GROUP EMAILS: HOW TO CREATE AND DELETE

You may create a new email group from any Editor Window that has
email stations. The example below is a Task Editor Window.
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Start selecting the email addresses you want included in the group.
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Entering the Email Group Name and Saving
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Selecting and Deleting an Email Group
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DELETING AN EMAIL GROUP

Anytime you have a group selected, the
Delete Group button will appear. If you no
longer need that Email Group, just click on
Delete Group. Be sure the Group you want

to Delete, is the one showing.

SELECTING AN EMAIL GROUP

¥ Select Group
Graphics
Dev & Fran
Web Ads
Management Team
Social Media

Once you have created your Email

Group(s), the pull-down menu will

always appear and you can select
your group from the menu.




