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Creating the Email Message

After logging into Maestro, the first thing you'll want to do is create a new Mail Job.
You can do this by right-clicking on the Mail Jobs heading on the left-hand side, and

selecting New Standard Mail Job...
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Creating the Email Message

Once you have assigned the job a title, you will now see the steps required to create
the email message. Click on Define Recipients to get started.

To complete a job, you need to execute the steps below.
Some steps are dependent on other steps and must be completed in sequence.

J |
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. Delivery *.  Delivery
‘ Ly e X [ “¥ settings 0 }
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Define the Recipients for Your Email

Maestro allows you to send an email through a number of different channels, from a
ListServ list to a database query.

Options
Use Existing Recipients
=5 Send to a Recipient Target Group
[g+ Send to a List or Dataset in the Subscriber Warehouse
| % Send to a Classic LISTSERV List

Define New Recipients
. @ Upload Recipients
[4 Select Recipients from a Database or LDAP Directory
L;g'r Let LISTSERV Select Recipients from a Database or LDAP Directory

Advanced Options
4 Determine Recipients Based on the Reaction on a Previous Job
h_jl Copy Recipients Definition from Job:

-- Select -- ¥
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Define the Recipients for Your Email

« The most common sending options used at the University are:

« Send to a List or Dataset in the Subscriber Warehouse -
choose this option if your Maestro configuration sends to an
LDAP list or a list stored within Maestro that you maintain

« Send to a Classic LISTSERV List — choose this option if your
Maestro configuration sends to an existing LISTSERV list

 Upload Recipients — choose this option if you plan on
uploading a CSV file with recipient information.

* You can also Determine Recipients Based on the Reaction on a
Previous Job, including whether they opened the email or clicked
on a specific link.

* You can also choose to Copy the Recipients Definition from a
previous email campaign.
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Sending to an LDAP List

* |If you selected Send to a List or Dataset in the Subscriber _
Warehouse, click Next and you will see the option to select your list

Recipienis Source: Send to Subscriber List or Dataset

Select the subscriber list or dataset to retrieve your recipients from.

(g Subscriber Datasets List or Dataset Details
4 [ LDAP Test

4 7| LDAP Test
& All List Subscribers Description: LDAP Test List
&% Advanced Recipient 5&I£2]5n
I | @e Subscriber List Test

MName: LOAP Test

Selected Segment: =Moo Segment Selected =

Segment Condition: all active list subscribers

Click down to the lowest level in the list hierarchy and select All List
Subscribers. From here, you can click Next, and make any changes
needed under Advanced Settings. Click Finish on the Summary page
when you are done to advance o the next step.
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Sending to a LISTSERYV List

If you selected Send to a Classic LISTSERYV List, click Next and you
will be prompted to select the LISTSERV List you wish to send to:

Recipienis Source: Send to Classic LISTSERV List
Information about the currently selected LISTSERV list.

List Mame: MAESTRO-TEST (testing for maestro) ¥ %

Send job as standard list message to list subscribers
(Mo mail merging and bounce reporting possible, only "blind" tracking possible.)

#» Send job as special list message
(Mo bounce reporting possible. Mail merging and “personal”, "unique” and “blind” tracking possible. Standard list
behavior, like archiving and digesting does not apply.)

CCS must enable Maestro to send to your LISTSERV list, so if you do
not see your list here, please contact [THelp@uoguelph.ca. Click
Next, and choose any additional settings under Source and
Recipient Details. Once you are finished, click Finish to advance to
the next step.
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Sending to an Uploaded List

If you selected Upload Recipients, click Next and you will be
prompted to upload a file:

Source

Information about the recipients source file.
Recipients File

Uploaded File: nio file selected

Select a recipients file

Your upload file must contain one column with email addresses in it,
but does not require any other information in order to send. Once
you have uploaded your file, click Next until you reach the Summary
page, and click Finish to advance to the next step.
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Defining the Email Message

Now that the recipients for your message have been defined, it's time to click on
Define Message to start creating your email.

To complete a job, you need to execute the steps below.
Some steps are dependent on other steps and must be completed in sequence.

