Accessing the E-Mail Exception Report

Once the e-mail has been sent, an exception report can be accessed.
Select the cog wheel next to the e-mail.
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Select Email Exception Report



A window will pop-up presenting the:
Email name
Recipient sources (and list)
Total count of Emails in the list
Total count of Emails sent
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Emails not sent are broken down to the following reasons.
· Duplicate addresses - The recipient list had duplicate email addresses
· Invalid format for email address - The email address in the recipient list was in an invalid format.  Example:  There could be a space in the email address:  test @imodules.com or the email address is missing the .com: test@imodules.
· Emails flagged as invalid - An email in the recipient list has been flagged in the database as invalid.
· Constituent's account is disabled - An email in the recipient list is tied to a member that is set to disabled.
· Constituent is deceased - An email in the recipient list is tied to a member that is set to deceased.
· Preferred email field is empty - A member in the recipient list does not have a value in the preferred email field.
· Unsubscribes - An email in the recipient list is tied to a member who has unsubscribed globally, unsubscribed from a community or unsubscribed from a category.
· Spam Report - The constituent has marked the email as spam.
· Unknown

[bookmark: _GoBack]Scrolling down, a .CSV file of the exception report can be downloaded along with a bounce report.
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An example of a downloaded Exception Report.
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And an example of a Downloaded Bounce Report.
Once an individual has been flagged with a hard bounce, their status of having a valid e-mail will be removed and they will no longer be eligible to receive e-mail.  A member of the iModules support team can reinstate their ‘OK to E-Mail’ flag.


image1.png
I

Email History

+ ] [More Actons « | (e Fiter a
Email Name Email Category From
Lpv  Kmb3761Sy Katz Parade 11/12/16 Athletics Comell University Alumni Affairs
. bi25/Travel - Alaska Eblast to large audience Cormel Alumni Association Travel
W j02216 == Program
Lk mnfiiLeadership Summit details Volunteer news Office of Volunteer Programs
Lpv  cms362/CSVipsfor YA# Career & Business Comell Silicon Valley

Paul Salvatore, National Annual

L KpAT2IFY1T AF Thank You Weekly 102116 Recognition e e
.. KpAT2IFY1T Fred Thank You Weekly i .

- T Recognition Comell University
B Comell FacuityDean .

4w cu4d/ CCB London Invite #2 Pl Comell University

4+ cusd/ TCAM Student Networking Reception  Social Comell Diversity Alumni Programs:
View Email

Recipient List ost Event Survey Social Comell Diversity Alumni Programs
Email Exception Report

Send Preview Thank You Social Lynch and Weiss Famiies
Re-use Email

Delete Email 8910 - Bl Pagesze|10 v





image2.png
2)

pr

@ Adrmin Tools - ComellUniversity - Mozila Firfox

@ | httpsy/adminibithodules.com/admin/index.aspx?sid=17178gid=28cid=0908iseiid=2431

Email Marketing - Exception Report ¢

Email Name: cu43/ TCAM Student Networking Reception

Email Category: Social
Last Run: 10/21/2016 10:57:15 AM

The recipient list was created with the following sources:

Data Viewer: "Empl List Juniors and Seniors of Color 10.21.16.xlsx"

Constituent ID

2141177,2626520,2651669,2703803, 2703802 2766522, 2783721 2827391 2827763, 2831635, 2856627 2857223, 2857223, 2859862, 2859862, 2006367

Custom List(s):

Totals
Intended recipients:
Emails sent:

Exceptions*
Duplicate addresses:

Invalid format for email address:
Emails flagged as invalid:

Constituent's account is disabled:

Constituent is deceased:
Preferred email field is empty:
Unsubscribes:

Spam Report:

3638
3544
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Duplicate addresses:
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Emails flagged as invalid:

Constituent's account is disabled:

Constituent is deceased:
Preferred email field is empty:
Unsubscribes:

Spam Report:
Unknown:

*Exceptions are intended recipients to whom an email was NOT sent for the reason listed.

& Download Exception Report

Emails that were sent but did not reach their intended recipients are tracked in the Bounce Report.

[ Generate Bounce Report

Close
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