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Introduction to Organizations and
Communication Configurations

T I

Course goal

The goal of this course is to introduce Relationship Management administrators to
organizations and communication configurations functionality, allowing them to create and
maintain multiple internal organizations with distinct sender and reply-to accounts.

Course objectives

At the end of this session, participants will be able to:
e add a new organization
e edit an existing organization
e (delete an organization
e create a mailbox account
e edit a mailbox account
e set up an organization address

e modify an organization address.

Intended audience

Administrators of Banner Relationship Management.
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Prerequisites
To complete this course, you should have
e completed the Relationship Management Overview workbook

e access to the Administration tab of Banner Relationship Management.
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Maintaining Organizations

mEEm

Introduction

This section provides procedures for creating and maintaining organizations.

Objectives
At the end of this section, participants will be able to:
e add a new organization
e edit an existing organization

e delete an organization.
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Organization Overview
B .

Introduction

Organizations allow your institution to send e-mail from various departments within your
institution. The organization structure has a single root node which is named ‘Root.” The
Root node may contain zero or more child organizations. All interactions and
communication templates must be associated with an organization. Organizations can be
created and maintained using the Organizations link on the Administration tab.

Organizations contain a name and description only. You can establish and maintain

separate mailbox accounts for each organization using the Communication
Configuration link.

Organizations view

i Prospects i i Students i i Alumni & Friends I I Campaigns I i Communications | | Administration Preferences Sign Out

Organization Actions J A Refrash . Open Deleta | M, tions ~ ¥ Cl
Users B 2 %

Organizations

Roles
Search by Namz

Business Rules

Displaying 5 rows

Expressions MName Parent Organization Diescription

Root Croganization The root organization.
Funnels L i

Alumni Developmant Root Crganization
Ratings Advising Office Root Organization Advising

Admissions Root Crganization Admissions and Recruiting
Tans
Categories
Organizations >

Communication Configuration

Add Child Organization

=Y
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Adding a New Organization
[

Introduction

Only administrators and specified users can create and maintain organizations in
Relationship Management. If you do not have the relevant permissions, you will not have
access to this functionality. If you have the ability to create organizations, you will have an
Organizations link on the Administration tab. From this screen, you can view and edit
existing organizations and create new ones.

To create a new organization, select the Root organization then click the Add Child
Organization button at the bottom of the workspace and type the name and description of
the organization you wish to create. Once you save the organization, it will be added to the
list of existing organizations.

Organizations contain a name and description only. You can establish and maintain
separate mailbox accounts for each organization using the Communication
Configuration link. The organization is not available to use when contacting profiles by e-
mail until a mailbox account is set up.
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Organizations view

| Prospect | Student: Al i & Friends | | Campaigns | | Communications | Administration Preferences Sign Out
Crganization Actions N A Refresh 50 ™ R Celeio| Mo T m
Users &/ Relresh g Open py | % Delete x
Roles Organizations

=

Business Rules =
Displaying 4 rows.
Expressions

MName Parent Organization Diescription

Root Organization The ot organization,
Funnels H rg

Alumni Development Root Organization
Ratings Advising Office Root Crganization Advising

Admissions Roct Crganization Admissions and Recruiting
Tags
Categories
Organizations >

Communication Configuration

Add Child Organization
1

Steps
Follow these steps to create a new organization.

1. Click the Administration tab.

2. Click the Organizations link.

3. Select the Root Organization option from the list to create a new organization
under the root level or select any existing organization to create a new child
organization under the selected organization.

4. Click the Add Child Organization button.

5. Enter a name of the child organization in the Name field.

6. Enter a description of the child organization, if desired, in the Description field.

7. Click the Save button.
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Editing an Existing Organization
]

Introduction

The Organizations Overview page displays high level information about an organization
including the organization description and the name and description of any child
organizations that exist. You can click the Edit (pencil) icon to edit the name or description
of the organization. You can change the name of the organization and/or add or modify a
description in the Edit Organization window.

Organization Overview

.
| Prospects | ‘ Students | | Alumni & Friends | | Campaigns I I Communications | | Administration ‘ Preferances Sign Out

Organizations Organizations Actions I "'., Refresh &5 Opar I % Delete | M tions ~ M Close

Admissions

Overview )

[

Description: Admissions and Recruting \)

Child Organizations

] Add Child Organization
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Steps
Follow these steps to edit an existing organization.
1. From the Administration Tab, click the Organizations link.

2. Double-click the name of the organization you want to edit to open it.

3. Alternatively, click the name of the organization you want to edit then click the
Open button on the Organization Actions toolbar.

