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LISTS

LISTS

The Lists section allows mass email lists to be created.

Add List
To add a list, click on the Add List header.

Add L ist

None
Fig. mcl

A dialog window will appear. Enter the name of the new list. For example, enter the
name ‘Demo’ in the dialog window as shown below. Any emails to this new list will
come from Demo@lists.baralliance.com. Click the OK button.

Baralliance

Enter a new list name:
Email will come fram: DEMO-HEW-LIST @lists.baralliance.com

Cemo

[ 0] ][ Cancel ]

Fig. mc2

The list will now appear on the left side of the screen. The right side of the screen will
display the category and members of the list.

Add List DEMO-NEW-LIST
DEMO-NEW- Add Mernber(s)
LIST List Categories
Honhe
List Members
Hone
Fig. mc3
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MASS COMMUNICATION

Add Member(s)

To add members or recipients to a list, click on the Add Member(s) header.

DEMO-NEW.LIST
Add Member(s)
List Catenories
Hone

List Members
Hone

Fig mc4

A dialog window will appear. Members can be searched individually by Member 1D,
First Name or Last Name in the top section or by type, status or location in the bottom
section. For example, in the bottom section, select ‘Attorney’ and ‘Disbarred’ and click
the Search button as shown below.

© Member Selection X

OR

Attorney w

Disharred W

Select... w
Select...

Select...

Select... v

Select. w

Select.. | | Mone W

Areas of Interest

[ Search ][ Cancel ]

Fig. mc5
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LISTS

A dialog window will be displayed listing all members matching the search criteria.
From here, members can be selected individually by checking the box next to their name,
or all can be selected by checking the Select All box. Once all selections have been
made, click the Add button.

: Member Selection X
00518 BOYACK, GORDOM(pre conf) FHI0A -
01592 BRETT B BOYER, BOBI (LAS) M5 THIEA
02024 Brooks, RODMEY FIEA
noyga BROWN, SCOTT (Student) rosalie.graymicronpc.com
01841 BURTOM, Aty Privata
00og2 CAMMOMN, BROOKE THIEA
02224 CHARLES OGLETREE, Louis FIEA
03994 CHIDESTER, SCOTT 0
o041 CHIMNGAS AR, FHI0A
03332 CHRIS BROWN, RICHARD B. brenthb@worldnet att.net
01782 CHRISTENSEM, James D. FIEA b
< >
| add || cancel |
Fig. mc6
Note: Members without an email address will display ‘“N/A’ on the right side of the list and the checkbox for

that member will be disabled. If the members email address is not public, ‘Private” will be displayed.

A dialog window will be displayed presenting the choice of auto-updating for members
belonging to the search categories. Click Yes to accept or No to decline.

BarAlliance
Wiould yvou like this list to auto-update for members who belong to the following categories:

. Attorney
- Disharred

Yes ] [ Ma

Fig. mc7
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MASS COMMUNICATION

The categories will be displayed in the List Categories section and the recipients will be
displayed in the List Members section as shown below. FORUM ONLY?? The
displayed list can be sorted by clicking on the header to sort by. For example, to sort the
list by name, click on the Name header. The list will then be displayed in alphabetical

order by last name.

Add List DEMO-NEW-LIST

DEMO-MEYY- Add Member(s)

LIST
List Categories
Hone

List Members

[] HName Email Forum Onby

[] BRAMDIBAKER jdmillinergci.south-jordan.ut.us

[] DAWID STEVEM ANGERBAUER Am@us.army.mil

[l MICHELLE KELLER vstejskal@dorseylavw.com

[] TERRIZELLER ilbiE@deseretpower.com

o v
Fig. mc8

Delete Member(s)

To delete a list, select the list from the left side of the screen. The criteria for the list will
be displayed on the right side of the screen as shown above. Click the Delete button.
The list will immediately be removed.

\ﬁ BarAlliance



CAMPAIGN

CAMPAIGN

The Campaign section allows promotional emails to be created and distributed to selected
members.

