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I. [bookmark: _heading=h.30j0zll]Setup
1. [bookmark: _heading=h.1fob9te]Logging in
To begin, please go to: https://maestro.listserv.umd.edu/lui and log in. The User Name is the same as your Directory ID, but the password will be different.  Under Group, enter the group name that the administrator has given you.
   [image: ]
Once you have authenticated, you will see the welcome screen:
[image: ]

On all screens, help documentation can be accessed by clicking on the [image: ] icon in the upper right-hand corner. The complete documentation can be downloaded from: 
http://www.lsoft.com/resources/manuals.asp?filter=listserv-maestro
2. [bookmark: _heading=h.3znysh7]Changing your password
After logging in the first time, the system will automatically prompt you to change the password provided to a unique value. To change your password while logged in, click on your username in the upper right corner of the screen and choose Change Password. Or you can contact the IT Service Desk (301.405.1500, itsupport@umd.edu) to set a password to a one-time value which you’ll be prompted to reset. 
[image: ]

3. [bookmark: _heading=h.2et92p0]Mobile App

Starting with Maestro 9.0, the application is optimized for smartphones/portable devices. To setup Maestro on your smartphone/portable device, click on the arrow “>”-sign; go to the Utility menu and select the Mobile Device Settings:

[image: C:\Users\apivovar\Desktop\1.JPG]

4. [bookmark: _heading=h.tyjcwt]Setting Preferences
From the Utility menu you can set the Notification Service, Personalized Contact Data, and Recipients Action Tracking Settings.  
[image: C:\Users\apivovar\Desktop\2.JPG]

Notification Options:[image: ]
	Recipient Tracking Options:[image: ]
	


 

a. [bookmark: _heading=h.3dy6vkm]Reports:

System reports are available at: LISTSERV MAESTRO -> Arrow Sign “>” -> Reports -> System Reports.

User-defined Reports has a bug in the current version (10.0-2). We have a tested, verified solution from the vendor. We will schedule the update for the bug fix after the 2021 Winter Break.
[image: ]
	
	



b. [bookmark: _heading=h.1t3h5sf]Content Templates:

Templates are located at: LISTSERV MAESTRO -> arrow “>” -> Content Templates


[image: C:\Users\apivovar\Desktop\Screenshot 2021-12-13 100353.png]
You can create your own or choose from the system templates:
	[image: ]
	

	
To choose a template from the System Templates, right click on the template, choose Based on the System Template, modify it as you wish, and click Save and Close:
[image: C:\Users\apivovar\Desktop\Screenshot 2021-12-13 100615.png]
	

	
Your template will be saved as  [Name of the System Template] – Copy. Right click on the template and rename it; then right click again and Enable it:
[image: C:\Users\apivovar\Desktop\Screenshot 2021-12-13 101104.png]
	

	
	

	
c. [bookmark: _heading=h.4d34og8]Mailing Recipients Datasets:

Instead of uploading a .csv or .xlsx MS Excel file to each job, you can create a Subscriber List, upload the recipients from the MS Excel file to it, and use it for your mailing jobs.
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The wizard is self-explanatory on how to create/configure a subscribers’ list:
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II. [bookmark: _heading=h.2s8eyo1]Creating a Mail Job
[bookmark: _heading=h.17dp8vu]Step 1: Creating a new mail job. Defining recipients.
To launch the job creation wizard, go to LISTSERV MAESTRO -> Arrow sign “>” -> Mail Jobs: 
[image: C:\Users\apivovar\Desktop\1.JPG]
Right click on Mail Jobs -> New in Folder -> Standard Mail Job:
[image: C:\Users\apivovar\Desktop\2.JPG]