4. From the Overview window, click the Edit (pencil) icon.

5. Edit the name or description as needed.

Name s |Admissions |

Description  |Admissions and Recruiting ‘

6. Click the Save button to save the changes, or Cancel to exit without changes.

© SunGard 2010 Relationship Management: Organizations
Page 11



Deleting an Organization
. :

Introduction

Organizations that are no longer needed can be deleted using the Organizations link on
the Administration tab. Select the organization you want to delete from the list of
existing organizations then click the Delete button on the Organization Actions toolbar.

The Confirm Delete window opens asking you to confirm you want to delete the
organization. Click the Yes button to complete the process.

Note: Only administrators and specified users can delete organizations in Relationship
Management. If you do not have the relevant permissions, you will not have access to this
functionality. If you have the ability to create/delete organizations, you will have an
Organizations link on the Administration tab.

Organizations view

| Prospects I | Students I | Alumni & Friends | | Campaigns | | Communications | Administration I Preferences Sign Out
| I I | | | |
Organization Actions I ) esh W t -
Usprs o ws Refresh 5 Open x Delete A
o Organizations

Business Rules

Displaying 5 rows,
Expressions

Mame Parent Crganization Description

Root Organization The raot organization.
Funnels

Alumni Development Raoot Organization
Ratings Advising Office Root Organization Advising

Admissions Root Organization Admissions and Recruiting
Tage Student Services Root Organization
Categories
Organizations )

Communication Configuration

Add Child Organization
\
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Steps
Follow these steps to delete an organization.
1. From the Administration Tab, click the Organizations link.
2. Select the name of the organization you want to delete.
3. Click the Delete button.

4. Click the Yes button to confirm you want to delete the selected organization.

@® Confirm Delete

Delete the current organization?
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Maintaining Communication
Configurations

mEEm

Introduction

This section provides procedures for creating and maintaining communication configurations
for organizations.

Objectives
At the end of this section, participants will be able to:
e create a mailbox account
e edit a mailbox account
e set up an organization address

¢ modify an organization address.
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Communication Configuration Overview
[ ] .

Introduction

Organizations contain a name and description only. You can establish and maintain
separate mailbox accounts for each organization using the Communication
Configuration link. The organization is not available to use when contacting profiles by e-
mail until a mailbox account is set up.

Using mailbox accounts, you will be able to specify the email address for the sender account
and the reply-to account. You may also specify the letter address information and e-mail
address information to use for an organization.

Note: Only administrators and specified users can create or modify mailbox and
organization addresses. If you do not have the relevant permissions, you will not have
access to this functionality. If you have the ability to create/delete organizations, you will
have the Communication Configuration link on the Administration tab.

Communication Configuration view

: -
| Prospects | | Students | | Alumni 8 Friends | | Campaigns | | Communications | | Administration | Freferences Sign out
Users gelions New | & Refresh E@ X Deiste| M Hops =¥
e Communication Configuration
Business Rules |
i Mailbox Accounts »
Description:

Mailbox Accounts allows you fo define separate accounts to send communications and receive (reply-to) communications,

Funnels
Ratings
Tags
Categories

Organizations

Communication Configuration O rga niza tID n Ad d ress Setu p )
Description:
Organization Address Setup allows you fo provide valid addressing information for an organization. The address information provided wil be used when
sanding multi-channeal communications.
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Creating a Mailbox Account
[ ]

Introduction

You can establish and maintain separate mailbox accounts for each organization using the
Communication Configuration link. Using mailbox accounts, you will be able to specify
the email address for the sender account and the reply-to account. You may also specify
the letter address information and e-mail address information to use for an organization on
the Communication Configuration link. Once the mailbox accounts are established, you
can associate them with the organization through the Organization Address Setup link.

To create a new mailbox account, select the Mailbox Accounts link.

-
I Prospects I I Students I } Alumni & Friends | | Campaigns | | Communications | | Administration | Preferances Sign Out
Actions B 3 Refmesh B O lat tions =
Users L% i x -
e Communication Configuration
Business Rules L -
. Mailbox Accounts »
Description:
Fufirials Mailbox Accounts allows you to define separate accounts to send communications and recaive (reply-to) communications
Ratings
Tags
Categories

Organizations

Communication Configuration o rga n iza th n Ad d ess Setu p )

Description:
Organization Address Setup allows you to provide valid addressing information for an organization. The address information provided will be used when
sanding multi-channel communications.

- A2

Mailbox Accounts view

A list of existing mailbox accounts will display. Use the New button on the Mailbox Account
Actions toolbar to add a new mailbox account.
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Note: Since you may have multiple sender and reply to accounts, you may want to put the
organization name into the name of the account. Notice in this example that you can easily
tell the difference between the Admissions and Advising Sender mailbox accounts.

