
1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

PRESENTS 

Introduction to 

vTools.eNotice 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

Table of Contents 

Sign in to eNotice 

Home page 

Getting Started  with eNotice 

– List of eNotices  

Create an eNotice 

eNotice Express 

Contact Staff  

eNotice Feeds  

Sign out 

 

 

 

 

 

2 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

v 

Sign in to eNotice 

3 

  

Use your IEEE account credentials to sign in.   If you do not recall 
your account information or aren’t sure you have one, you may go 
to http://www.ieee.org/web/accounts to recover your password or 
establish a new account.   
 
An IEEE account provides easy access to a variety of online 
services.  IEEE accounts are available to IEEE members and IEEE 
Society members, customers and visitors.  Access to services 
varies based on membership and subscription status. 

http://enotice.vtools.ieee.org  

http://www.ieee.org/web/accounts
http://enotice.vtools.ieee.org/
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Signing in to eNotice 

If you are not authorized to access eNotice, click on “Contact” to request approval to access eNotice.   

4 
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Getting stated with eNotice 
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List of eNotices 

6 

The List of eNotices tab contains all eNotices created for an organizational unit.  
 
The list of eNotices shown includes those created by the logged in user (based on their organizational 
code) as well as those who are authorized to send to their organizational unit(s). 
 
This dashboard provides up-to-the minute status and options to edit, preview and contact staff. 

The List of eNotices tab contains all eNotices created for an organizational unit.  
 
The list of eNotices shown includes those created by the logged in user (based on their organizational 
code) as well as those who are authorized to send to their organizational unit(s). 
 
This dashboard provides up-to-the minute status and options to edit, preview and contact staff. 
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List of eNotices options 

7 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

Create an eNotice –  Add a draft  

8 

Fill in the eNotice information. Items marked in red (also marked with an asterisk (*) 
are required).     
 
Note:  You must click anywhere on the form to have selections saved.  

Click on text in box to change.   
A pop up will display all choices.   
 
Click off of pop up when finished. 

These are the organizational unit(s) you can send 
eNotices to.   
Select the OU(s) by clicking on the checkbox.   

 You can filter further on the selected OU(s) by 
selecting the following: 

Upload attachments to include 
with the eNotice 

Scroll down to enter eNotice 
content 
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Create an eNotice – Compose 
content 

9 

The WYSIWYG editor provides formatting options. 

 Your eNotice content must be entered here. 

Provide contact information. 

Click on “Submit” to schedule your eNotice. 
Tool tip is shown when cursor is placed over 
button.  
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Preview an eNotice 

10 

From List of eNotices tab, click on the action icon “Preview” to display eNotice content.  

The eNotice content is copied when 
you click here.  Click on “Cancel” to close preview. 
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eNotice Express  

 

 

 

eNotice Express is a new feature that sends an 
eNotice without staff intervention. 

 

 

 

 

http://enotice.vtools.ieee.org/
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eNotice Express  - continued 

Self-service eNotices 

Volunteers will  

• Enter Subject 

• Select target audience 

• Specify criteria (active, arrears, grades etc…) 

• Provide message content 

Click Send to preview and confirm express delivery.  

Recipient list is created.  

eNotice Express messages are sent without staff intervention. 

Up-to-the minute status and mailing statistics is provided on the 
eNotice dashboard. 

 

 

 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

Create an Express eNotice  

 

 

 

• Enter Subject 
 

• Select target 
audience 
 

• Specify criteria 
(grades, 
status) 
 

• Provide 
message 
content 

Express eligibility message displayed.  

If ineligible, Send button 
will be disabled.  A tool tip 
includes details such as: 

Remember to 
click anywhere 
on form to 
have selections 
evaluated for 
express 
eligibility. 

Enabled if 
eligible for 
express 
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Preview and Confirm eNotice Express  

   

 

 

 

Preview eNotice express 
message.    

Click on “Cancel” to 
continue editing the 
eNotice. 

Once confirmed, recipient list is created and eNotice is scheduled for delivery.   

Click on 
“Confirm” to 
send Express. 
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Dashboard up-to-the minute status 

 

 

 

For Express eNotices, a tool tip will include 
mailing statistics (queued, recipients loaded, 
delivery date/time stamp).  

Express eNotices will be delivered within two (2) hours. 

When an express eNotice status is “Submitted”, the 
Express tool tip will indicate the status for the 
express steps for example: 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

eNotice Express Best Practices 

 

 

 

• Browser Information  
• For the most optimized experience, it is recommended that users 

access vTools.eNotice with the following browsers:  
• Chrome 
• Mozilla Firefox   

 
For additional information please see IEEE Browser Policy    
 

• Attachments – post to a web page and include the URL in the eNotice 
message. 
 

• Send express - Click anywhere on form to enable Send button.  
 A tool tip will provide express eligibility details  

 
 

 

http://enotice.vtools.ieee.org/
http://www.ieee.org/about/help/browser_policy.html
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eNotice Express Exceptions 

 

 

 

• Exceptions – eNotices with the following information will be processed 
by staff: 

 
• Special requests 
• Automatic reminders  
• Attachments* 
 
 

*Attachments can be posted to a web page and the URL included in the eNotice message. 

 
 

 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

eNotice Express Exceptions 

 

Exceptions - eNotices with the following 
information will be processed by staff: 

–Special requests 

–Automatic reminders  

–Attachments - post to a web page and the include the URL 
in the eNotice message. 

 
NOTE:   Staff processed eNotices may take up 
to five (5) business days to process. 
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Contact Staff 
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Feeds of eNotices   

20 

Select checkbox if you do not want your eNotice included in public feeds.   

Once an eNotice is sent, the content may be included in public 
feeds automatically. 
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Sign out 

21 

Once you’re done using the system, please 
sign out by clicking on “Sign Out” and close 
the browser. 
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Thank you! 

Thank you for viewing the tutorial.  Please 
remember to visit the vTools site 
(http://vtools.ieee.org) to learn more about our 
projects. 
 

Thank you! 

22 
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