Email Blasts Overview

Most emails from APHL to groups of recipients are requested at the APHLWeb email blast site on SharePoint (SP) and sent via Higher Logic/Real Magnet (http://www.magnetmail.net), the Web-based email blast service.

This system allows us to view how many emails are sent and to which constituents, and it provides tracking metrics for analysis. We also gain more consistency in format and text tofor emails being sent from APHL with this centralized process.

STAFF
Manager/Contact: Sr. Specialist, Marketing & Membership
Backup: Sr. Specialist, Marketing
Senior Leader: Director of Marketing and Communications

TYPES OF EMAILS
· Announcements, updates, information dissemination and alertsbreaking news 
· Requests for proposals, survey participation or other information 
· Marketing of webinars, training courses, teleconferencesmeetings and workshops to members and laboratory professionals
· Member communications, newsletters

MONITORING/MANAGING THE EMAIL BLAST REQUEST CALENDAR
Emails are requested on SP through the following site: http://www.aphlweb.org/aphl_departments/Operations/Marketing/Marketingpgs/EmailBlast.aspx

· Be aware of emails that are coming up, including the audience for each (to compare overlapping on same-day emails). C – check daily. The Manager receives email alerts from SP for any new requests or changes to current requests.
· Hold email creation until same day if possible (new same-day requests can be made by staff, and edits to existing requests are frequent, although we ask for 24-hour advance set up). Make sure “approval” check box has been checked.
· Check for missing links or unattached recipient lists, so that the requester may be contacted ahead of time for any missing information.

OTHER THINGS TO KEEP IN MIND:
· Not more than TWO emails should be sent out each day (only ONE to the same group of people). In high volume times, we can relax this rule can be relaxed, provided that the audiences don’t cross over, or they reflect priority of these messages.  (cCheck the urgency of the communication, or deadlines).
· The SMTLT/Directors group  is always included among recipients, as well as the person(s) in the Sender (From) and Reply-To fields, and the sender at the bottom of the email body copy.



EMAIL BLAST PROCESS

PROCESS OUTLINE

1) Check calendar regularly.
a) first thing each morning
b) alerts in your email inbox

2) Create email in MagnetMail.
a) Create name and choose category and template.
b) Copy and paste body copy as text.
c) Format HTML message, preview format and links. Save.
d) Format text version. Save.

3) Set up the Send
a) Enter special recipients (the sender(s), other individuals to be copied).
b) Select ‘from’ and reply-to name/email(s).
c) Enter the Subject line and billing code.
d) Enter reply-to address.
e) Set up sending date and time.
f) Select group(s).
g) Check and submit. 

4) Post-Send: check for bounces next day, forward as necessary.
	



EMAIL BLAST PROCESS

PROCESS DETAILS

	1
	Go to the email calendar at www.aphlweb.org and select the email you want to set up. (http://www.aphlweb.org/aphl_departments/Operations/Marketing/Marketingpgs/EmailBlast.aspx)

	2
	Log in to Real Magnet (https://www.magnetmail.net/) in a separate window. Use chrome as browser.

	3
	Create a new message. Click on the MESSAGES tab. In the drop down at the top select the appropriate eBlast category. Below the category drop down in the text field, enter a name for the email and click the ‘Go’ button when done. Name should be brief but descriptive and include the drop date. 

Example: Training: Mycology TC Series 10-07-10

Use the following prefixes when appropriate:

Training: APHL Training marketing
NLTN: NLTN training marketing 	Comment by Fouse, David | APHL: Does NLTN still exist?
PN: PulseNet distributions
RFC: request for comment 
RFP: request for proposals
NBSGTSYYYY: for NBGTS
AMYYYY: for Annual Meeting
PS: Position statement requests from Peter Kyriacopoulos
Survey: Survey emails from Deborah Kim	Comment by Fouse, David | APHL: Do we have to keep all these former staff names or can we update? Or change to relevant department/program names?
Training: APHL webinars from Denise Korzeniowski
Influenza News #XX from Tricia Aden

	4
	Select the template specified in the request form. We mostly use the APHL-General template. The others used are Blank (for HTML), APHL-CLSI Webinars, APHL Training, APHL-The PHLIP Channel (newsletters), APHL Annual Awards, Annual Meeting, NBSGTS and NLTN-20 Years. 	Comment by Fouse, David | APHL: Here, too, are we able to update the system/template names, i.e. PHLIP and NLTN? Or is it problematic?

Note: Influenza Update uses the general APHL template, but currently contains an image at the top of the body copy to further enhance the message. See FORMATTING instructions to insert these banners in the body.

Note: APHL-ASCLS Training, Calls (Forum, Inform., Alert) uses a template design that is not yet locally available in MagnetMail. Choose the Blank template, and then copy and paste the HTML from the file on the S Drive into the ‘Source’ version of the text body.