4 d

Define Define
'ig' Recipients v { f Messajﬁ] @' }
== Define - Define
I Trackin X [ 0 Sender t }
. Delivery . Delivery
‘ S | Test X ['4-"-_' Settings @}
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Defining the Email Message

Before selecting your template and filling in your content, make sure to enter a
subject line — this step is easy to miss, but is required to save your email:

Preferences Logout

Explorer Mew Edit  Utility LISTSERV Help
Bl e S E e BEE®E 80L&

MNewsletter (ID: 180718A) - Define Message

Subject: |

fr—————, . . " 1= |
J Text @ | I Attachments H Social Media H Options |:— ) Open Template Gallery
7 T,
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Defining the Email Message

Once you have entered your subject line, click on Open Template Gallery in the main
window to select your template.

-- ._.' = LONEm 1o b
r. - _— o
“_.'j
[ ol |
e — —
Ee—

There is currently no content defined.

Pleaze use the template gallery to:

Select a predefined content template

Start with an empty html or plain text content
Upload content created in external editor
Copy the content from a previous mail job

| Open Template Gallery |
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Defining the Email Message

If you have a template that CCS has helped migrate to Maestro, or if you have created
a template yourself in Maestro, you will find these under User-Defined Templates.
Click on the name of the template, and select OK to start editing it.

] System Templates ” User-Defined Templates “ Mo Template “ Copy from Other Job I
| Select a user-defined template as content of the mail job. )
i .'_:F Uszer-Defined Templates o’
I 55 old Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula

eget dolor. Aenean massa. Cum sociis natogue penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec guam felis, ultricies nec, pellentesque eu,
pretium quis, sem. Mulla consequat massa quis enim. Donec pede justo, fringilla
vel, aliguet nec, vulputate eget, arcu. In enim justo, rhoncus ut, imperdiet a,
venenatis vitae, justo. Mullam dictum felis eu pede mollis pretium. Integer
tincidunt. Cras dapibus. Vivamus elementum semper nisi.

ffi'-:| Newsletter Template

Lorem ipsum dolor sit amet, consectetuer adipiscing
elit. Aenean commoedo ligula eget dolor. Aenean massa.
Cum sociis natogue penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec quam felis,
ultricies nec, pellentesgue eu, pretium quis, sem. Nulla
consequat massa quis enim. Donec pede justo, fringilla
vel, aliguet nec, vulputate eget, arcu. In enim justo,
rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam
dictum felis eu pede mollis pretium. Integer tincidunt.
Cras dapibus. Vivamus elementum semper nisi.
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Defining the Email Message

If you wish to use one of the included Maestro templates, click on the System
Templates tab, and you can browse by category. All of the templates can be edited
and customized as needed.

Jn System Templates “ User-Defined Templates H No Template H Copy from Other Job l
p

- Select a system template as content of the mail job.

Category: | All Newsletters v|
Newsletters - Type 1 a
Bamboo Twig Bamboo Twig (Left) Bamboo Twig (Right) =

Bamboo Twig (Right)

Template Options:

e Personalized Logo
« Template Colors
e Template Base Font

Cloudberry Cloudberry (Left)
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Defining the Email Message

Once you have selected your template, click on Edit the HTML content to start
creating your email message.

Subject: | Newsletter |

j IR | ‘ Text ) H Attachments “ Social Media “ Options [EEI[ /& Open Template Gallery

" [&] Edit the HTML content

Lorem ipsum delor sit amet, consectetuer adipiscing elit. Aenean commeodo ligula eget doler. &e2nean massa. Cum
sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec,
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Defining the Email Message

The email editing area in Maestro is defined into several areas:

