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PART 4 —

NEWSLETTERS

Overview of Newsletters Functionality

The newsletter feature on the site is flexible and provides several options for you to distribute content via
email to your subscribers. You can create newsletters for your mission in one of the following ways: you
can create content specifically for each newsletter issue or you can have a newsletter issue populated
with other site content. You can also set up newsletters to be distributed on a schedule, if required.

We recommend that you plan in advance the basic steps, which are listed below. Each of these steps is
described in detail in the pages which follow.

e Create a newsletter category. This is the subject of the newsletter: it can cover any aspect of
your mission’s operations — news, job openings, community events, etc. Additional newsletter
categories can be added at any time.

e Create a newsletter. This is an issue of the newsletter, for which you will need to create content
and select the mode of distribution.

e Decide

(0]

e Decide

(0]

how you will create newsletter content.

Create/Draft newsletter content only. With this method, you directly input the specific
content for the newsletter. This method is used for a single-instance or occasional
newsletter; and newsletters created this way cannot be scheduled.

Use Token only. A token is a means of automatically adding/pulling content from the site
into the newsletter. It lets you create links from the newsletter to content which appears
on your site. Tokens are required for scheduled newsletters, but can also be used for
single-instance or occasional newsletters.

Create/Draft newsletter content and use tokens. You can create a newsletter using a
combination of drafted and automated content. This method can e used for a single-
instance, occasional or scheduled newsletters.

how the newsletter will be distributed.

Direct distribution. You can send the newsletter yourself. This method is used for single
instance or occassional newsletters.

Scheduled distribution. You can have the system send the newsletter (with site content
using tokens) in accordance with a schedule you define. This method is used for
newsletters which are sent on a recurring basis; for example, weekly, daily, monthly, etc.

e Manage your subscription lists. Newsletters are distributed to the email addresses which
appear on your subscription lists, and you can manage these lists to insure optimum visibility for
your newsletters.




Manage Newsletter Categories
This function lets you manage the categories of newsletters for your mission. Any newsletter which is
created must be added to a newsletter category.

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage newsletter

1.
categories.
MANAGE STRUCTURAL ELEMENTS OF THE SITE
[ 1 1] — 1
2EOOW = %% 5
Manage blocks ~ Manage terms Manage Manage the Manage footer Set number of
newsletter site menu links items 1o show
categories
2. The NEWSLETTERS screen is displayed. It shows the list of existing newsletter categories.
HOME |« M ew e
NEWSLETTERS
Mewshetier allow you to send pericac p-mails 10 subscribers. Seq Newsletter subscoripteces For a Msfing of the subscribsers
HEWSICIIEr CHIEQOTY Bame Ty 1em Subsoribers DpeTEs:
Hewsletier |AR| ermrletier |AR] e newsleiter category
Migsion Eventn s Evems 4 O NEWSREIDE O ey
Dy ComminTy Dur Cosmamunisy 4 B0 NEWSETIE TG0y
Jab Updaies Al Uipdares 1

Add a Newsletter Category
1. Click Add newsletter category.

NEWSLETTERS
[ Newsirers [N
===

2. The ADD NEWSLETTER CATEGORY screen is displayed. This is where you provide general
information about the newsletter category, including its name and description, subscription options,

and email options.
Name: Enter a name for the newsletter category. (Autotext is not allowed in this field.)

Description: Enter a description for the newsletter category.
Subscribe new account: Select an option from the dropdown list. The options are defined

[
on the screen.



e Opt-infout method: Select an option from the dropdown list. The options are defined on the
screen.

e Email format: Select HTML.

ADD NEWSLETTER CATEGORY

Newsletters = Settings

You can create different newsletters (or subjects) to categorize your news (e.g. Cats news, Dogs news, .._).

Name *
UNMISC Media Monitor

Description

References to our mission’s activities in regional media
Subscription settings

Subscribe new account
Silent w

None: This newsletter is not listed on the user registration page
Default on: This newsletter is listed on the user registion page and is selected by default
Default off: This newsletter is listed on the user registion page and is not selected by default
Silent: A new user is automatically subscribed to this newsletter. The newsletter is not listed on the user registration page.
Opt-infout method
Double|w
Hidden: This newsletter does not appear on subscription forms. No unsubscription footer in newsletter.
Single: Users are (un)subscribed immediately, no confirmation email is sent.
Double: When (un)subscribing at a subscription form, anonymous users receive an (un)subscription confirmation email. Authenticated users are (un)subscribed immediately.
Subscription block
A subscription block will be provided for this newsletter categery. Anonymeus and authenticated users can subscribe and unsubscribe using this block.

Email settings

Email format
C Plain

Email priority
none ﬂ

[ Request receipt

3. Scroll down to the Sender information section. This is for the email which will accompany the
newsletter.

e From name: Edit the default sender name, if necessary.
e From email address: Edit the default sender address, if necessary.

e Email subject: Enter the subject line for the email. You can add autotext to this field. Refer to
the section: Add Automated Text to a Field for more information.



Sender information

From name
UNMISC

From email address *

noreply-unmissions@un.org

Newsletter subject

* Replacement patterns

Email subject *

Your weekly Media Monitor newsletter is here!

