Infowise Newsletter User Guide

% ’ n OWise User Guide

KNOWLEDGE SOLUTIONS
10/31/2011 | Page 1 outof 12

Infowise Newsletter
User Guide

1920 Yonge Street, Suite 200 Phone: +1-416-572-7755
Toronto, ON, M4S 3E2, Canada Fax: +1-416-572-7501
http://www.infowisesolutions.com E-mail: info@infowisesolutions.com



Infowise Newsletter User Guide

% ’ n OWise User Guide

KNOWLEDGE SOLUTIONS

10/31/2011 | Page 2 outof 12

Contents
INEFOTUCTION L.ttt b e bbbt 3
INSEAITALION ...ttt ettt be e nre e enes 3
L LT TP PR OPRPRP 4
Creating an ANNOUNCEMENTS LISt .....ccvviiiiieiieie e 4
Defining a Category and Image COIUMNS ..........ccoiiiiriiiiiiieee e 4
Creating Category COIUMN ........ooiiiiiiieice s 4
Creating Image COIUMN .......ooiviic e ns 4
Create @ NEW VIBW ...ooiieeii ettt sttt ettt ane e beeneesneeneeeneeenes 4
AddiNg NEW ANNOUNCEMENTS ......ouviieieiteriisiesiieeeee ettt b bbb nes 5
Adding a new Newsletter Profile ... 5
RECUIMTENCE TYPES ... 6
RECIPIENTS TYPES ...ttt bbb bbbttt 7
Active Directory Email ReSOIULION ..........ccviiiiiiiiiiecece e 7
TEMPIALE FHIE ..ot 7
MaIl SEIVEE SEIINGS ...ttt bbb 10
UNSUDSCIIDE FEALUIE .......ocvieiieeieie et 11
NEWSIETEEr ANAIYVEICS ... 11

1920 Yonge Street, Suite 200 Phone: +1-416-572-7755
Toronto, ON, M4S 3E2, Canada Fax: +1-416-572-7501

http://www.infowisesolutions.com E-mail: info@infowisesolutions.com



Infowise Newsletter User Guide

% ’n OWise User Guide

KNOWLEDGE SOLUTIONS
10/31/2011 | Page 3 outof 12

Introduction

Infowise Newsletter is a SharePoint add-on product that generates and distributes
newsletters based upon SharePoint list content, wrapped in a HTML template of your
choice and design.

Managers decide what list and what view will serve as a data source for the newsletter,
as well as how frequently the newsletter is sent (either once X days or each time X
items are created/updated).

Multiple newsletter profiles can be managed, each sending out a newsletter based on a
different list, addressed to a different audience or with a different interval.

The product contains a sample template HTML file, which can be used by managers as
a reference for their own customized templates.

The product installs the following components:
1 Infowise Newsletter management page.
1 Timer job that runs every hour

Installation
Note: as the product is installed as a SharePoint Solution, you need to install it only
once, regardless of the number of your front-end servers.

Copy the installation package to one your front-end server machine and run it. The
package will unzip into a temporary folder and start the installation automatically.
Follow the on-screen instructions; you do not have to change the default settings.

A farm-scoped feature will be activated automatically. The feature adds an action to the
Site Settingmenu of each site.

Registration

If you have purchased the product, use the InfowiseCapability Dashboardnanagement
page accessible through the Central Administratiorsite. Enter the License Keynder
corresponding product. If no License Keys entered, the version is time-limited to 30
days. Both full and time-limited versions contain the same functionality.
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Usage

The following instruction guides you step-by-step through the process of setting up a
sample InfowiseNewsletteimplementation. Your real life settings procedure is very
similar.

The newsletter can use any list or document library as its data source, although the
easiest list type to use is the Announcementsist. The default template includes
mappings for the following columns:

1. Title - title of the item. Single line of text.

2. Body - content of the item. Multiple lines of text.

3. Category — optional, grouping of items into categories. Choice field.

4. Image - optional, icon of the item. URL field.

You can also use any other column in your source list by including its name in the
template file, surrounded by double square brackets, such as [[My Column]].

The usage scenario of this guide utilizes an Announcements list for simplicity.

Creating an Announcements list
Enter the Createpage and click on Announcementsst. Enter the list name and save
your settings.

Defining a Category and Image columns

Note: this step is only necessary if you wish to group your items into categories and/or
assign an image to each news item.

Creating Category column
1 Go to Add Colummage and enter the new column name (e.g. Category.
1 Choose “Choicé’ as the column type.
1 Add a few choices (i.e. SalesInnovations Customery
1 Save the column.

Creating Image column
1 Go to Add Colummage and enter the new column name (e.g. Picture).
1 Choose “Hyperlink or Picturé as the column type.
1 In“Format URL a3 change the Hyperlinkoption to Picture.
9 Save the column.

Create a new View

Note: views filter and sort the news items. You do not have to define a view; in this case
all items will be used.
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Create a new view for the announcements list, defining filtering and sorting according

to you requirements.

Adding new Announcements

Add a couple of announcements as sample data. Make sure to fill both Title and Body

column and link to a suitably sized image.

