
Deliver: Create 
Mailing



Slate Resources: Deliver
• Deliver Overview (2 minutes)
• Deliver Interface (understanding what all you’re seeing when you create a 

communication)
• New Mailing Details – When creating a new communication, this outlines what each text 

box you’re filling out means.
• Adding a Recipient list – Outlines how to add a recipient list (both uploaded list and live 

query). 2 minute read. We will be utilizing an ‘imported query’. More to come.
• Send a mailing – Touches on all the potential Errors or warnings, and what all the 

components mean when it comes to sending.
• Check Logic, Message Preview, and Link Previews (2 minute read) – Additional 

checkpoints to verify the various components of a mailer.
• Common Mailer Errors

https://knowledge.technolutions.com/hc/en-us/articles/360033174111-Deliver-Overview
https://knowledge.technolutions.com/hc/en-us/articles/360032812092-Deliver-Interface
https://knowledge.technolutions.com/hc/en-us/articles/4409271314971-Deliver-New-Mailing-Settings
https://knowledge.technolutions.com/hc/en-us/articles/360032814232-Adding-a-Recipient-List
https://knowledge.technolutions.com/hc/en-us/articles/360033179271-Sending-a-Mailing
https://knowledge.technolutions.com/hc/en-us/articles/360032972391-Check-Logic-Message-Preview-Link-Previews
https://knowledge.technolutions.com/hc/en-us/articles/360032618932-Deliver-Pre-Flight-Checks


Login
• Navigate to studentsuccess.ua.edu/manage

Login with mybama
username and 
password

https://studentsuccess.ua.edu/manage/


Home Screen (Successful Login)



Deliver: Create Mailer
1. Click ‘Deliver’ Icon in Primary Menu

2. Select ‘New Mailing’



New Mailing Settings
1.

Name: Name the Mailing with appropriate 
naming convention. The name may be 
changed at anytime if necessary.
(Termcode– College Abbrev. – Mailer Title)
(Ex. 202410 – EDU – Academic Action)
Folder: Select existing college folder or select 
‘other’ to create new folder. PLEASE keep the 
folder structure clean and consistent.
User: (leave as default – which should be 
you)
Realm: Controls access (who can build, run, 
and edit). Chose your college/department.
Method: Select ‘Email (Deliver Designer)’
Template: Select the Template that 
corresponds with your college or 
department.

2. Save.

https://knowledge.technolutions.com/hc/en-us/articles/4409271314971-Deliver-New-Mailing-Settings


Recipient List
• Click ‘edit recipient list’

Must do recipient list before any merge fields can be 
used. The merge fields are determined by query 
exports and upload column headings.

https://knowledge.technolutions.com/hc/en-us/articles/360032814232


Edit Recipient List
Select ‘New Query’

(For additional recipient
documentation, click the linked 
heading)

https://knowledge.technolutions.com/hc/en-us/articles/16774018972571-Creating-a-Recipient-List


Edit Recipient List
Name: (Follow the same naming convention as 
the deliver mailing. 
Termcode – College - Mailer Title

Sharing: (this makes the query sharable for 
others. Leave unchecked unless you plan to use 
in another functionality of Slate.)

List Type: (leave as include)

Type: Select ‘Templates’ as your type.

Base: Select a pre-constructed query with the 
necessary joins, filters, and exports created by 
your Institution’s Slate Expert.
(Ex. ‘Configurable Join - UG Enrollment’)

 Notes: 

*You can still add, remove, and edit exports & filters.

*You must select ‘Type’ first as it dictates the ‘Base’ you 
see.

https://knowledge.technolutions.com/hc/en-us/articles/16774018972571-Creating-a-Recipient-List


Edit Recipient List
Query Templates = Pre-populated Query Exports & Filters 
that are editable and removable



Edit Recipient List: Filter

2. Select College

1. Change Status 
to Active

3. Save



Edit Recipient List: Filter

2. Select Cohort

1. Change Status 
to Active

3. Save



Navigate Back to Mailer

Use Breadcrumbs to navigate back to Mailer



Edit Message Body



Edit Message Body

Double Click on the Dummy Text 
box. (Will highlight green when 
you hover).



Edit Message Body
1. Replace Dummy Text 
with your messaging

3. Save

2. Add merge field 
(your query exports) 
where necessary. Be 
mindful of spaces 
surrounding the merge 
field.



Edit Message Body: Button

1. Hover Over Button and Double click



Edit Message Body: Button

To Delete the Button, Press Delete

To Do Nothing, Press Cancel



Edit Message Body: Signature

1. Hover over Signature Section and 
Double click (will highlight green)



Edit Message Body: Signature

1. Edit Signature as Needed

2. Save



Navigate Back to Mailer



Edit Message Header

Click ‘Edit Message Header’



Edit Message Header
1. Add Sender

2. Edit the Reply To

3. Add the Recipient

4. Add Subject

5. Save



Edit Message Header
Note: The sent by in the mailer footer is pulled from here



Creating Mailer Checklist
qRecipient List

qUpload or New Query
qEdit Message Body

qEdit Content (don’t forget merge fields)
qKeep or Delete Advising Button
qEdit Signature (optional)

qEdit Message Header
qAdd Sender & Reply to
qAdd Recipient (merge field)
qAdd Mailer Subject

qCheck Logic, Message Preview and Link Preview



Send Mailing
• Check Logic, Message Preview & Link Previews

https://knowledge.technolutions.com/hc/en-us/articles/360033179271-Sending-a-Mailing
https://knowledge.technolutions.com/hc/en-us/articles/360032972391-Check-Logic-Message-Preview-Link-Previews


Send Mailing

https://knowledge.technolutions.com/hc/en-us/articles/360033179271-Sending-a-Mailing


Send Mailing
• Common Pre-Flight Check 

Messages

Add a start date and time 
(eastern time zone)

Check for Errors and Warnings

Verify approximate recipients

https://knowledge.technolutions.com/hc/en-us/articles/360033179271-Sending-a-Mailing
https://knowledge.technolutions.com/hc/en-us/articles/360032618932-Deliver-Pre-Flight-Checks
https://knowledge.technolutions.com/hc/en-us/articles/360032618932-Deliver-Pre-Flight-Checks