In the pop-up box that appears, provide a name for the mail job and if you prefer an ID Prefix. 
Note: The prefix is not a mandatory but can be used later to help organize and search for your completed jobs.
[image: ]
In this example, I have created a “Dr. Smith mailing for XYZ event” that has a prefix of “Smith-XYZ.” Click OK to continue. You will then see:
[image: ]
A box which is highlighted is a next task which needs to be completed; all boxes that need to be addressed have a Pending status. Boxes in white are the completed tasks; boxes that are grayed-out are tasks which cannot be completed until one or more previous tasks are completed
The first task is to define recipients. Click on the far left-hand rectangle that looks like the one below and define a group of recipients.
[image: C:\Users\apivovar\Desktop\3.JPG]
By default, it will show the pre-defined Subscriber Lists, if you have any. If you don’t or if you want to use the recipients from MS Excel of a .csv file, click on the option on the bottom of the screen to choose another Source:
[image: C:\Users\apivovar\Desktop\4.JPG]
For this example, I am selecting Send to a Recipient Target Group and clicking on OK. Alternatively, one can select Upload Recipients to supply a one-time list of recipients.
[image: C:\Users\apivovar\Desktop\6.JPG]
If you choose Send to a Recipient Target Group, there are few categories of recipients to choose from. One is a campus-umcp which contains all of the megamail lists as seen below:
[image: C:\Users\apivovar\Desktop\5.JPG]
[image: C:\Users\apivovar\Desktop\7.JPG]
The other and test are test mail groups. Within the test group, the maestro admins group sends email to the middleware team and the single user sends mail to one individual based on their Directory ID.    
[image: ]
For this test, I expanded the test group and selected the maestro admins and then clicked Next.

You will then have a chance to verify that you have selected the correct target group:
[image: ]
Click on Finish to complete this step. Completed steps can be identified by their white color and a Complete status.
[image: C:\Users\apivovar\Desktop\8.JPG]
[bookmark: _heading=h.3rdcrjn]Step 2: Define Email Content.

Select Define Email Content box:
[image: ]

Specify the Subject for your mass mailing and click on Open Template Library:
[image: C:\Users\apivovar\Desktop\8.JPG]
If you want to use a template, select a desired template to be used in your message. With a template you would need to specify the Subscription List name and provide Subscribe and unsubscribe links.
[image: ] 

If you don’t want to use a template, choose the No Template tab. Choose an option if you want to compose a message in HTML format, a just a plain text message, or if you’d like to upload a file from an External Editor application:
[image: C:\Users\apivovar\Desktop\9.JPG]


Click OK. 
Compose your message. 
In case you’d like to compose an HTML message with different fonts and font colors, URL hyperlinks etc, choose the HTML Content, WYSIWYG Editor.
Enter the Subject line for your mailing and the body of the email. 
Note: There is a difference between a Job Title and the Subject of the email that you need to enter. The Job Title is a name with which the job is stored in Maestro, but the Subject is what your end users will see for the email that you are sending from Maestro in their inbox.
[image: C:\Users\apivovar\Desktop\10.JPG]
Note: If the HTML version of the message is chosen, after you finish entering the HTML content; click on the Text tab and enter a plain text alternative version of your message. The plain text version of the email is mandatory and cannot be skipped. The plain-text version is used by recipients who don’t support HTML email. It should convey the same meaning as the HTML version.
[image: C:\Users\apivovar\Desktop\11.JPG]

Enter or copy/paste the text of your message. Make sure to add in URLs if you had hyperlinks in your HTML version.

[image: C:\Users\apivovar\Desktop\12.JPG]
If there is an attachment, then select the Attachments -> Change and click on Add Attachment and select the file to upload.
[image: C:\Users\apivovar\Desktop\13.JPG]
[image: ]
Once you finish with the message and attachments (if any), click Save & Close:
[image: C:\Users\apivovar\Desktop\14.JPG]

The Define Email Content step should now appear in the completed state.
 [image: C:\Users\apivovar\Desktop\15.JPG]

[bookmark: _heading=h.26in1rg]Step 3: Define tracking (needs to be done only once).

Once you have sent at least one mail job from Maestro, the tracking will be already defined. To confirm/change the settings, select Define Tracking:
[image: ]
[image: ]
 Make your choice if you want all, partial, or no tracking for the mail job and follow the Wizard. Click Finish:
[image: ]

Note that you now have three boxes completed with white background.
[image: ]

