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1

Introduction

1.1 Supported Version of ListMessenger
This is the User Guide for ListMessenger Pro version 2.0. For the remainder of this guide, the
product will be referred to as ListMessenger Pro, to distinguish from the ListMessenger Light
edition.
1.2 Target audience
This User Guide is intended to assist mailing list users and managers.
Please note that installation and configuration of the software is discussed in detail in the
‘Installation and Configuration Guide’, available separately1.
Also available is the ‘Webmaster Guide’, which describes the way ListMessenger Pro can be
integrated into websites2.
1.3 Starting point
This User Guide starts from the assumption that ListMessenger Pro has already been
installed and configured. You should have the following information ready:
• The address at which ListMessenger Pro has been installed. This is typically something
like ‘http://www.yourwebsite.com/listmessenger/’.
• Username and Password to access the program.
1.4 Definitions
The following definitions are used throughout this User Guide and the associated Installation
and Configuration Guide and Webmaster Guide:
• User:
The person who uses ListMessenger Pro to create and send messages and who manages
the subscriber lists.
• Subscriber:
A person who has signed up for membership of one or more groups.
1.5 Support on the Internet
On the ListMessenger website, located at www.listmessenger.com, there is a list of
frequently asked questions (FAQ), and the answers to these questions.
On the website, you will also find a comprehensive forum where you can read all sorts of
interesting information about the use of ListMessenger Pro. If your questions are not
answered there, you can also post your own questions. There is a large community of users
of ListMessenger Pro, and many of them visit this forum regularly. The answers to your
questions may just be there already. Questions and suggestions about this User Guide can
also be posted on the forum. The address is: http://forum.listmessenger.com.
1.6 Copyright Notice
This User Guide is © 2005 by Erik Geurts.
ListMessenger Pro and ListMessenger Light are © 2005 by Matt Simpson.
Unauthorized copying of this manual, in any way, is prohibited.

1

The Installation and Configuration Guide is not yet available. The software does come with
a comprehensive installation and/or upgrade instruction.
2
The Administration Guide is not yet released.
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1.7 Disclaimer
This User Guide was written with great care. It is provided as-is, without any warranty or
condition, express, implied or statutory. This means errors or omissions can and probably
will occur in this User Guide. You should always consult the support forum on the website
(see above) for any updated versions of this User Guide or the software described in this
User Guide. This User Guide can be replaced by a new version at any time without warning
or notice. The most recent version of this User Guide can always be retrieved by visiting the
ListMessenger website at www.listmessenger.com, and then selecting the Support menu
item.
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2

Opening ListMessenger Pro and login

2.1 Opening the program in your browser
ListMessenger Pro is a web-based program. This means that you always access the program
through your web browser. Any browser will do, for instance Firefox, Netscape Navigator,
Safari, Microsoft’s Internet Explorer. Since ListMessenger Pro is web-based, you can use it
from any location where you have access to the internet. This could be your office, your
home, the airport, an internet café, hotel, just about anywhere.
To open the program, follow these steps:
• Open your favorite web browser
• In the browser’s address entry field, type the address you have been given to access
ListMessenger Pro, and then press the [Enter] key,
or
Select ListMessenger Pro from your Favorites or Bookmarks.
You will now see the ListMessenger Pro login screen, as shown in the picture below:

Screen 1: ListMessenger Pro Login screen

It may be a good idea to store this address in your browser’s Favorites or Bookmarks. That
way, it’s much easier to open the program next time.
ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
This guide is © 2005 Erik Geurts
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2.2 Login and Logout
As mentioned above, anyone can access your ListMessenger Pro software from any location
where an internet connection is available. Before you can start using ListMessenger Pro, you
have to identify yourself. This is to prevent unauthorized access to the program.
You have entered a username and password to access the program when you installed
ListMessenger Pro. If someone else installed the software for you, be sure to ask for the
proper username and password.
To login to ListMessenger Pro, follow these steps:
• Click your mouse once in the field labeled ‘Username’.
• Once you see a blinking cursor there, enter your username.
• Now click your mouse once in the field labeled ‘Password’. Alternatively, you can press
the [Tab] key on your keyboard. You’ll now see a blinking cursor in the ‘Password’ field.
• Enter your assigned password. For security, the characters you enter are not displayed on
your screen, instead you’ll see a bullet or asterisk for every key that you press on the
keyboard. This way, someone looking over your shoulder can’t see your password and
gain unauthorized access to your ListMessenger Pro.
• Finally, using your mouse, click the button [Login] directly under the ‘Password’ field.
Alternatively, you can press the [Enter] key on your keyboard.
If there is any problem with either your username or your password, you’ll stay in the login
screen. There will be a message describing the problem(s). Retype your username and
password, and make sure you enter them correctly. Please note the use of upper case and
lower case characters. For instance: ‘Andrew’ is not the same as ‘andrew’.
However, if everything went according to plan, you’ll see the ListMessenger Pro main screen
(see next page).
Please remember to always logout when you’re finished using the program.
Please read the next chapter to get acquainted with the main functions of the software. In
there, you’ll also find pointers to the relevant chapters for detailed information about specific
functionality.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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3

ListMessenger Pro overview

In this chapter, you will find a brief overview of ListMessenger Pro. After you’ve entered your
username and password, ListMessenger Pro presents the main screen, which looks like the
following picture in case of a fresh installation of the software:

Screen 2: ListMessenger Pro Main screen after login

3.1 Main sections
Across the top of the screen, you see four buttons representing the main sections of the
program. They are:
• Subscribers
This part of the program is used to manage the lists of subscribers and the groups they
have subscribed to. See chapter 4 for more information.
• Compose Message
In this part of the program, you can compose new messages, and prepare them to be
sent to your subscribers. See chapter 5 for a more detailed description.
• Message Center
This part of the program can be used to re-send messages you’ve created earlier. Chapter
6 contains a more detailed description.
• Queue Manager
Messages that you sent previously, or messages that are still queued to be sent to
subscribers can be managed in this part of the program. See chapter 7 for the details.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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3.2 Supporting sections
The second line on the screen always shows the number of subscribers. This number will
change from day to day, assuming people constantly subscribe and unsubscribe. Also on the
second line, to the right, are two more buttons. They are:
• Control Panel
The Control Panel can be used to change all of the program’s settings, but also to make
backups of your subscriber and message data. This is also the place to manage so-called
‘E-mail Templates (text/HTML)’ and to import or export lists of subscribers. See chapter 7
for a brief overview. There is also a separate guide about installation and configuration of
the ListMessenger Pro system.
• Logout
When you’re finished working with ListMessenger Pro, you should always logout. That
way, nobody could use your computer to use the program without your authorization. You
should make a habit of it to always logout of the program after using it.
On the top right of the screen, the program name and version number is displayed. If you
move your mouse pointer over it, a question mark appears. By clicking your mouse once,
you can access a pop-up window that contains program, version and license information.

Screen 3: About ListMessenger Pro

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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4

Managing groups and subscribers

4.1 Introduction
ListMessenger Pro has the ability to send messages to groups of subscribers. This chapter
contains everything you need to know about managing groups. But this chapter also
describes the things you can do with the recorded information of individual subscribers.
4.2 Managing groups
When someone subscribes to your ListMessenger Pro, he or she can select one, two or as
many groups as there are. What ListMessenger Pro calls a group, could represent a
newsletter, an e-zine, a software update notification, really anything you’d like.
To manage the groups you have in your ListMessenger Pro system, you should first click the
button Subscribers at the top of the screen, and next the link Manage Groups just below.
You will then see a screen from where you can add a new group. But you can also modify or
even delete existing groups.
4.2.1 Adding a group
Adding the first group to a newly installed ListMessenger Pro
In order to use ListMessenger Pro, you must create at least one group, and ListMessenger
Pro will tell you so after login!

Screen 4: ListMessenger Pro indicates need to create groups
ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Click the link to go to the Manage Groups section. A screen will be displayed that enables
you to add your first group.

Screen 5: Manage groups, currently no groups defined

Adding a group
The button ‘New Group’ will display the screen in which a new group can be entered.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Screen 6: Adding a new group

You should try to think of a good group name, because subscribers will see this name in
their confirmation e-mails and on the screen. A descriptive name will probably convince
people they need to confirm their subscription.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Enter the name you have chosen in the field Group name. You can leave the field labeled
Parent Group unchanged (i.e. ‘—Top Level Group –‘). The use of groups and subgroups is
discussed later in this chapter.

Screen 7: Adding a new group

Now you can click the [Add Group] button. You’ll see in a screen that lists all existing
groups (just one for now). There is also a Group ID for the newly created group.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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4.2.2 Displaying existing groups
Once a group has been added, the Manage Groups screen will display a list of all existing
groups.

Screen 8: A list of existing groups

If you have previously added groups to the database, you can modify group names by
clicking the Manage Groups link in the Subscribers section of the program. A screen will
be displayed listing all available groups. In front of each group, there are small icons to edit
or delete an existing group.
You can continue adding the groups you need, by once again clicking the New Group
button. But you can always come back at a later time to add more groups.
4.2.3 Groups and subgroups
When creating groups in ListMessenger Pro, it is possible to create a group as a subgroup of
another group. The purpose of this is that you have a better overview of your groups.
To create a group that is a subgroup of an existing group, enter a group name as usual, but
this time click the down arrow for the field labeled Parent Group and select one of the
existing groups. Next click the New Group button to create the new group.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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An example of a useful setup of a group and subgroups could be:
Newsletter
• Business clients
• Private clients
New Product Announcements
In the software, this will look similar to the following picture:

Screen 9: Using top level groups and subgroups

The purpose of groups and subgroups is described in more detail in section 5.3 of this guide,
in which sending messages to groups is described.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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4.2.4 Viewing group subscribers
When you click the name of an existing group, ListMessenger Pro will automatically show
you a list of all subscribers in that group.

Screen 10: All subscribers in a specific group

More information about adding subscribers and group membership can be found in
section 4.3 of this guide.
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4.2.5 Modifying existing groups
Changing a group name
If you want to change the name of an existing group, click the edit icon right in front the
group. You will see a screen where you can change the group’s name.

Screen 11: Editing a group name

Enter the new name of the group in the Group Name field (replacing the old name) and
then click the Edit Group button.
You’re now back at the group management screen as shown earlier. From here you can add,
modify or delete other groups.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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4.2.6 Deleting an existing group
Any group you have stored in the database can be deleted. If you want to delete an existing
group, click the delete icon right in front of the group name.
Deleting a group with subscribers or subgroups
ListMessenger Pro will first check if there are any subscribers who have subscribed to this
group. It will also check if there are any subgroups under the group you’re about to delete.
If so, it will display a message that states how many subscribers are part of the group, with
several options:

Screen 12: Deleting a group with subscribers

Regarding subscribers
• Delete all subscribers residing in this group.
If you select this option, the names and e-mail addresses of all subscribers of this group
will be deleted from the database. Please note that this is permanent and non-reversible!
• Move all subscribers residing in this group.
If you select this option, you can choose one of the other existing groups. The subscribers
of the group will be moved to that destination group, prior to deleting the group. As soon
as you select this option, a list of available destination groups will be shown (see picture
below).

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Regarding sub-groups
• Delete all sub-groups and any subscribers in those sub-groups
If you select this option, all subgroups and the subscribers in this subgroup will be
permanently deleted. This action can not be reversed!
• Move all sub-groups and any users in those sub-groups
If you select this option, you can choose one of the other existing groups. The subgroup(s) and all subscribers of these sub-groups will be moved to that destination group,
prior to deleting the group. As soon as you select this option, a list of available
destination groups will be shown (see picture below).

