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User manager will allow you to administrate the users that have access to your
site and to dotCMS backend.

Actions that you can perform are:

« Create, search, consult, edit, and delete users.
* Add and remove tags from users.

* Create mailing lists.

* Create filters to search users.

e Load new users from a file.

Those actions will be described in next sections.
Roles needed
To have access to User Manager portlet you will need one of these roles:

e User Manager Administrator
» User Manager Editor
e Mailing List Administrator

Groups that have those roles associated are:
* User Manager

* Marketing

Configuring optional search fields

User searches are driven by fields that will always be available on User Manager
portlet, but it is possible to select additional fields that should be configured
through the edit option of this portlet.

To fulfill this configuration, you should access to Portlet option in Admin portlet.
This will take you to a page with the content shown in Figure 1.
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Cormpany - Portlets | Users - Groups - Roles

PORTLETS

Portlet Name Edit Status Indexed Required Roles

Address Book Edit Artive False Power User, User

Admin Edit Active False Administrator

Amazan Rankings Edit Artive Falze Administrator, CMS User, Power User, User
Analog Clack Edit Active Falze Power User, User

Banner Ads Edit Active False CMS Administrator, CMS User

Blogs Edit Active True Power User, User

Bookmarks Edit Artive False Power User, User

CMS Maintenance Edit Active False CMS Administator

CSZ Search Edit Artive Falze Power User, User

Y5 Edit Artive False Power User, User

Calculator Edit Artive False Power User, User

Calendar Edit Artive Falze Power User, User

Campaign Manager Edit Active Falze Carpaign Manager Admin, Carrpaign Manager Yiewer, Campaign Manager Editor
Categories Edit Active False CMS Administrator, CMS User
Category Groups Edit Active Falze CMS Administrator

Chat Edit Active Falze Power User, Liser

Cheristry Edit Active False Power User, User

Communications Manager Edit Artive Falze Campaign Manager Admin, Campaign Manager Editor
Compary News Edit Active Trug Power User, Liser

Conference Registrations Edit Active False CMS Adrministrator

Conferences Edit Active Falze CMS Administrator

Containers Manager Edit Active False CMS Adrministrator

Content Management Systerm Edit Active False CMS Administrator, CMS User

Content Manager Edit Active Falze CMS Administrator, CMS User

Unit Converter Edit Artive Falze Power User, Usar

User Click History Edit Active Falze CMS Administrator, CMS User

User Comments Edit Active Falze CMS Administrator

User Filter Manager Edit Active False User Manager Administrator, User Manager Editor
User Manager Edit Active Falze CMS User, User Manager Adrministrator
Yirtual Links Edit Active Falze CMS Administrator, CMS User

WERF Proxy Edit Active False

\Weather Edit Artive False Power User, User

Wb Form Reparts Edit Active False CMS Adrministrator

\ieh Prowy Edit Active Falze Paower User, User

\wehsite Browsar Edit Artive False CMWS Administrator, CMS User

wiki Edit Active True Power User, Lser

WWiki Display 1 Edit Active Falze Guest, Power User, User

‘iki Display 2 Edit Active Falze Guest, Power User, User

wiki Display 3 Edit Active False Guast, Power User, User

‘Wiki Display 4 Edit Active Falze Guest, Power User, User

‘Wiki Display 5 Edit Artive False Guest, Power User, User

Words Edit Active False Power User, Lser

workflow Tasks Edit Artive Falze CMS administrator, CMS User
\iysiweyg Editor Edit Active False CMS Administrator, CMS User

Figure 1. Editing User Manager portlet

Click on Edit link for User Manager and you will have access to its setting options
as shown in Figure 2.
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Company - Portlats | Usars - Groups - Roles

USER MANAGER

Edit Seftings for User Manager in Group:

Below is the XML representation of the default preferences for this portlet.
<portlet-preferences></portlet-preferences»

Width  Wwide B Status  Active ¥
Roles
CMS User

User Manager Administrator

General Guest/Usar* ~

Administrator
Bookmarks Admin
CMS administrator
CM5 Anonymous

&

(CMS Power User

Calendar Admin

Campaign Manager Admin
Campaign Manager Editor
Campaign Manager Viewer
Careers Administrator b

Search Fields

Date of Birth
Test Scores

Client Type
Cell

Class Year
How Heard

Indicated Interests
GP&

Class Percentile
Custamer Status
Middle Name

Search Fields section will allow you to add or remove optional fields. Use left and

Figure 2. User Manager portlet settings

right arrow buttons to move the fields between Current (fields being shown) and
Avalilable (fields not being shown) lists.

Click on save button to make your changes permanents, or click on cancel button

to abort the changes.

Once your changes have been saved, every user in the system that have access

to the User Manager portlet will view the optional search fields you have just

selected.

Minimized view

Figure 3 shows minimized view for User Manager portlet. The fields being shown

are the ones configured by default.
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USER. MANAGER

Email Address First Name Last Name
Logged in Created Visit Web Site
® T to @ 7H to RS T to |
O Since days ago O Sinca days ago O Since days ago
Country State City
Select Below b
2ip Phone Fax Active
b
Tag ? Suggested Tags
Tioe Type wour g, You can ender multiole cormmma separated tags,
Zlean Form
add nesw | load users

Figure 3. Default search fields on minimized view

» Email address: this field will allow you to perform partial searches over
user’'s email address.

* First name: this field will allow you to perform partial searches over users’
first name.

* Last name: this field will allow you to perform partial searches over users’
last name.

* Logged in: this field will allow you to perform searches either of those
users that have logged in the back-end in a determined period of time, or
since a given amount of days before the current date.

» Created: this field will allow you to perform searches either of those users
that were created in a determined period of time, or since a given amount
of days before the current date.

* Visited web site: this field will allow you to perform searches either of
those users that have logged in the front-end in a determined period of
time, or since a given amount of days before the current date. Figure 4
shows an example of calendar usage to define logged in, created, and
visited web site date periods.
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Logged in ? May, 2007 x|Vt
® 5/15/20 H to H I s Today B ¢
) since days ago Sun Mon Tue Wed Thu R Sat | O

1 2 &l 4 =

Country & 7 8 9 10 12 [Cit

1z 14 15 16 17 12 19

20 21 22 22 24 25 Zio

27 28 29 20 =21
Thursday, May 17, 2007

[ - -

Fiaure 4. Calendar utility for logged in, created, and visited web site

2ip

» Country: this field will allow you to perform searches over the country
associated to users’ address. As shown in Figure 5, a drop down will show
permitted values for this field.

Country

‘Select Below e
Select Below

United States of America |
Afghanistan

Albania

Algeria

Andarra

&ngola

Anguilla

Antigua and Barbuda
Argentina

Armenia

Aruba |
Australia

Alstria

&zerbaijan

Azares

Baharnas

Bahrain

Bangladesh

Barbhados o

arrv |

Figure 5. Drop down list showing country options

» State: this field will allow you to perform searches over the state
associated to users’ address.

» City: this field will allow you to perform searches over the city associated
to users’ address.

* Zip: this field will allow you to perform searches over the zip code
associated to users’ address.

* Phone: this field will allow you to perform searches over users’ phone
number.

» Fax: this field will allow you to perform searches over users’ fax number.
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» Active: this field will allow you to perform searches over users’ status. As
shown in Figure 6, allowed values for this field are yes (for active users) or
no (for non-active users).

Figure 6. Active field values

» Tag: Tags are descriptors that you can assign to users. They act as
keywords and can be used to search for specific users easily. Figure 7
shows an example of tag suggestions: while you type your tag on the left
input text box, right side text box will show you those tags already
registered in the system that match what you are typing. If you enter
multiple comma separated tags, search results will include only those
users that have been assigned with every tag that you entered in your
search.

Tag ? Suggested Tags
do dotmarketing, dotrarketing CS,
dotvenezuela

Tior Twpe vour tag, You can enter multiole cormma separated tags,
Figure 7. Example of tag suggestion

Figure 8 shows the optional search fields that can be configured to be shown in
User Manager portlet.

10
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USER. MANAGER

Email Address First Name Last Name
Logged in Created Visit Web Site

® T to @ 7H to RS T to |
O Since days ago O Sinca days ago O Since days ago
Country State City

Select Below b

Zip Phone Fax Active

b

Tag ? Suggested Tags

Tioe Type wour g, You can ender multiole cormmma separated tags,

Middle Name Date of Birth Cell
O 7H to 5|
® on 3
Class Year Indicated Interests Test Scores
GPA Class Percentile
Relationship to Institution Client Type
Accepted students -~ Corporations -~
Current students Wehb 2.0
Alurmni & friends n Associations =
Parents & families b Education b
Customer Status How Heard
Leads -~ Ward of Mouth -~
Contacted Other Website
Active = Press Release i
Proposal At FACRAD 2006 hat

Clean Form Search

add nesw | load users

Figure 8. User Manager optional fields

* Middle name: this field will allow you to perform partial searches over
user’'s middle name.