Once selected, you are sent to the ‘Edit HTML’ window to create the body of the email. 

	5
	Copy the body of the email from the request form into Notepad to clear formatting. Re-paste in the HTML editor in Real Magnet.

Note: Delete first word and retype to clear formatting.

	
FORMAT THE EMAIL TEXT

	6*
	Format the HTML version.
· Select all text (Ctrl-A) and change to Arial 10pt or Tahoma 14pt for new editor.
· Italicize/bold/color to match original copy.
· Bullet lists when present in the original copy.
· Save and preview frequently as you work. 

See FORMATTING below for more details. 

Remember that while you are formatting you are actually editing HTML, which has some different properties than you may be used to. Colors, bullets and spacing may be tricky and come out wrong when you preview, due to the nature of an HTML editor. You can edit the HTML directly by selecting the Source button on the editor’s tool bar. Most difficulty comes with formatting text color or bullets.

	7*
	Insert hyperlinks if there were any in the original copy. Be careful to spot if a document hyperlink is at the aphlweb.org domain – this means it is a document posted on SP and won’t work for most recipients. Copy the document locally and create an attachment link in the email. See FORMATTING instructions below for more details.

	8
	Proofread for spelling, grammar, punctuation and consistency with APHL style. Make sure the email includes a real name and signature below with title, phone and email address. 

Standard:
Ben Moyer [insert any degrees or certifications here]
Senior Marketing Specialist
Association of Public Health Laboratories
240.475.2762
ben.moyer@aphl.org

	9
	Once the HTML version is complete, save it and preview it. Check for spacing, spelling and any other formatting. Test any links and anchor tags to make sure they’re functional.

	10
	Click on Edit Text button on the left. You will need to similarly format this text-only version. Save.

	
PREP EMAIL FOR DISTRIBUTION

	11
	Go to the SEND tab.

	
	Choose your email and double click.

	
	Enter in the necessary info from the request form: 

· From Field: format should be: “Humes, Rosemary” <scott.becker@aphl.org>.  The name in quotes is the way it will appear in recipients’ inbox, and it’s important that the last name go first.  The email address in brackets is where the bouncebacks and replies will go. It can be (and often is) a different name.	Comment by Fouse, David | APHL: Update?
· Reply To: copy and paste just the reply-to address
· Subject Line: copy from the request form.
· Preheader text: add in due date, special information or small phrase if applicable (ex. Register Now!)
· Schedule send time: schedule send date and time requested in the form.
· Enter billing code.
· Select group(s) that email should go to. If it is a new list (provided as an attachment to the request), you must upload the list first under the CONTACTS tab. 






*FORMATTING
Select all text and change to Arial 10pt or Tahoma 14pt for new editor.
Don’t use underlines unless absolutely necessary.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Colors: if need be, use the APHL Teal color (Hex: #00A0AF) or APHL Red (Hex: #B42E34), but sparingly. It is usually used for headers in Training emails.
Keep alignment (i.e., left align) consistent.

Inserting Links and Create Anchor Tags and Return to Top Commands
· Highlight the text to be linked and click on the world/chain link icon. Copy the URL that you want to link to the highlighted text, and place it in the ‘URL’ field under “Link Info” tab. Select “Target” tab and select the drop down “New Window (_blank)” in ‘Target’ field. Click on “Insert Link.”

For Anchor Tags (links within the document):
· Highlight and copy (CTRL+C) the Anchor Tag. Leaving it highlighted, select the globe in the toolbar. In HREF, add a number sign and paste (CTRL+V) the anchor tag (For example, HREF: #National News). Hit “Insert Link.”
· put the cursor to the far left of the heading. Hit the globe once more. Delete contents of HREF, leaving it blank. Next to “Name,” paste the Anchor Tag (CTRL+V). For example, Name: National News. Hit “Insert Link.”

Insert Images/Photos
· Click on the box with mountains on it in the top left corner.
· Go to “Image Info” tab. Search for the image on right hand side. Click on the image and then choose where to put it in the “Align” drop-down menu beneath the image. Finally, click “ok.”
· If image isn’t in MagnetMail library click “Upload” tab. Click “Choose File” and search for image. Then click “Open” and then “Send it to the Server,” “ok.”
· When the image has been loaded to the server, look for it in the list on the right side—keep the file name in mind. Click on the image and then choose where to put it in the “Align” drop-down menu beneath the image. Finally, click “ok.”


GRAMMAR and EDITING
Check for the following so language adheres to APHL style.

