Programming - Websites
Network Support - PC Support

Creating mailing list within World Client

Open web browser and log onto World Client with a valid domain administrator

account.
Select Options from the left menu.

Select Advanced Settings from the right menu listing.
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Personalize
Customize the appearance and operation of your account.

Compose
Customize the appearance and operation of message composition.

Calendar
Customize the operation and settings of your calendar.

Advanced Settings
Custornize your MDaemon mail account settings.

Folders
Create personal folders to store and manage your messages.

Filters
Set rules to distribute your incoming messages to specific folders, andfar prevent unwanted mail.

ComAgent
Monitor your mail and synchronize your address book with ComaAgent.
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Select Mailing Lists from the left menu choices.
- If the Mailing Lists option does not appear, then you will need to log on
as a domain administrator.
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Select New to create the mailing list.

Type the email address to be used as the new mailing list.
Ex. bulkmailer@yourdomain.com

Select the Save button to continue.
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—List Addresses

Marne: |bulkmail (i) |3ﬂ:uurdu:umain.|:|:|m j

List's "Reply-to" Address: |username@yuurdumain.cum

Leave Reply-To field blank and replies wil be directed back to poster

—List Properties

¥ The list is private {(non-rmermbers cannot post )

[T The list is hidden from the global address book(s)

[T This list responds to EXPN and LIST requests

V¥ Messages have list name in subject (ie.. Subject: [LISTMAME] text)

[T Messages have thread nurmbers in subject (ie.. ... Subject text {51

Delivery precedence level for this list's traffic Iﬁ (0-99)
Use this as a guideline: 10 = urgent, 50 = normal, 80 = bulk

Replace To: field with € W& 0 list's name & member's full name
¥ Include " ListMernber" in TO: field

Don't distribute messages larger than IEI KB (0 = don't care)
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Make changes to the settings if required, defaults are usually sufficient.
Scroll down the page and select the Save changes button to finish.

Phone: 810.695.0001 - Fax:810.695.4004 - Web: www.spudsoftware.com
12/8/2006 1:31:18 PM - Page 3 of 4



Programming - Websites
Network Support - PC Support

To add members to the list, select the Members tab from the window.
Type in the full Email Address and the Real name, then select Save.
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—List Mernber

Email address: |

Real name: |

Type:  Mormal € Digest & Read Only € Post Only
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You may also import a list of addresses from a CSV file, just select import...
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Select CSY file: I Browse... I

Each entry must be on its own line and all of its fields must be separated by cormmas,
Furthermore, the first line of the fle (the baseline) must list the names of the fields
and the order in which they appear in the remaining lines, Cne of the fislds must be
called "Email" and contain an emnail addresses, Optional fields include "FullMame",
"ReadOnly”, "PostOnly”, and "Digest”, all other fields will be ignored by the irmporter,

For exarnple:

"Ernail”, "FullNarne", "ReadOnly”, "PostOnly", "Digest”
"franki@altn.com”, "Frank Thomas", "O0", "1, "0"
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Once the mailing list has been created, to use, just send a message addressed to the
email address of the mailing list, all members within the list will receive the email.
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