[bookmark: _heading=h.lnxbz9]Step 4: Define sender.
The next step is to specify what appears in the “From” header of the message by selecting Define Sender:
[image: ]
[image: ]
Predefined senders can be selected from the Profile pull-down menu or the sender can be defined by filling out the form. The Email Address can be something like “no-reply@umd.edu” and the Sender Name can be descriptive such as “Office of the President”.
New sender profiles can be created under the Utility menu New Sender Profile… option.
Note: you can specify if you want the Maestro to handle the bounces or if you want the bounced messages to be sent to you (or any email address you specify). By the default this option is hidden. To enable it, click on your profile in the upper right corner -> Preferences -> Hidden Options:
[image: ]
Fill a checkbox for Custom Bounce Handling and click Save:
[image: ]

When completed, you should see:
[image: ]

[bookmark: _heading=h.35nkun2]Step 5: Schedule delivery.
Select Schedule Delivery to specify when the job should run. Note that jobs will never run until after the final Authorization step.
[image: ]
[image: ]
There are three options to choose from:
“Immediately...”	as soon as authorization is completed
“Wait…”	after authorization, someone will need to manually trigger delivery
“Schedule…”	at the specified time and date
When you are satisfied with the settings, click the Save button.
[image: ]

[bookmark: _heading=h.1ksv4uv]Step 6: Send test emails.
The next step is to verify the appearance of the message. Select Send Test Emails:
[image: ]
[image: C:\Users\apivovar\Desktop\13.JPG]
In the smaller blue box, add the email address(es) to which you want to send a test copy of the email and then click on the Send Test Emails Now button.
You will be taken to the next screen:
[image: C:\Users\apivovar\Desktop\15.JPG]
Once you have received and verified the test email(s), select the YES option and click the OK button.
[image: ]

Step 7: Authorize delivery.
The final step! Select Authorize Delivery to provide final approval of the job.
[image: ]
You will be presented with a summary of the job settings which should be carefully reviewed. 
[image: ]
[image: C:\Users\apivovar\Desktop\16.JPG]
If you wish to change a Delivery Notification/Statistics recipients, click the Change to choose other recipients from the list provided.
Note: The delivery notifications will/will not be sent in accordance with the settings you have/have not configured for the notifications for your profile. The default is: to send both notification and statistics email on the job.
Once satisfied, click the Authorize Delivery Now button.
A pop-up window will appear:
[image: ]
Click the OK button to send the message.
Once the job is being executed for delivery you will get a confirmation screen:
[image: ]
When you click OK you will be directed to the Mail Jobs screen:
[image: ]


III. [bookmark: _heading=h.44sinio]Mail Jobs Overview Screen

To get to the overview screen, select LISTSERV MAESTRO -> Arrow symbol “>” -> Mail Jobs 
To see the Completed Jobs, close the Open Jobs:
[image: C:\Users\apivovar\Desktop\17.JPG]
The middle pane shows your jobs (which can be dragged over to your newly created folders).


[image: C:\Users\apivovar\Desktop\17.JPG]
The Open Jobs tab has jobs where the job definition is incomplete.
The Ongoing Jobs tab has jobs which are in the process of being delivered, awaiting manual triggering, or have failed.
The Complete Jobs tab has jobs which have been completed.
Selecting a job will show 3 tabs in the lower portion of the window: Content, Summary, and Overview Report:
[image: C:\Users\apivovar\Desktop\18.JPG]
There is a number of choices available when you right-click on a selected job:
[image: C:\Users\apivovar\Desktop\20.png]
Also, please note the Create Copy Of Selected Job link—this is a handy way to simplify the creation of a new job based on an existing job.
IV. [bookmark: _heading=h.2jxsxqh]Job Email Notifications and Reports

Maestro by default will send the job delivery and stats notifications and reports to the job owner. These notifications can be unsubscribed by a link in the bottom of the email: 
[image: C:\Users\apivovar\Desktop\Capture.JPG]

[image: ]

V. [bookmark: _heading=h.4irnp2bg2l90]Logging Out

To get logged out from Maestro, click on your username in the upper right corner of the window and choose Logout:
[image: ]
VI. [bookmark: _heading=h.z337ya]Steps diagram.

[image: ]
VII. [bookmark: _heading=h.iu5i3f9kjert]Further Documentation

L-Soft has extensive documentation available at:
https://maestro.listserv.umd.edu/help/ 
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Please select the file with the subscriber data that you want to import.

