Viewing Mailings

1. Log into https://lyris.dug.edu with your username/password
2. When at the Home screen click on the Mailings tab at the top
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3. Next click on Mailing Status
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4. From this screen you have a few options. One is to see all the mailings from the
past week. You can also see all the mailings that were sent if archiving is turned
on (not by default but can be requested). The last option is to see the individual

mailings by clicking on the Mail Queues link.

If you chose the Mail Queues link then click on the Mail Queue — Outgoing to
see the individual mailings sent to the list. The list will be arranged with the




newest mailing first (screen below):
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6. When you click on the message link or the View option you will be able to select
and see the details for the message.