HTML to text conversion
When your newsletter is sent as plain text, these options will determine how the conversion to text is performed.

Hyperlink conversion
© Append hyperlinks as a numbered reference list
® Display hyperlinks inline with the text

SAVE

4. Click SAVE. The newsletter category is created and added to the list of categories.

Home : Newsletters

NEWSLETTERS

Add newsletter category

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Newsletter category name Taxonomy term Subscribers Operations

4+ Newsletter [AR] Newsletter [AR] 1 edit newsletter category
< Mission Events Mission Events 4 edit newsletter category
<+ Our Community 0Our Community 4 edit newsletter category
“  Job Updates Job Updates 3 edit newsletter category

|+ UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category

SAVE

Add Automated Text to a Field
You can add autotext to certain input fields. These are:

e Email subject -- on ADD NEWSLETTER CATEGORY screen
e Title pattern for new edition nodes -- on Schedule details panel, NEWSLETTER screen.

The following example illustrates this procedure.

1. Inthe Email subject field: click where you want the automated text to appear.



Newsletter subject

r Replacement patterns

Email subject *

Here is today’s briefing! ﬁ

2. Click Replacement patterns.
3. Expand the category of text you want to include, then click the specific format.
These tokens can be used in all text fields except subject and will be replaced on-screen and in the email
Click a 1oken to insert it into the field you've last clicked.
Name Token Description
Tokens related to the current date and time.
Custom format [current-date:custom:?| A date in a custom format. See the PHP documentation
Local time [current-date:local_time] A date in 'local_time’ formar. (74:02 - 1.4 Ju)
Long format Adate inlong format. ( Thursday, T4 July, 2016 - 14:02)
Medium format current-date:-mediumi A date in 'medium’ format. (Thu 74/07/2016 - 2202pmy
MNode date [current-date:node_date] A date in ‘node_date' format. (74 Juw/ 2016
Raw timestamp [current-date:raw] A date in UNIX timestamp format (7468504921)
Short format [curren-date:short] A date in ‘short’ format. (740772016 - 14:02)
Time-since [current-date:since] A date in lime-since’ format. (46 years 6 months)
day [current-date-day] A date in 'day’ format. (74)
month [current-date-month] A date in‘month’ format. (/)
weekday [current-date:weekday] A date in 'weekday format. (The)
Current page Tokens related to the current page request.
Current user Tokens related to the currently logged in user.

4. The text string for that format is added to the field.

Email subject *

Here is today's briefing! - [current-date:long]

5. When the newsletter is delivered to subscribers, the email subject line appears as below.

‘ ] Here is today's briefing! - Thursday, 30 June, 2016 - 16:04
' UMNMIS/ knnsloy

noteply unmisson=Edun org

.

*Note — Issues are delivered as per the time zone of the sending mission.

Edit a Newsletter Category
1. Select the category in the NEWSLETTERS screen, and click edit newsletter category.

Newsletter category name Taxonomy term Subscribers Operations

4+ Newsletter [AR] Newsletter [AR] 1 edit newsletter category

#  Mission Events Mission Events 4 edit newsletter category

<+ Our Community Our Community 4 edit newsletter category

#  Job Updates Job Updates 3 edit newsletter category

< UNMISC Media Monitor UNMISC Media Monitor 4




2. The NEWSLETTERS input screen for the newsletter is displayed. Make the desired changes, and
click SAVE at the bottom of the screen.

NEWSLETTERS

Name *
UNMISC Media Monitor

Description

References to our mission’s activities in regional media
Subscription settings

Subscribe new account
Silent v

None: This newsletter is not listed on the user registration page.

Default on: This newsletter is listed on the user registion page and is selected by default

Default off: This newsletter is listed on the user registion page and is not selected by default

Silent: A new user is automatically subscribed to this newsletter. The newsletter is not listed on the user registration page.

Opt-in/out method
Double j
Hidden: This newsletter does not appear on subscription forms. No unsubscription footer in newsletter.

Single: Users are (un)subscribed immediately, no confirmation email is sent.
Double: When (un)subscribing at a subscription form, anonymous users receive an (un)subscription confirmation email. Authenticated users are (un)subscribed immediately.

Subscription block

A subscription block will be provided for this newsletter category. Anonymous and authenticated users can subscribe and unsubscribe using this block.

Email settings

Email format
O Plain
® HTML

3. The newsletter category is saved with the specified changes.

Delete a Newsletter Category
1. Select the category in the NEWSLETTERS screen, and click edit newsletter category.

Home > Newsletters

NEWSLETTERS

Add newsletter category

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Newsletter category name Taxonomy term Subscribers Operations

4+ Newsletter [AR] Newsletter [AR] 1 edit newsletter category

+  Mission Events Mission Events 4 edit newsletter category

+  Our Community Qur Community 4 edit newsletter category

# Job Updates Job Updates 3
4+ UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category

SAVE

2. The NEWSLETTERS input screen for the newsletter is displayed. Click DELETE at the bottom of the
screen.

DELETE

3. A confirmation query is displayed. Click DELETE to proceed.




ARE YOU SURE YOU WANT TO DELETE CATEGORY JOB UPDATES?

