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CA Council ~ Utilizing your “My Page” at NAIW’s main website to send a group
email to all members of “Your Groups”.

Depending up your target group’s setting, a bulk email or “email blast” is going to require administrative approval by
Melissa Adams, Director of Communications/Editor for NAIW (International) prior to the email being released to your
group. Also, you will not be able to add any attachments to your email, so you will need to email Melissa separately
with your attachment or any graphics you might wish to include in the body of your email, advise her you will be
setting up an email on the website and to please add the attachment to the email before it’s blasted to the members.
Melissa’s contact information is: 800-766-6249 ext. 20, email: editor@naiw.org. Here are some tutorial links as
provided by NAIW (International) you may wish to review prior to attempting your first “email blast” or bulk email:

Part 1: http://www.naiw.org/resource/resmgr/pdf/web_site webinar_part 1 fag.pdf
Part 2: http://www.naiw.org/resource/resmgr/pdf/web_site_webinar_part 2 faqg.pdf

Your “groups” are classified as 1) your local association; 2) your state association, and 3) your regional association.
You need to determine which group is to receive your email prior to sending.

”

Proceed to National’s website at www.naiw.org, sign in to your “My Profile Page”:
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Once logged in and at your profile page, click on the “Groups” link in the “My Profile” menu:
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On your “My Groups” Page, place your curser over the OPTIONS link (looks like a wrench) next to the group you want
to send an bulk/email blast to ie: all members of your local association, your state Council members, or your Region
members. This will pull a highlight box up where you can “view” or “email” all members ~ click “Email all members”:
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At the COMPOSE Screen, select in the drop-down box which group you wish to send your email to:
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Fill in Subject line and compose the message or “body” of your email.
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CONFIRM YOUR EMAIL: When finished composing your email contents, click “Preview Email” — word of caution:
Copy your typed email content and paste into a blank document or email before you click “preview” as a backup in
the event your data gets “lost” between “preview” and “edit” stage.
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If your email is ready, click “send email”, if not, click “EDIT” and go back to the body of your email to edit body of your
message. Once completed, click on “preview” again to verify your changes have been accepted in the system:
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Successful submission!!
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Now all your NAIW sisters and brothers in your targeted group will receive your email blast/bulk email. Please take
note of any emails returned to you as “undeliverable” or “unknown” and forward them to your California Council
Membership Liaison for following up. This enables your California Council to help ensure all members have current
email addresses registered with NAIW (International).

Things to keep in mind:

1) Plain text only available at this time

2) Attachments are allowed; however must be mailed to Melissa PRIOR to sending your “bulk” email/email blast so
she’ll know to attach before she approves

3) 4 attachments are allowed, maximum of 500MB per attachment.

Good luck!

Any questions?
Please give me a call:
Gina Thomas Patterson, CISR

CA Council public Relations Liaison 2010/2011

Mobile: 562-881-2701
Email: windinhair824@aol.com

Good luck!
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