The uploaded file must either be an Excel or OpenOffice spreadsheet file ("xIs", "xIsx" or "ods"), or a text file in CSV format (=comma
separated values). CSV is a text format that uses a special character (usually commma, semicolon or tab) as a separator between values. More
about CSV files.

File Name: Select File test.xlsx
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% LISTSERVMAESTRO » & Subscriber List Definition apivovar (it) (@
Create List, Import Subscribers Now
General Subscriber Data Summary

The file "test.xIsx" has been uploaded successfully. Click the [Create List, Import Subscribers Now] button to proceed.

General Settings

List Name: Alex's list

Explicit Subscription Consent

No additional field included, assume subscription consent for all list subscribers.
List Type Settings

Type of List: Standard Announcement List

List-Specific Fields

The list fields are defined by the data in the imported file.
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File Column
Source Parse Details File Columns Details Launch Import

LISTSERV Maestro has parsed the uploaded file "test.xIsx" with standard settings. The preview below should show the uploaded data
separated into profile field columns.

Click here if this is not the case or if the data is unreadable.

Header Row

@ Yes, the first row in the file contains the headers

O No, the file does not have a header row

Preview Refresh Preview

email name
apivovar@umd.edu Alex Plvovarov

apivovar.super@umd.edu Alex Pivovarov
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<Back Next >
File Column
Source Parse Details File Columns Details Launch Import

LISTSERV Maestro has analyzed the data in the uploaded file and has determined suggestions for the field settings.

email name
Data Type Email Address v Text v
Input Type Optional v
Field Label Email Name

apivovar@umd.edu Alex Plvovarov

apivovar.super@umd.edu Alex Pivovarov

Note: The data type cannot be changed once the list has been created. However, both the input type and field
label can be changed later.

Is it ok to select a data type that is listed as "Incompatible"?
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File Column
Source Parse Details File Columns Details Launch Import

Define how LISTSERV Maestro handles rows in the uploaded file where a value is missing for the corresponding column. Click on the
column name to change how missing values are handled for this column.

Column Handling of Missing Values

Name  <Use empty value>
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Start Using Subscriber List

List Subscribers File

Source File: test.xlsx

Total number of rows: 2

Upload Options

Modification Type: Add to List

Results

& All uploaded rows have been processed successfully.

Subscribers added to the list: 2
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X LISTSERVMAESTRO >

~ (@ Subscriber Lists
B} Alexss list
IR} My Dataset
B Lookup Tables
v (@ Target Groups

v (@ campus—umcp
Q All Campus
Q Employees: all
Q Employees: faculty
Q Employees: faculty &
Q Employees: faculty &
Q Employees: faculty (n
Q Employees: faculty, st
Q Employees: faculty, st
Q Employees: staff
& PvPDDD
Q Students: al
Q Students: grad
Q Students: undergrad
R umces
& umce

v (@ dynamic group
Q DIT Supervisors

B Email Accts with Fon ¥

4 4

Subscriber Lists | Alex's list

List Size - Last Week
Last 24hrs Last Week Subscribes

Subscribers Statistics Demographics

Activity: &
EMAIL a NAME Subscription Date
Q Q Q

apivovar.super@umd.edu Alex Pivovarov Dec. 10, 2021 2:11p
apivovar@umd.edu Alex Plvovarov Dec. 10,2021 2:11p

All result records shown

Selected by Filter: 2 of 2 current confirmed subscribers of Alex's list
Ordered by: EMAIL (ascending)

— O

[Open to everyone]

E History ta
& D E

Unsubscribes  Cleanups Subscribes Unsubscribes Cleanups

(Adds/Removes by list owner are not shown.)

apivovar (it) @

X
Q
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[(E5 Dashboard

Mail Jobs

Subscriber Warehouse
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Subscriber Warehouse
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(Shaws only jobs in your group which are visible to your account.) L
~

Recent Deliveries

18 hours ago - at Dec.14,2021 424p - @ MES-2T1214H: Denoda Insights Change - Denodo Coming - Announcement
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Marcio - 3Ds - Math Success Program and TLTC - Copy

No job sel

https://maestro.listserv.umd.edu/Iui/JSP/explorer/explorer.jsp;jsessionid=C4CB06D8B72A21135531A53392746BAB

Mail Jobs

d. To display the details of a job in this pane, click on a job in the list above.

pelal

Recipients

Q

Owner

Q
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Create Standard Mail Job

Job Title:

Job ID Prefix:

Dr. Smith mailing for XYZ event

Smith-XvZ

(Prefix for the system generated job ID)





image29.png
LISTSERV Maestro 10.0-2 - Work - Microsoft Edge = o X

/kl LISTSERVMAESTRO > & Dr. Smith mailing for XYZ event (ID: Smith-XYZ-211215B) - Mail Job Definition - Workflow
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Source

=% Subscriber Lists < oup selected.