» Date of birth: this field will allow you to perform searches either of those
users that were born in a determined period of time, or on a given date.

» Cell: this field will allow you to perform searches over users’ cell number.

* Some other fields and categories can be defined and customized to be
shown as optional fields, some examples are the ones being shown in

11
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Figure 8: class year, indicated interest, test scores, GPA, class percentile,
how heard, customer status.

Finally, you will be able to perform four different actions from the minimized view
of this portlet:

» Clear form button: this button will allow you to clear the content of every
search field.

» Search button: this button will execute the search according to the values
entered for each field.

* Add new: this link will take you to a new screen where you will be able to
create a new user. This option will be explained in detail in next sections.

* Load users: this link will take you to a new screen where you will be able
to create new users using a CSV file as your source of information. This
option will be explained in detail in next sections.

Search users

Search users screen, as shown in Figure 9, is composed by four sections: search
fields, mailing list section, user filter section, and search results.

12
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USER MANAGER

Search Ugers | Add Mew User | Load Users

SEARCH FORM

Email Address First Name Last Name
Logged in Created Visit Web Site
e to @ e to @ 4 to o
O sinee days ago O sinee days ago O since days ago
Country State City
Select Below A
2ip Phone Fax Active
w
Tag ? Suggested Tags

Tin: Type your tag. You can enter multinle cormima separated tags.

Clean Form

Use search restilts as Matlirng & ist (hide)
MNewy Mailing List Title: Existing Mailing List: s

&low Public to Subscribe: [

Save results as Mew List

#ppend results to a list Remove results from list

ithse search criteria as User Filter (hide)

Add Role Permissions to Search Criteria

User Filter Title: Role Name Read Write

criteria as Filter

Check &l Uncheck sl O O

Careers Administratar | |
Getty CRM testrol 1 O O
Getty CRM testrol 2 [F] [F]
Getty CRM testrol 3 | |
KO Administrator F F
Actions " First Name Last Name Email Address Created

Mo users found

Figure 9. Search users screen
Search fields are the same ones reviewed in previous section.
A mailing list is a group of users that can be saved as, added to, or deleted from

a named list. User manager will allow you to perform each one of those actions
from its search user screen as indicated next.

* To save search results as a new Mailing List:

o0 After your search has been performed, enter the mailing list name
on “New Mailing List” text box field.

13
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0 Select whether you desire or not to give permission to other users
to subscribe to this mailing list from the frontend of the site. Choose
the appropriate value for “Allow public to subscribe” check box.

o Click on “Save result as New List” button.

o Figure 10 shows the success message once the mailing list has
been created.

USER MANAGER
Search Users | Add Mew User | Load Users

7 Mailing List Saved

SEARCH FORM

Figure 10. Success message after saving a new mailing list or appending users to an existing one

* To add users to an existing list:

o After your search has been performed, select the mailing list to
which you want to add the new users using “Existing Mailing List”
drop down.

o Click on “Append results to a list” button.

0 You will be prompted for a confirmation as shown in Figure 11.

0 Success message is the same one in Figure 10.

Use search results as Mailug List {hide)

Mew Maling List Title: Existing Maiing List;  Client Services ~
Alow Public to Subscribe: [

Save results as Mew List

Append results to a list Remove results from list

The page at http:/fdotcms. dotmarketing. net... [zl

Use search criteria as User Fiter (show)

Are you sure do you want ko append ka list?

Figure 11. Confirmation to append users to Mailing List

(?
3
Tag?

24 Users Found

» To remove users from an existing list:

0 After your search has been performed, select the mailing list from
which you want to remove the users using “Existing Mailing List”
drop down.

o Click on “Remove results from list” button.

0 You will be prompted for a confirmation as shown in Figure 12.

0 Success message is as shown in Figure 13.

14
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Use searcl resufts as Matling 1 ist {fide,

Mew Mailing List Title: Existing Mailing List: [
alow Public to Subscribe: O

Save results as Mew List Append results to a list Remove results fram list

The page at http:/fdotcms. dotmarketing. net... ['5_<|
Use search criteria as tiser filter {show) —

(9} Are you sure do you want bo remove from list?

Cancel

Tag 7

24 Users Found

Figure 12. Confirmation to remove users from Mailing List

USER MANAGER
Search Users | Add Mew User | Load Users

4 Subscribers Removed

SEARCH FORM

Figure 13. Success message after removing users from a mailing list

On the other hand, User Filters are not groups of users, but they are search
criteria saved under a specific name. It means that you are allowed to save the
values that you entered in the search fields to perform the same search
whenever you need it again.

Contrary to Mailing List, which is a static list of users, User Filters will include
users created after the search criteria is saved as long as they match that
criteria.

Use search restfts as Mailing List (shaw)
Use search criteria as User Fifter flde]

Add Raole Permissions to Search Criteria

User Filter Title: Role Name Read Write

Save criteria as Filter

Check alf Unchack &l O O

Careers Administrator

Getty CRM testrol 2

Getty CRM testrol 1 [l O
O O
O |

Getty CRM testrol 3

Figure 14. User filter creation

User manager will allow you to create new User Filters as shown in Figure 14. To
do so you should:

» Enter the desired values in the search fields that will be part of the criteria
and execute the search.

 Enter the name for the filter in “User Filter Title” text box

» Select permission access that you want to assign to the particular roles
created in your system. Read permission will allow every user with the

15
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specified role to see and execute the filter. Write permission, in addition,
will allow them to modify and delete the filter.

Click on “Save criteria as Filter” button. The success message shown in
Figure 15 will be displayed.

USER MANAGER
Wiew all Users Filters | Add New User Filter | Delete Selected

[« User Filter Saved

Figure 15. Success message after saving an User Filter

Last section on Search Users screen is where you can see the results of your
search. Figure 16 shows an example of search results.
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USER MANAGER

Search Users | Add Mew User | Load Users

SEARCH FORM

Email Address First Name Last Name
@dotmarketing.com
Logged in Created Visit Webh Site
TH to @ [ to @ [E to ]
O Since days ago O Since days ago O Sihce davs ago
Country State City
Select Below 3
Zip Phone Fax Active
-
Tag ? Suggested Tags

Tio: Type vour tagq. You can enter multiple comima separated tags.

Use search results as Mailirg List {sirow]
Use search criteria as User Filter {show)

Tag?

Suggested Tags

Tip: Type your tag. You can enter multiple comma separated tags.

24 Users Found

) pownioas to Ercal add /Edit [ e
Actions [ | First Name Last Name Email Address Created

F ] Sammy Hendrick sammy@dotrmarketing, com 41272007 10:09 AM
(3¢ [0 Clent Services cs@dotmarketing.com 4/26/2007 5:40 PM
F [] Denise Jacobs denisef@dotmarketing.com 2/23/2007 11:17 &M
(3¢ [0 Armando Siemn armando. siem@dotmarketing.com 4/3/2007 2:22 PM
F ] Maria Ahues maria@dotmarketing.com 2/21/2007 12:03 PM
(3¢ 0 Martin Armnaris martin@dotmarketing.com 3/19/2007 6:32 PM
[ [ Maria Ahues2 marufdotrnarketing. com 2/22/2007 5:28 PM
[5¢ [0 Gabrigla Gonzalez gaby@dotmarketing.com 1/10/2007 10:26 &AM
F ] Maria Test maria200@dotmarketing.com 12/18/2006 4:12 PM
(3¢ [0 Sakvaclor Di Mardo sabvador@dotmarketing. com 11/2/2006 2:49 PM
[ [ Amaud Romary arnaud@dotmmarketing. com 8/10/2006 10:48 &M
(3¢ [0 Cswalda Gallango oswaldo@dotmarketing.com 612006 11:20 AM
F [0 Todd Bennett todd@dotrarketing, com 5/12/2006 12:50 PM
[3# [0 ason Smith Jason@dotmarketing.com 5/12/2006 12:50 PM
[3% [ Tim Brigham tim@dotmarketing.com 5/12/2006 12:49 PM
[5¢ OO wil Ezel wil@dotrarketing.corm 5/12/2006 12:49 PM
[3 [] David Torres davidi@dotmarketing.com 6/13/2006 5:52 PM
%) pownload to Excel Tag 2 Suggested Tags

Tin: Type your tag. You can enter multinle comma separated tags.

