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1 Purpose
The purpose of this document is to provide details of steps involved in processing requests for creating Application notes / Whitepaper links for publications in accordance with ACI's instruction which involves making a new program in Accela works creating form in accela works, Uploading , modifying in LYRIS List Manager.
2 Scope
This procedure is applicable to ACI's websites that are listed under the document ENL-LOW-01.xls and the version of LYRIS ListManager used by ACI
3 Definitions

	Term
	Description

	ACI
	Advanstar Communications Inc.

	Accela works
	ASP Platform to build registration and data collection forms and manage all aquried data

	CMS
	Web based Content Management tools

	PDF
	Portable Document Format

	
	

	
	

	
	


4 Procedure
4.1 Instruction validation
1. Receive material and instruction: Editors send the application notes / whitepaper alert material and instruction information through e-mail. (Refer: Sample Instruction sheet - ENL_IS_02.doc). It carries the PDF files and information such as Alert type (Whitepaper / Application alert note, Whitepaper Library), Company Name, Title, Author Name, Keywords, Abstract, E-mail id to deliver leads. If the company not excisting in the Accela Database they will send additional informations like Company Logo, Company Text, Contact Name, Phone Number and Source. 
2. Validate all the required details in the instruction sheet: Validate the instruction sheet and if there is any error or detail missing, communicate to the respective editor. Based on the Editor's response, revalidate the instruction sheet to ensure completeness. (Refer: Instruction sheet check list - ENL_CL_03_V2.0.xls)
4.2 AccelaWorks - Generate Form and Link
3. Select the Publication and Application / Whitepaper group

4. Create / Update company details:
· If the company name already excist - Select the company name and modify the details if any changes mentioned in the instruction. (Logo Change, Company text, Company source as per editor's instruction. (Refer: sample E-Newsletter html - ENL_SNL_04.html)
· To create new company: Select the company name and Modify the details if requried. ( Logo Change, Company text, Company source as per editor's instruction. (Refer: sample E-Newsletter html - ENL_SNL_04.html)

5. Content upgrade: Update the E-Newsletter based on the content provided by editor in the instruction sheet ( Refer : Editor contact details - ENL-CTP-12.xls)
6. Link updation: Copy and paste the links from instruction sheets to enable access to the articles currently on the CMS system and articles from a 3rd party server. 
7. On request from editor post online only content in CMS manually through Input form and update that link to enable access to the article. (Refer : WCM_MP_11.doc for Step by Step process to do Manual article posting)
8. Identify and correct any legal, branding and/or corporate policy issues related to ENewsletter.  Change to corporate policies to be approved by Authorized ACI signatory.
       ( Refer : Branding policies - ENL_BP_05.zip)

9. Store the updated HTML file in the server. Follow the nomenclature "PublicationName_Newslettertype_Date" for E-Newsletter name. (Eg. DN_Management_071210)
4.3 Ad verification 
10. Request for ad tags from Ad trafficking team with respect to the slots & schedule available in the E-Newsletter template. (Refer E-Newsletter schedule and frequency list :ENL_SL_06.zip and ENL_FL_07.xls)
11. Provide details of the ad creative to the Ad trafficker and get confirmation that the appropriate creative is served

12. Test the ad tags for Ad display, Ad position, Click through and Landing page.( Refer : Sample Ad Tag - ENL_SAT_13.html)

13. Insert the ad tags in E-Newsletter template in respective slots.
4.4 Content verification
14. Verify the content and link with respect to the details provided in the instruction sheet 
15. Send the proof link to editor for approval via email. 
16. If editor request for any changes / corrections update and get the approval within the scheduled mailer shoot time.
4.5 LYRIS - Create Mailing, Testing and Scheduling
17. Log in to LYRIS ListManager application 
18. Select the appropriate publication group list as per instruction sheet 

19. Create Mailing ( Refer LYRIS Screengrab - ENL_LP_08.ppt )
· Select “Content” link in the left navigation bar
· Select “View Content” 
· Select the appropriate template
· In “Essentials” menu: Enter Content name, Description, from name and subject line 
· In “HTML Message” menu: Copy the source code from the approved html and paste
· In “Text message” menu: Update the HTML file server path and click "Create Mailing"
· In “Recipients” menu: Choose Segments, upload Purge from and Suppression list, Set Recency limit, Sample size as required
· In “Tracking” menu: Set tracking option to YES and SAVE
· Once the tracking option set to YES. All the links in html will get added with tracking code. 

· Select “Mailing” link in the left navigation bar 
· Select Approval >> Need approval
· Select the ID no of the mailing created 
· In “Tracking” menu: Set tracking option to NO 

· In the HTML Message menu, Manually remove all the tracking codes added to ad tags 
· Click “save and test” 
· Insert the e-mails which require test mailing. Separate with commas for multiple test e-mail ids
· Choose the content analyzer report option as YES
· Click "OK" to confirm test mailing
20. Check for errors in content and ad placement mentioned in the test mailing and resolve

21. Send the test mail copy, Content analyzer report copy, LYRIS Mail ID no. , List segment , Schedule date and time to the LYRIS approval team (lyrisapproval@advanstar.com)
22. Get the confirmation from the LYRIS approval team and inform the editor.