Hew Campaign

Hame Date Sent # Emails Opened Links Clicked Opt-Outs
Carmpaign 1 [Preview] 0 0 0 0

Fig. mc9
Add New Campaign

To add a new campaign, click on the New Campaign header. A dialog window will
appear. Enter the name of the new campaign. For example, enter the name ‘Demo
Campaign’ in the dialog window as shown below. Click the OK button.

Baralliance

Enter a new campaign name:

Demo Campaigh

[ )4 ][ Cancel ]

Fig. mc10

A form will be displayed to create the text of the campaign email as shown below. The

form can be written, format and edited like any word processing document. When
finished composing, click on the Save button.

<< Back To List

Email Report Members
Mame: Dermanstration Campaign

From: Jnhn @ Public

Subject: |Dernonstrate a Campaign

(o £ [E] Source £ EL N =F
| E A S e

.| Format = | Faornt |&rial = | Size =

This is the text for the demonstration campaign email

|

Fig. mc11
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MASS COMMUNICATION

Add Member(s)

To add members or recipients to a list, click on the Add Member(s) header.

DEMO-NEW-LIST
Add Member(s)
List Categories
Hone

List Members
Mone

Fig mc12

A dialog window will appear. Members can be searched individually by
Member ID, First Name or Last Name in the top section or by type, status or
location in the bottom section. For example, in the bottom section, select
‘Attorney’ and ‘Disbarred’ and click the Search button as shown below.

¢ Member Selection *x

OR

Aftorney W

Disbarred w

Select.. v
Select...

Select...

Select... w

Select... w

Select... | | Mone w

Areas of Interest

[ Search ][ Cancel ]

Fig. mc13
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CAMPAIGN

A dialog window will be displayed listing all members matching the search
criteria. From here, members can be selected individually by checking the box
next to their name, or all can be selected by checking the Select All box. Once all

selections have been made, click the Add button.

: Member Selection X
00518 BOYACK, GORDOMre conf.) M0 -
01593 BRETT B BOYER, BOBI (LAS) NS P10
02084 Brooks, RODMNEY FHIiA
0oyas BROWMN, SCOTT (Student) rosalie.graygmicronpc.com
01941 BURTOM, Ak Private
000g3 CAMMOMN, BROOKE P10
02224 CHARLES OGLETREE, Louis FHIiA
03884 CHIDESTER, SCOTT R
00941 CHINGAS JR, M0
03332 CHRIS BROWHM, RICHARD B. brenthb@warldnet. att.net
01782 CHRISTEMSEM, James D. IR v
< >
| sdd || cancel |
Fig. mc14
Note: Members without an email address will display ‘“N/A’ on the right side of the list and the checkbox for

that member will be disabled. If the members email address is not public, ‘Private” will be displayed.

To save the returned members as recipients, click the Save button.

<< Back To List
Add Memberis)
[] Name Email
[] MICHELLE KELLER vetejskal@dorseylaw.com

[ DaviD STEVEN ANGERBAUER rimg@us.army.mil

[[] BRAMDIBAKER
[] TERRIZELLER

Remuove

\ﬁ BarAlliance

jdmillinergci.south-jordan.utus

jIhi@deseretpower.com

Email || Report | | Members

10 b4

Fig. mc15




MASS COMMUNICATION

The new campaign will be displayed in the list as shown below.

New Campaign

Hame Date Sent # Emails Opened Links Clicked Opt-Outs

Campaign 1 [Preview] 0 0 0 0
Demonstration Carnpaign [Preview) 4 0 0 0

Fig. mc16
Delete Member(s)

To delete a member from the recipient list, click on the campaign, then click on
the Members tab. Check the box next that members name and click the Remove
button. To delete all members, check the box labeled Select All and click the

Remove button.
Send Campaign

To send the campaign, click the Send Now button. The number of recipients is displayed
in the #Email column. The number of email read is displayed in the Opened column. If
there are links in the campaign email and they are clicked, the number of links followed
will be displayed in the Links Clicked column. If a member decides to unsubscribe to
the campaign, the number will be displayed in the Opt-Out column.

