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BUlISEYE!





Quick Start Guide

This brief guide is intended to help you successfully send your first messages using the BullsEye targeted messaging wizard.  It is not comprehensive but rather just a quick guide.

Logging in:

Point your browser to:
https://bullseye.wwu.edu/
Note: in order to use the “ Upload a File” feature you will need to be a member of the AD group – grp.its.atus.bullseyeinternalemail. You can request membership in this group by contacting the Help Desk at ATUSHelpDesk@wwu.eduor dial extension 3333.“
Selecting a “Target List”:

If you’re familiar with job submission or BI Query you can use that to generate a list of Western IDs.  If you’re not, use the provided criteria to select a CRN, Major or Dept(Org Code)/Employee Classification.  

Creating a Message:

If you are not sure what to input for a message field, use the online help accessed by clicking on the [image: image1.png]


 icons.  
Here are some tips to help:

· You need to provide a valid *@wwu.edu From and Reply To address. 
· We recommend using a word processor with spell check to compose your message and subject and then pasting the text into the fields in BullsEye.

· If you have an associated link, use the full address (http://***)

· Only select ‘Log in GURMAIL’ if you already know what this means.

Carefully review your message on the Confirm screen before you click Send.

What to expect after you’ve submitted your message:
· Email messages will be sent out in batches approximately every 5 minutes beginning soon after you Send the message.  Your recipients may see the message anywhere from immediately to several hours later.

· Expect your Reply To address to receive a number of returned messages from invalid or over limit mailboxes.

· Some of the email sent may be tagged as SPAM – keep track of the messages that are getting tagged this way and we can help work out a means to reduce this occurrence.

If you have additional questions or require assistance, please contact the ATUS help desk, x3333.
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