Granting listserve subscription privileges to staff.
This system will allow CGIN contact persons to designate which staffs are allowed to be subscribed to which listserves. Each listserve was specifically set up to discuss core issues pertaining to the in's and out's of that department.  It is with this in mind that we encourage you to only allow access to those whose major responsibilities are in that department. 
· Note: staff will need a CGIN username to be subscribed to listserves. If you need to create a user account for a paid staff person, go to My Account > User Accounts > Create new user account
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Step 1: To grant listserve subscription privileges to staff, log into the CGIN site and click My Account > Edit > Mailing Lists Admin

Step 2: You’ll see the list of listserves. Click on one to view the list of your organization’s users. 
Step 3: Selected the appropriate users for each listserve. Please note that most listserves have specific requirements for subscribers.
Step 4: Click Save.

Step 5: Notify users that their appropriate listserves have been designated. The user will need to log into their account and subscribe. Information on this step below. 


Step 6:  To manage your account’s listserve subscriptions click Mailing List Subscriptions. 
Step 7: Select Yes for each listserve you would like to be subscribed to. Note that most listserves have specific requirements for subscribers. 
Step 8: Select Save

Notify users that their listserve subscriptions have been designated. The user will need to log into their account and subscribe to each listserve.

