or
Revert to Default, which goes to the
default settings.

It is recommended knowing HTML and
CSS (Cascade Styling Sheets) before
changing any of this information.

WebCUR ListSery uses ‘psuedo tags” to format its information on a
webpage. These tags are replacad with the information they
repredent when shown to your visitors, The piusdo tags available are
&t the botbam of this serean.

= Use This Information For The Template:

-
<1-- start header -->
< |-- Dada Mail 15 Copyrght 1999 - 2004 Justh Siman --
< 1-- hittpefdadarmail.arg --=

< html >
<haad>
<title=[messages]</ttla>

< abyle s

" -

Bady {.'-u mt-farmily -vardans, aral:-fant-size: 11p 1}

p{fort-family :verdana,arial;font-size: 11px;line-height: 125%:}
td{font-farmily:verdana,arial;font-size: 11px}

p title{font-farmily :arial; font-weight: bold;font- size: 16px font- ﬂ

7 Use this URL a% the template:

| Preview Template || Change Template |

[ cClear Changes ||

This Tag Is Replaced With
Instructions, warnings and general information.
[dada] this tag is needed think of this tag as the
content of your webpage.
[message] A brief header describing what the message
9 on the screen is about
[version] Shows the version of the script
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The Subscription Form is the

HTML form placed on your website
so that users may signup. You
may change what the signup form
will look like by typing what you
want in the text boxes below. Click
set to change the code in the main
text box, click preview to see what
it will look like.

Form Field Size — Select small,
medium or large.

Form Field Label — Enter the
name of the Form Field Label

Put Subscription Unsubscription
Radio Buttons? — Select either no
or yes to display radio buttons

Button Label — Enter the name of
the button to be displayed on the
subscription form

Preview HTML — This will open a
new window in which the new
Subscription Form HTML will show
up.

fau may change what the signup form will look like by typing what
you want in the text boxes below. Click "s&t” ta th-ﬂm;u: the code in
the main text box, chick preview to see what it will loak like.

Fm¢d|um 'II
ermail addrass

Put Subscription Unsubscription Radio m’ IEI
fiG =

Buttons?

Button Label

Form Field Size
Form Field Label

Copy the code in the text box and add it to any page on your sibe,

g -
pctiorn="kttp:fdema. wabiur. comfwebeurds §
ppsfemifiking/dermallistiery/ mail. cgi”=

cinput typa="hidden® nama="fHavor®
walue="tubroribe’ >

cinput bype="hidden” narme="ligt"
valug="I-3-Z-L0GRGLTIGH >

Cinput typa=Tbext” narme="amail”
walue="email sddrezs”
onfocus="thiz.value=";raturm falte;">

<input typa &"gubmi™ vilug="Submit™=

o P :J

| Preview HTHML Ftwrll apen & new window)
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