
govDelivery 101
for Topic Administrators



govDelivery 101 – What’s All This About?

The California Water Boards are replacing 

Lyris ListManager with Granicus govDelivery 

as our primary public email distribution system 

(also known as a “listserv”)

March 20, 2023 – First day to use govDelivery

(keep using Lyris until March 20)



govDelivery 101

If you are no longer serving as an administrator 

for any Lyris list:

You do not need to participate today ☺

Send an email to DIT Web Support 

websupport@waterboards.ca.gov

mailto:websupport@waterboards.ca.gov


Today We Will Cover…

1. Signing in to govDelivery / Verifying Account

2. Quick Tour: govDelivery Dashboard

3. Terminology: Lyris vs. govDelivery

4. Topic Administrator Responsibilities

5. How to Send a Bulletin (Step by Step)

1. Signing in

2. Creating your bulletin

3. Editing your bulletin

4. Selecting your audience

5. Reviewing / previewing your bulletin

6. Sending your bulletin

6. Support, Resources, Help (where to send questions)

7. Additional Features

NOTE: We’ll pause for questions throughout session



Sign into govDelivery (https://admin.govdelivery.com)



Lyris & govDelivery Quick Comparison

Lyris ListManager 12

• Long-time use by Water Boards

• Serves as our primary mail distribution 

platform for public mass email 

communications

• Configured with Outlook and the subdomain 

“swrcb18.waterboards.ca.gov”

• Limited design capabilities (trickier to be 

consistent across all lists)

• Test messages need a full test list

• Limited analytical insights

govDelivery by Granicus

• New to Water Boards in 2023

• Serves as our new primary mail distribution 

platform for public mass email 

communications (fully replaces Lyris)

• Software-as-a-Service (Cloud-based) – admins 

log in to govDelivery.com to send bulletins

• Supports modern design capabilities (easier 

design and consistency across all topics)

• Test messages need a full test list

• Multiple KPI analytical insights



Lyris & govDelivery Terminology

Lyris ListManager Terms govDelivery Terms Notes / Usage Examples

List Topic “I am an admin for multiple topics”

List Administrator Topic Administrator “My official role is topic administrator”

Message / Mailing / 

Announcement
Bulletin “Let’s send out a bulletin for this”

Member / Members Subscriber / Subscribers The recipients of our public emails

- Category Topics are grouped into Categories

Admin Request 

(create/remove)

Admin Request 

(create/remove)
Can use the same terms for these requests

Help & Resources Help & Resources

Same process for questions during 

implementation – email DIT Web Support 

at any time



Topic Administrator Responsibilities

As a Topic Administrator…

• You have been granted 

permission to send 

communications regarding 

one (or more) topics

• For some, it is a single topic, 

for others, it may be multiple 

topics

• A topic can have (and often 

does have) multiple topic 

administrators

Sending Bulletins to 

Subscribers

• Primary role of Topic Admin is 

to distribute email bulletins to 

topic subscribers (aka “List 

Members” in Lyris)

• Accomplished by using 

“Create Advanced Bulletin” in 

govDelivery, and utilizing the 

proper template and web 

communications best 

practices for each bulletin

Coordination with Fellow 
Program Area Teammates

• Each BDO/Unit was responsible 
for the governance of their Lyris
mailings

• Same rules apply for govDelivery

• Coordinate and communicate 
with your fellow govDelivery 
admins to ensure you know who 
is sending a bulletin on one of 
your topics, and when



Step by Step Guide:

Send a Bulletin



Sign into govDelivery (https://admin.govdelivery.com)



Create a Bulletin (select “Bulletins”)



Create a Bulletin (select “Create Advanced Bulletin)



Create a Bulletin (select the right template)



Edit your Bulletin

Most of your time will be spent in the 

“Advanced Bulletin” editor screen.

Bulletin creation is grouped into a three-part workflow:

content creation, audience selection, and final review / 

deployment.

Content

Time to create! Add your content, links, etc. 

and use the Preview / Send Test functions to 

review everything. Your bulletin content should 

be fully finalized/approved before moving on 

to the Audience area.

Audience

This is where you will select the recipients of 

your message. The recipients you can send to 

are dictated by which topics you are 

designated as a Topic Administrator.

Review & Send Stage

A double and triple-check on everything 

before you send out your bulletin. Look

carefully at everything being presented to 

you in the “Review & Send” area.



Edit your Bulletin - Content

There are four areas you will need to edit.

Subject

Required in order to send out your bulletin.