Screen 13: Deciding where to move subscribers and/or sub-groups

Warning: When a subscriber in the group you’re deleting is already a part of the group
you’re moving the subscribers to, there is no check for duplicate entries.
After you have decided to delete existing groups and/or subscribers or move them to
another group, click the Confirm button. If you’ve chosen to delete groups and subscribers,
this action will be undertaken immediately. The data can not be restored, unless of course if
you happen to have made backups.
You’re now back at the group management screen as shown earlier. From here you can add,
modify or delete other groups.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Deleting an empty group
If your group doesn’t have any subscribers, ListMessenger Pro will display a confirmation
message, asking if you’re sure you want to delete the group.

Screen 14: Deleting an empty group

If you’re certain you want to delete the group, click the Confirm button. The group will be
deleted immediately, this is non-reversible, unless you’ve created backups earlier.
You’re now back at the group management screen as shown earlier. From here you can add,
modify or delete other groups.
4.2.7 About group ID’s
Each group you create in ListMessenger Pro has a unique number, called the group’s ID. The
first group you create will have ID 1, the next group has ID 2, and so on. When you delete a
group, the ID of that group will not be used agai.
The ID’s of the groups you create are important when you or someone else creates the web
pages where people subscribe to your groups. More information about this, and the way
group ID’s are used on these web pages, can be found in the Webmaster’s Guide.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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If you’re not the developer of the web pages, you should always discuss any group
modifications with the person who manages your website. If you don’t, people might be
trying to subscribe to groups you have already deleted. They might also not be able to
subscribe to newly created groups, simply because the web developer didn’t know to add
them to the subscription page.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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4.3 Managing subscribers
When someone subscribes to one or more groups, he or she becomes a member of those
groups. This section of the User Guide contains all you need to know about managing
subscriber records.
There are three ways to get subscribers:
• One way is to create a web page on your web site, on which people can enter their names
and e-mail addresses. There is a section in the Webmaster’s Guide3 that discusses the
creation of end-user subscription forms. As soon as someone subscribes, and confirms
this subscription, their name and e-mail address will show up in the ListMessenger Pro
subscriber directory.
• The other way is to add subscribers by using the ListMessenger Pro administration
program. You can manually add subscribers.
• Finally, you can also import a list of subscribers created in another system. Importing can
be useful if you’re moving your subscriber list from an other system or e-mail list to
ListMessenger Pro. Importing subscriber data is described in the Administration Guide4.

3
4

Available separately.
Available separately.
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4.3.1 Adding a subscriber manually
To add subscriber details manually, first go to the Subscribers section of the program, and
then click the link Add Subscriber just below. A form will be displayed allowing you to enter
new subscriber details.

Screen 15: Adding a new subscriber

Adding the first subscriber
To enter a subscriber manually, do the following:
• Enter the new subscriber’s e-mail address.
• Enter the new subscriber’s First name and Last Name in the appropriate fields. This is the
name that is going to be used in messages to this person, so make sure you make no
typing mistakes.
• Select which group(s) you want this subscriber to be associated with.
You can add subscribers to multiple group at a time. If you would like to add them to
more than one group, select all relevant groups in the list. By holding down the
appropriate key while clicking the group name with the mouse, you can select multiple
groups. The key to press depends on your computer’s software. In Windows, it is the Ctrl
key.
To allow potential subscribers to confirm their subscription, even when you manually add
their e-mail addresses, an opt-in request should be made prior to adding them to the list.
ListMessenger Pro can send this opt-in request for you.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Just below the form is a check box, labeled Send an opt-in confirmation e-mail prior to
adding subscriber. The preferred method is to send a confirmation request, and allow your
new subscriber to confirm the subscription.

Screen 16: Entering subscriber information

Once you have completed entering the new subscriber’s details and selected the proper
group(s), click the Add Subscriber button. You will immediately see a message that the
new subscriber was stored in the database.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Screen 17: Confirmation of new subscriber

If you decided to send an opt-in request, an e-mail is already on its way to the new
subscriber, asking for permission to put him or her on the list. The new subscribers has a
limited time to confirm the subscription. The default period is 7 days, but this can be
adjusted in the Control Panel.
Included in this e-mail is a unique link that the new subscriber must click to confirm the
subscription. Once clicked, the following screen will be displayed:

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
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Screen 18: Confirming a subscription by the new subscriber

When the new subscriber decides this is a valid subscription, a simple click on the Confirm
button completes the subscription process.
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Screen 19: Thank you and welcome message after subscription confirmation
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As soon as the new subscriber confirms the subscription, the number of subscribers shown
at the top left of the screen will automatically be adjusted.

Screen 20: Subscriber Directory showing all confirmed subscriptions

New signup notification
You, as the administrator, will receive an e-mail informing you about the new subscription as
soon as the new subscriber confirms. If you don’t want to receive these notifications, you
can disable the feature in the control panel.
Adding more subscribers
If you want to add even more subscribers, just click ‘Add Subscriber’ again and follow the
same procedure as described above for entering the first new subscriber.
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4.4 Using the subscriber directory
As soon as you have at least one subscriber, the subscriber directory function of
ListMessenger Pro can be used to manage your subscriber list.

