= GOVDELIVERY Administrator Quick Guide .

vive o om
SR B B 5 =88

Visit support.govdelivery.com for further assistance or call 1 (800) 314-0147

To Add A Topic:
https://support.govdelivery.com/entries/22865648-Creating-Topics

1. Log into GovDelivery https://admin.govdelivery.com
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2. Click TOPICS (A) on the left and Create Topic button (B) .
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3. Enter the Name of the topic/email list and an optional description.

Topic Subscription Visibility
Topics can be set to one of three Visibility statuses:

e Listed topics are visible to any user via the Quick Subscribe page.

o Unlisted topics are visible only to administrators logged into the GovDelivery system. Potential subscribers
can be sent active subscribe links to sign up to receive information from unlisted topics.

e Restricted topics are not visible to anyone on public pages, and subscribe links are not active. Typically
restricted topics are used for internal communications and wireless/email addresses are uploaded
manually.

4. If you want to send text messages, select Yes for Wireless Alerts Enabled. Then click Save.
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Visit support.govdelivery.com for further assistance or call 1 (800) 314-0147
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