Heading / Title

(Marked with placeholder icon)

Body Text

(Marked with placeholder icon)

Call to Action / Link Button

(Marked with placeholder icon)

NOTE: You can add additional 

content/sections if you’d like – but at a bare 

minimum, you need to update these four 

areas prior to sending.



Edit your Bulletin - Content

Two very helpful features are the 

Send Test and Preview buttons.

Use one (or both) at least once to 

review content.

Send Test button

Will send an actual email 

to emails you provide –

for review purposes.

Preview button

Creates popup with 

HTML version of email 

for review purposes.



Edit your Bulletin - Audience

Once content is complete, select Save and 

Next to move on to the Audience section

Under “Recipients” select the dropdown 

icon in the “To” area to view all Topics you 

are authorized to send to, and check the 

topic(s) you wish to distribute to

For some admins, you’ll only see one list

For multi-topic admins, you should see 

multiple

NOTE

If you do not see all Topics you know you 

are an administrator for, email 

websupport@waterboards.ca.gov



Edit your Bulletin - Audience

The Audience page allows you to identify 

which group(s) of Topic Subscribers will 

receive your bulletin.

You will only see Topic Subscriber groups 

for topics of which you are an administrator.

You can send to a specific group of Topic 

Subscribers (most common) or – if you are 

an admin for multiple related Topics – you 

can select to send to multiple groups at 

once.

Once you have selected the appropriate 

recipients, select Save and Next to move 

on to the Review and Send page.



Review and Send your Bulletin

The Review and Send page is the last step 

in your bulletin delivery. govDelivery will 

review your intended bulletin content, 

audience selection, and settings – and will 

prompt you if any items need further review 

/ addressing.

If any issues are detected, the Send Now

button will be disabled.

Resolving Issues

In the example at right, no Audience was 

selected for the bulletin. Users can navigate 

back to the Audience page (by selecting the 

Audience tab) – or selecting the “Edit” 

button to the right of the flagged issue in 

the Review and Send page.



Send your Bulletin

A “ready to send” bulletin will 

have green checkmarks 

throughout the “Review” 

section (example at right)

The Send Now button is 

enabled again – after issues 

have been resolved.

We are ready to go!

You can opt to send one final 

test message, or view one final 

preview of the message – or 

you can select the Send Now

button and deliver your 

mailing!



Checking your Sent Bulletin

Congratulations on your 

bulletin send-off!

Your bulletin will be available 

under Bulletins > Sent in 

govDelivery right away (this 

confirms the success of the 

bulletin send-out. You’ll also 

be able to see a deliverability 

report.

NOTE

As a best practice, wait 24 

hours to view your report 

(gives recipients time to read 

and interact with the bulletin) 

this will garner more accurate 

analytical insights.



Checking your Sent Bulletin (viewing deliverability/engagement report)



Signing Out of govDelivery

When you have sent your bulletin 

successfully, or viewed your report 

– you can sign out at any time by 

selecting your name in the upper-

right corner of govDelivery, and 

selecting Sign Out.

Automatic Sign Out

After a period of inactivity, 

govDelivery will automatically 

time out (for security purposes), at 

which point you can sign back in, 

or close the tab and move on to 

other work.



Timeline of Events – govDelivery Launch

Now through March 19, 2023

Keep using Lyris as you normally would – Lyris will remain active 

and operational the next two weeks.

This means if you have a mailing to send out between now and 

Friday, March 19 – continue with the old process (Outlook New 

Message to [listname]@swrcb@waterboards.ca.gov

March 17, 2023 – Documentation Available

Once our govDelivery 101 Sessions have occurred (and 

feedback is received) – all govDelivery admins will be emailed 

documentation and resources including a Quick Start – Send a 

Bulletin (PDF) guide, and a list of available resources.

All govDelivery questions should be sent to 

websupport@waterboards.ca.gov (feel free to contact us at 

any time, we’re happy to help!)

March 20, 2023 – First Day to use govDelivery

DO NOT SEND ANY GOVDELIVERY MESSAGES (except test 

bulletins) UNTIL MARCH 20 – An email will go out in the early 

AM on March 20 announcing “Clear to Send” for admins.

mailto:websupport@waterboards.ca.gov


Have a question? Need help?

govDelivery Implementation & Topic Administrator Assignment Requests

• Email websupport@waterboards.ca.gov

• Be sure to include “govDelivery” at the start of your Subject:

mailto:websupport@waterboards.ca.gov
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