Send a one time mailing to several mailing lists (1.3020)
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1 Purpose

The purpose of this scenario will to show you an example on how to do a one-time mailing to multiple mailing lists. For this scenario we will use two lists, which have been already defined and are containing email accounts. 

2 Key elements

The key elements that will be used for this setup are

· Two plain mailing lists

· A mailing

3 Mailing lists

Let’s assume that we already have two mailing lists each holding a number of email accounts.

List1: New users
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List2: Old users
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You can see that user3@me.com is listed in both ‘New users’ and ‘Old users’. The reason for this is to show you that PSAR will take care of that in flight taking care that user3 won’t get the mailing twice.

4 The mailing

4.1 Starting a new mailing definition

On the main program window click the mailings button
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On the Mailings Definitions panel click the New button
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Enter a name for the new mailing
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4.2 Selecting the recipients for the mailing

Click on the Add Recipient button
Highlight New Users
Click the Add button
Hightlight Old Users
Click the Add button
Click Done
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4.3 Entering the mailing details

Enter the details for your mailing in the rest of the fields. The mailing defenition will look something like
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4.4 Submitting the mailing

Now’s the time to submit (or te be correct schedule) the mailing into the message queue of PSAR. To do this click on the Submit Once Now button. The mailing definition window will change to
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Next: tells us that the mailing will be submitted Nove 21,2000 at 11:34 which is in fact the time at which you clicked the Submit Once Now button.

Last delivery - Not delivered yet: is in fact true. Our mailing has not gone out yet. The mailing is just scheduled to go out.

Times submitted – 0 of 1: tells us that the mailing has been submitted 0 times out of the 1 times it will be submitted.

Click Done

4.5 Watching the mailing go out

Once the mailing has been scheduled it will be queued into the message queue as soon as the next cycle has been executed.

Click the Cycle button to force a cycle. You will see following apear on the log window
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This tells us that the mailing is being queued to users 1 to 5. Also notice that user3 does NOT get the mailing twice. 

Right after this PSAR will tell you that it is sending out the 5 emails to the 5 users.

5 Notes

5.1 Sending to more than two mailing lists

You can send a mailing to as many mailing lists as you want at the same time. PSAR will always take care of duplicate email accounts.

5.2 Other possibilities

This is the most basic way to send out a mailing. Other possibilities include sending out mailings at a later scheduled time, sending out threads of follow-up messages etc… See the other step by step scenarios for more details.

5.3 Using a mail merge file

You can instead of using plaing mailing lists also use mail merge files. This will allow you to personalize your mailing. A mail merge file could look like
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To use this mail merge file to do your mailing click on the Add Recipients button, select the Other tab, enter the number of the field where the email id is located (in our case 1), click the Select button in the Mail Merge File section and locate list.csv. The panel will then look like
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Now click Done

Instead of saying ‘Dear User’ you can say ‘Dear $2$’. The $2$ will be replaced with the second field of the mail merge file. In our case that is the name of the user.

[image: image12.png](T D T T BT Nov 21, 2000 12:00
Fu's Done.

aiig Detas | Folow up| Folow p tacking | Scheduing| Patansts|

Addrecient [WERGENT CWINGENDesktopincev

|

Name [iyCongary I

Reply addi[support@nycompary com I~ Use Address as RetunPath

I
o] 5|

Subiet [ aing o a1 ueers

[Dear 825,

his s to annaunce the avaiabilly of our new product

Fegards,
ok for MyCompany

T~ HTML  Fuil Sereen | Non HTML preview.

|

I}
Nestsubrision row

~History
Last delivery
Nov 21, 2000

Times submitted
1 ef2

1= | Allyzys (sl

Delete | New





