Setting up Your Message Delivery Preferences in ContentDepot®

1. Navigate to the Mail Preferences tab of the user profile. (If you are editing your own preferences, click Preferences
in the Mail section of the left navigation and re-enter your password to get to the Mail Preferences tab.)
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FAQs

Where Is My Inbox?
You no longer have a
ContentDepot inbox.
ContentDepot delivers
your messages to

the email or mobile
address(es) you
specify, or you can
review all messages
sent through the
system via the
WebDACS archive.

How Do | Reply to
a Message?

You cannot reply

to a ContentDepot
message directly.
Use the Contact
Information on the
Program page when
you want to email a
program distributor.

Click on the [] next to Urgent/Time Critical Messages

Fill in the Email Address and/or Mobile Device information you want to use.

Check the checkboxes next to the email and mobile address(es) you want to use for this delivery type.
Repeat steps 2 and 3 for additional delivery types as needed.

Repeat this process for Routine, Operational Messages

Click the Save Changes button.

delivery preferences for
Routine, Operational
Messages by clicking
the L.

You can set your message

[

Urgent Type 1 messages
can be sent to up to two
different mobile devices.
Only the first designated
mobile device will be
copied to subsequent
message types.

If you use your Type 1
email and/or mobile
address(es) for multiple
delivery types, you may
click on the Copy from
Type 1 Entries link for
each additional delivery
type to fill in the fields.
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Don’t forget to save
your changes

Opting Out of Certain Delivery Types: To opt out of a delivery type, leave the address fields blank or uncheck the

associated checkboxes.

Temporarily Disabling Message Delivery: If you are on vacation or want to temporarily halt message delivery to your email

or mobile device, uncheck the boxes associated with those addresses.

Don’t See Your Mobile Carrier’s Address? If your carrier isn’t in the list, call the PRSS Help Desk at 800.971.7677 to let

us know.




Sending Messages through ContentDepot®

Any ContentDepot user who has Send Message privileges can log into the system and create a message to send.

1. In the left navigation, click on Send Message.

Choose your Message Type.

Select the Program/Exchange Name associated with the message.

Provide Additional Subject Details if you choose.

Provide email addresses for Additional Recipients, if necessary, separated by commas.
Type or paste the text of your message in the Message Body text area.

Click Send Message.
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) Welcome PRSS Super User
Vil seTa My Prafils | Home

COMPOSE MESSAGE

To send a message, first specify the Message Type and then enter the Message Details, vour
message will be delivered according to message routing preferences defined by recipients,
See the PRSS ContentDepot Help for more information.

Don'’t forget to select *Required Fields
a Message Type;
otherwise, you will get
an error message.

The Message Type
you select determines
the recipients for your
v message.

*Message Type: |Se|ed A V|<

*Program/Exchange
el [Select /A

The subject line is based on the Message Type and other related selections, as well as I

additional details you enter,

add'l Subject You .C.an use the. .
Details: Additional Recipients

Please enter any additional email addresses separated by commas. Note that messages
will already be delivered to all appropriate users based on the type of message being
sent.

field to add some
individual email
addresses separated

Add'l Recipients: | |<

by commas, but you
ContentDepot will Message File: I Browse... 1 MB Limit cannot otherwise edit
generate the subject the distribution lists
line for your message subjoct associated with the
based on the Message Message Type.
Type and Program/ +
Exchange Name you
choose, along with any Message Body
Add’l Subject Details
you provide.

To attach a file to your message - Click the Browse button and choose the file you want before you click Send Message.
Maximum size is 1 MB.

Where Is My Inbox? You no longer have a ContentDepot Inbox. ContentDepot delivers your messages to the email or
mobile address(es) that you specify, or you can review all messages sent through the system via the WebDACS archive.

Where do | type the subject line? You no longer type a subject line; ContentDepot will generate a subject line for you using
the information you provide. During our planning process, stations required that ContentDepot message subject lines have
a consistent format.

Why Can’t | See the Message Type | Want? The list of message types you see depends on your ContentDepot
privileges. If you need to send a message type that does not appear in your list, see your local administrator. Your
administrator may add to your privileges or refer you to another user who has the correct privileges.

Want to know more? There is information about these form fields as well as other relevant topics in the ContentDepot
Help — see FAQs about Sending Messages.