Screen 21: Subscriber directory, currently with just two subscribers

4.4.1 Introduction to the Subscriber directory
The subscriber directory shows a list of all members of all groups. The screen consists of two
parts:
• A quick search section, which you can use to search for specific records using various
selection criteria.
• A list of subscribers, which you can sort in various ways to efficiently browse your
directory.
The subscriber list
The directory shows information for each subscriber. The information shown is:
• The name of the subscriber, formatted as Last name, First name.
• The e-mail address of the subscriber.
• The sign-up date, the exact date and time the person signed up for a group.
• The group this subscriber belongs to.
Note: If someone subscribed to more than one group, he or she will appear once for
every subscription. The e-mail address is the determining factor.
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Browsing the subscriber list
When you have so many subscribers that the list don’t fit on one page anymore, you will
notice that ListMessenger Pro starts displaying browse arrows at the top of the list. Using the
arrows, you can browse pages of subscribers . The number of subscribers per page has been
configured by the administrator who setup your copy of ListMessenger Pro.
Ordering the subscriber list
By clicking on the headings of the columns Name, E-Mail Address, Sign-up date and Group,
you can change the sort order of the subscriber directory. Initially, the sort order is by
Name, from A to Z. By clicking the Name column heading, you can reverse the order, from Z
to A. You can also order the list by e-mail address, signup date or group.
4.4.2 Viewing and changing subscriber details
ListMessenger Pro stores detailed information about each subscriber, including details about
the subscription and confirmation process each subscriber goes through. You can use this
information in case of questions or complaints from subscribers about their subscriptions.
To access the subscriber details, do the following:
• Click the Subscribers section at the top of the screen.
• Browse through the directory until you find the subscriber’s record.
(See the next section of this guide for instructions about searching for a specific
subscriber, useful when you have a very large list.)
• Click the line of the subscriber you’re interested in.
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ListMessenger Pro will now display a details screen:

Screen 22: Subscriber details

The top of the screen shows basic information about the subscriber, in this case the E-mail
Address, Name and group or groups subscribed to. If you need to edit these fields, you can
click the Edit button (see below for more information). To close the details screen and return
to the subscriber directory, click the Close button.
The bottom of the screen shows history information about subscription events for this
subscriber. The following columns are shown:
• The exact date and time the subscription was entered.
• The kind of subscription (there are several was to be subscribed, see below).
• The IP-address from which the subscription was made.
• Whether or not the subscription has been confirmed by the subscriber.

ListMessenger Pro 2.0 is © 2001-2005 Matt Simpson
This guide is © 2005 Erik Geurts

Page 31 of 77
Guide updated: May 18, 2005

ListMessenger Pro 2.0 User Guide

By clicking the small + sign in front of a line, you can see even more detailed information
about the subscription event:

Screen 23: Detailed subscription information

Use this information in case someone inquires about the validity of a subscription.
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Changing a subscriber’s details
Sometimes it may be necessary to change subscriber details like name or e-mail address. If
you need to change subscriber details, you click the Edit button at the top section of the
screen. ListMessenger Pro will display a screen where you can change the details.

Screen 24: Editing subscriber details

This screen is almost identical to the screen where you add new subscribers. Make the
necessary changes and click the Save button.
If this subscriber belongs to more than one group, you can make the changes for each of the
groups subscribed to by first checking the checkbox “Update contact information for this
subscriber in all groups”.
4.4.3 Searching for a subscriber
When your list of subscriber becomes larger, it may become more difficult to find the
information of individual subscribers. Therefore, ListMessenger Pro has a search function.
You can search for subscribers by their name or e-mail address, or you can limit the
subscriber list to just one group.
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When you’re searching by name or e-mail address, you can enter just a piece of the name or
e-mail, which will direct ListMessenger Pro to display any subscriber that has this in their
name or e-mail address. This is the default (called ‘contains’). If you know the exact name
or e-mail address, you can also select the other search option (called ‘Equals).

Screen 25: Entering search criteria

After you’ve entered the text to search for, click the Search button.
If you want to see the subscribers of just one group, click the down arrow of the field called
Show Group and click the group name you need. ListMessenger Pro will immediately
perform the search for subscribers of that group.
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After searching by name or e-mail, or by group, the resulting subscribers will be shown.

Screen 26: Limiting the subscriber directory to just one group
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4.4.4 Deleting a subscriber
It is possible to manually delete a subscriber from a group. One of the reasons might be that
you have received back one or more messages to that subscriber, a so-called ‘bounce’. This
usually happens when an e-mail address no longer exists.

Screen 27: Selecting subscribers to delete from groups

Check the checkbox in front of the subscriber you want to delete and then click the button
Delete Selected.
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You will then see a confirmation screen, showing you the delete action about to be
performed.

Screen 28: Delete confirmation

On this screen, you can still uncheck subscribers you don’t want to delete after all. Once
you’re satisfied with the selection of subscribers to be deleted, click the Confirmed button.
This action is irreversible!
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4.5 Managing custom fields
A new feature in this version of ListMessenger Pro is the ability to create custom fields. In
addition to the standard fields E-mail address, First Name and Last Name, people
subscribing to your groups can be provided with fields for additional details.
To access the functions for custom fields, you click the Subscribers section at the top left of
the screen, and then the link labeled Manage Fields just below. ListMessenger Pro will
show the following screen:

Screen 29: Manage fields in ListMessenger Pro

Screen description
The top of the screen contains a short introduction to the Manage Fields feature. After
installation, ListMessenger Pro does not yet have any custom fields.
The next portion of the screen has three modes:
• Edit Mode (initially selected)
• Preview Form
• Get HTML Code
Right below is a draft version of the form that your end-users (the people visiting your
website) will get to see.
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Preview Form
When you click Preview Form, ListMessenger Pro displays a preview of the end-user form.

Screen 30: A preview of the End-USer form

As you start adding fields to the program, the preview can be used to see what the end-user
form will look like on your website. This is an approximation, your webmaster will be able to
customize any aspect of the design like colors, fonts, width and height, and so on.
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Get HTML Code
By clicking this link, ListMessenger Pro will display the HTML Code that you can use to create
a form on your website. Using this form, people visiting your website can subscribe and
unsubscribe.

