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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to manage the mailing-list that has been created for you on your CommunitySites website. The address of this mailing-list is usually

editors@yourdomainname

For example, if you website name is communitysites.co.uk, then the mailing-list name would be:

editors@communitysites.co.uk
The mailing-list is used to enable communication between editors working on the website. If someone sends a message to the address, it is sent automatically to everyone else on the mailing-list.  
	1: HOW TO ADD PEOPLE TO THE MAILING-LIST


The person should send an e-mail message to editors@communitysites.co.uk from that person’s e-mail address with the word
subscribe

in the Subject line of the e-mail.  The message itself should be blank. 

	2: HOW TO REMOVE PEOPLE FROM THE MAILING-LIST


The person should send an e-mail message to editors@communitysites.co.uk from that person’s e-mail address with the word

unsubscribe

in the Subject line of the e-mail.  The message itself should be blank. 


info@communitysites.co.uk      O       0845 6801542       O      www.communitysites.co.uk


info@communitysites.co.uk      O       0845 6801542       O     www.communitysites.co.uk

