E-Mail Manager - Adding Addresses
October 29, 2014
Sometimes staff will need to add an email address to the Civica CMS Email Manager system in order to subscribe a customer to a specific list of lists. It is important to note here the sending unsolicited emails, adding a person’s email address without their consent is considered spam and can endanger the City’s email delivery system.
For this procedure to work, you must be in Internet Explorer Compatibility View.
1) Login to the Civica CMS Administration Site.

2) Click on the E-Mail Manager icon.
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3) Click on the Lists & Contacts icon.
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4) Click on the Manage Contacts button.
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5) Click on the add/import contacts button.
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6) Enter an Email Address. First Name and Last Name fields are optional. Click on the Save button.
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a) If the email address is already in the Email Manager system, you will be prompted that it is a duplicate entry.
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b) Tip! If you are adding a number of entries, it is easy to use the Tab key on your computer keyboard to move from one field to the next. This will also result in adding a new row for the next email address. This can make manual entry a breeze.

7) Click on the Back button.

8) Above the Search for Contacts section, click on the Not Assigned link.
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9) At the top-right of the Not Assigned contacts list, click on the Modified column header twice to put the most recent entries, the ones you have just entered, at the top of the list.
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10) Click on the email address and skip to step 11. If you have multiple email addresses, continue to the Tip on step 10-a below.
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a) Tip! If you have multiple addresses that you have added, click on the checkboxes next to each email address to select the group, and then use the list selector to select the list to which these recipients will be added (for this procedure to work, you must be in Internet Explorer Compatibility View).
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b) Select from the list selector.
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c) Click on the Add Checked to this list button.
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11) Click on the Lists tab.

[image: ]

12) Click on the checkbox corresponding to all of the lists to which you wish to subscribe this email address. Click on the Save button.
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13) The default email format is HTML. If you wish to change this setting to plain text, click on the Email Format/Stats tab, click on the Text radio button and then click on the Save button.
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14) You are free to add any further information to the Notes, Contact Info., Company Info., Other Info. Tabs. Click on the Back button when you are done.
Congratulations you have successfully added a new email address to the Civica CMS Email Manager system!
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