5 Process Management

5.1 Service Levels

ENewsletter posting 
	S.no
	Process
	Measure
	Goal
	Formula
	Systems

	1
	Post E-newsletter using LYRIS Interface without any error
	Time taken to post E-newsletter after receipt from the Editor
	Post the Enewsletter within the time mentioned in the instruction sheet
	Time at which Enewsletter posted in LYRIS - Time at when Editor approves the ENewsletter 
	Instruction Sheet
LYRIS Listmanager

ATLAS AdManager

Adobe photoshop

MS- Office

HTML Editor


5.2 Escalation Procedure

	Escalation Level
	Name
	E-Mail/Contact Number

	1
	Adaikkappan
	adaikkappan.palaniappan@hcl.in

	2
	Tamil Selvan / Sandy / Dan Hondl
	Tamilselvan.Manivasagan@hcl.in ; dhondl@advanstar.com ; sollah@advanstar.com

	3
	Selvin / Prahlad
	Selvin.vedamanickam@hcl.in
Prahlad.Punia@hcl.in


5.3 Service Location

HCL would render services outlined in this SoW from the following locations in India:

Chennai (C7)

HCL Campus

SEZ ELCOT 602/3,

No.138, Medavakkam High Road,

Shollinganallur Village,

Chennai - 600119, India.
Duluth
131 W. 1st St.

Duluth, MN 55802-2065 USA

218 740 7200 | Tel

800 346 0085 | Tel

218 740 6508 | Switch Board Fax

218 740 7079 | Corporate Fax 
5.4 Attachments

1. ENL-LOW-01.xls : List of Publication group and Newsletter name

2. ENL_IS_02.doc: Sample Intruction sheet

3. ENL_CL_03_Ver2.0.xls: Check list

4. ENL_SNL_04.html: Sample E-Newsletter

5. ENL_BP_05.zip: Branding Policy

6. ENL_SL_06.zip: Schedule List

7. ENL_FL_07.xls: E-newsletter frequency list

8. ENL_LP_08.ppt: ListManager Procedure Scrrengrabs

9. ENL-TL-09.xls: Template Location

10. ENL_DT-10_V2.0.xls: Daily tracker report 

11. ENL-DFS-11_Ver2.0.xls: Document folder structure

12. ENL-CTP-12.xls: Communication Touch Points

13. ENL_SAT_13_V2.0.html: sample Ad tag script
14.  WCM_MP_11_Ver2.0.doc: Manual content posting process in CMS
15. ENL_QC_03.xls: Checklist for QC
5.5 Contacts

	S.No
	Name
	Function
	Role
	Location
	Reports To

	1
	Ajith
	Project & Content Management
	· Performs all work related to E-Newsletter 
	Chennai / India
	Adaikkappan

	2
	Adaikkappan
	Project & Content Management
	· Reviews and manages E-Newsletter 
	Chennai / India
	TamilSelvan

	3
	Tamilselvan
	Project & Content Management
	· Handles escalation and provides direction to the team
	Chennai / India
	Selvin Vedamanikam


5.6 Reporting 

Internal Reports (Refer - Report template - ENL-DT-10.xls)
Daily E-Newsletter tracker: This report will provide the details containing 
The no of Newsletters and Alerts instructions received from editor
Date and Time - Instructions received
Date and Time - Prooflink sent

Date and Time - Approval received
Date and Time - Approval mail sent to LYRIS Approval team

	S.No
	Description
	Collect
	Review
	Timing
	Recipients
	Storage

	1
	Daily E-Newsletter & 
E-Alert Tracker
	Daily
	Daily
	3 PM
	Adaikkappan

Tamilselvan

Sandy
	HCL Server


External Reports
	S.No
	Description
	Collect
	Review
	Timing
	Recipients
	Storage

	1
	Quality Report - Timeliness
	Daily
	Daily
	5 PM
	Adaikkappan

Tamilselvan

Sandy

ACI 
	HCL Server 

	2
	Schedule Report
	Daily
	Weekly
	Friday
	Adaikkappan
Tamilselvan

Sandy

ACI Editorial
	HCL Server


5.7 References

Systems Access

	##
	Description
	Access Information
	Supporting Documents

	1
	Systems Access Document
	Internet
CMS
Server Space - To store the html and other supporting files.
ATLAS AdManager

LYRIS ListManager
	None

	2
	Software Inventory
	MS-Office
Internet Explorer

HTML Editor - Dreamweaver
Adobe Photoshop
	None

	3
	Hardware Inventory
	Desktop  PC
Intel Core 2 Duo E7500 @ 2.93 GHz.

Intel G41 Chipset( Intel Original MBD)

4GB DDR2 RAM non ECC

160 GB SATA Hard Disk

HCL 22” TFT monitor

HCL Mechanical Keyboard

HCL Optical mouse

Windows 7 pro 

Three year warranty
	None
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