I % LISTSERV Maestro 8.1 RN NN ENEEREENNENNEEEE N EEEEEREE
Editing tools allow A i ol et
&) Desi Code | [ | B == =| v wi i A
you to change the esign {2 Code | i | B B M 6 8 B = = =/| v widget Hierarchy
Format ~ || Font ~ || Size - B I U & |x x|A- - iL“ No editable block selected
format of your font,
i . . , , ¥ Fluid Design Widgets
create I|nks, and Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commaodo ligula eget dolor e 00 L COS
switch to HTML ﬁ}epean massa. Cum sociis natloque ple.natlbus et magnis dis partunp:nt maljtes, nascetur (=) Content Box Widgets
o ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla
ed|t|ng, conseguat massa quis enim. Donec pede justo, fringilla vel, aliguet nec, vulputate eget, arcu. ‘- E‘ ‘E = = ‘ = | -‘
In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Mullam dictum felis eu pede
mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi. i .
Image/Video Box Widgets
The main editing area Lorem ipsum dolor sit amet, consectetuer adipiscing elit. ‘:"‘_E ‘Er_ ‘:"‘_ ‘ —_- | r_‘
) h dd enean commodo ligula eget dolor. Aenean massa. Cum sociis
ISwhere you a your nlai:'oque penatibus et magnis t‘:|I5 pa¢u_nent montes, nascetur 7 Image/Video & Content Box Widgets
content. includin rldlc_ulus mus. Donec quam felis, ultricies nec, pellgntesque eu,
’ g pretium quis, sem. Mulla consequat massa quis enim. Donec == == == ==
pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In S | S— — |

text and images. Add
the Fluid Design
Widgets here in order
to add text and
content.

enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. . .
Mullam dictum felis eu pede mollis pretium. Integer tincidunt. [E5 Two Column Layout Widgets

Cras dapibus. Vivamus elementum semper nisi.
‘ EE== ‘ ‘ EE= ‘ =E |

v Template Default Font

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Arial
enean commodo ligula eget dolor. Aenean massa. Cum sociis

natogue penatibus et magnis dis parturient montes, nascetur Aa Bb Cc Dd Ee Ff Gg Hh li Jj Kk LI Mm Nn

ridiculus mus. Donec quam felis, ultricies nec, pellentesque au,
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Defining the Email Message

The email editing area in Maestro is defined into several areas:

.1 &5 Secured by F-Secure® Logged in as: spencelj-test (ccs-test)

vy LISTSERV Maes
() Design  {2| Code | [ B @ W

Format ~ || Font ~ || Size ~- B JF U & X x

—éazh = =

I
[l

TR
Il

A- Q- #

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor.
Aenean massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla
conseguat massa quis enim. Donec pede justo, fringilla vel, aliguet nec, vulputate eget, arcu.
In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede
mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
enean commodo ligula eget dolor, Aenean massa. Cum sociis
natogue penatibus et maagnis dis parturient montes, nascetur
ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu,
pretium quis, sem. MNulla consequat massa quis enim. Donec
pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In
enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo.
Mullam dictum felis eu pede mollis pretium. Integer tincidunt.
Cras dapibus. Vivamus elementum semper nisi.

Lorem ipsum delor sit amet, consectetuer adipiscing elit.
enean commodo ligula eget dolor. Aenean massa. Cum sociis
natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus. Donec quam felis, ultricies nec, pellentesque au,

| |
¥ Widget Hierarchy

ditabie DIOCK 5ele

[a7]
It

No

¥ Fluid Design Widgets

[=3 Content Box Widgets

== ==
Image/\Video Box Widgets

SR

" =" L= = ="

[= Image/Video & Content Box Widgets

==

|ZE Two Column Layout Widgets

v Template Default Font

Arial

Aa Bb CcDd Ee Ff Gg Hh i Jj Kk LI Mm Nn

Fluid Design Widgets
are the content
building blocks of
Maestro. You can add
these to your email
by clicking on the
location in your
message you want to
add new content, and
selecting the type of
content you want to
add. The Fluid Design
Widget will
automatically appear
when clicked on, and
you can edit it to add
new content to your
email.
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Defining the Email Message

If you have selected a Fluid Design Widget that includes an image, you can double-
click on the image placeholder to upload your image:

. . |
— This is my newsletter!

is is content next to an image.
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Defining the Email Message

Maestro does not have a built-in image library, so you will need to upload new images
as you use them. Select the button marked Select Image/Video to upload your
image. We recommend using the option to use a Linked image stored on a server,
and select | want to upload the image and let LISTSERV Maestro serve it. You can

also link to a YouTube Video in your email.