B Alexs list

Do you need to get the recipients from a different source? Click here to change.

...umd.edu/.../index.jsp;jsessionid=C4CB06D8B...
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Change Recipients Type

Select the type of recipients to use for the job:
O Q Send to a Recipient Target Group
O a Upload Recipients

O g Select Recipients from a Database or LDAP Directory

O X sendtoa Classic LISTSERV List

O % Let LISTSERV Select Recipients from a Database or LDAP Directory

O @)) Determine Recipients Based on Reaction to Another Job

Cancel
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X LISTSERVMAESTRO >

Source

&

[ Target Groups

Dr. Smith mailing for XYZ event (ID: Smith-XYZ-211215B) - Define Recipients

4. | No target group selected

v (@ campus—umcp

Q All Campus

Q Emp
Q Emp
Q Emp
Q Emp
Q Emp
Q Emp
Q Emp
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aculty (no GA's)

aculty, staff, & GAs: COVID-19

aculty, staff, & GAs: COVID-19, remote MS SQL DB

oyees: staff

& PvPDDD
Q Students: al
Q Students: grad

Q Students: undergrad

Do you need to get the recipients from a different source? Click here to change.

apivovar (it) @ ‘
|
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» @@ dynamic gro

» @l other

» I test

Do you need to get the recipients from a different source? Click here to change.
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<Back Next >
Source Summary
@ Target Groups Selected Target Group
» I campus—umcp
. Name: maestro admins
» @@ dynamic group
Description: Send emial to maestro admins
» I other
Last changed at: May 16, 2012 9:52a
v (@ test E Y

R coviD-19 - Test
Q maestro admins
Q single user

Q single user - test

Do you need to get the recipients from a different source? Click here to change.
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Source Summary
Target Group

Name: maestro admins

Description: Send emial to maestro admins
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-‘ Complete: Recipients target group
Target Group Name: maestro admins
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Pending: Text email content
Subject: <undefined> | Text content: <undefined> | Attachments: O
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Save & Close

subject: [Enter Subject Here

— e
— Co— o Topt
ey = = o Top2 |[=m 7T
. b ﬂ L ? "Lorem Ipsum| e!
o ——— oz e —

BE :
= et

Start Defining Your Content

There is currently no content defined.
Please 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

Open Template Gallery
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System Templates || yser-Defined Templates || No Template || Copy from Other Job

Select a system template as content of the mail job.

Category: [All
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System Templates User-Defined Templates No Template

Select a content format for the mail job (starting with an empty content), or upload an existing content.

(O HTML Content, (O HTML Content, (O Plain Text Content, (O HTML Content Created in
WYSIWYG Editor Source Code Editor Text Editor External Editor (Uploaded)
= TE. DR EDe > - . -0O@ LI - T ] } 2 X
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<p>Lorem
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Select Template < OVe ; ¢ Save & Close

Subject: Test Emailing

Rcode N E ¥ Widget Hierarchy

Normal ~ | Font - No widgets in the content

- m : .
Hello ABC, Fluid Design Widgets

Open the Widget Gallery to insert a widget
Text, text, text.| into the content, or jump directly to one of

the gallery sections:

Basic Widgets

BEREEH

Pre-Assembled Widgets

» Fluid Design Widget Default Font
» Merge Fields

» Drop-lns

» Attachments

» Hosted Attachments

» Content Options
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Select Template Store Save & Close
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Select Template

Subject: Test Emailing

EEm 6o 0 &

Normal ~ || Font

Hello ABC,

Text, text, text.

