E-Mail Manager Statistics
September 18, 2014
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Civica E-Mail Manager allows staff to review statistics on lists, clicks and individuals. Currently statistics are kept for all time.
1) Login to the Civica CMS Administration Site.

2) Click on the E-Mail Manager icon.
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3) Click on the Create & Modify icon.
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4) The list is sorted by date with the latest sent newsletters first. Page through the list to find the newsletter you are looking for. Click on that newsletter.
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5) If the newsletter has been sent, you will see a Click here for Stats button in Section 5 of the e-Newsletter Control Panel. Click on the button.
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a) Note: if you do not want recipients to be able to access the newsletter via the, uncheck the Show in Archive checkbox in Section 3.

6) You are now on the eNewsletter page. The statistics for Date Sent, Mailed, h/t, H Bncd, Good and CTs are accurate. Ignore Opens, Fw and UnSubs. These fields are only tabulate for newsletters and not auto-senders.
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a) Mailed - This is the total number of newsletter recipients.
b) h/t - h is the number of HTML emails sent and t is the number of text-only emails sent.
c) H Bncd (Hard Bounced) - This is the number of emails that were sent to email addresses that do not or no longer exist.
i) H and T are the HTML and text-only respectively emails hard bounced.
d) Good - This is the number of received emails. The formula: Mailed - H Bncd =  Good.
e) CTs (Click Throughs) - This is then number of times a link was click on in an email. If one person clicked on two different links in the newsletter, there will be 2 CTs. If one person clicked on the same link on two separate occasions, there will be 2 CTs.

7) Click on the stats link to see the detail of each email recipient. Fwds and UnSubs are not accurate.
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8) Click on the email address to see exactly which links were clicked.
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9) When you are done reviewing, click on the back button at the top-left of the page.
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10) Click on the Back button at the bottom-center of the e-Newsletter Control Panel page.
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Which Links are Being Clicked?
Click on the number of Click Through under the CTs heading. A report will be generated with all of the links in the newsletter. In the first column is the URL of the link and the second column is the number of clicks.
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