Add / Edit R

Figure 16. Example of search results

Information being shown for each user in the search result is composed by:

17
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» User’s first name

e User’s last name

e User's email address
e User’s creation date

User Manager will allow you to perform a variety of actions either over particular
users or over every user in the result. These actions are:

* Download search results to an Excel file. In order to perform this action,
you will only need to click on “Download to Excel” link.

» Add/Edit groups button will allow you to change the groups associated to
specifics user that you select from the search result. To do so, select the
users that you wan to edit and click on “Add/Edit Groups” button, just as
shown in Figure 17. Then do necessary changes on current and available
lists and save your changes as shown in Figure 18. You will get success
message shown in Figure 19.

Tag 7 Suggested Tags
18 Users Found

Tin: Type your tag. You can enter multinls commna separated tags.
EADRMANRR=Mel oo / Edit Groups [l Add / Edit Roles C save
Actions [ ] First Name Last Name Email Address Created
[ (3¢ [ Sammy Hendrick: sammy@dotmarketing.com 4(27/2007 10:09 AM
[ 3¢ [1 dient Services cs@dotrarketing. com 4{26/2007 5:40 PM
[ (3¢ [1 Armando Siern armando. siem@dotmarketing, com 4(3f2007 3:22 PM
[ 3¢ Denise Jacobs denise@dotrmarketing. com 3/23/2007 11:17 AM
[ (3¢ [ Maria Ahues mariafddotmarketing.com 3(21/2007 12:03 PM
[ 3¢ [ Martin Arnaris martin@dotrnarketing.com 3/19/2007 6:32 PM
[ (3¢ [ Maria Ahues2 maru@dotrarketing, com 2(22{2007 528 PM
[ 3¢ [ Marjorie De Sousa marjotie@dotmarketing. com 1/29/2007 10:11 AM
[ [s¢ [ Gabriela Gonzalez gabyidotmarketing.com 1/10/2007 10:26 AM
[7] (s Maria Test mariaz00@dotmarketing.com 12/18/2006 4:12 PM
[ 3% Salvador Di Mardo salvador@dotmarketing, com 11/2/2006 2:49 PM
[7 [ Arnaud Romary armnaudidotrnarketing.com S/10/2008 10:45 AM
[ 3% [ David Torres david@dotrmarketing.corm 6/13/2006 5:52 PM
[7 [ ] Oswaldo Gallango oswaldo@dotmarketing.com 6/1/2006 1120 AM
[/% O Todd Bernett toddi@dotmarketing.com 5/12/2006 12:50 PM
[7 [ vl Jason Smith Jjason@dotmarketing.com 5/12/2006 12:50 PM
A% O Tm Brigham tim@dotmarketing.com 5/12/2006 12:49 PM
(A% O wil Ezel wil@datmarketing.com 5/12/2006 12:49 PM
1 pownioad to Excel Tag? Suggested Tags

Tip: Type your tag, You can enter multiole cormma separated tags,

Add / Edit Groups add / Edit Roles elete Users

Figure 17. Changing user’s groups
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Add / Edit Groups

General Guest CMS Admnin
CMS User
Careers Administrators
Events Admin
General User

Marketing
Marketing Editor
User Manager

WView Users List

Figure 18. Changing groups for selected users

USER MANAGER
Search Users | Add New User | Load Users

[ Groups and Roles have heen updated

SEARCH FORM

Figure 19. Success message for group modifications

* Add/Edit roles button will allow you to perform a similar action to the one
described prior, but this time regarding user’s roles. Figure 20 shows
“Add/Edit Roles” button to be clicked and selected users to be modified.
Current and available roles will be displayed as shown in Figure 21.
Finally, success message in Figure 22 will be visible after completing your
changes.
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Tag ?

Suggested Tags

Tip: Type your tag. You can enter moldiple comma separated #ags.

3 Dowrinad to Excel (VAR

17 Users Found

Actions [ First Name Last Name Email Address Created

(3¢ [ sammy Hendrick sarnrny@dotrmarketing, com 4{27f2007 10009 AM
3¢ [ dlent Services csidotrmarketing.com 4/26/2007 5:40 PM
3¢ Armando Siermn arrnando, siem@dotrnarketing .corm 4{3/2007 3:22 PM
3 [ Denise Jacobs denise@dotmarketing.com 3/23/2007 11:17 AM
(3 [ Maria Ahues rnaria@dotrmarketing, corm 3212007 12:03 PM
(3¢ Martin Arnaris martin@dotrnarketing, com 3/19/2007 6:32 PM
[3¢ [] Maria Ahues2 maru@dotrmarketing. com 2{22f2007 5:28 PM
3 Gabrigla Gonzalez gaby@dotrnarketing.com 1/10/2007 10:26 AM
3¢ [ Maria Test mariaz00@dotmarketing.com 12/18/2006 4:12 PM
3 [0 Sakvador Di Mardo salvador@dotrarketing, com 11/2/2006 2:49 PM
(3¢ [ Amaud Rormiary arnaud@dotrmarketing, com S/10/2006 10048 AM
3¢ [] David Tarres david@dotmarketing. com 6/13/2006 5:52 PM
3¢ [ Oswada Gallango oswaldo@dotrmarketing.com 6/1/2006 11:20 AM
3 [ Todd Bennett toddi@dotmarketing.com 5/12/2006 12:50 PM
(3 [ Jason Srnith jason@dotrmarketing, conm 5122006 12:50 PM
(3¢ [ Tim Erighiarn tirm@dotrnarketing, com 5/12f2006 12:49 PM
[3¢ ] wil Ezell wil@dotmarketing.com 5/12/2006 12:49 PM
%) Download to Excel Tag 2 Suggested Tags

Tio: Tyoe your tag, You can ender multiple comma separated tags.

add / Edit Groups Add / Edit R

Figure 20. Changing user’s roles

Add / Edit Roles

Bookmarks Admin
Careers administrator

Adrninistrator

CMS Administrator
CMS Anonymous =
CMS Power User

CMS User

Calendar Admin

Campaign Manager Admin
Campaign Manager Editor
Campaign Manager Viewer
Docurment Library Admin »~

Figure 21. Changing roles for selected users

USER MANAGER

Search Users | AddMew User | Load Users

[« Groups and Roles have heen updated

SEARCH FORM

Figure 22. Success message for role modifications
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* Delete users button will allow you to eliminate users from your system. As
shown in Figure 23, you should select the users to be deleted from the
search result list. Once you click on “Delete Users” button, you will be
prompted to confirm the action as shown in Figure 24. If confirmed, this
action will display success message in Figure 25.

Tag ? Suggested Tags
41 Users Found
Tio: Type your tag, You can enter multiple comma separated tags,

@ Download to Excel [Slllll=s el Add / Edit Roles Delete Users Remove Tag

Actions [ First Name Last Name Email Address Created

[3¢ ] limitedUser Oliva limiteck@test.com 5/3/2007 3:06 PM

3 T4 Mame T4 Last Name tud@testmai7.com 3/29/2007 6:49 PM

[3¢ T3 Mame T3 Last Name tLE@testmail7. com 3/2972007 6:49 PM

[3¢ TUZ MName TUZ Last Mame tu2@testmail 7. com 2292007 649 PM

[ Wl TU1 Name TU1 Last Name tul@testmail?.com 3f29/2007 6:49 P

F [0 TUS Name TUS Last Mame tUS@testmails, com 2292007 642 PM

[3¢ [ Tu4 Name T4 Last Mame tud@testmais, com 3/29/2007 6:48 PM

F [ Tu2 Mame TU3 Last Name tua@testmaie, com 2/29/2007 6:42 PM

[ [ Tu2 Mame TU2 Last Name tU2@Etestmais, com 3292007 6:48 PM

F [ Tul Mame TU1 Last Name tul@testmais, com 3292007 6:48 PM

Figure 23. Selecting users to be deleted
Tag ? Suggested Tags
41 Users Found
Tipy Typevour iag. You can ender muwtiple cosvma separated tags.