Screen 31: The HTML code to create a form on your website

When you give this HTML code to your webmaster or content manager, it will be possible to
create a form.
Edit Mode
The most important link is the Edit Mode. This is where you can create new custom fields,
modify existing custom fields or delete these fields.
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Creating a new custom field
To create a new custom field, click the button New Field. This will display the New Field
screen:

Screen 32: Adding a new custom field

To add a new custom field, enter all the fields on this screen:
• Field Type:
Here you can specify which kind of data a user can enter or select. There are several field
types: Check Box, Hidden Field, Line Break, Radio Buttons, Select Box, Text Area,
Textbox. The field types are described in more detail below.
• Field Short Name:
This is the technical name of the field. It is used by the software to recognize information
and to store it in the database. As mentioned in the comment, there can’t be any spaces
or strange characters in this name, and it should be in all lower case characters.
• Field Display Name:
This is the name that the people visiting your website will see displayed for this field.
• Field Options:
For some types for fields (check boxes, Radio buttons, Select Boxes and Hidden fields)
there are option to be specified here.
• Maxlength:
The maximum length for text in a field of type Text Box can be specified here.
• Required field:
Here you can specify if a custom field is mandatory for people signing up for your groups.
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Below are some examples of custom fields, to explain the various field types and options. It
is best to experiment a bit to get a feel for all the possibilities and features.
Example One: Select Gender
The field type Radio Buttons gives you the ability to let people select one form a set of
options. These options are thus supposed to mutually exclusive.
When you want to give people the opportunity to specify their gender upon subscription,
you can create a custom field as follows:
• Field Type: Radio Buttons
• Field Short Name: gender
• Field Display Name: Please specify your gender
• Field Options: with the cursor in the entry box, type ‘M=Male’, press the Enter key and
then type ‘F=Female’. Next, press the Tab key or click your mouse in the Maxlength field.
• Max Length: not required for field type Radio buttons
• Required Field: No (this gives people the choice not to disclose their gender)
The screen will now look like this:

Screen 33: Adding a custom field of type Radio Buttons
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When you click the Add Field button, the new custom field will be created.

Screen 34: New field gender created

Example Two: Disclosing ownership of consumer products
The field type Check Box gives you the ability to let people select a set of properties for
themselves.
When you want to give people the opportunity to specify whether or not they own several
kinds of consumer products, create a custom field as follows:
• Field Type: Checkbox
• Field Short Name: products
• Field Display Name: Please specify if you own:
• Field Options: with the cursor in the entry box, type ‘DVD=DVD Player’, then press the
Enter key. Continue adding devices like this ‘iPOD=iPod music player’, ‘MP3=Other MP3
music player’, ‘Mobile=Mobile Phone’, ‘PC=Personal Computer’, ‘Fax=Fax machine’.
Remember to put each entry on a new line.
• Max Length: not required for field type Checkbox
• Required Field: No (people who don’t own any of the specified devices don’t have to enter
anything)
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The screen will now look like this:

Screen 35: Adding a custom field of type Checkbox
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When you click Add Field, this will be the result:

Screen 36: A custom field of type Checkbox

Example Three: Entering year of birth
The field type Textbox can be used to specify short pieces of text (including numbers).
When you want to force people to specify their year of birth, create a custom field as
follows:
• Field Type: Textbox
• Field Short Name: yearofbirth
• Field Display Name: Year of Birth
• Field Options: Does not have to be entered for a Textbox
• Max Length: 4
• Required Field: Yes
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The screen will look like this:

Screen 37: Creating a Textbox field
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When you click Add Field, this will be the result:

Screen 38: A field for Year of Birth has been created

As you can see, the use of a text box for a year number is not ideal. There is no way to
check if people actually enter 4 digits, and initially the field is much wider than 4 digits. Most
webmasters will be able to add field level validation to make this work better.
More information about creating end user subscription forms can be found in the
Webmaster’s Guide.
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5

Composing and sending a new message

5.1 Introduction
This chapter is dedicated to composing and sending a new message to your subscribers.
The concept of ListMessenger Pro is both simple and powerful. You create a message and
send it to a group (see previous chapter for information on groups). ListMessenger Pro can
personalize the message for each subscriber. For the recipient, it looks as if the e-mail
message was created specifically for him or her.
5.2 Composing a new message
In order to send a message to subscribers, ListMessenger Pro has a powerful message
composition tool. To access this tool, just click the Compose Message button at the top of
the screen at any time. The message composition screen will be displayed at once.

Screen 39: Composing a new message

You may notice that this screen looks very similar to a new e-mail in your favorite e-mail
program. In fact, it was designed that way!
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5.2.1 Entering message details
So start composing your message, you must first enter some details:
1. Notice the e-mail address labeled From. When your new message reaches the
subscribers, they will see this in their inbox. You can change the name or e-mail address
in this screen. Make sure you retain the format with the name between “ characters and
the e-mail address between < and > brackets.
2. Notice the e-mail address labeled Reply-to. When the message arrives at the recipients
inboxes, they will be able to reply to this e-mail address. You can change the name or email address in this screen. Make sure you retain the format with the name between “
characters and the e-mail address between < and > brackets.
3. You will have to enter an Internal Title.
The text you enter here is not used in the outgoing message. This title is used to
recognize messages you have composed, so you can send them again at a later stage.
See chapter 6 for more information about re-using existing messages.
Examples of useful Internal Message Titles are:
• May 2005 Marketing Newsletter
• New product announcement
• Season’s Greetings message
4. The next field to enter is the Message Subject.
It is very important to think of a good e-mail subject. This is the subject that recipients
of your message will see in their inbox, and it is probably the most important piece of
any message. Based on the subject you enter, recipients decide if they will open the email or just delete it. Given the volume of e-mails people receive nowadays, your
message may not survive their 3-second attention window if the subject is too vague or
too generic. A number of hints:
• Keep the subject as short as possible
• Make sure the spelling is correct
• Do not use ALL-CAPS TEXT (this looks like unsolicited e-mail to most people)
• Try to capture the essence or your message in a few words
5. Now you can accept or edit the Message date.
This is the date that will be included with the message as the “Sent” date. The default
value of this field is the current date and time. In most cases, there is no need to change
this. If you want, you can use the calendar icon to the right of the field to select a date
and time instead of typing it.
6. Finally, you will have to set the Priority Level.
By default, this field is set to ‘Normal’.
In most cases, there is no reason to change this. It may be very attractive to set this to
‘Highest’, but you should take into consideration that your recipients may have a very
different opinion about your message. In fact, if everyone were to send every e-mail
message as ‘high importance’, nobody would pay attention to this priority level anymore.
Only set the priority level to ‘highest’ when the information can be considered as a high
priority issue. For instance, a product defect alert about potentially dangerous electrical
equipment malfunction is a good reason to choose ‘highest’.
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Having entered the basic message details, your screen could look like this:

Screen 40: Basis information for new message entered

5.2.2 Entering message text
Now that you’ve prepared your new message by entering the message title and e-mail
subject and setting the message priority, it’s time to enter the text of the message.
ListMessenger Pro can send messages in both Plain Text and HTML format:
• Plain text means the message contains only ordinary text. There is no way to add any
specific fonts, colors, images. Many recipients appreciate plain text messages, they’re
simple, efficient and most important of all, they can be displayed on any computer that
can be used to retrieve e-mail. Any e-mail program, any web-based mail reader, but also
PDA’s, cell phones, set-top boxes, they can all be used to read plain text e-mails. So as
far as reaching the widest potential audience, plain text is definitely it.
Any message you compose with ListMessenger Pro must contain at least plain text. If you
decide to enter only plain text, all recipients will see the same message.
• HTML is the abbreviation of “HyperText Markup Language”. It was originally designed to
make web pages. However, a few years ago several companies developed e-mail
programs that can be used to make and view e-mail messages that contain HTML. From
then, many people started to send e-mail with lots of colors, pictures and fonts.
If you decide to enter both plain text and HTML, the e-mail program of the recipient of
your message determines which version is displayed.
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Entering plain text
Enter the message text in the Plain text just like you would when writing a new e-mail in
your e-mail program.
There are some useful e-mail variables that you can insert in your message text. They are a
kind of placeholder, which will be replaced with the real information when the message is
sent. The standard e-mail variables you can use are:
• [name], [firstname], [lastname]
When you enter the e-mail variable [name], the actual name of every subscriber is
inserted at exactly that position in the message. Subscribers can enter their real name in
addition to their e-mail address when they subscribe. Using the [name] variable, you can
create a personal message for every recipient.
The [name] field is composed by adding together the first name and the last name of a
subscriber. Note you can also use these two fields individually.
Please note that the name fields are not required fields in ListMessenger Pro 2.0. If you
want to make sure subscribers include their first and last name at sign-up, there is a
simple modification available at the ListMessenger forum (forum.listlessenger.com). The
adress is http://forum.listmessenger.com/index.php?showtopic=1503.
• [email]
Just like the [name] variable, the [email] variable can be used at any point in your
message text, and the subscriber’s e-mail address will be inserted in the message.
• [date]
The [date] variable can be used to insert the exact date and time the message was sent.
• [groupname], [groupid]
By using these variables at any point in your message text, the group you send the
message to can be included in the e-mail. This is especially useful if you send the
message to more than one group.
• [signupdate]
This variable can be used in a message, so that the actual message received by the
recipient contains the exact date and time the subscriber signed up.
In addition to the standard e-mail variables, ListMessenger Pro also shows you any custom
fields you have created (see section 4.5). You can use these variables just like you would
use the standard variables.
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The following picture shows what your screen might look like with the plain text message
entered using some of the available variables:

Screen 41: Plain text version of a new message entered, using some variables

Entering HTML (optional)
The HTML text can be entered just like the plain text message, but now you have every
design option available that you would have on web pages. To help you create a nice looking
message, ListMessenger Pro contains a full featured word processor, called HTMLArea.
To get the most out of HTML messages with minimal effort, ListMessenger Pro also has the
ability to use HTML templates. In many cases, an HTML template is created by a designer of
developer. All you have to do is select the appropriate template, and enter the message
text. The message text is then inserted at the right position in the HTML template.
Development of HTML templates is beyond the scope of this chapter. Please talk to your
website developer or webmaster if you need help creating HTML templates.
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Adding attachments
ListMessenger Pro has the ability to include attachments with your messages. To attach a
file to your message, click the Browse button at the bottom of the Compose message screen
and select the file to be included.

Screen 42: Specifying a file attachment

Next, by clicking the Attach File button, the file is linked to the message and ready to be
sent along.
Online files
Another way to attach a file to your message is to click the Online Files button. This will
open a small new window that lists all files available in the special files directory of your
ListMessenger Pro installation. You can select one of the files from the list and then click the
Attach File button. The content of the files directory can be managed in the ListMessenger
Pro Control Panel5.
Using Online Files, you can easily send files you use often as attachments with your
messages.

5

See the Administrator Guide, available separately.
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Once you’re done entering the plain text message and possibly also the HTML text message,
click the Proceed button at the bottom of the page. You will immediately see a confirmation
page showing all the information you entered on the previous screen.