Save & Close

: ¥ Widget Hierarchy

No widgets in the content

¥ Fluid Design Widgets

Open the Widget Gallery to insert a widget
into the content, or jump directly to one of
the gallery sections:

Basic Widgets

BEREEH

Pre-Assembled Widgets

=l

» Fluid Design Widget Default Font
» Merge Fields

» Drop-Ins

» Attachments

» Hosted Attachments

» Content Options
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Attachments

Attachments are included with each delivered message. If message size is a
concern, use Hosted Attachments instead.

No attachments uploaded.
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Select Template
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Normal ~ | Font U ! No widgets in the content

¥ Fluid Design Widgets

Open the Widget Gallery to insert a widget
Text, text, text. into the content, or jump directly to one of
the gallery sections:

Hello ABC,
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BEREEH

Pre-Assembled Widgets

» Fluid Design Widget Default Font
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» Drop-Ins
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No attachments uploaded.
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Complete: HTML content with text alternative
Subject: Test Emailing | HTML content: defined | Text alter

e: defined | Attachments: O
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Define Tracking
Complete: Tracking is enabled
Type: Unique | Link Tracking: Automatic
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3 % > € Dr. Smith mailing for XYZ event (ID: Smith-XYZ-211215B) - Define Tracking apivovar (it) @

Tracking Selection Type Summary

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

O 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.
No Tracking
Do not track this job.
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Tracking Selection Type Summary

You have specified the following email tracking behavior:
Tracking Type

The tracking type Unique is used.

Full Tracking, All Links

The following tracking events are collected because of the trackable elements found in the current message
content:

¢ HTML Views
¢ Tracked Actions

Note: If the message content is changed and trackable elements are added or removed, then these changes will automatically
be detected and the list of collected events is updated accordingly.
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-‘ Complete: Recipients target group
Target Group Name: maestro admins

Define Email Content
Complete: HTML content with text alternative
Subject: Test Emailing | HTML content: defined | Text alternative: defined | Attachments: O

Define Tracking
Complete: Tracking is enabled
Type: Unique | Link Tracking: Automatic
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Save as Profile

Supply Sender Information

Use Settings: O From Profile:

® Defined Manually: = As supplied below
Email Address: apivovar@umd.edu
Sender Name: Alex Pivovarov (optional)
Reply-To Address:

(optional)

Advanced sender-defined email header settings are disabled. Click to enable.
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) https:;//maestro.listserv.umd.edu/Iui/JSP/editSender.jsp;jsessionid=CFB11E0051FE71E106AF131DD6AG7ESS Q

X USTSERVMAESTRO > & New Mail Job (ID: 21217P) - Define Sender

Save as Profile

Supply Sender Information

Use Settings: O From Profile: 22 Default oration  »

@® Defined Manually: ~ As supplied below

Email Address: Hidden Options
Sender Name: (optional)
Reply-To Address: (optional)

Advanced Sender-Defined Email Header Settings

The headers you define here are added to the email headers of the message during delivery, in addition to the standard headers.

"To:" Header Override: (optional)
X-Headers:

AddRow X-Header Name X-Header Text

Clear Row
Clear Row

Clear Row

Advanced sender-defined email header settings are enabled. Click to disable.
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’,&’ LISTSERVMAESTRO ) & Hidden Options apivovar (it)

Defines if an invisible open-up tracking pixel is embedded into all delivered HTML emails to improve the quality of the open rate metric. If
disabled, then the open rate metric is calculated solely based on click interactions.

ot e iy 1 e

[J Do not embed a tracking pixel.

Custom Bounce Handling

Having LISTSERYV Maestro collect bounces automatically is required for bounce reporting. If you decide to switch off automatic bounce
collection for a mail job by sending bounces to a custom email address under your own control, LISTSERV Maestro has no knowledge
about the bounces and therefore has to disable all bounce reporting features.

::> In the sender definition, show the option to use custom bounce handling.

Advanced Subscriber List Types

Advanced subscriber lists with highly customizable settings to support any variant of announcement and/or discussion lists can be useful
in some cases. For the standard purposes of email marketing, the options and choices that are available for these advanced usage
scenarios can be intimidating, which is why the advanced subscriber list types (and the associated wizard page in the subscriber list
wizard) are hidden by default.

[ Inthe subscriber list wizard, show the "List Type" page with the options to create or edit advanced subscriber lists.