) pownioad to Excel Add / Edit Groups _ Remove Tag

Actions [ ] First Name Email Address Created

[Z[3 [ lmiteduser 5/3/2007 3:06 PM

[ [ TU4 Harme 3/20/2007 5:49 PM

m m TUZ Name TS Jj Are you sure yvou wank ko delete all the selected users 7 3/20/2007 6:43 P

/% M 12N = 3/29/2007 5:43 PM

ra— e
[A 3¢ TUL Hame T 320/2007 £:49 M
[A 3% [l TUS Mame TS Last Mame tuS@testmais.com 3/20/2007 5:48 PM

Figure 24. Confirmation for user deletion

USER MANAGER
Search Users | Add Mew User | Load Users

(o Users Deleted

SEARCH FORM

Figure 25. Success message for user deletion
Add tag button will allow you to tag selected users with a new or an

existing label. Suggested tags will be shown as mentioned on prior
sections. To choose one of the suggestions you just have to click on them.
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Every selected user will be tagged after clicking on “Add Tag” button as
shown on Figure 26. Success message shown on figure 27 will be
displayed to confirm this action.

Tag 7 Suggested Tags

cl Client Services
e 18 Users Found

Tip: Tyoe your tag. You can ender multiple cormma separated tags.

(S PR eel Add / Edlit Groups [ Acd / Edit Roles :  AddTag T save
Actions [ ] First Name Last Name Email Address Created

[ [ [ Sammy Hendrick sarnmy@dotrnarketing, com 4{27f2007 10:09 AM
[ [s4 [0 client Services cs@dotmarketing.com 4f26{2007 540 PM
7 [ []  Armando Sierm armando.siem@dotmarketing, com 4/3/2007 3:22 PM
[EF ] [ Denise Jacobs denise@dotmarketing.com 3/23f2007 11:17 &AM
7 [ Maria Ahues maria@datmarketing. com 3/21/2007 12:03 PM
7] [ [0 Martin Arnaris martinddotrarketing.com 3192007 £:32 PM
ElF [ M™aria Ahuesz2 rnaru@dotrarketing, com 2222007 528 FM
[ElF ] [ Laris Oliva liaris@dotrarketing. net 2/16/2007 235 PM
[ [ Gabrisla Gonzalez gaby@dotmarketing.com 1/10/2007 1026 AM
[ [ Maria Test mariaz00@dotmarketing.com 12/18/2006 4:12 PM
[ 3¢ [ Sabvador Di Mardo salvador@dotmarketing.com 11/2/2006 2:49 PM
[ [38 [ Amaud Romary armaud@datmarketing. com 2/10/2006 10:48 AM
7] [sd [ David Torres david@dotrarketing. com 6132006 5:52 FM
s [0 Oswalda Gallango oswaldo@dotmarketing.com 6/1/2006 11:20 &AM
/% O Todd Bernett todd@dotmarketing.com 5{12/2006 1250 PM
F[# O ason Srmith jason@datmarketing. com 5/12{2006 1250 PM

Figure 26. Tagging selected users
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Figure 27. Success message for user tagging

* Remove tag button will allow you to remove the association between
users and labels on your system. As shown in Figures 28 and 29, the
process is similar to that described just before.

Tags added
Tag ? Suggested Tags
Client Services T ——
Tio: Tyoe your #2g. vou can enter multiple cormma separated fags.
# Download to Excel
Actions [ ] First Name Last Name Email Address Created
[7] [ [0 Sammy Hendrick sammy@dotmarketing. com 4272007 10:09 AM
A3 [0 dent Services cs@dotmarketing.com 4/26/2007 5:40 PM
[7] [ [ Armando Siermn armnando.siemi@dotrmarketing.com 4f3/2007 222 PM
[7] (s [ Denise Jacobs denise@dotrnarketing.com 2232007 11:17 AM
[7] [s¢ Maria Ahugs maria@dotmarketing.com 3212007 12:03 PM
[ [3¢ [ Martin Amaris martin@datrarketing.com 3f19/2007 6:32 PM
[ (3¢ [0 Maria Ahues2 maru@dotmarketing, com 2f22{2007 5:28 PM
A3 O uanis Cliva lianis@datmarketing. net 2/16/2007 335 PM
[7] (s Gabriela Gonzalez gaby@dotrnarketing.conm 1/10/2007 10:26 AM
[ O Maria Test mmariz20N@datrmarketing. com 12/16/2006 4:12 PM
[/ [3¢ [] Sahador Di hardo salvador@dotmarketing.com 11/2/2006 2:49 PM
[ [3¢ [0 Amaud Romary amaud@dotmarketing.com 5f10/2006 10:48 AM
[/ [ David Tarres david@dotmarketing. com 6/13/2006 552 PM
[7 (st [0 Oswaldo Gallango oswaldo@dotmarketing.com 6/1/2006 11:20 AM
A% O Todd Bennett todd@dotmarketing.com 5/12{2006 12:50 PM
A3 O ason Srith jason@datmarketing.com 5/12/2006 12:50 PM
A3 O Tm Brigham tim@dotmarketing.com 5/12/2006 12:49 PM
[Is 0O wil Ezell wil@dotmarketing.com 5/12/2006 12:49 PM
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Figure 28. Removing tags from selected users

Tag 7 Su_ggested Tags
Clien Client Services 18 Users Found
Tip: Tyoe your tag. You can ender multiple cormma separated tags.

) Download to Excel | Save
Actions [ ] First Name Last Name Email Address Created
[ [ [ Sammy Hendrick sarnmy@dotrnarketing, com 4{27f2007 10:09 AM
[ [s4 [0 client Services cs@dotmarketing.com 4f26{2007 540 PM
7 [ []  Armando Sierm armando.siem@dotmarketing, com 4/3/2007 3:22 PM
[EF ] [ Denise Jacobs denise@dotmarketing.com 3/23f2007 11:17 &AM
[ [5¢ Maria ahues maria@datmarketing. com 3f21{2007 12:03 PM
7] [ [0 Martin Arnaris martinddotrarketing.com 3192007 £:32 PM
ElF [ M™aria Ahuesz2 rnaru@dotrarketing, com 2222007 528 FM
[ElF ] [ Laris Oliva liaris@dotrarketing. net 2/16/2007 235 PM
[ [ Gabrisla Gonzalez gaby@dotmarketing.com 1/10/2007 1026 AM
[ [ Maria Test mariaz00@dotmarketing.com 12/18/2006 4:12 PM
[ 3¢ [ Sabvador Di Mardo salvador@dotmarketing.com 11/2/2006 2:49 PM
[ [38 [ Amaud Romary armaud@datmarketing. com 2/10/2006 10:48 AM
7] [sd [ David Torres david@dotrarketing. com 6132006 5:52 FM
s [0 Oswalda Gallango oswaldo@dotmarketing.com 6/1/2006 11:20 &AM
/% O Todd Bernett todd@dotmarketing.com 5{12/2006 1250 PM
F[# O ason Srmith jason@datmarketing. com 5/12{2006 1250 PM

Figure 29. Success message for tag removing

Tags removed
Tag ? Suggested Tags
Client Services P T r——
Tio: Type vour fag. You cah enter multiole comrna separated tags,
LA R Y=l Adlc / Edit Groups [ Add / Edit R
Actions [ ] First Name Last Name Email Address Created
[A 3 [ sammy Hendrick sammy@dotrarketing.com 4/27[2007 10:09 AM
A% O dent Services cs@otmarketing.com 4/26/2007 5:40 PM
[A 3 [ armando Siern armando,siem@dotrarketing, conm 4/23{2007 3:22 PM
[/ [ Derise Jacobs denise@dotmarketing.com 3/23/2007 11:17 AM
[7] [a# Matla Ahues maria@dotmarketing, com 3/21/2007 12:03 PM
[Fs O mMatn Amaris martin@dotmarketing.com 3/19/2007 6:32 PM
[F[s¢ O Maia Ahues2 maru@dotmarketing com 2/22/2007 5:23 PM
[F O uanis Cliva lianis@dotrmarketing.net 2/16/2007 2:35 PM
[7] [a¢ Gabriela Gonzdlez gaby@dotrarketing.com 1/10/2007 10:26 AM
[ [ mMaria Test raria200@dotrnarketing.com 12/18/2006 4:12 PM
[7 [ [] salvadar Di Mardo salvador@dotrnarketing, comm 11/2/2006 2:49 PM
[7 [ O Amaud Rornary arnaud@dotrnarketing. com B5/10/2006 10:48 AM
[7 [ [ David Torres david@dotrnarketing. com 6,/13/2006 S:52 PM
[7 [ [0 Oswaldo Gallango oswaldo@dotmarketing.com 67172006 11:20 AM
A% O Todd Berrett todd@datmarketing.com 5/12/2006 12:50 PM
[7] [3¢ [0 Jason Srnith Jjason@dotrnarketing. com 5/12/2006 12:50 PM
A O Tm Brigham tim@datmarketing.com 512/2006 12:49 PM
A O wi Ezel wil@dntrarketing.com 5/12/2006 12:49 PM
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There are two special operations that can be executed over individual
users and that are identified by the icons under “Actions” column.

ooood

o Click on edit user icon as indicated in Figure 30, and you will be

taken to user’s profile screen as shown in Figure 31.