Spell check and generally correct grammar.
· Correct capitalization of non-proper nouns. This happens a lot.
· Make sure any genus or species names are italicized.
· Change double spaces to single spaces.
· Don’t use serial commas. 
· Check that dashes are used properly: en-dash between date ranges, em-dashes for change of thought or pause in sentence
· Times should be formatted as: 10:35 am ET, CT, MT or PT
· Dates should always be formatted as: September 20, 2011 (not 20th, not 09/20/11)
· All phone numbers should be formatted as: 555.555.5555
· Edit signature to this format:      Name, titles
Position Title
Association of Public Health Laboratories
phone number
email

Use your discretion if the original text is sloppy, doesn’t make sense (runs on), or formatted poorly (too much bolding or underlining). Split paragraphs if they are too long
UPLOADING CONTACT LISTS TO GROUPS

Standard groups are those that are used frequently (such as All Members) and are always readily available in Real Magnet. These lists are pulled from existing queries in netFORUM (see next page for instructions) and should be updated monthly. 	Comment by Fouse, David | APHL: MC Trade for all references?

They are:


All Members (active) (815)
All Institutional Members (reps + delegates) (494)
All Local Members (reps + delegates) (152)
All State Members (reps + delegates) (292)
State Members Reps (directors) (54) 
Local Member Reps (directors) (41)
All Associate Members (reps + delegates) (46) 
Agricultural Associate Member Reps (6)
Environmental Associate Member Reps (8)
Sustaining (Corporate) Members (42) 
All APHL Staff (102) 
H1N1 Brief List (for the Influenza Update)
State Training Coordinators (63)
Bioterrorism Training Coordinators (55) 
Chemical Training Coordinators  (51)
PulseNet Directors (76) 
PulseNet Fed+State+Local (243) 
PulseNet State+Local (196)
APHL Senior Leadership and Directors (22)


Pulling a standard list from netFORUM

1. In netFORUM, go to ‘Individuals’ menu on the top navigation and select ‘Run Query.’
2. Select query from pull-down menu ‘Load an Existing Query.’
3. Click ‘Run Query’ button on bottom right. Depending on the query, you may have to select an ‘Ask at run-time value’ to further filter the request.
4. netFORUM provides a list on screen. To extract into an Excel CSV file for import into Real Magnet, click on the ‘Quick Report’ icon (bar graph).
5. Select ‘Export to Microsoft Excel Format.’
6. Save list to location of your choice, and rename the file to something you can remember (does not need a file naming convention: this file is just used to import into Real Magnet where you will create a list name).
7. In the spreadsheet, remove columns XXX and header rows.

Uploading new lists
These will usually be attached to the email request. All training emails come with a new list specifically for that email.

Creating a new group in Real Magnet
1. Make sure your list is in CSV (comma delimited) format and there isn’t a header row(s). You only need the email addresses.
2. Go to CONTACTS tab in Real Magnet.
3. Click on the UPLOAD DATA tab to the left.
4. Browse for your file.
5. Choose ‘add to new group’. Create a name. For training emails, use the DCET: prefix. For any others, just create a short distinct name, with the date appended on the end.
6. Map the fields from your document to the standard MagnetMail fields.
7. Select ‘add to existing group or new group?’
8. Submit this info, and then click Submit again on the following page. 





Updating an existing group
1. Make sure your list is in CSV (comma delimited) format and there isn’t a header row(s).
2. Go to CONTACTS tab in Real Magnet.
3. Click on the UPLOAD DATA tab to the left.
4. Browse for your file.
5. Choose the group you wish to update.
6. Map the fields from your document to the standard MagnetMail fields.
7. Select ‘Replace existing list?’ This will update the group to reflect your new list (based on the email address as the unique qualifier). If a recipient is not in your new list, they will be removed from your group but not from the database.
8. Submit this info, and then click Submit again on the following page. 


PULLING LISTS FROM NETFORUM	Comment by Fouse, David | APHL: MC Trade?
CURRENT Email Recipient Groups 

All Members (active) (815)
Includes US state, local, associate, sustaining, individual, student, emeritus and honorary members. 
All Institutional Members (reps + delegates) (494)
Includes US state, local and associate member representatives and their delegates.
INSTITUTIONAL MEMBERS

All State Members (reps + delegates) (288)
US state and territorial public health laboratory member representatives and their delegates. 
All Local Members (reps + delegates) (152)
US county or city public health laboratory member representatives and their delegates. 
State Members Reps (directors) (54) 
Local Member Reps (directors) (41)
ASSOCIATE INSTITUTIONAL MEMBERS
US state governmental laboratories, such as environmental or agricultural facilities, which are not eligible to be a State member.

All Associate Members (reps + delegates) (46) 
Agricultural Associate Member Reps 
Environmental Associate Member Reps
OTHER GROUPS

H1N1 Brief List 
Sustaining (Corporate) Members (42) 
State Training Coordinators 
Bioterrorism Training Coordinators 
Chemical Training Coordinators 
PulseNet Directors (76) 
PulseNet Fed+State+Local (243) 
PulseNet State+Local (196)
APHL STAFF

All APHL Staff (102) 
APHL Senior Leadership and Directors
