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Allowing a User to Opt In

While you can always add an opt-out footer to your messages and customize'it so that users'can opt in as well,
users who have opted out already will not receive those messages:  In addition, you may want to provide users
with an opt-in link via a messaging system such as Slack or Teams, and then create a new Mailing List from
those who have agreed to Opt-In. Here's how:

1. You can view the Opt-In settings for any Mailing List marked as a Subscription List.
o To mark a List as a Subscription List, select it to reveal the pane on the right and check the
'Subscription' box. You will also need to selecta sender name and sender email address from the
drop-downs. Then click 'Save'.
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A Mailing Lists
A mailing listis a list of contacts with email addresses which have béen imported into PoliteMail. This is the list of mailing lists you have imported or that have been shared with you. To view (or add/edit) contacts on the list, double-click the list row. To send to a lst, select the

| Mailing Lists desired list and use Actions > New Message, When you set Subscription to enabled, the list name and description become available for opt-in/opt-out within the subscription management area of your opt-out page.
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2. Select any Subscription List, then click
on Actions > View Opt-in Settings. If
the List you selected is not a
Subscription List, you will get an error

td Mailing Lists > Opt-in Settings
Customize your Opt-In page by adding your logo and corporate cclor.
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leader Description
© You can change the verbiage in A valid email s required.

any field in the opt-in form by
entering your desired verbiage,

Organization

‘ PoliteMail

then clicking 'Save'.

Display Name

‘ Scott Rowland ‘

Email

‘ scott.rowland@politemail.com ‘

Note that changing these fields changes the
settings for the Opt-In form for this List
only, not all Subscription Lists.

Confirmation Header Text

Your Opt-In request has been received. ‘

Email Validation Message

scott.rowland@politemail.com ‘

Form Fields

3. To preview your Opt In form, selectthe Oy ~ ~
Subscription List from the grid, then

click on Actions > View Opt-in Page.

Sending the Opt In Page to/Others

1. Select the Subscription List from the grid, then click on Actions > View Opt-in Page.

2. Copy the url that displays in the address bar of your browser. You can paste this link into any message
(email, Teams, Slack, etc).. Anyone who clicks the link will be taken to the Opt-In page to receive messages
from your domain,
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e Using the process above will allow the user to receive all messages from your domain; it is typically used
if they want to "undo" opting out.

e Subscribing, which you can learn more about here, opens a window that displays all Subscription Lists,
and the user_.can select which ones to join.
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