Note: All subscripti iated with this ! will be lost.

This action cannot be undone.
DELETE | CANCEL

The newsletter category is deleted, along with all of its subscriptions.

Home > Newsletters

= All subscnplions 10 newsletter Job Updales have been deleted
= Newsletter category Job Updares has been deleted

NEWSLETTERS

Add newsletter category

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Newsletter category name Taxonomy term Subscribers Operations

4 Newsletter [AR] Newsletter [AR] 1 edit newsletter category
“  Mission Events Mission Events 4 edit newsletter category
“+  Our Community Our Community 4 edit newsletter category
“+ UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category

SAVE

Add a Newsletter Category to the Site Menu

1.

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage the site menu.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

EEEQ)EE@% 15

Manage blocks ~ Manage terms Manage Manage the Manage footer ~ Set number of
newsletter site menu links items 1o show
categories

The MAIN MENU screen is displayed. Click Add link.

MAIN MENU
Edit menu

Allitems Show row weights
View Ar Menu link Enabled Operations

View En + Home o edn delete

View Es +  About ¥ edi delete

The MAIN MENU input screen is displayed. Complete the necessary fields:

e Menu link title: Enter the title of the link to be added to the menu.
e Path: To find the path, access the NEWSLETTERS screen (ADMINISTRATION
DASHBOARD> Structure tab> Manage newsletter categories). Point to the newsletter



category in the Taxonomy term column. Its path is displayed at the bottom of the screen.
Enter the text which appears after the slash mark (/) in the site URL.

NEWSLETTERS
m Settings

Mewsletter allow you 10 send penodic e-mails to subscnbers, See Newsleller subscnp

ans for a isting of the subscribers

Show row weights

Newsletter caleqory name Taxanomy term Subscribers Operations

I Newsbetter [AR] HNewsbetter [AR] 1 edit newsletter category
4+ Mission Events Mission Events 4 edit newsletter category
4 Our Community Our Community 4 edit newsletter category
“ Job Updates Job Updates 3

+ UNMISC Media Monitor UNMISC Media Monitor 4

¥ PR Roundup PR Roundup 4 cler

000000

|—'\II:\ manial.dfi- dnapalga-Bl.dpko.un orgt

e Enabled: Make sure the checkbox is checked.

e Parent link: Select the item under which the link will appear on the Site Menu — in this case
Newsletters.

e Language: Select the correct language for the link.

MAIN MENU

Listlimks Bdameny  Translsoe

Mena link title *

Thee et b e used for thes liok in the menu

Fath *

Titwe path for thees e link. This can be o inbemal Drupsl path such 8% nodkviad'on an extennal LAIL such st Sifoosdunad ong. Enter «<fronds b lnk o the fromt page

W Enabled
iy ks that see not enabled will not be bated in any mera

Shorw @k expandid
I dambeste] el Thirs sy lisls il chileinen, The Sreea wall Aty Aol Enpanded

Pagenl link

b

Thee reswmi e depth Bor @ bk el all e chiidies i Boosd it 5 Sorme e bk may nol Be vilable i parenti il Selectiog them woold esteed g lina

Weight
b
Opticeal iy the frere, the Pbarwied lrds will ik i e Bghes ks wall be podinoesd neares the 160

Lasnguasge
w
This e Bakong b & medtingual mene You cin 561 & languads ol i

* W link atiributes

* Wheniu e attribates

4. Click SAVE. The newsletter category is added to the Site Menu.




NEWS ~

Media

Mixed Media

Newsletters

Social media

UNMISC Media Monitor

UN 70 Celebrations

*Note — If the newsletter category has been translated into multiple languages, you will need to complete
this process for each language.




Manage Newsletter Issues

This function lets you create an issue of a newsletter. Before doing so, you must create the newsletter
itself, as described in the section: Add a Newsletter Category.

Before creating a newsletter issue, you must decide whether you will need a token. If a newsletter is to be
distributed on a schedule, the content for the newsletter must be pulled from the site. To specify which
content is pulled into a newsletter issue, you need a token.

Request Tokens

If you want to automate the inclusion of text in your newsletter, you will need a token. This is a string of
text which specifies which content you want to include in the newsletter and how it should appear. Please
contact the development team to request the token(s) you will need. Refer to the section: Get Help>
Technical Support for contact details.

» For each token you request, you must provide the following information:

Content Type: Articles; Listings; Documents

Term: Press Releases; News Articles; Jobs; Reports. Access the NEWSLETTERS screen
(ADMINISTRATION DASHBOARD> Structure tab> Manage newsletter categories) and use
the term in the Taxonomy term column.

e Period of time: Defines the timeframe for items to be included in the newsletter. This can be
expressed as # of hours, days, weeks, months, or years. For example, if a newsletter is to be
issued twice a day, you could specify articles posted within the last 12 hours will be included in
each issue.

e Formatting of the content being pulled by the token:

o Fields to beincluded: Title; Body; Image; PDF; mp3.

o0 Styles of the fields: Defines the style for each field. For example: title text should be
larger than body text; colors and text attributes (boldface, italic, underline) can be
specified; body should be limited to 255 characters, followed by 3 dots...