Advanced Subscriber Lists (Imported from LISTSERV)
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Target Group Name: maestro admins

Define Email Content
Complete: HTML content with text alternative
Subject: Test Emailing | HTML content: defined | Text alternative: defined | Attachments: O

Define Tracking
Complete: Tracking is enabled
Type: Unique | Link Tracking: Automatic

Define Sender
Complete: Alex Pivovarov <apivovar@umd.edu>
Reply-To: <no reply-to address defined>
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Supply Delivery Information

Once the mail job delivery has been authorized:

@® Immediately begin delivering the mail job

O Wait until mail job delivery is triggered

(O Schedule the mail job delivery to begin at the following time:

Date: [mm/dd/fyyyy] Time: [hh:mm]

Advanced scheduling options are disabled. Click to enable.
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Define Email Content
Complete: HTML content with text alternative
Subject: Test Emailing | HTML content: defined | Text alternative: defined | Attachments: O

Define Tracking
Complete: Tracking is enabled
Type: Unique | Link Tracking: Automatic

o Define Sender
Q Complete: Alex Pivovarov <apivovar@umd.edu>
Reply-To: <no reply-to address defined>

Schedule Delivery
Complete: Deliver immediately when authorized
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] ,&/ LISTSERVMAESTRO > & )r.Smith mailing for XYZ event (ID: Smith-XYZ-211215B) - Send Test Emails apivovar (it) (?)

Save & Close Send Test Emails Now

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: *TO

Name Column: NAME
Subject: Test Emailing
Test line: test

(This text is added to each test message)

Add Row *TO NAME

Clear Row  apivovar@umd.edu Alex Pivovaro\|

Clear Row

Clear Row

Send additiona ext email with alterng
(Each test recipi eceive an additional cogy g test mail, as a plain text email that contains only the alternative text, for easier
Rroof reading.)
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Delivery Test Status

The test emails have been delivered to the recipients supplied.
Number of delivered test recipients: 1
Number of suppressed test recipients: O

Each recipient will receive two copies of the test message:

¢ The normal (original) HTML message.

¢ A plain text email containing only the alternative text.

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

Test Result Assessment

O NO - The delivery test results are not acceptable!
O YES - The delivery test results are acceptable.

O Verify Later - View and verify the result of the delivery test at a later time.
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Define Email Content
Complete: HTML content with text alternative
Subject: Test Emailing | HTML content: defined | Text alternative: defined | Attachments: O

Define Tracking
Complete: Tracking is enabled
Type: Unique | Link Tracking: Automatic

Define Sender
Complete: Alex Pivovarov <apivovar@umd.edu>
Reply-To: <no reply-to address defined>

Schedule Delivery
Complete: Deliver immediately when authorized

Send Test Emails
Complete
Result: OK, test passed
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Authorize Delivery Now

Job Summary

V'S

Review the job summary to verify that the job settings are correct.

If you authorize the delivery of the job, the job is sent: Immediately

Recipients

Recipients Type: Recipients target group Details
Target Group: maestro admins

Description: Send emial to maestro admins

Email Content

Subject: Test Emailing
Email Type: HTML Details
Alternative: Text Format

List of Attachments: <no attachments>

Tracking

Tracking is: ON Details

Link Tracking: Automatic
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Authorize Delivery Now

o~

List of Attachments: <no attachments>

Tracking

Tracking is: ON Details
Link Tracking: Automatic

Tracking Type: Unique

Sender

Email Address: apivovar@umd.edu
Sender Name: Alex Pivovarov
Reply-To Address:

Bounce Address:

Notifications

Delivery Notification

User 'apivovar' (default)
Change

Statistics Notification

User 'apivovar' (default)
Change
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Are you sure that you want to authorize the delivery of this job?
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% LISTSERV MAESTRO ) Delivery Information

The job has now been authorized for delivery.

The job Smith-XYZ-211215B was scheduled for immediate delivery, which started at: Dec. 15, 2021 11:34a.
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Job ID: Smith-XYZ-2112158
Job Title: Dr. Smith mailing for XYZ event
Job Folder: Root Folder
Send Date: Dec. 15, 2021 11:34a
Auto-Archive: in about 1825 days
State: Delivery has succeeded
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Email Content 1
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