Screen 43: Message content confirmation screen, with preview switched off

5.2.3 Checking the message
Before you send the message to your subscribers, you should double check all the message
details and the text. To be absolutely sure your message is OK, you should consider having
it checked by another person. Just imagine what it would be like to send a message with an
error in it to a large number of recipients!
You should at least check the following:
• From
Your subscribers will see this in their inbox and will base their decision to read or delete
the e-mail on what they see as the e-mail sender details (name and e-mail address).
• Message Subject
Just like the From information, the e-mail subject is displayed in the recipient’s inbox. It
should be as short as possible and contain the essence of the message you’re trying to
bring.
• Text Version
A preview of your plain text will be displayed on the second half of the page if you click
the Text Version tab. If your ListMessenger Pro is configured to automatically add an
unsubscribe link at the bottom of every message you send, you will also see this.
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• HTML Text
If an HTML text version of your message exists, you can click the ‘View page’ button to
see a preview of it.
The screen, with a preview of the text version of the message, may look like this:

Screen 44: Checking the message before sending

Once you’ve decided the message is correct, click the Proceed button. This will display the
Message Centre (see below), from where you can send this new e-mail message to your
subscribers
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5.3 Sending the message
The concept of subscribers and groups is explained in detail in chapter 4 (Managing
subscribers and groups).
After entering message details and text, the newly created message is displayed in the
message center:

Screen 45: Message Centre displaying new message

To make absolutely sure your message is OK, you can send it first to a single e-mail
address. To do this, enter an e-mail address (most likely your own e-mail address) in the
field Send To Address field and click the Send Message button. The message is sent to
the specified e-mail address and you can open and view it in your e-mail program. When
you’ve used variables like [firstname], [email] or [signupdate], ListMessenger Pro will insert
sample data for the variables.
To send the message to a group of subscribers, do the following:
• Select the group or groups you want to send the message to.
You can select multiple groups, to send the message to all subscribers in all selected
groups. If one subscriber would exist in more than one of the groups you selected, he or
she will receive the message only once. Uniqueness of subscribers is decided by looking
at their e-mail addresses.
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• Now click the Send Message button.
• Once you click the Send Message button, ListMessenger Pro informs you about the
progress of the preparation of your e-mail message. An e-mail message is being created
for each subscriber of the selected group(s). Any variables you inserted in the message
(for instance [name]) is replaced with the correct value for the individual subscriber.
• As soon as the preparation of e-mail messages is completed, a message appears
informing you about it. This means all message preparation is completed and you’re
ready to start sending the message to subscribers in the selected group(s).

Screen 46: ListMessenger Pro has completed message preparation

• Click the OK button to send your message.
ListMessenger Pro now displays a progress indicator to keep you informed.
Even when the process of sending a message is aborted, you can still finish the process.
See chapter 7, section 7.3 for more information.
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Once all e-mails have been sent, a message appears to inform you message sending has
been completed.

Screen 47: Message sending complete

You can now click the Finish button. The message centre appears again. From there you
can send the same message again to another group, if necessary.
What to read next
Please consider reading the following parts of this User Guide:
• Chapter 6 has all the information you need if you want to send a message you created
earlier as the starting point for a new message.
• Chapter 7 describes everything related to the Queue Manager, where all messages that
have been sent in the past are stored.
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6

Using existing messages

6.1 Introduction
Any message that has been created, even when it hasn’t even been sent yet, can be
managed intelligently in ListMessenger Pro. You can view the message, and send it, with or
without modifications. In this chapter you can read about using existing messages.
6.2 Viewing the list of existing messages
To display a list of all messages previously created within List Messenger Pro, click the
Message Centre button at the top of the screen. You will see the Message Centre, showing
a list of all existing messages.

Screen 48: Messages created earlier shown in the Message Centre

For each message present in your message centre, the following details are listed:
• The date and time the message was originally created (column name: Message Date)
• The internal title of the message (column name: Message Title)
• The subject of the message, as it appears in the recipient’s inbox (column name: Message
Subject)
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6.2.1 Changing sort order of the message list
Initially, the messages are sorted by date, with the newest message first. This is indicated
by the upward pointing arrow next to the column name. By clicking another column name
(Subject or Title), you can also sort the list by Subject or Title. By clicking a column again,
you can reverse the sort order from descending to ascending and vice versa.
If there are more messages than can fit on one screen, you can browse through a number of
pages to find the message you’re looking for.
When you point your mouse cursor at one of the messages in the list, it is highlighted in
green.

Screen 49: One message highlighted
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6.3 Opening an existing message
By clicking anywhere on the line of one of the messages in the list, you can open an existing
message.

Screen 50: Existing message

See below for a description of the function of each of the buttons on the screen.
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6.3.1 Copy Message
By clicking this button, you can make a copy of the existing message. Once the copy is
complete, you can send it to your subscribers, but perhaps change it first.
When you click the Copy Message button, a pop up window appears in which you can type
the new Internal Message Title, the title you use inside the ListMessenger Pro system to
recognize message.

Screen 51: Entering the internal Message title for the copied message

If for some reason you don’t want to copy the message after all, click the cancel button to
return to the original message.
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Enter the new Message Title and click the OK button. A notification will be displayed to
inform you that the message has been copied and that you’re being redirected to this new
message.

Screen 52: Notification about successful copy of message

6.3.2 Edit Message
By clicking the Edit Message button, you can edit your existing message. This is useful if
you need to make some changes after you’ve proof read your message. But it is also
possible that you didn’t finish writing the message last time, and you want to continue now.
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When you click Edit Message, you’re back in the Compose Message screen that’s
described in Section 5.2 on page 48.

Screen 53: Editing an existing message

6.3.3 Delete Message
By clicking the Delete Message button, you can permanently remove an existing message.
When you click Delete Message, a small window will appear asking you to confirm that you
want to delete the message.

Screen 54: Confirmation of Delete Message

If you don’t want to delete the message after all, click Cancel. The message will not be
deleted, and will remain open in the message center.
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If you’re sure you want to delete the message, click OK. The message will then be deleted,
and you return to the list of the remaining messages in the Message center.
6.3.4 Sending the message
There are two ways to send the existing message: to an individual recipient or to one of
your groups.
More details about sending messages can be found in section 5.3 on page 56.
6.3.5 Message Content
By default, the Text Version content of the message is displayed on the bottom part of the
screen. If you want to see the HTML version of the message, just click the HTML Version tab.
If there is no HTML version, you’ll see a message instead of the HTML version.

Screen 55: Showing HTML version of message content
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By clicking the small minus signs at the very right of you can hide the Message Sending
Options or the Message Contents (or both).