First Name Last Name
Sarnrny Hendrick
Client Services
Armando Siem
Denise Jacobs

Email Address
samrmy@dotrnarketing. com
csibdotrmarketing. com
armando. siem@dotrnarketing. comm

denise@dotmarketing. com

Created
4f27{2007 10:09 AM
4{26{2007 5:40 PM
4f3/2007 3:22 PM
323f2007 11:17 AM

Figure 30. Using Edit icon to get to user’s profile information

Company - Portlets | Users - Groups - Roles

User Information

Marketing Account Motes Permissions User Groups User Roles

MAIN PROFILE OTHER USER INFORMATION

Client
Middle N.
Last Name
changz Services Graduation Year: l:l
Last lagin: G
B B
from 1210524254 MiCkname
Failed login attempls:
Active dotcme.org, 10987
Yes ¥

Email Address
cs@dotmarketing.com

Birthday
Sex Class Year
Male 4

Indicated Interests
Test Seores

GPA

Class Percentile
PASSWORD

Password

Enter Again

ADDRESSES AND PHONE NUMBERS

Password Reset Required Mo |+

none
Sirest 1
City:
State:
Zip:
Edit Delete
Groups CMS Admin, General Guest, General User, Marketing
Roles

Figure 31. User’s profile screen
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o Click on delete icon as indicated in Figure 32, and you will be
prompted to confirm user deletion as shown in Figure 33. If you
confirm the action, success message in Figure 34 will be displayed.

Actions [ ] First Name Last Name Email Address Created

[3¢ [ sammy Hendrick samrmy@dotrnarketing, com 4{27/2007 10:09 AM
LU% [ dlent Services csdotmarketing.com 4/25/2007 5:40 PM
[3¢ [ Armando Siermn armando.siem@dotrarketing.com 4/3f2007 3:22 PM
[ [ Denise Jacobs denise@dotrmarketing.com 3/23/2007 1117 &M

Figure 32. Using Delete icon to eliminate a particular user from your system

| The page at http:ffdotcms. dotmarketing.net... E|

:2_?_/] Are wou sure wou would like bo delete this user?
L]

] I ok | [ Cancel

Figure 33. Confirming the deletion of the user

USER MANAGER
Search Users | Add New User | Load Users

[ User Deleted

SEARCH FORM

Figure 34. Success message for user deletion

* One last special functionality will allow you to select and/or unselect all the
users in the search result as shown in Figure 35. Any of the actions just
defined: Add/Edit Groups, Add/Edit Roles, Delete Users, Add Tag, and
Remove Tag, will be applied only to those users that are selected.
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Tag ? Suggested Tags

4 Users Found

Tip: Type vour tag, You can enter multiple cormma separated tags.

3 Download to Excel JECERARLS Groups Add / Edit Roles Delete Users Remave Tag

Actions v} First Name Last Name Email Address Created

[5¢ Deriise: Jarnbs denise@dotmarketing.com 3/23/2007 11:17 AM
I Maria Ahues raria@dotrnarketing, corn 3212007 12:03 PM
[ Martin Arnaris rartinddotrnarketing .corm 319/2007 6:32 FM
(¢ wiill Ezel will@dotrnarketing.com 5/12/2006 12:49 PM
) Download to Excel Tag 2 Suggested Tags

Tip: Tepe vour t2g. You can entar multiple cornma separated tags.

add / Edit Groups fdd / Edit Roles Delets Users Remaove Tag

Figure 35. Selecting all users on search result

Add new user

Either by clicking on “add new” link on minimized view of User Manager portlet or
by clicking “Add New User” link on sub navigation bar, you will have access to an

empty form to introduce a new user’s information, just as shown in Figure 36.
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Searchlsers | Add hew User | Load Users

User Infarmation

MAIN PROFILE

“ First Name
Middle Name

“ Last Name

+ Email Address
nickname

+ Password

“ Yerify Password
Birthday =
Sex Male w

+ = Required Figlds

OTHER USER INFORMATION

Prefix Mr. v
Suffiz

Title

School

Graduation Year 0

ROLE PERMISSION

Role Name ‘Read Write
Check &llf Uncheck &1l E
Careers Administrator
Getty CRM test rol 1
Getty CRM test ral 2

Getty CRM test ral 3

[S4 S N[l (W) i
e N ] ]

KCO Administator

ADDRESS / PHONE

® (RTE:) Owak OHame O Other
Street 1

Street 2
City
State

Country | United States of Amenca

Zip
Phone
obile

Fax

CATEGORIES

Relationship to Institution:  Accepted students
Alumni & friends
Current students
Faculty

Other

Parents & families
Staff

Associatbions
Corporations
Education

Web 2.0

dobCMS Customers

Active

Client
Contacted
Contract
Leads
Proposal
inActive
FACRAD 2006
MNACAC 2005
Other Website
Portal Conference 2006
Press Release
Word of Mouth

Client Type:

Customer Status:

How Heard:

Figure 36. User information input screen

The information that will be requested while creating a new user can be divided

as follows:

* Main profile

o0 User’s first name

0 User’'s middle name
o0 User’s last name
o]

User’s email address. This address will act as login for the user in

most of the cases.
User’s nickname
o User’s password

(@)
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“Random” button will allow you to randomly generate a password
for the new user.

Verify password field will be used to check the password introduced
before.

User’s birthday
User’s gender

» Other user information is made up customized fields that you could
associate to your new users. Examples of those fields are: User’s prefix,
User’s suffix, User’s title, School where user got his/her degree, User’s
graduation year.

* Address Phone

(0]

O O0OO0OO0OO0O0O0O0Oo

Type of address

Street

Additional street information
City

State

Country

Zip

Phone

Mobile

Fax

» Categories allow you to group users under common properties. Examples
of categories you could create and customize according to your needs
are: Relationship to institution, Client type, Customer status, How heard.

* Role permission will indicate which particular roles will have access to see
or modify the information associated to the new user

0]
(0]

0]

0]

Role name

Check/uncheck all will allow you to select or unselect all available
roles.

Read permission will allow those users with the role to see the new
user.

Write permission will allow those users with the role to see, edit,
and delete the new user.

» Save button will allow you to create the user. After clicking on it, message
on Figure 37 will be displayed.
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USER. MANAGER
Search Users | Add Mew User | Load Users

[« User Information Saved

SEARCH FORM

Figure 37. Success message for user creation

« Cancel button will void the creation of a new user.

Load users

Instead of creating users individually, you will be able to upload several user’s
information to your system using this functionality.

As shown in Figure 38, you will be prompted to enter the path of a CSV file which
contains the information to be uploaded to your system. You will be provided with
a sample file and with additional information about its content by clicking on
question mark or on “Click to download a csv sample file” link.

It will be possible for you to tag every new user being created using tag
functionality just as explained before.

Also, you could either create a new Mailing List to group the users or add them to
an existing one.

Role section will allow you to define the roles that will have access to these new
users and the level of security of that access.
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USER MANAGER

Search Users | Add Mew User | Load Users

LOAD USERS

Users (CSY File): ‘ |[ Browse... ] Need more info about file format 7

Ignore Column Headers: %) Click here to download a csv sample file
Tag your new users (optional) 7 Suggested Tags

Tip: Type your tag. You can enter multiple cormma separated tags.

Gave or end your ysers to g Mailing List (hide,

O Mew Mailing List Title: O Existing Mailing List: “

allow Public to Subscribe: [

Select the roles from the list below that will have Read and Write permissions over the newly uploaded users.

Role Name Read Write Role Name Read Write
Check &l Uncheck al O F Chedk &l7 Uncheck Al O O
Careers Administrator F O martin role 36 F F
Getty CRM testral 1 O F martin role 37 O O
Getty CRM test ral 2 [F] [ martin role 38 (Ll (Ll
Getty CRM test rol 3 O O martin role 39 O O
KCO Administrator [F] Il martin role 4 (il (il
martin rale 3 | O martin role 5 [l [l
martin role 31 | O martin rale & Fl Fl
martin role 32 O F martin role 7 O O
martin rale 33 [F] [ martin role & (Ll (Ll
martin role 35 O O martin rale 9 O O

Figure 38. Load users screen

After clicking on “Load Users” button, the new users will be displayed as shown
in Figure 39.
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USER MANAGER

Search Users | Add New User | Load Users

[+ 5 Users Created

SEARCH FORM

Email Address First Name Last Name
Logged in Created Visit Web Site

® T to | @ 4 to @ e to T
O since days ago O Since days ago O since days ago
Country State City

Select Below v

2Zip Phone Fax Active

A

Tag? Suggested Tags

Tio: Tyoe your tag, You can ender multiple comma separated tags.

n Form

Hise search results as Maifing {ist {show)
Use search criteria as User Fifter {show]

Tag ? Suggested Tags

5 Users Found

Tip: Type your ag. You can enter multiple comma separated tags.

