Administrative Email Commands
Below are a few email commands that can be used to perform some common administrative functions.
Changing a member’s email address:

1. Open a new blank email and address it to lyris@surrogacy.org.

2. Copy/paste the text below into the body of the message.

3. Make changes as indicated.

4. Send message.

----- Copy below this line -------

login put-your-password-here
become put-the-old-address-here
set your-group-name-l email=new@emailaddress.here
---- Do Not Copy This or Below ---

Replace "put-your-password-here" with the password you use to log in to the website.

Replace "put-the-old-address-here" with the current email address of the person you want to change.

Replace “your-group-name-l” with the name of your list. (ie: adopt-l)

Replace "new@emailaddress.here" with the new email for the person.

Changing a member’s subscription type

1. Open a new blank email and address it to lyris@surrogacy.org.

2. Copy/paste the text below into the body of the message.

3. Make changes as indicated.

4. Send message.

----- Copy below this line -------

login put-your-password-here
become put-the-members-address-here
set your-group-name-l mail/digest/nomail
---- Do Not Copy This or Below ---

Replace "put-your-password-here" with the password you use to log in to the website.
Replace "put-the-members-address-here" with the current email address of the person you want to change.

Replace “your-group-name-l” with the name of your list. (ie: adopt-l)

Replace "mail/digest/nomail" with the new setting for the member. (ie: digest)
Delete/Unsubscribe a member
1. Open a new blank email and address it to lyris@surrogacy.org.

2. Copy/paste the text below into the body of the message.

3. Make changes as indicated.

4. Send message.

----- Copy below this line -------

login put-your-password-here
delete your-group-name put-the-members-address-here
---- Do Not Copy This or Below ---

Replace "put-your-password-here" with the password you use to log in to the website.
Replace “your-group-name” with the name of your list. (ie: adopt-l)
Replace "put-the-members-address-here" with the current email address of the person you want to unsubscribe.
View the current “Hello” or “Goodbye” messages

To preview either the Hello message or the Goodbye message for your list:

Send a blank email to hello-yourlistname@surrogacy.org
Send a blank email to goodbye-yourlistname@surrogacy.org
Replace “yourlistname” with the name of your list (ie: adopt-l)