Screen 56: Existing message, content hidden
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7

Managing the message queue

7.1 Introduction
Once a message has been sent, you will find a record of it in the Message Queue. But
messages that are in the process of being sent can also be found in the Message Queue. And
should something go wrong during the sending process, the pending message can always be
picked up and completed. This chapter describes everything you need to know to operate
the message queue.
7.2 Viewing the message queue
To display a list of all messages previously sent by List Messenger Pro, click the
Queue Manager button at the top of the screen. You will see the Queue Manager screen,
showing a list of all messages in the queue.

Screen 57: ListMessenger Pro Queue Manager
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For each message present in the queue, the following details are listed:
• The date and time the message was sent (column name: Send Date)
• The internal title of the message (column name: Message Title)
• The progress of the sending process (column name: Progress)
• The status of the message in the queue (column name: Status), see below for an
explanation of possible statuses.
7.2.1 Changing sort order of the message queue
Initially, the messages are sorted by date, with the newest message first. This is indicated
by the upward pointing arrow next to the column name. By clicking another column name
(Subject or Title), you can also sort the list by Title, Progress or Status. By clicking a column
again, you can reverse the sort order from descending to ascending and vice versa.
If there a more messages than can fit on one screen, you can browse through a number of
pages to find the message you’re looking for.
7.2.2 Status
Each message in the queue has a specific status. Status can be:
• Completed: a message has been sent to all recipients in a group. The number between
parentheses behind the status Completed indicates how many members there were in the
group at the time the message was sent.
• Preparing: a message has been prepared for sending to a group, but the sending process
of the messages to the individual recipients has not yet started.
• Queuing: ListMessenger Pro is or was busy preparing the message for sending.
• Cancelled: Message sending was cancelled.
7.3 Continuing sending a message
If anything happened while you were sending a message, for instance your browser closed
or your internet connection failed, you can pick up the sending process exactly where it
stopped.
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7.4 Sending a message again
Each of the messages appearing in the queue can be used to send again.

Screen 58: Selecting a message from the queue, to send again

Just click a message you would like to send again to go to the Message Centre with the
corresponding message already selected and ready to use.
7.5 Message queue operations
You can prune (delete) entries from the queue. To prune all entries with a specific status,
select the correct status from the dropdown list and next click the Prune button. A small
window will appear asking you to confirm the delete action:

Screen 59: Confirm deleting messages from the queue

As soon as you click OK, all queue entries with the status selected earlier will be removed
from the queue. Note that the e-mail message cannot be removed this way, just the queue
entry.
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8

Brief overview of the Control Panel

8.1 Introduction
The Control Panel can be used to change all kinds of settings and perform administrative
tasks. This chapter gives a brief overview of all items in the Control Panel. Please read the
“Installation and Configuration Guide” for a detailed description of the Control Panel.
8.2 Control Panel Main Screen
When you click the link Control Panel, available on every screen just below the
ListMessenger Pro 2.0.0 mark, the Control Panel Main Screen appears.

Screen 60: ListMessenger Pro Control Panel

There are 8 sections in the Control Panel:
• Preferences: here you can configure many aspects of the way ListMessenger Pro acts.
• Attachments: this section can be used to manage attachments that you can send along
with your message.
• Backup & Restore: here you make backups of all your data in the ListMessenger Pro
database, or restore a backup you made earlier.
• Import & Export: use this section of the Control Panel to import lists of subscribers from
files you create in other programs, or to export your subscriber lists for external use.
• E-Mail Templates: here you can manage templates that you can use to quickly send
visually attractive HTML messages, or to store text messages you need to send often.
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• End-User Tools: this section can be used to learn more about putting the end-user
subscribe and unsubscribe forms on your website.
• Program Updates: here you can find out if you’re running the most recent version of the
software.
• About ListMessenger Pro: this section informs you about program version and license
information.
In the remainder of this chapter, some of the Control Panel items will be described a bit
further.
8.3 Preferences
When you select the Preferences icon, ListMessenger Pro shows the Preferences section of
the Control Panel:

Screen 61: Preferences and Configuration section of the Control Panel
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8.4 Import & Export
By clicking the Import & Export icon in the Control Panel Main screen, ListMessenger Pro
displays the Import/Export section.

Screen 62: Import & Export section of the Control Panel
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8.5 E-Mail Templates
Clicking the E-Mail Templates icon brings up the templates section of the Control Panel.

Screen 63: E-Mail Templates section of the Control Panel
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8.6 Program Updates
When you click the Program Updates icon, ListMessenger Pro checks if you’re running the
latest version or if there’s an update of the software available.
The result is shown after a few seconds.

Screen 64: Result of the Program Updates Control Panel item

8.7 About ListMessenger Pro
When you click About ListMessenger Pro, a small popup window appears to give you various
version and license information and program credits. See also section 3.2 on page 9.
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9

Index and Lists

9.1 Additional sources of information
More information about ListMessenger Pro is available at the following locations:
ListMessenger Pro Website
The ListMessenger Pro Website located at http://www.listmessenger.com contains a wealth
of information about the program.
ListMessenger Pro Support Forum
The ListMessenger Pro Support Forum is available at http://forum.listmessenger.com. The
forum contains many thousands of support issues. If you’re support issue is not answered
here, just leave a message on the forum, and you’ll usually get an answer within hours or
days.
Other guides
In addition to this User Guide, there are two more guides available separately:
• Installation and Configuration Guide: a manual targeted at the people who want to install
the software and configure it to suit their needs.
• Webmasters Guide: this manual gives detailed information about various issues regarding
the integration of ListMessenger Pro with your website(s).
9.2 Hosted version of ListMessenger Pro
ListMessenger Pro is also available pre-installed and configured. If you’d like to use the
software but don’t want to install it on your own, please see http://listmessenger.net for
information about availability and pricing.
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9.3 List of screen prints
This guide contains the following screen prints:
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Screen 5: Manage groups, currently no groups defined ................................................. 11
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