) Download to Excel

Actions  [] First Name Last Name Email Address Created

[3¢ [ TU1 Mame T Last Namme tul@testmai . com 5/15/2007 7:32 AM
3¢ [0 TU2 Mame TUZ Last Mame tu2@testrmail2.com 5152007 7:32 AM
[3¢ ] TU2MName T2 Last Name tuz@testraiz com 5/15/2007 7:32 AM
F ] TU4 Mame T4 Last Name tuditestrail2.com 5152007 7:32 AM

TUS Last Narme

tuSEtestmaiz, com

5/15{2007 7:32 AM

[ ] TUS Mame

1 Download to Exrel Tag ? Suggested Tags

Tio: Type your fag. You can enter rmultinle cormma separated tags.

Add / Edit

Figure 39. Newly loaded users
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Mailing List Manager

Mailing List Manager will allow you to view, edit, and eliminate Mailing List
registered in your system, as well as create new ones.

Roles needed
To have access to Mailing List Manager portlet you will need one of these roles:
e User Manager Administrator
e Mailing List Editor
e Mailing List Administrator
Groups that have those roles associated are:
* User Manager

* Marketing
* Marketing Editor

Minimized view
Minimized view for Mailing List Administrator is shown in Figure 40.

MAILING LIST MANAGER

Title Subscribers Public List
20070222 50 false
Alert ML 3 false
armando Test 1 false
CM-ML Gaby test 2 false
Do Mot Send List ] true
al | new

Figure 40. Minimized view for Mailing List Administrator portlet.

Information being shown in this view is as follows:
» Title: it is the name assigned to the Mailing List when it was created.
* Subscribers: is the total number of users under the Mailing List.
* Public List: Indicates if its possible for any user to join the Mailing List.

Two actions are provided from this view of the portlet:
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o “All” link will take you to the full list of Mailing Lists created in your system.
We will see this view in next section.

* “New” link will allow you to create a new Mailing List with a process similar
to that described on User Manager section.

Maximized view

Maximized view for Mailing List Manager provides a full list of every Mailing List
in your system.

MAILING LIST MANAGER
Wiew &ll Malling Lists | Add Mew Mailing List

¥IEWING MAILING LISTS

Actions Title Subscribers Public
[/l Gaby test 1 10 falsa
[/[3# Gaby test 4 2 false
[FI3¢ Gaby test & 4 false
[/I3¢ Gaby test 7 10 false
[/l3 Gaby testa 10 falsa

[/I3# Gaby's user load test
[/I3¢ Liaris Test

5 false
4

[#[3# Load User test i} false
1
1

false

[l Cezy test
[/3¢ salvador Test

4 Previous ext [

false

false

Figure 41. Maximized view for Mailing List Manager

As shown in Figure 41, information displayed on this view is similar to that
provided on minimized view.

Actions are also similar except by four new ones:

» Edit icon will allow you to see and remove the users subscribed to this list
or add new ones.

* Delete icon will allow you to delete a specific mailing list.

» Previous and next links will allow you to navigate among the mailing list
being shown.

Two additional links are included in the sub navigation bar:
* View All Mailing Lists will take you to the list of all the Mailing List in the
system from any screen on the maximized view of this portlet.

* Add New Mailing Lists will take you to the screen where you will be able to
create a New Mailing List.
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Add New Mailing List

The screen that will allow you to create a new Mailing List is shown in Figure 42.

MAILING LIST MANAGER

Search Users | Add New User | Load Users

SEARCH FORM

Email Address First Name Last Name
Logged in Created Visit Web Site
0 to @ I to T @ [ to ]
O Since days ago O Since days ago O Since days agn
Country State City
Select Below =
Zip Phone Fax Active
w
Tag ? Suggested Tags

Tio: Twpe your tag, You can enter multiple cormima separated tags,

Clean Form

Use search results as Mailirng List hide)
New Mailing List Title: Existing Maiing List: v

Al Public to Subscribe: [

Save results as New List Append results to a list Rernove results from list

Usa search criteria as User Fiter (show)]

Actions a First Name Last Name Email Address Created

Mo users found

Figure 42. Screen provided to create a new Mailing List.

This screen is the same one already explained on User Manager section.

Edit Mailing List

When you choose to edit a Mailing List, a screen similar to the one being shown
in Figure 43 will display the information of the selected Mailing List.
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MAILING LIST MANAGER

Wiew all Mailing Lists | Add New Mailing List

$2dm
W' dotmarketing, inc

EDIT MAILING LIST

ﬁ

Subscribers

Ll
O
Ll
L
dl
O
Ll
L
Ll

m
=3
=

HEEEENEEEH

Title: Dotmarketing Users

allow Public to Subscribe: [

Subscriber Count: g

delste list

First Name ™. Name Last Name Email

Wil Ezel wil@dotrnarketing.com
David Torres david@dotrnarketing.com
Tim Erigharn timiGdotmarketing.com
Salvador Di Mardo salvador@dotmarketing.com
Todd Bennett todd@dotmarketing, corm
Arnaud Romary arnaud@dotrnarketing. corn
Jason Smith jason@dotmarketing.com
Gabriela Aledjandra Gonzalez gaby@dotmarketing.com
Oswaldo Gallango oswaldo@dotrarketing.com

Last Result to email
ok
ok
ok
ok
ok
ok
ok
ok
ok

Figure 43. Editing a Mailing List

Information that can be edited is:

Title

Allow public to subscribe option

Some actions are also provided to modify the mailing list:

Delete list button will allow you to eliminate the currently displayed mailing

list.

Cancel button will void any change on editable information (except user

deletion).

Save button will make permanent any change on editable information.

Check/Uncheck all will allow you to select or unselect every user
belonging to the list.
Remove button will allow you to delete selected users from the mailing list.

Edit icon will take you to user’s profile, so you will be able to modify its

properties.
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Communication Manager

Communication Manager will allow you to search, view, edit, and eliminate
Communications in your system, as well as create new ones.

Roles needed

To have access to Communication Manager portlet you will need one of these
roles:

e Campaign Manager Admin
« Campaign Manager Editor

Groups that have those roles associated are:

* Marketing
* Marketing Editor

Minimized view
Figure 44 shows minimized view for Communication Manager.

COMMUNICATIONS MANAGER

Title: | | From: | | Type:  All hs
Action D Iype From Email Title Modified Date Modified By
3¢ 72159 alert Tuesday 4 5/1/07 2:46 PM wiill Ezell
F 72157 alert Tuesday 3 5/1/07 2:22 PM wiill Ezell
(3¢ 72153 alert Tuesday 2 5/1/07 1:42 PM will Ezel
F 72142 dlert Communication Tuesday Morning 5/1/07 10:29 AM will Ezel
[ 71994 alert The air conditioner is working 5/1/07 9:52 AM will Ezel
all | new

Figure 44. Minimized view for Communication Manager.

Information being shown in this view is as follows:

* Id: is a unique number that identifies communications from each other.

* Type: it will indicate if the communication is an email, an external
communication, or an alert to be shown to users when they log in your
system’s front end.

* From: it is the name that will be shown in sender information if the
communication gets to the user via email.
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« Email: is the email that will be shown in sender information if the
communication gets to the user via email.

» Title of the communication.

» Date of last modification.

* User who modified the communication.

Five actions are provided from this view of the portlet:
* Filter communications will allow you to browse communications specifying

values to match against title, from, and type fields. Figure 45 shows a
detail of filter options.

Title: From: Type: (Al e ilter

Email
Title Modifiec Eﬁ:ftma' Modified By

T —do.. A Ll B T e BE TR L 10 vanll e

Figure 45. Detail of communication search fieids

» Edit icon will allow you to see and modify communication details.

Delete icon will allow you to eliminate one specific communication.

“All” link will take you to a full list of the communications on your system.
“New” link will take you to a different screen where you could configure a
new communication.

