PC E-mail Policy Upgrade

User Documentation: 04/30/2007

Introduction:

This user documentation is intended to assist managers and user in understanding the way PC handles automated Opt-In permission-based e-mail list management.  Please see the PC E-mail Policy documentation for full details of the policy.

For more successful delivery of e-mail to your intended recipients without being counted as spam, CER has implemented an industry standard policy of double opt-in permission from each e-mail address owner.  This document will take you step-by-step through the PC user’s role in the process.

Automated Mailing List Management:

1. New Mailing List Field.  A new Mailing List field has been added to the Profile, which is a totally automated dropdown box used to indicate the mailing list Opt-in status of the lead.  It cannot be changed manually.
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In order to send e-mail to your leads, they must give explicit permission by opting-in to the Mailing List.  PC starts each lead at the ‘unknown’ Mailing List subscription status and requires the lead to click on a link in the Mailing List Subscription Confirmation e-mail to subscribe.  


2. Automated Subscription E-mail.  Automation has been added to the E-mail Address field, which will send a Mailing List Subscription Confirmation when you save an e-mail address in the Profile.  This will also reset the Mailing List field to ‘unknown’ and the user must click OK to send the Mailing List Subscription Confirmation e-mail for the lead to opt-in.
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3. Sample Confirmation E-mail.  The following is an example of the E-mail List Subscription Confirmation e-mail:

[image: image3.png]From:  System Adminisrator [custserv@corp-ed.com]

To:  Aley Christmas
e

Subject:  RESPONSE REQUIRED: Confirm your request for information from Iowa Colege

Sent: Mon 4/30/2007 1:23PM

We received your request for information.

Before we begin sending you the information you requested,
e want to be certain we have your permission.

CONFIRM BY VISITING THE LINK BELOW:

https/swww.cerprospect.com/abe/processingform submit asp?form=Subscribe&leadid=6BRAPP4ALA

Click the lisk above to give us permission to send you
information. It's fast and casy! If you cannot click the
£l URL above, please copy and paste i nfo your web.
browser with no spaces in the URL and wait for the
confirmation message.

1f you do not want to subscribe, simply ignore this message.

Thank You,
Towa College

Towa College
123 W Meain St., Des Moines, IA 58294
1e1866-765-4321

£ax605-123-4367

(©) Towa College Al Rights Reserved.

You are receiving this email becanse you requested
information from Jowa College






When the lead clicks on the confirmation link of this e-mail, you will have 1) verification that the e-mail address is correct and 2) the owner’s permission to send e-mail communication from the school.  Both of these are required to maintain good status with all of the major e-mail providers, including the popular aol.com, yahoo.com, hotmail.com and others.

4. Mailing List Subscription Notice.  When the e-mail address owner clicks on the link given in the E-mail List Subscription Confirmation, the following message displays in the web browser:
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The owner of the lead will receive the following PM Note upon a successful Mailing List subscription:
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5. Disabled Recipient Field.  The Recipient field in the e-mail activity form has been disabled so that it cannot be changed manually.  The e-mail address can only be changed in the Profile.  This is to prevent the user from sending mail through PC without the lead’s permission.
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6. Sending E-mail Before Opt-in.  Before sending any e-mail through the e-mail activity form, PC will first check the status of the Mailing List subscription in the Profile.  If the Mailing List subscription status is ‘unknown’, the following message is displayed:
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If the user clicks OK, PC will schedule the e-mail as entered in the e-mail activity form and send the Mailing List Subscription Confirmation e-mail instead.  When the recipient clicks on the confirmation link contained in the e-mail, the owner of the lead will be notified with a PM Note.

You are then notified when the subscription confirmation is sent.
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7. Unsubscribe Message.  All e-mail sent through the e-mail activity form will have the following text appended to the bottom of the message with an unsubscribe link for ‘opt-out’:
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8. Sending E-mail After Opt-out.  If the Mailing List field is set to ‘opt-out’, you will receive the following message and you will not be able to send the e-mail:
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No e-mail will be sent through PC while the Mailing List field says ‘opt-out’, but the user may reset the e-mail address in the Profile, click OK to send the E-mail List Subscription Confirmation, and wait to receive a subscription confirmation PM Note, notifying the user that the lead has opted-in, before attempting to resend your e-mail.


9. Using the “Send To All” Button.  When attempting to send e-mail to multiple recipients using the “Send To All” button in the e-mail activity form, PC will 1) verify that each of the intended recipients has an e-mail address in the Profile and 2) check the Mailing List field to verify that each intended recipient has ‘opted-in’ before proceeding.  Any lead checked in the Search Results that does not meet this criteria will be unchecked and the confirmation message will indicate the number of validated recipients as shown:
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From:  (System Admiistrator) <custserv@corp-ed.com>
Subject: Towa College

test
Send Emaiz





Mailing List Confirmation





Thank you for confirming your e-mail address and joining the [Institution Name] mailing list.  Your college contact will be sending you valuable information about [Institution Name] in the near future through our electronic communication process.  





Best regards,





[Institution Name]