This is illustrated in the sample newsletter below:

'f@% UNITED NATIONS MISSION IN
%ﬂj U N MISC SOME COUNTRY

Today's headlines Friday, 24 June, 2016 - 12:50

Today's headlines

UN expert sees very little change in efforis to protect right to life, end impunity
in Mexico

23 Jun 2016

A United Nations human rights expert today said that in Mexico, very little has changed regarding the
protection of the right to life his 2013 fact-finding mission to the country. “Extrajudicial kilings and...

Download the PDF: [secretary pdf

Download audio: K sample mp3

More than half of Yemen's population now food insecure — UN

21 Jun 2016

21 June 2016 — Vast swathes of war-torn Yemen — 19 out of 22 govemnorates — are facing severe food
insecurity, and the situation within affected areas is likely to deteriorate if

10



» You can use more than one token for a newsletter. If multiple tokens will be used, you can insert a
table to illustrate their onscreen placement, for example:

Token A Token B
Token C Token D

e Toinsert a table: click the Table icon on the formatting toolbar. In the dialog box which opens,
specify the properties to be applied, and click OK.

Size -|E|Q el

Add a Newsletter Issue

You can create a newsletter issue with draft content only, with token content only, or with both draft and
token content.

Add a Newsletter Issue with Draft Content Only
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD NEWSLETTER.

Local Time 15:50 - 04 May ALL UN MISSIONS

ADMINISTRATION  COMTENT  CLEARCACHE  USER ACCOUNT  LOGOUT
b ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

ADD NEWSLETTER

2. The ADD NEWSLETTER screen is displayed. Complete the necessary fields.

e Title: Enter a title for the newsletter issue. (Autotext is not allowed in this field.)

o Newsletter category: Click the correct category for the newsletter.

e Body: Type the newsletter content directly or paste it ffrom another source. Use the
formatting toolbar to apply fonts and other text effects.

11



ADD NEWSLETTER

Add this newsletter issue to a newsletter by selecting a newsletter from the select list. To send this newsletter issue, first save the node, then use the "Newsletter”

tab.
+ Set default send options at Administration = Configuration > Web services » Newsletters.
v Sel newsletter specific options al Administration = Conlent = Newsleters.

Title *
Thes Moming’s News - 10 May

» Heplacement patterns

Newsletter category *
[ Job Updates [ Mission Events [ [AR] L OurC & UNMISC Media Monitor
Body

BE T U SEI® &8 m:i ;=@ A-3 Boowee T, 52 -|[AN DG

UN refugee agency notes ‘profound concern’ over Kenya's plan to close refugee camps. The United Nations refugee agency today expressed “profound concem” over
the Government of Kenya's announcement this past week that it intends to end the hosting of refugees because of economic, security and environmental burdens, and
called on the Government to reconsider its decision.

In Seychelles, Ban calls for global action en climate change and easing humanitarian suffering. Small States like Seychelles have served as a "magnifying lens” for
many issues that all nations must face, United Nations Secretary-General Ban Ki-moon told the National hs.wml]ly ll][ld\f calling for the archipelago's continued
inahility and easing 1]

suppor as the UM tackles three critical challenges: climate change, global

On World Malaria Day, UN says world closer to eliminating ‘ancient killer'. A year after the World Health Assembly resolved to eliminate malana from at least 35
countries by 2030, a new World Health Organization (WHO) report released today = on World Malaria Day = shows that the goal, although ambitious, is achievable.

Link: You can create a link by highlighting the text to be linked, then clicking the Link

o]
toolbar icon. In the dialog box which opens, enter the URL for the target article, and
click OK.

Mission Events Newsletter [AR] Qur Comn| Link x

Link Info || Target | Advanced

: A- 39 @ T, | Link Type

URL 1]

[ih
lih
1

tions Secretary

climate change, g

ns must facg, Un
three criticdl chz

¢, UN says world closer to eliminating ‘ancient kill{

Norld Health Organization (WH( l|| aport relez
ﬁ Cancel

*Note — If the article appears on this site: enter the page name as it appears after the slash mark (/) at the
end of the the site URL, i.e. community-outreach. If the article appears on an external site: enter the

entire URL of the site.

Format using a template: Click the Template toolbar icon. In the dialog box which
opens, click the template to be applied to your content. Make sure the option to
Replace actual contents is unchecked.

(0]

12



Content Templates b4
dup UNMIY
Please select the template to open in the editor

~
j— Strange Template
— A template that defines two colums, each

one with a fitle, and some text

— Text and Table
— A title with some text and a table.

L¥]

3:] Replace actual contents
Cancel
4

3. Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is complete.