Maximized view

Maximized view for Communication Manager provides a full list of every
Communication in your system.
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Wiew All Communications | Create Mew Communication | Delete Selected

COMMUNICATIONS MANAGER

8d

dotmarketing, inc

¥IEWING COMMUNICATIONS

—

ooooocooooocooooocoooood

Action 1D
il
A [
73
7 %
[ [
7
[ [
EF
7
EilF
il
A [
73
7 %
[ [
7
[ [
EF
7
EilF

Tybe
71852 alert
69751 alert
71785 alert
71784 alert
70111 email
70099  email
69791  email
59595
52594
60693
59592
52691
595590
[l ateie]
50628
69687
BO625
59585
50624

69683

< Previous

external
external
external
external
external
external
external
external
external
external
external
external

external

Michael

martin
rnartin

martin

Title: |

| Frorm: ‘

‘ Type: Al

Jackson

martin@dotmarketing.com
martin@dotrarketing.com

martind@dotmarketing.com

Title

Alert Messages TestI
Arnaud Test

Test Alert 1

IMartin First Alert
anchor communication
Lianis Communication
IMartin Campaing Test I
test 20

test 18

test 17

test 16

test 15

test 14

test 13

test 12

test 11

test 10

test9

test 8

test 7

Modified Date
4/20/07 2:42 PM
4/17/07 2112 PM
4/13/07 4:58 PM
4/13/07 4:45 PM
3/19/07 5:18 PM

10/23/06 12:00 PM

1042/06 3:00 PM
8/8/06 12:35 PM
8/8/06 12:34 PM
8/8/06 12:34 PM
8/8/06 12:34 PM
8/8/06 12:34 PM
8/8/06 12:33 PM
8/8/06 12:33 PM
8/8/06 12:32 PM
8/8/06 12:32 PM
8/8/06 12:32 PM
8/8/06 12:32 PM
8/8/06 12:32 PM
8/8/06 12:31 PM

v
Modified By

Martin Amaris

Gabriela Alejandra Gonzalez

Gabriela Alejandra Gonzalez

Martin Amaris
Cavid Tarres
David Torres
David Tarres
David Tarres
David Torres
Cavid Tarres
David Torres
David Tarres
David Tarres
David Torres
Cavid Tarres
David Torres
David Tarres
David Tarres
David Torres

Cavid Tarres

Next [

Figure 46. Maximized view for Communications Manager

As shown in Figure 46, information displayed on this view is the same provided
on minimized view.

Two new actions are provided:

* Previous and next links will allow you to navigate among the

communications being shown.

Three additional links are included in the sub navigation bar:

* View All Communications will take you to the list of all the

Communications in the system from any screen on the maximized view of
this portler.
* Add New Communication will take you to the screen where you will be
able to create a New Communication.
* Delete Selected will allow you to delete every communication selected on

view all communication screen.
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Edit Communication

The information that you will be able to edit is different according to type of
Communication.

* Email: Figure 47 shows properties for Email Communications.

COMMUNICATIONS MANAGER
Wiew &l Communications | Create Mew Communication | Delete Selected

EDIT COMMUNICATION

Froperties Permissions
Type Of Communication: @Emal Oexternal O alert
“ Communication Title: Name: <vatNames
+ From Name / Email: Email: <varErmail>
+ Email Subject: Middle Name: <varMiddlieNarme>
Last Name: <warLastMame:=
Type Of Content: @HTMLPage O alternate Email Text Address1: <waraddress1s
“ HTML Page: Address2: <varaddress2»
Phone: «varPhone:
Clear Page State: <varState=
City: < warCity =
Country: <varZountry =
Zip Code: <varZips

delete

Figure 47. Email Communication

As deducted from its name, an Email Communication will be used from a
campaign to send information to a user via email. Fields with required
information for this type of communication are:

o Communication title: the name associated to the communication.

o From Name / Email: those fields will be shown in the email as the
sender’s name and the address.

o Email subject.

0 Type of content: will allow you to choose between sending a HTML
Page or a text entered through this screen.

» External: Figure 48 shows properties for External Communications.

An External Communication will also be sent as a email to those users
associated to it through a campaign.
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COMMUNICATIONS MANAGER

Yiewr All Communications | Create Mew Communication | Delete Selected

EDIT COMMUNICATION

Permissions

P ¥ARIABLES USED TO REPLACE USER INFORMATION
Type Of Commurication:  Ofimsl @tdara Ot TS

# Communication Title: Name: cvarhames
External Communication Email: <varEmail»
Identifier: Middle Name: <varMiddiebarnes

+ Track Back URL: lease select one option F Last Name: <varLastMame=

H 38 = Address1: <varhddress1>

ome Page

educatior? Address2: <varbddress2>

egugl\"\ Horge Phone: <varPhonex>

edudm roadmap .

fast State: <varstatex
City: <varditys
Country: <varZountry s
2ip Code: <varzZips

Figure 48. External Communication
» Alert: Figure 49 shows properties for Alert Communications.

An Alert Communication will be displayed as a pop up window when a user
associated to it through a campaign logs in the front ent.

COMMUNICATIONS MANAGER

View All Communications | Create Mew Communication | Delete Selected

EDIT COMMUNICATION

Permissions

- - YARIABLES USED TO REPLACE USER INFORMATION
Type Of Communication:  Osa Ofcoms @it |

# Communication Title: Name: cvarhames

“ Alert Text: Email: <varEmai>
Middle Name: <varMiddleMame>
Last Name: <warLastMame:»
Address1: <varhddressls
Address2: <varhddress2s
Phone: <vatPhones
State: <varStates
City: <vwarCitys
Country: <varZountry =
2ip Code: <Vargin

TEXT WYSIWYG 7

delete cancel

Figure 49. Alert Communication
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Permissions will allow you to set the access of users under particular roles to this
communication. Options are shown in Figure 50.

COMMUNICATIONS MANAGER
Wiew All Communications | Create Mew Cormmunication | Delete Selected

EDIT COMMUNICATION

Role Name Read Write
Check &1 j Uncheck &l O O
Careers Administratar [F F
Getty CRM testrol 1 O O
Getty CRM testrol 2 [F Fl
Getty CRM testrol 3 O O
KCO Administrator [F] (Ll
LoggedIn Site User O O

Figure 50. Permissions over Communications
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Campaign Manager

Campaign Manager will allow you to search, view, edit, and eliminate Campaigns
in your system, as well as create new ones.

Permissions needed

To have access to Campaign Manager portlet you will need one of these roles:
e Campaign Manager Admin
« Campaign Manager Editor
e Campaign Manager Viewer

Groups that have those roles associated are:

* Marketing
* Marketing Editor

Minimized view
Minimized view for Campaign Manager displays as shown in Figure 51.

CAMPAIGN MANAGER

Title Sending On Status
[ 05022007 alert campaing 5/2{07 4:00 PM done: 5/2/07 5:00 PM
[ wednesday 3 5/2/07 9,55 AM done: 5/2/07 9:55 AM
= wednesday 2 5/2/07 9:45 AM done: 5/2/07 9:45 AM
71 wednesday 1 5/2/07 9:40 AM done: 5/2/07 9:40 &M
71 Communication 26 5/1/07 £:55 PM done: 5/1/07 6:55 PM

all | new

Figure 51. Minimized view for Campaign Manager portlet.

Information being shown in this view is as follows:

» Title: is the name assigned to the campaign when it was created.
* Sending on:
o For non-recurrent campaigns this field will show the date when the
campaign will be sent.
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o For recurrent campaigns this field will ask you to check recurrence
details.

» Status: it will indicate either if the campaign is pending to be sent or if it

has been sent already.

Three actions are provided from this view of the portlet:

» Search over campaign’s title.
« “All” link will take you to a full view of every campaign created in the

system.

*  “New” link will take you to a different screen where you could create a new

campaign.

Maximized view

Maximized view for Campaign Manager provides a full list of every Campaign in

your system.