"flmage /Video Selection

4 Please select the image or video source below.

Inline image embedded in message
The message includes the actual image data

Choose File | Mo file chosen

* Linked image stored on a server
The message includes only a reference to the image on a server
I want to upload the image and let LISTSERV Maestro serve it T F

Choose FilND file chosen
Mo file chosen
YouTube Yroeo

[ =]
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Defining the Email Message

« A few notes on including images:

* You may need to add some padding around your image if you find the text is
too close. You can do this by double-clicking on the image, and adding left,
right, top or bottom padding as needed.

» Maestro does not re-size images automatically, so you will need to ensure
that your images are the correct size before you upload them to Maestro.

« There is no limit to how many images you can include in a Maestro email.

* You can link to a URL from an image by double-clicking on the image, and
filling in the Image Link URL at the bottom of the widget details.
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Defining the Email Message

If you need to create a space between two Fluid Design Widgets in order to add
another, you can hover your mouse over the space between the two Fluid Design
Widgets and a red button will appear that will create a new line if clicked on:

This is my newsletter!

MAKI N G This is content next to an image.
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Defining the Email Message

Once you are finished adding content to your newsletter, you can click OK in the
bottom, right-hand corner of the page to exit the HTML editor. You will still need to
specify Text content for your email, which you can do by clicking on the Text tab and
selecting Edit the text content:

Subject: | [Newsletter

HTML Text @ L Attachments (| Social Media || Options |

& Edit the text cantlﬁnﬁt

Text content can simply be the text of your email — without images — and any links to
content you are sharing. The Text version of the email is rarely used, but it is required
in the event a users’ browser does not support full HTML emails.
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Defining the Email Message

When you are finished adding the Text version of your email you can click OK in the
bottom, right-hand corner of the page. There are three additional tabs you can use to
further customize your message:

« Attachments — You can attach files to your email, and it will be sent to all
recipients. Please note that large files may not be delivered as intended, that
the acceptable file size for attachments varies based on email system.

» Social Media — If your list is not a ListServ list, you can enable the Forward to
a Friend settings here. These are disabled by default.

« Options — Under this tab, you can change the advanced options relating to
your email. We do not recommend changing the settings here, as they may
cause certain features of the text or HTML to fail in your email.

Once you are satisfied that your email content is complete, you can click OK in the
bottom, right-hand corner of the page, and you will be taken back to the job steps
area.
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Changing the Job Tracking Type

« The next setting we will need to set up is the job tracking. This step is marked as
complete by default, but you may want to make changes depending on how you
want to report on the success of your campaign. Click on Define Tracking in the
job steps to open this setting.

v Define / Define
Recipients L] Message
>
== Define B Define
il Tracking v [a{' Sender 0
"4
~\ . 1
(o . Delivery
‘ e} Test X [k'—-"-' Settings L
s "4
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Changing the Job Tracking Type

The first page of settings for Job Tracking allows you to select what type of tracking
you want to use. By default Full Tracking, All Links is selected, but you can choose to
track only the links you want to track, or turn off tracking entirely for this email:

I: Tracking Selection Click Tracking Type Type Details Summary |

Cancel | | <- Back || Next - |

Tracking Selection

#+ Full Tracking, All Links
All trackable elements in the mail job will automatically be tracked, including all trackable links.

Full Tracking, User-Defined Links

All trackable elements in the mail job will automatically be tracked, except for trackable links, for which
the user can define the tracking settings individually.

Mo Tracking

Do not track this job.
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Changing the Job Tracking Type

The Tracking Type settings allow you to specify how granular you wish to track
individual users responses. Their descriptions explain the function of each tracking

type:

|: Tracking_Selection Click Tracking Type Type Details Summary ]

Cancel | <- Back || Mext - |

Tracking Type
Choose the tracking type for this mail job.

Personal Tracking

Records events traceable to the individual who triggered them. Very specific information can be gathered about an
individual’s interaction with a message such as how many times a link has been clicked. This data can be related to
personal information on the individuals being tracked.

Anonymous Tracking

The collected tracking data is only associated with anonymous profiles that include no identifiable data. However,
demographic information from these anonymous profiles, such as age, gender, or zip code, can be used for reporting
without exposing the actual individuals.

» Unigque Tracking
Records the number of times unigue events occur but is not associated with individual users or other identifying data.