Revision information
Mew revision

Provide a menu link

Menu hink title

Menu settings This Morning's News - 10 May

This Morning's News - 10 May

URL path settings Parent item

Automatic alias —- Newsletters j
Authoring information Weight

By NKRINSLEY 0 j

. B Menu links with smaller weights are displayed before links with larger weights.
Promotion settings

Promoted to front page » Menu link attributes

+ Menu item attributes

PUBLISH || SAVE AS DRAFT § PREVIEW | CANCEL

4. The new issue is displayed with a message at the top of the screen confirming its creation.

Home : Kews - Hewsletien  This Moming's News - 10 bay

|ﬂ Simplenews newshetier s Morirars News - 10 My hat besn créated |

THIS MORMINGS NEWS - 10 MAY

m. s Aarwese e S

B s L)

US| refugen sgpivety reotic T oheandl oot e gwed Keti's gk 1o Ckriet tefugbe camgn. The Dvsted Blatosry iefugen sy sl rapeebied “pistiored torem’ gver
i Calledl e i (LEw T TeTel 1 MRCO et 5 b

i Serpeteied. Ban Calti bal giobal ectn on Clrsel ¢ dRasgr afd basing havustinien dferieg e Salei b

AFy b et TP 1 ¥ ] P v Sablipbery -l Euat K Paier 10a) T G el
Fper i T LN Lackiey Sees crital chullenges: climale changs, plobul wndaratlsy s sawng b
O Wiortd blaleris Cay, UN dirrd worid cloder 13 alirminaling ‘anched biller A o afles 11 g ! [
S Iy 2 o B e le-guied P oy [WVHIEH) S | s Bl sl -




Add a Newsletter Issue with Token Content Only

1. Follow steps 1-2 in the section: Add a Newsletter Issue with Draft Content Only; however, instead of

inserting newsletter content in the Body field, enter one or more tokens. As shown below, your
available tokens appear on the screen, beneath the Body field.

ADD NEWSLETTER

+ Add this newsletter issue to a newsletter by selecting a newsletter from the select list. To send this newsletter issue, fi
tab.

+ Set default send options at Administration > Configuration > Web services > Newsletters.
+ Set newsletter specific options at Administration = Content = Newsletters.
Title *
PR Roundup

» Replacement patterns

Newsletter category *
[J Job Updates [] Mission Events [] Newsletter [AR] [ Our Community W PR Roundup [ UNMISC Media Monitor

Body

B I us[Z|

1
= ¢

&= A- 99 [souce T, | Sze -|(M] Q by

[view:schedulednewsletter=lastweekpressreleases]

body p

Disable rich-text

Available tokens are
[view:schedulednewsletter=|lastweeknewsarticles]
|view:schedulednewsletter=lastweekpressreleases]
[view:schedulednewsletter=lastweekjobs]

2. Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is complete.
3. The new issue is created, as confirmed in a message at the top of the screen.

Home : PR Roundup

| 6 Simplenews newsletter PR Rounduphas been created.

PR ROUNDUP

VIV Edit | Newsletter

PR Roundup

Add a Newsletter Issue with Draft and Token Content
You may want the issue to contain both draft and token text.

1. Follow steps 1-2 in the section: Add a Newsletter Issue with Draft Content Only.

14



2. Inthe Body field: indicate the placement of the components.

Body
B I US|E|I=E = == A- 93 [BiSouce T || Sze -|[A QL B @

[view:schedulednewsletter=lastweeknewsarticles]

Ui refurgen sspmty rotes podund canderr awed Kermi's prlan 1ottt iefuger cammg. T UsTedi Malery (el ueme gy |y eupasiied paifrad
Tt Geirpbvuesl oo Kinvyd's i v 1 wrrrh Dl # s 00 e ok it § oS Db o s SeCunily dud ey
i Septhebed. B calth bai ghobal atfin on chimale chasgr ot caiis) hunaaficien dalTeing Srul Sl b S Malih M 40 nid i iyl K
sy 1t Tl 5 Vars] s, S -Goirpd B ELis () rececoy [k e Poco il B v e Yoo Ko it il
. LU 13 te change, ghobul sty and e

ey Wred il mtarte Cuar, LN iyt wen i digvin B3 elmaratiog aec i biller, &
w5, [y o P B g bl by (e s s T a1

3. Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is complete.
4. The new issue is created, as confirmed in a message at the top of the screen.

Edit a Newsletter Issue

You can edit a newsletter to change its content or settings or to publish or unpublish the issue.

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all content.

MANAGE CONTENT
@~
Manage all Manage all Manage URL Manage
content files redirects revisions (2)

2. The CONTENT screen is displayed. It shows the list of pages on the site.
e For additional information about this screen, refer to the section: Manage all Content.
e To display a view showing only newsletters: click the Newsletters tab.

3. Select the issue, and click edit.

Title Type Author Published Language =
Any v| Ay <[] - Ar ~
Operations
&

Tinle Language  Type Author Published  Post date Updated Operations

Simplenews S 13/06/2016-  13/06/2016-

NKRINSLEY ¥ edit

= newsletier HELRE s, 08:00 10:00 Sk

Simplenews 12/06/20016- 12/06/2016 -
T & headls ¥ -1 new NKRINSLEY {
oday&#039;s headimes Sunday, 12 June, 2016 - 10:00 new o udliani Yes i in [ Juetere

- T - = Simplenews ML EE e 11/06/2016-  11/06/2016 - .