Administration Preferences Sign Cut

Al i & Friends | ‘ Campaigns | | Communications |

Mailbox Account Actions + New 'z Refresh @@ Opan

Communication Configur... % Lale Maore Actions - M Close

Mailbox Accounts )

Organization Address Setup - PF-»PFFPsPFs®BGFS>
Displaying & rows.

Name Dascription Type Email Addrass

advisingreplyto Reply To advreplytoi@sghe. com

sander Sander recruiting1_4-systest-bE-bounce@u
Admissions Admissions Reply To Admissions@sungardhe. com
Admissions Sendar Admissions email Sander AdmissionsEsungard he.com
advisingsender Sender advsenden@sghe. com

replyTo Reply To recruiting1_4-systest-be-send@m03!

Create Mailbox Account window

The Create Mailbox Account window allows you to select a Sender or Reply To type of
account. You can then add a name, description, user name, password, e-mail address and
display name. Notice that only items marked with a red asterisk* are required. After
entering the mailbox account information, click the Save button to store your changes.

sate Mailbox Account

Type | Reply To BRd4

Name | |

Description ‘ ‘

Usarname =r|

Password | |

Confirm Password | |

Email Address | |

Display Name | |

© SunGard 2010 Relationship Management: Organizations
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Steps

Follow these steps to create a mailbox account.

1.

2.

10.

11.

12.

Click the Administration tab.

Click the Communication Configuration link.

Click the Mailbox Accounts link.

Click the New button on the Mailbox Account Actions toolbar.
Select a mailbox account type in the Type field.

Note: The default value is Rep/y To but you can use the drop-down arrow to
select Sender.

Enter a name for the mailbox account in the Name field.

Enter the user name associated with the mailbox account in the Username field.
Enter the password associated with the mailbox account in the Password field.
Reenter the password in the Confirm Password field.

Enter the e-mail address associated with the mailbox account in the Email
Address field.

Enter a display name, if desired, in the Display Name field.

Click the Save button.

© SunGard 2010 Relationship Management: Organizations
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Editing a Mailbox Account
. :

Introduction

The Overview page for Mailbox Accounts displays high level information about a mailbox
account including the user name, description, type, e-mail address, and display name. You
can click the Edit (pencil) icon to edit any of the displayed information except the type.

Overview

| Prospects | | Students | | Alumni & Friends | ‘ Campaigns | | Communications | | Administration Preferances Sign Out

i ; — - i :
[T e PRt Mailbox Account Actions N % Refresh [E& Oper P X Delete  Mor ions = ¥ Close

Admissions

Overview >

[

Usamame Adlmin _)
Description  Admizsions i
Type Reply To

Email Address Admissions@sungardhe. com

Display Name tdmissions

© SunGard 2010 Relationship Management: Organizations
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Edit Mailbox Account window

To edit a mailbox account, you can change the name of the mailbox account and/or add or
modify a description in the Edit Mailbox Account window. You could also add/or modify the
Username, Password/Confirm Password, Email Address, and Display Name fields.

Click the Save button to save your changes.

Description  [Admissions

Usemname = |Admin
Passwaord [+ |
Confirm Password | |
Email Address = ! Admissions@sungardhe. com |

Display Name |Admissi|:|n5 |

it Mailbox Account

MName s.-.!|.~5u:|mi55i0n5 |

Steps

Follow these steps to edit a mailbox account.

1.

2.

7.

From the Administration Tab, click the Communication Configuration link.
Click the Mailbox Accounts link
Double-click the name of the mailbox account you want to edit to open it.

Alternatively, click the name of the mailbox account you want to edit then click
the Open button on the Mailbox Accounts Actions toolbar.

From the Overview window, click the Edit (.\?) icon.
Edit the fields as needed.

Click the Save button to save the changes, or Cancel to exit without changes

© SunGard 2010 Relationship Management: Organizations
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Setting Up an Organization Address
B :

Introduction

Once the mailbox accounts are established, you can associate them with the organization
through the Organization Address Setup link. You can specify the letter address
information and e-mail address information to use for an organization by selecting the
Organization Address Setup link on the Communication Configuration view.

Communication Configuration view

|
| Prospects | | Students | | Alumni & Friends | | Campaigns | | Communications | | Administration Preferences Sign Out
1 L f L f 1k 1 L
Actions M 2 Rafresh [ Open I Dalete | M tions » |
Users > = - o
e Communication Configuration
Business Rules L
—_—_ Mailbox Accounts »
Description:
Filfifiafe Mailbox Accounts allows you to define separate accounts to send communications and receive (reply-to) communications.
Ratings
Tags
Categories

Qrganizations

Communication Configuration O rga n iza tIO n Ad d ress Setu p )

Description:
Organization Address Setup allows you to provide valid addressing information for an organization. The address information provided will be used when
sending multi-channel communications

S

© SunGard 2010 Relationship Management: Organizations
Page 21



Create Organization Address Setup Window

The Create Organization Address Setup window allows you to use a Lookup icon to select
the organization, sender account, and replty to account you created previously. You can
then add an e-mail address. Notice that all items are marked with a red asterisk* which

means they are all required. After entering the organization address setup information, click
the Save button to store your changes.