Blind Tracking
Collects unspecific tracking data, recording only the number of times events occur. The number of events is simply
recorded; they are not necessanly unigue and are not linked to individual users,
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Changing the Job Tracking Type

When you are finished defining the Tracking Selection and Type, you will be shown a
summary page that details any and all links that will be tracked as part of this
campaign. You can use the Back button to make changes, or select Finish to
complete the Define Tracking step.

University of Guelph | Computing and Communications Services | uoguelph.ca/ccs



Defining the Sender

Once you have completed the Define Tracking step, click on Define Sender in the job
steps area to state the email address you will use to send your email. You are only
required to specify the email address, but can also specify the Sender Name and
Reply-To Address if needed.

J J

@ Define / Define
Recipients wl. Message

il Tracking

== Define i Define
v [a{' Sender @}

Delivery
[*'—-"-’ Settings 11‘3}
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Delivery Test

Maestro requires a successful
delivery test in order to send
out the email. To set this up,
select Delivery Test from the
job steps area, and you can
specify the recipients of the
test email, and configure
testing the Text version of the
email. Click Send Test

Messages when you are done.

Note: As of January 2019,
checking the message for
spam is currently unavailable
as we debug issues with the
spam checking system.

Message Spam Rating
Check if your configured spam filters would classify the message as spam:

The message has not been checked for spam.
Check message for spam

Perform Delivery Test
Email Column: EMAIL
Subject: Newsletter

Test line:

(This text is added to each test message)

w |ccs@uoguelph.ca

¥ Send additional plain text mail with alternative text
(Each test recipient will receive an additional copy of the test mail, as a plain text mail that contains only
the alternative text, for easier proof reading.)

Advanced Options | Send Test Messages || Save & Close | | Cancel |
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Delivery Test

Once the email test is done, you will have to register with Maestro whether the test

was successful or not. Select YES if you are satisfied with the test emails. You can

still make edits to the email before it is sent out, however you will have to re-run the
test if you make edits before the final send.

. The test messages have been delivered to the recipients supplied.
Mumber of delivered test recipients: 1

Mumber of suppressed test recipients: 0

Each recipient will receive two copies of the test message:

« The normal (original) HTML message.
« A plain text mail containing only the alternative text.

Please wait until you have received the test messages. Depending on the Internet connection and the email
systems involved, this may take a short while. Review test messages to verify they are acceptable.

Test Result Assessment
MO - The delivery test results are not acceptable!

YES - The delivery test results are acceptable,

Verify Later - View and verify the result of the delivery test at a later time.

oK
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Delivery Settings

After the Delivery Test has been completed, the only remaining step before the email
is sent is to complete the delivery settings. Click on Delivery Settings from the job
steps area:

Define Define
'@ Recipients e f Message v
== Define @ Define
il Tracking =0 Sender v
. - Delivery ~.  Delivery
LY et ¥ “Y Settings L
eliv
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Delivery Settings

Delivery Settings include three options, which are fairly straightforward:
« Immediately begin delivering the mail job — this will not occur when you click
OK, but when you complete the last step in the job steps, Authorize Delivery.
« Wait until the mail job delivery is triggered — this is accomplished through
the main menu once the mail job has been set up.

» Schedule the mail job delivery - this will deliver the email at the date and
time specified. Mail is sent based on the Eastern Time Zone, and does

account for Daylight Savings Time.

Once you have finished supplying Maestro with delivery information, click on OK to
complete this step.
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Authorize Delivery

The last step in sending a mail message out through Maestro is to Authorize Delivery
via the job steps menu.

You will see a summary of all settings you have specified at each of the steps while
setting up your mail message, and a warning message if you have chosen to
authorize the job to be delivered immediately.

Clicking Authorize Delivery Now will either send your email out right away, send it at
the scheduled time specified in the Delivery Settings, or create the mail job, but wait
for your trigger.

If you have chosen to deliver the job immediately, mail will now begin going out to
your target list, and your email is complete!
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Questions? Comments?

Thank you for using Maestro to
handle your email needs! If this
support document was valuable,
or if you have found any errors or
omissions in the steps and
suggestions provided, please
notify the Help Center at
extension 58888 or
ITHelp@uoguelph.ca and your
email will be directed to the
appropriate team.
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