TodayE#039;s headlines Saturday, 11 June, 2016 - 10:00 new En B HERINSLEY Yes 0800 10:00 edit  delete

4. The EDIT NEWSLETTER screen for the issue is displayed. From this screen, you can modify any of
the existing components.

15



EDIT NEWSLETTER

View Newsletter Newsletter Editions

Title *
Today&#039;s headlines Sunday, 12 June, 2016 - 10:00

+ Replacement patterns

Newsletter category *
[1 Job Updates [ Mission Events [ Newsletter [AR] 1 Our Community (] PR Roundup & UNMISC Media Monitor

Body
B I USEs = =E £ 2= A- 99 @Source T, | Size - B Q b3 @ &

Today's headlines:

[view:schedulednewsletter=Ilatestnewsarticles]

5. Make the desired changes, and click SAVE. The update is confirmed in a message at the top of the
screen.

“ 0 Simplenews newsletter 7oday&#039:s headiines Sunday, 12 June, 2016 - 10-00has been updated |

6. To publish the issue: click PUBLISH. The issue is published; however it will not appear on the site
until it is sent.

PUBLISH

7. To unpublish the issue: click UNPUBLISH. The issue reverts to draft status.

SAVE || UNPUBLISH

Delete a Newsletter Issue

1 Inthe CONTENT screen: select the issue, and click delete.

CONTENT

m Files  Newsleners
Title Type Author Published Language

w Aavy 2] | |- A o

Operations
Tithe Language  Type Author Published  Post date Updated Dperations
flines Monday, 13 June, 2016- 10 En :'er:.‘:::“::”’ NKRINSLEY Yes éz.';i:mum 1':’_';':"’“"‘ i delete
Today&#039.5 headlines Sunday, 12 June, 2016 - 10,00 new En ::::_‘:'::"‘;“ NKRINSLEY Yes '0;";]:"20'“ ::;I:JZUM edit
Today&#039,5 headlings Saturday, 11 June, 2016 - 10.00 new En :::E::'I‘:’“ NERINSLEY Yes ;:;;r:rzum ::::Jzum edit delete

2 A confirmation query is displayed. Click DELETE to proceed.



View Edit  Newslerer  Newsletier Editions  Revision operations.

This action cannot be undone,

ARE YOU SURE YOU WANT TO DELETE 70DAY&#039,5 HEADLINES SUNDAY, 12 JUNE, 2016 - 10.00?

The newsletter is deleted and no longer appears in the newsletter list.

l (V] « Newsletter Todap&#039 s headlines Sunday, 12 June 2016 - 10.00was deleted |

CONTENT

Files  Newsletters

nitle Type Author Published Language
A j Any j o

Operations

L1 Tile Language Type

[ Today&#039:s headlines Monday, 13 June, 2016 - 10-00 En Simpleriews
newsletier

; Simpl

[ Todays#039:s headlines Saturday, 11 June, 2016 - 10:00 new En implenews
newsletter

Updated
13/06/2016 -
10:00
11/06/2016 -
10.00




Manage Newsletter Distribution

You can distribute a newsletter directly (for a single issue) or have the system send the newsletter on a
schedule you define (for a recurring issue).

Direct Distribution
1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all content.
2. The CONTENT screen is displayed. Click the Newsletters tab.

CONTENT

Files | Newsletters

3. The NEWSLETTERS screen is displayed. Select the issue to be distributed, and click edit.

NEWSLETTERS

Show only newsletters which

Subscribed 1o waleTer ~
Update oplions
Last batch: & mails sent at Fri, 24/06/2016 - 12:50pm

Title MHewsketter categary Created Published  Sent Subscribers  Operations

Dailv Management Briefing i, 30/06/2016 - - Notyer ]:‘
et

a01pm

4. The EDIT NEWSLETTER screen for the selected issue is displayed, Click the NEWSLETTER tab.

Home » DAily Management Briefing » Edit

EDIT NEWSLETTER

View l:ﬂ‘ Newsletter | Newsletter Editions

Title *
DAily Management Briefing

5. The SEND NEWSLETTER screen for the selected issue is displayed.
6. Click the send option you want to apply:

e Send one test newsletter to the test address: sends this issue to the newsletter’s creator.

This is helpful for verification purposes before distributing to a wider audience.
e Send newsletter: sends this issue to the newsletter’'s subscribers.
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NEWSLETTERDAILY MANAGEMENT BRIEFING
View Edit

Send newsletter

Send newsletter

Send one test newsletter to the test address
® Send newsletter

Test email addresses
krinsley@un. org

A comma-separated list of email addresses to be used as test addresses

SuBMIT

7. Click SUBMIT. The newsletter is sent.

Scheduled Distribution
1. Follow steps 1-4 in the previous section: Direct Distribution to display the SEND NEWSLETTER
screen for the selected issue.
2. Click the send option you want to apply:
e Send one test newsletter to the test address: sends this issue to the newsletter’s creator.
This is helpful for verification purposes before distributing to a wider audience.

Send newsletter: opens the Schedule details panel, in which you specify the start and stop
dates for the issue and its frequency.

Stop newsletter schedule: stops future issues from being sent, even if the Stop sending
on date has not been reached.

