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I. [bookmark: _Toc158210083]Setup
1. [bookmark: _Toc158210084]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: _Toc158210085]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: C:\Users\apivovar\Desktop\Screenshot 2024-02-07 145759.jpg]

3. [bookmark: _Toc158210086]Mobile App

Starting with Maestro 9.0, the application is optimized for smartphones/portable devices. 

4. [bookmark: _Toc158210087]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\Screenshot 2024-02-07 150141.jpg]

	Recipient Tracking Options: [image: ]
	


 

a. [bookmark: _Toc158210088]Reports:

System reports are available at: LISTSERV MAESTRO -> Arrow Sign “>” -> Reports -> System Reports.
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-07 150650.jpg]
User-defined Reports:
[image: ]
	
	



b. [bookmark: _Toc158210089]Content Templates:

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


[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-07 150650.jpg]
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 2024-02-07 151235.jpg]
	

	
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 2024-02-07 151437.jpg]
	

	
	

	
c. [bookmark: _Toc158210090]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. To add a new Subscriber List right-click on the Subscriber List, then select Subscriber List in the New Group:

	[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 100706.jpg]
	



The wizard is self-explanatory on how to create/configure a subscribers’ list. Once the new subscriber list is created, it will be put to a new Subscriber Group which bears the same name specified for a Subscriber List. When you create the new subscriber list, the import spreadsheet needs to include a header row:

[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 124445.jpg]
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[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 124100.jpg]

Note: At UMD we use the underlying LISTSERV lists populating and updated automatically thus importing to a subscriber list is not supported as Maestro can import only the hybrid lists and we are not allowing to convert the LISTSERV all staff/all students/all […] lists to hybrid lists:


[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 124955.jpg]

[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 125512.jpg]





You can import or manually add subscribers to the existing lists. To do so, right click on a list in question, and choose Add Subscriber or Import Subscribers, or Segment. When you add the subscribers to existing list, a header row in the spreadsheet is not required.

[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 100315.jpg]
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II. [bookmark: _Toc158210091]Creating a Mail Job
[bookmark: _Toc158210092]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\Screenshot 2024-02-08 125833.jpg]
Right click on Mail Jobs -> Standard Mail Job:
[image: ]

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\Screenshot 2024-02-08 130755.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\Screenshot 2024-02-08 131012.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: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 131220.jpg]    

[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 131336.jpg]

For this scenario, I expanded the test group and selected the maestro admins and then clicked Next.
[image: ]

You will then have a chance to confirm the 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: _Toc158210093]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\Screenshot 2024-02-08 131714.jpg]

By default, No Template with a Plain Text tab will be selected. Choose another option if you want to compose a message in HTML format, paste the HTML code directly, or if you’d like to upload a file from an External Editor application:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 131919.jpg]
If you want to use a template, select System Template and then choose a desired template to be used in your message or choose the User-Defined Template. With a template, you would need to specify the Subscription List name and provide Subscribe and unsubscribe links.
[image: ] 
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\Screenshot 2024-02-08 132550.jpg]
Note: If the HTML version of the message is chosen, Maestro will be filling a plain text version of the message as you type. When you finish composing the HTML message, switch to Alt Text tab and confirm the message appearance in a plain text is as desired. 
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 132844.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\Screenshot 2024-02-08 132844.jpg]
[image: ]
Once you finish with the message and attachments (if any), click Save & Close:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 132844.jpg]

The Define Email Content step should now appear in the completed state.
 [image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 133325.jpg]

[bookmark: _Toc158210094]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: _Toc158210095]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). 

When completed, you should see:
[image: ]

[bookmark: _Toc158210096]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: _Toc158210097]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\Screenshot 2024-02-08 134721.jpg]
In the smaller blue box, add the email address(es) to which you want to send a test copy of the email and specify a desired subject line. The recipient name field and an option for a plain text copy alternative email are optional but recommended. Click on the Send Test Emails Now.
Note: the email field will be showing only fields that are defined in the Define Recipients step. If, for example, you have had uploaded recipients from a spreadsheet with the email addresses only and with no names, then on the test emails screen only the email field will be available:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 135157.jpg]
You will be taken to the next screen:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 135410.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: ]

If you wish to change a Delivery Notification/Statistics recipients, click the Change to choose other recipients from the list provided.
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 135850.jpg]
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: _Toc158210098]Mail Jobs Overview Screen

To get to the overview screen, select LISTSERV MAESTRO -> Arrow symbol “>” -> Mail Jobs 
In the middle pane, you can expand the Open Jobs, Ongoing Jobs, and/or Completed jobs, as desired:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 140151.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\Screenshot 2024-02-08 140504.jpg]


A number of choices is available when you right-click on a selected job:
[bookmark: _GoBack][image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 140653.jpg]
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: _Toc158210099]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: _Toc158210100]Logging Out

To get signed-out from Maestro, click on your username in the upper right corner of the window and choose Logout:
[image: C:\Users\apivovar\Desktop\Screenshot 2024-02-08 095955.jpg]
VI. [bookmark: _Toc158210101]Steps diagram.

[image: ]
VII. [bookmark: _Toc158210102]Further Documentation

L-Soft has extensive documentation available at:
https://maestro.listserv.umd.edu/help/ 
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HTML Preview

User-Defined Templates | Bamboo Twig - Copy

To view this newsletter in a browser, click here.

To ensure that this newsletter is delivered to your inbox, add
{{*FromAddress}} to your address book.

{{*ListName}}

Article 1

Byline 1

Article 1 Text

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Phasellus erat. Fusce
varius risus bibendum massa. In magna odio, euismod nec, hendrerit eu,
ornare ut, ligula. Vivamus nis! turpis, lacinia quis, interdum sed, rhoncus non,
libero. Maecenas enim. Vestibulum tempus. Vestibulum odio. Pellentesque
ornare. Vestibulum ante ipsum primis i faucibus orci luctus et ultrices posuere
cubilia Curae; Etiam at lorem.

Curabitur ac felis ut risus cursus mattis. Cras mi sem, tincidunt at, gravida id,
dictum eget, libero. Mauris sapien nisi, aliquam pretium, condimentum eget,
elementum et, leo. Ut accumsan lorem eu est. Sed nisi sem, hendrerit non,
hendrerit sit amet, rutrum eget, erat. Proin justo. Donec posuere, neque eget semper placerat, nisi mi
placerat nulla, malesuada aliquam dolor urna non augue. Aenean tellus.

Sample Image

Article 2

Byline 2

Article 2 Text

Sed dignissim enim at risus porttitor accumsan. Sed sed mauris. Praesent
arcu. Duis eget urna eget lorem pellentesque imperdiet. Phasellus eu orci.
Suspendisse potenti. Vivamus porttitor fringilla libero. Praesent condimentum
aliquam pede. Suspendisse potenti.

Aenean elementum lorem eu lectus. Donec posuere, neque eget semper
placerat, nisi mi placerat nulla, malesuada aliquam dolor urna non augue.
Maecenas enim. Vestibulum tempus. Vestibulum odio. Pellentesque ornare.
Nostrud tat, quismolorero el euipsum duip et, velit lut ip ea cortion ea augiat.
Unt nullan eliquisisis| utpatem nosto od dignis do dolore.
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