Maintaining User and Group Lists for Mailings
General
· Be registered on site with manager role. Manager can manager user and group lists, assign roles in various folder spaces, as well as manage content.

· Use “site setup” button in the site actions in upper right to go to User and Group Administration window.

· May need to refresh page for recent changes to appear in other site locations.

· Recommend sending test email to a group two/three times annually, or ahead of a substantive communication.  Ask for Reply/Send to verify the contact, ask for any updates.

· Maintain a master file for your groups to post for the Clerks, others.  Update as needed.

Add/delete users

· In User window, follow instructions.

Add/Delete Group members

· In Group window, follow instructions.

· A Group should be assigned “Group Member” to allow group members to see the internal group space (at present, this shared folder contains only the file listing other members), send/receive emails to the Group.
· Recommend making yourself a member of each group you are working with, deselect other group members to send yourself test emails.

Mailings:  Plan for only a few mailings per year to any one group.  Group emails may have up to two attachments.  Encourage people to download from the site.

Continuing Committee:

· Fall Query

· Arrangements for January meeting

· Advance materials for January

· Minutes from January

· Advance materials for June

Monthly Meeting Clerks

· Fall Query

· IMYM News (occasional)

· Registration announcements

· Documents-in-Advance

· Availability of Minutes
Executive Committee

· Materials for August meeting – meeting announcement, reports, registration

· Minutes

· Fall Query

· Arrangements for January CC meeting