NEWSLETTERLATEST ARTICLES FROM UN NEWS CENTRE
View Edn m MNewslener Edinsons

Send newsletter

Send newsletier

Send one test newsletter to the test address
® Send newsletter

Stop newsletter schedule

Test email addresses

A commar-separated list of email addresses 1o be wsed as test addresses

*Note — The scheduling options are active only when a token has been created for the site. For further
information, refer to the section: Request a Token.

3

In the Schedule details panel: specify the start and end dates for the issue and its sending interval.
4

In the Title pattern for new edition nodes field: there is default text. This represents the newsletter
title, as specified on the ADD NEWSLETTER screen and should not be deleted or modified.

a. You can add autotext to this field, which will appear on all issues after the first. Refer to the
section: Add Automated Text to a Field for more information.
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»Schedule details
Start sending on *

2016 || Jul w1 w8 w00 w

Intervals work by crea:nrbq a new node at the desired time and marking this to be sent,

Sending interval

Interval 1o send at

Interval frequency

Set the number of Intervals between newsletter transmission

Stop sending
MNever
® On a given date
After a maximum number of editions

Stop sending on *

2006 |v| D w4 wii= & | 0D

[ <€

The date when the last sent newsletter will be sent

Title pattern for new edition nodes *

New edition nodes will have their title set 1o the above string, with tokens replaced

* Replacement patterns

suBMIT

6. After defining the schedule: click SUBMIT. The schedule details are saved, as confirmed in a
message at the top of the screen.

Home > Latest articles from UN News Centre » Newsletter

Q * Newsletter Schedule preferences have been saved.

Edit a Newsletter Schedule

You may want to edit the distribution schedule after the newsletter is created and/or distributed. In order
to do this, you must do the following: (1.) access the original (first issue) of the newsletter; (2.) stop the
schedule; (3.) make the changes; and (4.) re-start the schedule.

1. Follow steps 1-3 in the section: Direct Distribution to access an issue of the newsletter.
2. The EDIT NEWSLETTER screen for the selected issue is displayed, Click the NEWSLETTER tab.

Home » Latest articles from UN Mews Centre > Edit

EDIT NEWSLETTER

View W=\l Newsletter | Newsletter Editions

[Title *

Latest articles from UN News Centre

3 If this is not the original issue, a screen message is displayed. Click the link to view the original issue.
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Home » Latest articles from UN MHews Centre « Hewsletier

NEWSLETTER LATEST ARTICLES FROM UN NEWS CENTRE

View  Edit Hewsletter Bditions

Send newslether

& This node is part of a scheduled newsletter configuration. View the onginal newslm

4. Inthe Send newsletter options section: click Stop newsletter schedule.
5. Click SUBMIT.

NEWSLETTERLATEST ARTICLES FROM UN NEWS CENTRE
View Edit m Newsletter Editions

Send newsletter

Send newsletter

O Send one test newsletter to the test address
© Send newsletter

@ Stop newsletter schedule

Test email addresses
krinsley@un.org

A comma-separated list of email addresses to be used as test addresses.

SUBMIT

Make the desired changes in the Schedule details panel, and click SUBMIT.
The updated schedule details are saved, as confirmed in a message at the top of the screen.

No

Home : Latest articles from UN News Centre » Newsletter

Q + Newsletter Schedule preferences have been saved.
+ Newsletter Schedule will send again on Mon, 01/08/2016 - 10:00am

8. Return to the Schedule details panel, and click Send newsletter. The newsletter is sent as per the
updated schedule.



Manage Newsletter Subscriptions

This function lets you manage the email addresses which subscribe to mission newsletters. These
addresses may be submitted by users via the Subscribe link in the footer bar. [Refer to the section: On

Every Page> Footers for further information.] Addresses may also be added manually, as documented in

the following sections.

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Manage

subscriptions.

MANAGE SITE SETTINGS

-‘:Eag@@og

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The NEWSLETTER SUBSCRIPTIONS screen is displayed. It shows the list of existing email
addresses. You can subscribe or unsubscribe an address to a newsletter; activate or deactivate an
address; mass subscribe/unsubscribe all addresses to a newsletter; and export a mailing list.

NEWSLETTER SUBSCRIPTIONS

Show only subscription which
Subscribed to All newsletters j
Email address

FILTER
Update options
acvete |v| [T
O Email Username Status Language
O doulten@un_org MDOULTON & en
O i1367990@trbvm com & fr
O krinsley@un_org NKRINSLEY & en
m} navarro3@un.org JNAVARRO13 & en

Operations
edit
edit
edit

edit

Edit an Email Address

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: Check the box next to the address, and click edit.

O Email Username Status Language
5] doulton@un_org MDOULTON ) en
m} 11367990@trbvm.com s fr
O krinsley@un.org NKRINSLEY i en
(] navarro3@un.org JNAVARRO13 ] en

Operations
edit
edit

edit

2. The SUBSCRIPTIONS screen for the selected email address is displayed.

a. Check or uncheck a newsletter to add or remove the email address from its subscription list.

b. Check or uncheck the Activated box to activate or deactivate the address.