CAMPAIGN MANAGER
View all Campaigns | Create New Campaign

YIEWING EMAIL CAMPAIGNS

Title

=71 Mew alert Campaign

=1 Lianis Test

71 Gaby alert Campaign #2

[ Gaby Alert Campaign #7
71 Gaby alert Campaign #6
[ Gaby Alert Campaign #3
7] Gaby alert Carmpaign #4
[ Gaby Alert Campaign #5
[ Gahy Alert Carmpaign #2
71 Armando Test

[ Gaby Alert Campaign #1
71 Test

71 Armando Test

71 Armando Test

[ Gaby Alert Campaign #9
7] Gahy alert Carmpaign #5
[ alert Messages TestI
[ Alert Messages Test 1T

4 Previous

71 Tuesday's Lianis Campaign

71 Gaby alert Campaign #10

Sending On
5/1/07 2:35 AM
S/1/07 1:45 &M
4/30/07 5:45 AM
4/30/07 5:00 &AM
4/26/07 5:00 PM
4426407 4:50 PM
4/26/07 4:45 PM
4726407 4:30 PM
4/26/07 4:30 PM
4/26/07 4:30 FM
4/26/07 4:25 PM
4/26/07 4:15 PM
4/26/07 3:50 PM
4/26/07 12:40 FM
4/26/07 11:15 &M
4/26/07 11:10 AM
4/26/07 5:00 &AM
4/23/07 3:05 PM
4420707 3115 FM
4420407 3:15 PM

done:

dane:

dane

dane:
done:
dane:
done:
dane:
done:
dane:
done:
dane:
dane:
done:
dane:

done:

dane

done:

dane

done:

Status

5/1/07 2:34 FIM

5/1/07 1:43 PM

1 4/30/07 5:52 PM

4/30/07 4:52 PM
4/26/07 5:00 P
4/26/07 450 PM
4/26/07 4:45 P
4/26/07 4:30 PM
4/26/07 4:30 FM
4/26/07 4:30 FM
4/26/07 4:26 P
4/26/07 4:20 FM
4/26/07 2:50 PM
5/3/07 12:00 AM
4/26/07 4:15 PM
4/26/07 4:15 FM

1 4/26/07 457 PM

4/25/07 7:00 P

1 4/20/07 3115 PM

4/20/07 3:15 FM

Next [

Figure 52

. Maximized view for Campaign Manager
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As shown in Figure 52, information displayed on this view is the same provided
on minimized view.
Two new actions are provided:

» Previous and next links will allow you to navigate among the campaigns
being shown.

Two additional links are included in the sub navigation bar:

* View All Campaigns will take you to the list of all the Campaigns in the
system from any screen on the maximized view of this portlet.

* Add New Campaign will take you to the screen where you will be able to
create a New Campaign.

You will also be able to click on each Campaign title to see its details.

Edit Campaign

Campaign edit screen has three tabs where you will be prompted to enter the
information that will define a campaign behavior. As shown in Figure 53, those
tabs are: Campaign Info, Permissions, and Recurrence.

CAMPAIGN MANAGER

Wiew All Campaigns | Create New Campaign

EDIT EMAIL CAMPAIGN

Campaign Info Permissions Recurrence

Title:

Active: O

Start Date May |9 w2007 ¥ [

Start Time: O w25 v aM

Completed Date:

Mails Send Per Hour: Unlimited %

Comrmunication: s

allow duplicates: []  Ifauser has already recieved this commurications,
checking this boo will allows them to recieve it again,

Send to: @ Mailing List: v

O User Filter:
Campaign Occurs: Once =

Figure 53. Editing a Campaign.

Campaign info tab will allow you to define this information:
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» Title: is the name that will be assigned to campaign being created.

» Active: it defines whether or not the campaign is active to be sent.

» Start date: is the date when campaign must be sent.

« Start time: is the time when campaign must be sent.

* Completed date: this information will be available once the campaign has
been sent.

* Mails send per hour: it defines the maximum number of emails that a
campaign is able to send per hour since its star date until it has been
completely sent. Figure 54 shows available options.

Mails Send Per Hour

Communication:

a0
Allow duplicates: 100
250
. S00
Send to: 1000

o T —_.
Figure 54. Options for mails per hour field.

» Communication: this field defines the content that will be send by the
campaign. A list of available communications will be displayed for this
drop down field as shown in Figure 55.

Communication: e

Gaby Email Comm S ~
Gaby Alert Comm 1
Gaby External Comm 3
Send to Gaby Html Comm 2
Gaby Email Comm 1
Test
_ Slert Messages Test W
Campaign alert Messages Test Iy
OCCurs: Alert Messages Test 111
Alert Messages Test II
Alert Messages Test [
Arnaud Test
Test Alert 1
Martin First Alert
anchor commmunication -
Lianis Cormmmunication
Martin Campaing Test [
test 20
|l rights reserved, test 12

test 17 s

Figure 55. Communications drop down list.

Al
duplicates:

» Allow duplicates: this field defines if a communication can be sentin a
campaign more than one time to the same user.
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» Send to: this is the group of users that will get the communication being
sent by the campaign. There are two options to define this field: Mailing
List, as shown in Figure 56, and User Filter, as shown in Figure 57.

Send to: @ Mailing List: _
Alert ML

O User Filter: | Armando Test

c _ CM-ML Gaby test
SMpSIgn Once v Dotmarketing Users

Dccurs: Gaby LU test 1
Gaby LU test 4

o Gaby ML test 2

® Gaby test 1

Gaby test 1

Gaby test 4

Gaby test & —

Gaby test ¥

Gaby test B

Gaby's user load test

Lianis Test

Load User test

Dzzy test

Salvador Test

delete list

dotrarketing staff v

)

l Fvights reserved,

Figure 56. Using a Mailing List as recipient of a campaign.

Send to: O Mailing List:

® User Filter: i

Campaign Once w CM-UL Gahy test

Cocurs: CM-UL2 Gabhy test
Dotmarketing 2

Dotrmarketing UL
MARL SEARCH
dotrmarketing employees
rartin filker

real gaby ufl =
real gaby ufz

Figure 57. Using a User Filter as recipient of a campaign.

» Campaign occurrences: as shown in Figure 58, this field will allow.

Campaign Occurs:

Recu rrentl! L

Figure 58. Setting the way as a campaign occurs.

» Cancel button allows you to void the creation of a new campaign.
» Save button allows you to finish the creation of the new campaign.
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As shown in Figure 59, Permissions tab is similar to ones seen before. You could
use it to give access to particular roles in your system over the campaign being
created.

CAMPAIGN MANAGER
Yiew All Campaigns | Create New Campaign

EDIT EMAIL CAMPAIGN

Role Name Read Write
Check &ll | Uncheck al O O
Careers Administrator O O
Getty CRM tast ral 1 [F [F
Getty CRM tast ral 2 O O
Getty CRM test ral 3 [F] [F]
KCO Administrator O O

Figure 59. Permissions tab for Campaigns.

When a campaign is set to recur, Recurrence tab will allow you to define when it
should be sent. As shown in Figure 60, there a several ways to configure a
campaigns recurrence.

CAMPAIGN MANAGER
Wiew All Campaigns | Create New Campaign
EDIT EMAIL CAMPAIGN

Campaign Info Permissions Recurrence

Recurrent Campaigh:

Execute: From January v (1 v (1907 v [H12 ¥ o0 v i 00 v am

To [ anuary v 1 w 1907 v 5 12~ 00 % 00 v AM
[ at

(12 % 00 % @ 00 % &M

(O between 12 v 1AM 12 v 1AM
[ every

o - v - - ~ @
O Mon Tue Wed Thu Fri Sat Sun
OoO0o0oooo

[] each hours and minutes

Figure 60. Recurrence tab for Campaigns

* From/to dates: these dates define the range of days where campaign
occurrences are desired to happen.
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» At itis the time of the day when campaign is desired to be sent. There are
two different options:
0 At a specific hours
o0 Between two hours according to periods specified on “each” option.
» Every: itis the day when campaign is desired to be sent. There are two
different options:
0 A specific month, a specific day, a specific year, or the combination
of these three fields.
o0 Specific days of the week.
» Each period of hours or minutes on specified dates.

Cancel and Save buttons will allow you to void the changes you have done or
to keep them.

Reports for sent campaigns

Once a campaign has been sent, a new tab named “View Report” will be
available. In this tab, information about the status of the emails sent to every user
will be shown.

As shown in Figure 61, email statuses are displayed in detail through clicking on
three different links associated to users who have opened the campaign, users
who have not opened the campaign, and every user the campaign has been sent
to.

CAMPAIGN MANAGER
vigw All Campaigns | Create New Campaign
REPORT FOR CAMPAIGN 15 (ALL)

Subject:

Senton:
From:

Total Opened

Name:

Sent:
Opened:
Last Result:

Name:
Sent:
Opened:
Last Result:

Name:

Sent:
Opened:
Last Result:

Total Recipients:

Total Unopened:

5/1/2007 @ 5:50PM
[}
3

1 (33%)
2 (BE%)

Lianis

5/1/2007 5:50PM
5/1/2007 6:27PM
Alert Displayed

Maria

5/1/2007 5:50PM

Gabriela

5/1/2007 5:50PM

=
=

=
=

g
BT

Figure 61. Reports for sent campaigns
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