New Campaign

Name Date Sent # Emails Opened Links Clicked Opt-Owuts

Campaign 1 [Preview] 0 0 0 0
Demonstration Campaign [Preview] 4 0 0 0

Fig. mc17

Delete Campaign

To delete a campaign, click the Remove button next to that campaign. A dialog window
will appear to confirm the deletion. Click the Yes button to delete the campaign or click
the No button to cancel the deletion.

Baralliance

Are wvou sure yvou want to remove this campaion®?

Yes ] [ Mo ]

Fig. mc18
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ADMINISTRATION

ADMINISTRATION

The Administration section allows the establishment of messages included in each email, email

address prefix and suffix, the from email address and whether or not private email addresses will
be shown.

Saue

Lists
Bar message included in each email:
: ElSounce : dh & H : $ il O =
] : E E TE_ - {I‘:‘_ -
- ¢ Fammat - | Faont - | Size -
Some Message
Aot stuff
From email prefix:  |DEMO- ex: PREFIXLIST-RMAME @lists baralliance.cam
From email Suffix: ex LIST-rAMESURFX @lists baralliance.com
From email domain: lists baralliance com
Quiet AddRemove: Moty members when they are addediremoved from lists.

Campaign

Default from email: campaigni@baralliance.com
Both

Show private emails: [

Each email includes the following required auto-unsuhscribe:
(Mote: this does not exclude a member from the forum)

email; infogdbaralliance.com yoice: (8013 A31-9077 wah: hitp:eesw baralliance.com,

This email was sent by BarAlliance.
To unsubscribe from future announcements, click hera.

Save

Fig. mc19
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MASS COMMUNICATION

Lists

The Lists section allows a specified message to be composed, formatted and edited that
will be included in each email message, a prefix/suffix added to the ‘From’ email address
and designation of whether members are notified or not if they are added or removed

from a list.
Lists
Bar message included in each email:
: Elsource : dh 2 $ &0 =
= = = : 'TE- T @:._ &
_ Format * | Font v | Size A
Some Message
About st
From email prefix: |DEMO- ex PREFIXLIST-MNAME@Eists baralliance.com
From email suffiz: e LIST-MAMESUFFIX @lists. baralliance.com
From email domain: lists baralliance.com
Quiet AddRemove: Moty members when they are addedirermoved fram lists.

Fig. mc20

Bar Message

In the area displayed below the Bar Message can be created. The form can be
written, formatted and edited like any word processing document.

Bar message included in each email:

i ElSource # 8 $ il O =
A Farmat v | Font v | Size v

Some Message
About sttt

Fig. mc21
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ADMINISTRATION

Email Prefix/Suffix

A prefix or suffix can be added to the ‘From’ email address by entering it in the
appropriate textbox. In the example shown below the prefix ‘Demo-" will be
added to any email sent out.

From email prefix: |[DEMO- e PREFIXLIET-MAME@EIists baralliance.com
From email suffix: ex LIST-MAMESUFFIXE@lists baralliance.com
Fig. mc22

Quiet Add/Remove

To designate members not be notified when they are added or removed from a
list, click the box labeled Quiet Add/Remove as shown below.

Quiet Add/Remove: Moty members when they are added/removed from lists.
Fig. mc23

Campaign

To designate the default email address that campaigns are sent from, enter it in the
textbox as shown below.

Campaign

Default from email: |campaigni@baralliance.com

Fig. mc24

Both (Lists and Campaigns)

To allow private email addresses to be displayed in both Lists and Campaign emails,
check the box labeled Show private emails. Also displayed is the auto-unsubscibe
message attached to each email.

Both
Show private emails: [

Each email includes the following required auto-unsubscribe;
{Mote: this does not exclude a member from the forum)

email: info@baralliance.com voice: (801) 531-9077 wieh: hitp:ivew baralliance.com,

Thizs email was sent by BarAlliance.
To unsubscribe from future announcements, click here,

Fig. mc25
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