3. Make the desired changes and click UPDATE.
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Home » Subscriptions

SUBSCRIPTIONS

| Subscriptions for doulton@un.org |

Select the newsletter(s) to add/remove from subscription.
¥ Newsletter [AR]

[J Mission Events
[J Our Community
[] Job Updates

[2]unmisc Media Monitor

Activation
Activate or inactivate account.

¥ Activated

Preferred language

The e-mails will be localized in language chosen. Real users have their preference in account settings.

User language
En

UPDATE

The subscription is updated, as confirmed in a message at the top of the screen.

4.

Home : Subscriptions

Q The newsletter subscriptions for doultongun orghave been updated.
i

SUBSCRIPTIONS

Mass Subscribe to Newsletters

This function lets you manually enter email addresses and subscribe them to one or more newsletters.

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: click Mass subscribe.

(NE3@ Newsletter subscriptions

2. The MASS SUBSCRIBE screen is displayed. Complete the necessary fields:

e Email addresses: Enter the addresses to be subscribed in the textbox.

e Subscribe to: Check the newsletters for the mass subscription.

23



MASS SUBSCRIBE

Email addresses
beghfun.org, parvathalafun.org, petaninfun.org, panjeta@un.ocrg, vyas@un.org, rahmanid@un.crg

Email addresses must be separated by comma, space or newline.

Subscribe to

¥ Newsletter [AR]
Newsletter [AR]

] Mission Events
Describe current happenings, events, drives at the mission

[J Our Community
Describes all outreach efforts in the community surrounding the mission

[ Job Updates
Shows the current status of all jobs posted this month

M UNMISC Media Monitor
References to our mission's activities in regional media

[] Force resubscription
If checked, previously unsubscribed e-mail addresses will be resubscribed. Consider that this might be against the will of your users

Anonymous user preferred language
@ Site default language

New subscriptions will be subscribed with the selected preferred language. The language of existing subscribers is unchanged.

SUBSCRIBE

3. Click SUBSCRIBE. The email addresses are subscribed to the selected newsletters, as confirmed in
a message at the top of the screen and added to the list of email addresses.

Home » Newsletter subscriptions

0 « The following addresses were added or updated. begh@un org. parvathala@un. org. polaningun org. panfela@un org, vWas@w.org ralmanid@un. org.
« The addresses were subscribed to the following newsletters: Mewsletter [AR] Job Updates, UNMISC Media Monitor,

NEWSLETTER SUBSCRIPTIONS
e

Show only subscription which

Subscribed to v
Email address
Update options
SN UPDATE
Email usemame Status Language Operations
begh@un.org bt on edit
doulton@un org MDOULTON e en edit
o fr edit

1 36T990@irbvm.com

Mass Unsubscribe from Newsletters
This function lets you manually enter email addresses and unsubscribe them from one or more
newsletters.

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: click Mass unsubscribe.
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(N3 Mewsletter subscriptions

2. The MASS UNSUBSCRIBE screen is displayed. Complete the necessary fields:

e Email addresses: Enter the addresses to be unsubscribed in the textbox.
e Unsubscribe from: Check the newsletters for the mass unsubscription.

MASS UNSUBSCRIBE

Email addresses

beghfun.org, parvathalaBun.org, vvas@un.org

Email addresses must be separated by comma, space or newline.

Unsubscribe from

[ Newsletter [AR]
Newsletter [AR]

[ Mission Events
Describe current happenings, events, drives at the mission

] Our Community
Describes all outreach efforts in the community surrounding the mission

Job Updates
Shows the current status of all jobs posted this month

[ UNMISC Media Monitor
References to our mission's activities in regional media

UNSUBSCRIBE

3. Click UNSUBSCRIBE. The email addresses are unsubscribed from the selected newsletters, as
confirmed in a message at the top of the screen and removed from the list of email addresses.




Home > Newsletter subscriptions

0 + The following addresses were unsubscribed: begh@un.org, parvathala@un.org, vyas@un.org.
* The addresses were unsubscribed from the following newsletters: Job Updates.

NEWSLETTER SUBSCRIPTIONS

Show only subscription which

Subscribed to All newsletters

Email address
FILTER

Update options

Activate UPDATE

Export a Mailing List

This function creates a mailing list of subscribers by displaying email addresses in a text box, which can

be copied and pasted into a To: or Cc: mail field.

1. Click Export.

[IEI@ Newsletter subscriptions

2. The EXPORT screen is displayed.
3. Make your selections in each category, and click EXPORT.

26



EXPORT

Status *
Active users

1 Inactive users
Subscriptions matching the selected states will be exported.

Subscribed *

Subscribed to the newsletter

[J Unconfirmed to the newsletter

[J Unsubscribed from the newsletter

Newsletter *

[ Newsletter [AR]

[J Mission Events

[J Our Community

[] Job Updates

UNMISC Media Monitor

Subscriptions matching the selected newsletters will be exported.

EXPORT

Subscriptions matching the selected subscription states will be exported.

Based upon your selections, the Export results are shown in a text box near the bottom of the

screen.

Export results

krinsley@un.org, doulton@un.org, navarro3fun.org,
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