Setting up a plain subscription mailing list (1.3020)
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1 Purpose

The purpose of this scenario will to show you an example on how to create a simple mailing list where people can subscribe or unsubscribe themselves to and from. At the time someone subscribes/unsubscribes from your mailing list a reply will be sent notifying that person that he has been added or removed from the mailing list. Later on this mailing list can be used to send out mailings, newsletters, follow-up messages etc…

2 Key elements

The key elements that will be used for this setup are

· Creation of a mailing list

· A subscribe/unsubscribe email and/or web form

· Creation of a subscribe filter including conformation reply

· Creation of an unsubscribe filter including confirmation reply

3 Mailing list

First thing to do is to setup our mailing list. Let’s call it weekly newsletter. 

· Click the Lists button on the main program window
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· On the mailing lists maintenance panel click the new button 
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· Enter a name for the new mailing list and click ok 
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· Click Done on the mailing lists maintenance panel 
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4 Subscribe/Unsubscribe filters including confirmation emails (using a plain email)

This is the first possibility to have people subscribe and unsubscribe themselves from the mailing list. For person X to subscribe to our mailing list he/she will have to send an email to us containing specific words. Let’s say that he/she has to send an email to us where the subjectline has to contain the sentence ‘subscribe weekly newsletter’ to subscribe and the sentence ‘unsubscribe weekly newsletter’ to unsubscribe from our mailing list.

The person actually sending the email is the person that will need to get the confirmation email and also the one that will need to be added or removed from our mailing list.

4.1 Subscribe filter

· Click the filters button on the main program window 
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· Click the new button on the filter definition panel 
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· Enter a name for the new filter and click ok. You can choose whatever name you want for the new filter. 
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· As outlined above person X will send an email with subject subscribe weekly newsletter. To make sure the filters traps these messages enter the sentence subscribe weekly newsletter into the subj. field of the simple filter settings. 
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· Set the additional settings to following values
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Do not reply not selected: means that we will send out the confirmation email to person X. 
Del from POP if matched: means that PSAR will delete the subscription email from our POP server once it has been matched by the filter.
Del from PSAR if sent and del from POP: means that PSAR will delete the subscription email from it’s own database once it has been matched AND deleted from your POP server.
Active: means that this filter is active and will try to match messages
Reply to From: means that the reply will be sent to whoever originally sent the email. (from header).

· Set the reply settings to 
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Name: is what person X will see in the from line of the confirmation email.
Address: is the address to be used when person X wants to reply to the confirmation email.
Subject: is what person X will see as subject of the confirmation email.
$name$: will be replaced with the name of person X as he/she specified.
$email$: will be replaced with the email id of person X

· Click the forwarding and actions button on the filter definition panel
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· Click the subscription processing tab
Highlight the mailing list
Click the add button and click Done
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· The filter definition now looks like 
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4.2 UNsubscribe filter

· Click the new button on the filter definition panel and Enter a name for the new filter 
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· Set the filter settings section to
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· Set the additional settings to following values (same as for the subscribe filter)
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· Set the reply settings to
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· Click the forwarding and actions button on the filter definition panel 
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· Click the subscription processing tab
Highlight the mailing list
Select delete from mailing list
Click the add button and click Done
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· The filter definition will look like
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· NOTE: make sure to have the subscribe filter positioned before (on top) of the unsubscribe filter. If you do not do that the subscribe filter will trap unsubscription emails because the sentence unsubscribe weekly newsletters happens to contain the sentence subscribe weekly newsletters. If you choose other sentences that are mutually exclusive (e.g. add and remove) you won’t have this problem.

5 Subscribe/unsubscribe filters including confirmation email (using a web form)

A second way to offer people the possibility to subscribe/unsubscribe themselves from your mailing list is to use an online web form on your website. For person X to subscribe to our mailing list he/she will have to fill out an online webform on your website. To unsubscribe he/she will have to fill oout a different online web form. These webform will allways contain a field to be filled out with person X’s email id. As a result your webserver will send a preformatted email to you containing the details of person X.

The person actually filling out the webform will not be the one sending you the email. Person X’s email id will be contained in the body of the email.

Let’s assume that you have configured the webform to send an email with the subject ‘scrbweekly’ for subscription requests and an email with the subject ‘unscrbweekly’ for the unsubscription requests.

To use a web form instead of a plain email to do the subscription everything is the same as when using a plain email except for the additional settings / reply to setting. This setting will instruct PSAR to subscribe/reply to the first email ID encountered in the body of the email (coming from your web server).
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6 Notes

6.1 Using both methods in parallel

You can have both methods (email and web forms) defined at the same time. This will allow people to subscribe and unsubscribe from your newsletter in different ways. Just make sure that you have unique words defined so that every filter actually matches the correct emails.

6.2 Using form handlers instead

Next to simple mailing lists you can use form handlers too, which offer more possibilities. We won’t use form handlers for this scenario.

6.3 Moving people to another mailing list

Keep in mind that you can define as many actions as you want for one single filter. A good example would be that you have several people listed in one mailing list and you want to move them to another one upon reception of certain email. Below example will have as effect that upon reception of an email matched by the filter, the original sender will be (1) removed from mailing list ‘non members’ and will (2) be added to mailing list ‘members’
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6.4 Moving and forwarding the requests

You can go even further. Let’s say that you want all subscription requests to be forwarded to a human read email account just to keep an eye on what is happening. Below example will have as effect that upon reception of an email matched by the filter, the original sender will be (1) removed from mailing list ‘non members’, (2) be added to mailing list ‘members’ and (3) the original mail will be forwarded to me@mycompany.com
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6.5 Logging all requests

Going even further you might want to log each and every request that comes in just to be able to refer back at a later time when person X is having questions about his subscription. Below example will log all requests into a file called log.txt on top of the three other actions listed.
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