Adding a new Newsletter Profile

1. Go to Site Setting®, ManagelnfowiseNewsletter

2. You will see a section listing existing profiles (empty at this point) and a set of
fields to enter a new profile.

3. Enter a profile name. Note that the profile name is used in the subject of the
newsletter, so you should choose a meaningful name.

4. Enter the URL of the site you created the announcements list in (your current
site will be pre-selected), and click the Refreshbutton next to the Title text box.

Add/Edit Profile

=l General Settings

Name: Product Announcements

Site URL: http://marla/sites/demo/newsletter *
Title: INewsletter

List name: News|etter El
owner: | INFOWISE\vladg ; | &, [

5. Choose the list Announcements the List Namedropdown, and leave the view
as the default view (you can select different views to filter the resulting items).

6. Map your Title, Bodyand optionally Categoryand Imagefields by selecting the
suitable values in the corresponding dropdown fields.

7. Leave the template file URL intact at this point.

8. Under Recipientsnake sure that Current Userradio button is selected and click
on Add to Tato add yourself as the sole recipient of the newsletter. You can add

any user, group, email address and Contacts list you want.
9. Leave default recurrence values.
10. You can change the default send-out time.
11. Save the settings.
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Add/Edit Profile

= General Settings

Name: Product Announcements
Site URL: http://marla/sites/demo/newsletter v
Title: [Newsletter
List name: Newsletter El
Owner: | INFOWISE'\wladg ; | QJILH
# Sort Order

+ Columns

= Recipients
[¥]5end individual messages
To: B Mewsletter Test ¢
CC:
BCC:
From: moss@infowise.co.il El
Add To Recipients

@ Current User (INFOWISE\wladg)

@ Users

A ]

View:

&) E-mail Addresses

Add to To ] [ Add to CC i Add to BCC

You can test your settings by clicking on Testlink on the right side of the profile row.
The email will be sent only to you, please make sure your account is registered with a
valid email address.

Recurrence Types

When Active checkbox is checked, the system sends newsletters automatically, based
on the recurrence settings:

1. Every X days — set the number of days that must pass between two newsletter
issues. You can use any whole number.

2. Every X items — set the minimal number of items required for the newsletter to
be sent. The system will check each day whether or not there are enough new or
updated items and will send the newsletter when appropriate.

3. Weekdays — specify the days of week when you want the newsletter to be sent.
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In any case, the newsletter is sent at the hour specifies.

Recipients Types

The possible recipients are divided into 3 types:
1. Users— SharePoint/Active Directory users, security groups, distribution lists and
SharePoint groups
2. Contacts Lists- SharePoint Contacts list items
3. Addresses manually entered email addresses.

When Send individual messageiseckbox is checked each recipient receives an
individual copy of the newsletter. The recipient is placed in the Tofield of the message
regardless of where it was placed in the profile. You can use [[Email]] and [[FullName]]
tokens in the template to be replaced with the actual recipient’s email address and full
name. For manually entered addresses, there is no full name and email address is used
in both cases. For Contacts list the value of the Full Name column is used.

Note: [[Email]] and [[FullName]] token are not used in Test mode.

When using security groups and distribution lists, the newsletter is sent directly to the
email account of that group, if that group has an email account and the Send individual
messagesheckbox is unchecked. Otherwise, each member of the groups is treated as
an individual recipient.

You can choose the From address of the email. The options are your email address or
the outgoing email address of the current web application.

Note: when using credentials for the mail server, the email address of the current
credentials is always used to prevent mail relay errors.

Active Directory Email Resolution

Note: this description only applies to user-based recipients.
The emails of the recipients are retrieved in 3 attempts:

1. From the user registration info in SharePoint. This is the user list under site
permissions. Some users, especially those added as part of domain group can be
added without an email address. In this case this method will not succeed.
Using the SharePoint built-in mail retrieval utility.

3. Using direct Active Directory lookup. The search is forest-wide, so your login
names must be unique.

N

Template File
The template file controls the way the newsletter looks. You can customize templates in
any way you see fit and you may create as many templates as you like.
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The template file must be located in a place the feature can retrieve it from, e.g. within
the SharePoint farm. The default template is located under _layouts folder, your
templates should probably be stored in a SharePoint document library for better
document management.

The template is a regular HTML file with system-specific placeholders.

