Council Agenda Packet Posting Notifications
June 19, 2014
This procedure is intended for use by the City Clerk’s Office only.
After the Council Agenda Packet is posted, follow this procedure to send the email notifications.
Sending them Notification Email
1) Go to the Civica CMS Administration login page: http://civicaweb.santabarbaraca.gov/civica/admin/login.asp 

2) Login with your User Name and Password. 

3) Click on the E-Mail Manager icon.
[image: ]
4) Click on the Create & Manage icon.
[image: ]
5) Page through the eNewsletters and find the most recent City Council/Redevelopment Successor Agency Agenda Packet Posted newsletter.
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6) Scroll to the bottom of the page and then click on the Copy to New button.
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7) Confirm by click on the OK button.
[image: ]
8) A new eNewsletter with the same configuration will be created and placed at the beginning of the list. Click on this new newsletter.

[image: ]

9) Point of Information - Step 5 will give you a list of what needs to be done in order to send the notification. Note that it also lets you know what step to refer to.
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10) If you wish to change the Subject line of the email, click on the Subject: block in the Step 3 section.
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11) Click on the Edit Content link in Step 3.
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12) If the notification is okay to send as it is, continue on with this procedure. If you need to change the message in the email, refer to the Editing Email Content section of this document.
a) Click on the Preview HTML button at the top-left of the page. Verify the email is correct.
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13) Click on the Edit TEXT button.
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14) Click on the Preview TEXT button and verify the email is correct.
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15) Click on the back button at the top-right of the page.
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16) In the Step 5 section, the warnings have been cleared. Click on the Schedule a Mailing button.
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17) Click on the Send on this Date radio button.
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18) Click in the time of day field and a pop-up time selector will appear. Enter a time in the a few minutes in future, can then click on the OK button.
[image: ]
19) Click on the Save Changes button.
[image: ]
20) Click on the Check-In button in the orange bar at the top of the page.
[image: ]

Congratulations, you have successfully completed this procedure.
[bookmark: _Editing_Email_Content]Editing Email Content
The email is comprised of the Header, Body and Footer. There is an EDIT button associated with each section. 
1) Decide which section you wish to edit and then click on the EDIT button.
[image: ]

2) Click into the text area of the page and make edits as you would in Microsoft Word. When you are done, click on the Save button at the top-left of the edit window.

[image: ]

3) At this point, go back to step 11 of the Sending then Notification Email procedure in this document.
Congratulations, you have successfully completed this procedure.
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