Updating Subscribers List in your blog

Our blogs have been provisioned with a Subscribers plugin called EMAIL POSTS.

Find it in your DASHBOARD list. When your blog was first created, the Post
Notification, Plugin Settings were configured alongside the WP Mail SMTP. This allows

an automated notification each time you publish a new post.

While you can allow your community to sign up to your blog, it is more efficient to

upload a list of subscribers (eg. parent emails...).

Click SUBSCRIBERS to see last year’s list of parent emails.
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It is faster to select all by clicking the top box # on the title row. Locate yourself on the list and deselect

(uncheck) if you want to receive notifications.

Email posts to subscribers

I':' = I Email Name
Admin

L= Email agdress Name
—

sulk s . E

In BULK ACTIONS > select DELETE.

Click SUBMIT.
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This is now ready for you to import your list of parents.
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Updating Subscribers List in your blog

Open the EMAIL POSTS SUBSCRIBER TEMPLATE. (You can download this from the BLC Team files.)
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If you already have a list on a Word document or Excel spreadsheet, copy the email list and paste into
EMAIL POST SUBSCRIBER TEMPLATE.

OR > bownload your parent email list from MyEd.

Launch your Student List > select ADDRESS BOOK.
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Updating Subscribers List in your blog
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Locate the column that contains emails. (This will |4 - waip = I
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Paste the copied emails to the EMAIL POSTS

SUBSCRIBER TEMPLATE. (You can download this A - B
. EMAIL MNAME
from the BLC Team files.) 1 : :
|luke.skywalker@gmail.com  luke.skywalker@gmail.com
chewbacka@friend.ca chewbacka@friend.ca

JamesTKirk@enterprise.ca JamesTKirk@enterprise.ca
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SAVE the new file on a location on your computer for import to your blog.
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Updating Subscribers List in your blog

Launch your blog and sign in.

Click EMAIL POSTS > SUBSCRIBERS.

VIEW SUBSCRIBER >
Email posts to subscribers
I T e

O = Email
o janet.chow@bumabyschools.ca
0 = Email address

ADD NEW (this allows an individual email to be entered and group selected.

vIMPORT (This uses the template csv
file to complete a single upload.)

CHOOSE FILE (locate the saved
template file)

STATUS > Confirmed
SELECT > Public

(Public is the default and the
Notification pushout looks for this
group.)

Click UPLOAD CsV

To view, select SUBSCRIBERS from the EMAIL POSTS plugin on the Dashboard.
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Enter the email address to add in the subscribers list.
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Check official website for more information click here

Please select the input csv file, Please check official website for csv structure
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