<! DOCTYPEHTML PUBLIC "-//W3C//IDTD HTML 4.0 Transitional//EN">
<html >
<head >
<titte >[[Name]] - [[Today]] </tite >
<style >
title
{
font -size :15px;
font - weight : 400;
font -family : Tahoma;

.maintbl
{
border : solid 1px #AAAAAA
border - collapse : collapse ;
}
.category
{
background - color : #DDDDDD
border -top : solid 1px #AAAAAA
font -family : Tahoma;
font -size :12px;
}
.itemtitle
{
background - color :#CCCCCC
border -top : solid 1px #BBBBBB
color :#000000 ;
font -family : Tahoma;
font -size : 12px;

.image

border -top : solid 1px #BBBBBB
vertical - align :top ;

.body
color : #444444
font -family : Tahoma;

font -size :11px;

.more
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background - color :#EEEEEE
text -align :right ;
font -family : Tahoma;
font -size :9px;
}
</ style >
</ head >
<body >
<h3 class ="title"> [[Name]] </ h3>
<table cellspacing ="0" cellpadding ="2" border ="0"
class ="maintbl">
[[Category]]
<tr >
<td colspan ="2" class ="category">
[[CategoryName]]
</td >
</tr >
[[item]]
<tr >
<td rowspan ="3" class ="image">
<img src ="[[ImageUrl]]" alt ="[[Title]]"
border ="0" />
</td >
<td class ="itemtitle"> [[Title]] </td >
</tr >
<tr >
<td class ="body">
[[Body]]
</td >
</[tr >
<tr >
<td class ="more">
<a href ="[[Url]]"> more... </ a>
</td >
</tr >
[[/1tem]]
[[/Category]]
</ table >
</ body >
</ html >

The system tags are surrounded by double square brackets. You should not use these
brackets for anything else in your template, otherwise unexpected results may be
received

The following tags are used:
1 Name — profile name
1 Today - today’s date
1 Email — email address of the current recipient. Blank unless the Send individual
messagesheckbox is checked for the profile.
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FullName —full name of the current recipient. Blank unless the Send individual
messagesheckbox is checked for the profile.

Note: the tags above must reside outside any Category/Itentags, otherwise the item
column values are used instead.

T

T
)l
)l

1

Category — optional, category section. This tag should enclose a repeating
section of some sort. In the sample file it surrounds a <TR> tag, but it is not
required. All content will be replicated for each category value. The items
should reside inside the category section. This tag must be closed by a closing
tag {/Category}

CategoryName - value of the Category field. This tag is optional; you do not
need to include it if you do not include categories in your newsletters.

Item — item section. This tag should enclose a repeating section of some sort. In
the sample file it surrounds a <TR> tag, but it is not required. All content will be
replicated for each item value. All item fields, excluding Category, should reside
within this section. This tag must be closed by a closing tag {/Item}

Title — title field value

Body — body field value

ImageUrl — image URL value. This value should be located within the source
attribute of <IMG> tag.

Url — link to the source item in SharePoint.

You can also include any other column by its name surrounded by double square
brackets. The tag must reside within the Itemsection.

Mail Server Settings

By default, newsletter is sent using the SMTP (mail) server defined in the Central
Administration. You can use any external SMTP server you define for the specific
newsletter profile.

= Mail Server Settings

7| Do not use SharePoint outgoing mail server settings

SMTP server name: mail.infowisesolutions.com

Credentials: info@infowisesclutions.com FEREEEEEE Edit Delete

Quota per user 0

User Name Password

Add
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1. Check the Do not use SharePoint outgoing mail server settamgskbox

located under Mail Server Settings section.

Enter the full name/URL of the SMTP server.

3. If you server requires authentication, enter credentials, usually in the format of
email address and password.

4. You can specify a quota for each pair of credentials. This is only relevant when
the Send individual messagegtion is also selected. In this case, each pair of
credentials is used to send out the number of messages as defined in the quota,
before the next pair is used. Quota of 0 means unlimited number of message.
Consult your server administrator for details.

N

Unsubscribe Feature

You can include [[Unsubscribe]] token in your template to add a URL for removing the
recipient from the list. When sending separate messages to each user, the link will
remove the email address automatically. Otherwise the user is prompted to enter the
email address. The removed recipients will no longer receive the newsletter generated
by the profile, but they will continue to receive newsletters generated by other profiles
in the system.

NOTE: if your web application has more than one URL address, the Internet zone URL
is used by default. If this zone is not in use, Extranet zone is used. If that zone is not in
use either, the first zone is selected. If using the system in the Internet environment,
make sure the top level site of the site collection is accessible to anonymous users. You
need to make sure the URL is accessible for your users.

Newsletter Analytics

You can include [[Analytics]] token in your template to place a hidden image inside the
email message. This image will cause information to be passed back to the server and
that creates the statistical data for the Analytics feature. If the token is not included in
the template, no data is collected and you cannot use Analytics on that profile.

NOTE: if your web application has more than one URL address, the Internet zone URL
is used by default. If this zone is not in use, Extranet zone is used. If that zone is not in
use either, the first zone is selected. If using the system in the Internet environment,
make sure the top level site of the site collection is accessible to anonymous users. You
need to make sure the URL is accessible for your users.

If separated emails are set to be sent to each recipient, the statistics include the specific
email accounts of users who have opened the newsletter, otherwise only the IP address

is visible.
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The analytics feature collects information in 3 levels:
1. Total viewers and unique viewers for newsletter issue
2. Total viewers and unique viewers per day (chart representation)
3. Specific viewers list

You can access the Analytics feature by clicking the icon on the newsletter profile list.
Once inside the Analytics page for the newsletter, you can select the appropriate issue,
the latest issue is selected automatically.
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