Organization #|

Sender Account: s |

Reply To Account: s |

From Email: # |

Overview view

You can use the Edit (pencil) icon to open the Edit Letter Address window and enter the
postal address to be used on letters. You can also use the Edit icon to modify the e-mail
addresses that are displayed.

Once the letter and e-mail addresses are associated to organization using the
Organization Address Setup link on the Communication Configuration view, the
organization is available for use with multi-channel communications.

| Prospects | ‘ Students ‘ | Alumni & Friends I { Campai I } C icati | | Administration | Preferences Sign Out
i - . "
Organization Address S... L New | @ Refresh |G Oper & Delete | Mo Actiors = 3 Close

Overview )

Email Address

Sender Account

Reply To Account
Account Name: Admissions Sender Account Name: Admissions
Usemame: Admin2 Usarname: Admin

Email Address: Admissions@sungardhe com Email Address: Admissions@sungarche com
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Steps

Follow these steps to set up an organization address.

1.

2.

Click the Administration tab.
Click the Communication Configuration link.
Click the Organization Address Setup link.

Click the New button on the Setup Actions toolbar.

Click the Look Up (E) icon in the Organization field to select an organization
from the list of available organizations.

Note that Organizaitons are not created here, and will need to be set up in the

Organization functionality prior to adding them here. For more details, refer to
the previous section in this workbook.

=ilx]

gate Organization Address Setup 1%

Crganization #|

Sender Account: s |

Reply To Account: |

From Email: # | |

Click the Look Up (E) icon in the Sender Account field to select a sender
account from the list of available mailbox accounts.

Note that mailbox accounts are not created here, and will need to be set up in
the Mailbox Account functionality prior to adding them here. For more details,
refer to the previous lessons in this workbook.

Click the Look Up (E) icon in the Reply To Account field to select a reply to
account from the list of available mailbox accounts.

Enter the e-mail address that you want to use to send the e-mails from the
selected organization.

Click the Save button.

© SunGard 2010 Relationship Management: Organizations
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Modifying an Organization Address
. :

Introduction

You can use the Edit (pencil) icon to open the Edit Letter Address window and enter the
postal address to be used on letters. You can also use the Edit icon to modify the e-mail
addresses that are displayed.

Once the letter and e-mail addresses are associated to organization using the

Organization Address Setup link on the Communication Configuration view, the
organization is available for use with multi-channel communications.

Overview view

i Prospects I i Students { i Alumni & Friends I i Campai i { Ci icati | | Administration | Preferences Sign Out
o i -
Organization Address S... Setup Actions New /8 Refresh &S Oper % Delste | ~ % Close
- Admissions
Overview )
[ —
Letter Address P
Email Address P
Sender Account Reply To Account
Account Name: Admissions Sender Account Name: Admissions
Usemame: Admin2 Usarname: Admin
Email Address: Admissions@sungardhe com Email Address: Admissions@sungarche com
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Edit Letter Address window

Strest Line 1: ||

Street Line 2:

City:

Zip / Postal Code:

|
|
State: |
|
|

Nation:

Edit Email Address window

Edit Email Address

Sender Account: s | Admissions Sender

Reply To Account: % | Admissions

From Email: % |Admissions@sungardhe.com |

Commt | oem
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Steps
Follow these steps to modify an organization address.
1. From the Administration Tab, click the Communication Configuration link.
2. Click the Organization Address Setup link
3. Double-click the name of the organization address you want to edit to open it.

4. Alternatively, click the name of the organization address you want to edit then
click the Open button on the Setup Actions toolbar.

5. From the Overview window, click the Edit (NS') icon next to the address category
(letter address or e-mail address) that you wish to edit.

6. Edit the fields as needed.

7. Click the Save button to save the changes, or the Cancel button to exit without
changes.

© SunGard 2010 Relationship Management: Organizations
Page 26



	Introduction to Organizations and Communication Configurations
	Maintaining Organizations
	Organization Overview
	Adding a New Organization 
	Editing an Existing Organization
	Deleting an Organization

	Maintaining Communication Configurations
	Communication Configuration Overview
	Creating a Mailbox Account 
	Editing a Mailbox Account
	Setting Up an Organization Address
	Modifying an Organization Address


