Using the Email Management System 

Updated 08/01

The Point of Choice Email Management System lets you create outbound email programs to communicate directly with your customers.
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Logging On

To log onto the system:

1. Go to the Point of Choice Administration homepage. 

2. Type: (your user name and password) and click Go.

The Administration Home Page appears: 
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3. Click on Email Newsletter Management.

The Email Management System screen appears:
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You can begin the following tasks from this screen:

· Add/Edit Channel Definitions and Content

· Select Point of Choice channels 

· Show User Subscription Activity 

· Show Specials Subscription activity 

· Edit Marketing Message

Adding/Editing Channel Definitions

A channel is a general theme or category of email. Examples include: Recipe of the Day, Wine Tips, Health & Beauty, etc. Users can subscribe to one or more channels in the same way as they would subscribe to cable TV channels.

Once you create a channel, you then create individual emails that you will send to subscribers who sign up for the channel.

To create a new channel:

1. Click on Add/Edit Channel Definitions and Content.

The Add/Edit Channels screen appears:
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This page lists existing channels in a table. For each of these channels, you can edit the channel, delete the channel, view or delete past content, or add or view future content.

Above the table is the line:

To add a new Channel, click here 
2. Click on here. 

The Add/Edit Channel Definition screen appears:
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3. Enter information in the following fields:

· Channel Name: Type the name of the channel.

· Channel Description: Type a description of the channel.

· Content Type: Click to indicate if the channel is:

· Periodic: To be sent out at regular intervals

· Curriculum: Lessons or courses the users will take. (If the channel is Curriculum, type in the number of lessons.)

· Recipe: If you will email users specific recipes

· Periodicity: Click whether the channel is Daily, Weekly, Biweekly, Monthly, or Occasional 

· Attributes: 

· Click to indicate if the channel can be sponsored (that is, an advertiser can advertise in the email). 

· Click to indicate if the channel is active (that is, it appears on your website so that users can select it). Note: You can create a channel for future use that is temporarily inactive by unchecking this box.

· Start Date: Use the drop-down list to indicate when the channel becomes active.

· Rule ID: Use the drop-down list to indicate the rule for the channel (e.g., Not Approved, Approved for All, etc.)
4. To create the channel, click Submit. 

The Add/Edit Channels screen appears with the new channel listed.

Editing a Channel 

To edit a channel from the Add/Edit Channels screen:

1. Click on Edit Channel next to the channel name.

The Add/Edit Channel Definition screen appears:
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Note: If the channel has already been approved, the following message appears: 

Warning! This Channel Definition has already been approved. If you press the submit button, the status will be changed back to pending. The channel will have to be re-approved before it will appear on your website. To go back to the list of channels, click here.

2. To edit the channel, make changes as needed and click Submit.

Deleting a Channel

To delete a channel from the Add/Edit Channels screen:

1. Click on Delete Channel next to the channel name.

The Delete Channel confirmation screen appears:
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2. To delete the channel , click on Confirm Deletion.

Viewing Past Content

To view past content for a channel from the Add/Edit Channels screen:

1. Click on View/Delete Past Content.

The View/Delete Historical Channel Content screen appears:
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This screen lists past channel content.

2. Click on view  next to the Publish Date for the content you want to view.

The View Channel Content screen appears:
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This screen shows the content for the email. You can copy and paste this content where needed.

Deleting Past Content

To delete past content for a channel from the Add/Edit Channels screen:

1. Click on View/Delete Past Content.

The View/Delete Historical Channel Content screen appears:
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2. Click on delete  next to the Publish Date for the content you want to delete.

The Delete Channel Content Record confirmation screen appears:
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3. Click on Confirm Deletion to delete the content.

Adding Future Content

To add new content to a channel from the Add/Edit Channels screen:

1. Click on Add/Edit/View Future Content.

The Add/Edit Upcoming Channel Content screen appears:
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This screen lists upcoming content, including the title, status, and publish date.

2. Use the drop-down list to select a Publish Date.

3. Click on Create New Content.

The Add/Edit Channel Content screen appears:
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This screen lets you type in or paste in contents of the email you will send to users. 

There are two large text boxes on this page where you can enter content:

· Email Content (Text Format) - required

· Email Content (HTML Format) - optional

4. Type or paste text in the Email Content (Text Format) box. 

Note: Entering HTML content is optional. If you enter HTML format, please note:

· All header information will be stripped out of the page. 

· Make sure the title of the email or lesson is in the body of the page.

· You can update the HTML preview by pressing the Update HTML Preview button. This refreshes the HTML displayed on the screen.

5. If the channel is a recipe channel, the following appears below the HTML preview:
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Type in part of a recipe title and click on Lookup Recipe.

A popup Select a Recipe Title screen appears. For example:
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This screen lists the names of recipes that contain the part of the search title you indicated.

6. Click on a Recipe Title.

The title appears on the Add/Edit Channel Content screen.

7. Add additional recipe titles if needed.

8. When finished entering content, use the drop-down list to change the Publish Date if needed.

9. Click Submit.

Viewing Future Content

To view future channel content from the Add/Edit Channels screen;

1. Click on Add/View Future Content.

The Add/Edit Upcoming Channel Content screen appears:
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This screen lists upcoming content, including the title, status, and publish date.

2. Click on preview next to the content you want to view.

The View Channel Content screen appears:
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This screen shows the content for the email. You can copy and paste this content where needed.

Delete Future Content

To delete future channel content from the Add/Edit Channels screen;

1. Click on Add/View Future Content.

The Add/Edit Upcoming Channel Content screen appears:
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This screen lists upcoming content, including the title, status, and publish date.

2. Click on delete next to the content you want to delete.

The Delete Channel Content screen appears:
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3. Click on Confirm Deletion to delete the content.
Selecting Point of Choice Channels

You have the option of using Point of Choice channels as part of your email system:

1. From the Email Management System screen, click Select Point of Choice Channels. 

The Select Point of Choice Channels screen appears:
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This screen lists the various Point of Choice channels that are available to you.

2. Click on the channels you want to be available to your customers.

3. Click Submit.

The system makes the Point of Choice channels available to your customers.

Viewing User Subscription Activity

You can view your user subscription activity at any time:

1. From the Email Management System screen, click Show User Subscription Activity.

The User Subscription Report screen appears:
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This reports shows the following information:

· The name of the channel

· The number of users who have subscribed to it.

· The number of users who have canceled their subscription to it.

· The channel's content type.

· The channel's periodicity.

Viewing User Specials Subscription Report
You can view your user specials subscription report at any time. 

1. From the Email Management System screen, click Show Specials Subscription Activity.

The User Specials Subscription Report screen appears:
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This report shows:

· Specials categories

· Number of users subscribed to each category

· Number of users who canceled subscription to each category

Editing Your Marketing Message

Your marketing message is put at the end of each outgoing email. To change this message:

1. From the Email Management System screen, click Edit Marketing Message.

The Edit Marketing Message screen appears:
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This screen shows your current marketing message in both HTML and text format. There are two text boxes on this page where you can edit your marketing message:

· Marketing Message (HTML Format) 

· Marketing Message (Text Format) 

2. Make changes in the Marketing Message (Text Format) box. If you use HTML in any of your emails, be sure to make changes in Marketing Message (HTML Format) box.

Note: you can update the HTML preview by pressing the Update HTML Preview button. This refreshes the HTML displayed on the screen.

3. When finished editing your marketing message, click Submit.

An acknowledgment page appears. 
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