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Virgo Email

Broadcast System

Unsubscribe

Requests

Unsubscribe

Requests

Spam Arrest emails

(emails requiring

authentication for

delivery)

Spam Arrest emails

(emails requiring

authentication for

delivery)

Questions or

comments

Message failed due

to "user over quota"

or "mail box is full"

Message failed due

to "user over quota"

or "mail box is full"

Go To: http://opt.vpi

and choose the

correct newseletter

In the email broadcast system, select "Mail Search"

from the left menu. Enter the email address to be

removed and click search. Choose the email that

they responded to and click the blue "opt out" link.

Auto-reply emails are

sent to the audience

development manager

Auto-reply emails are

sent to the person selected

when the email was submitted

DELETE WITH

NO ACTION

REQUIRED

DELETE WITH

NO ACTION

REQUIRED

You will need to enter

a code or simply

reply to the email

Forward to the

editor

You will need to enter

a code or simply reply

to the email

Complaint emails

threatening legal

action

Complaint emails

threatening legal

action

Forward to John

Lybarger and

Aaron Hutton

Forward to John

Lybarger and

Aaron Hutton

*Please note that all auto-reply emails described as "Out of Office" will be automatically filtered and deleted

Returned Mail:

"Unknown or illegal

alias" or "recipient

not found"

Returned Mail:

"Unknown or illegal

alias" or "recipient

not found"

Forward to Laura

George to be removed

from database

Unsubscribe them from the

newsletter list and forward

to Laura George to be

removed from Circ System

Requests to update

an email address

Requests to update

an email address

Forward to Laura

George

Go To: http://opt.vpi to add

the new email and remove

the old one. Then forward to

Laura George so that she can

update in the circ system.

"The intended

recipient is no

longer with this

company"

"The intended

recipient is no

longer with this

company"

Forward to Laura

George to be removed

from database

Forward to Laura

George to be removed

from database

Email List Hygiene Procedures


