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Updating Your Address List 
 
Updating an address list allows you to send a message to either one or multiple recipients at any 
time. All you have to do is type in your message, choose the people in your address list that you 
want to communicate with, and send.  
 
To upload your mailing list, follow these steps:  
 
1) From your homepage, choose Create Mail-Out. 
 
2) Scroll down to the bottom of your webpage. In the Email List Manager dialog box, click 

Manage List. 
 

 
 

3) In the Friends List dialog box, you may choose to add one or multiple email recipients.  
 

 If adding recipients one by one, type in the recipients email address into the Add One Email text box 
and click Add Email Contact.  

 
 If adding multiple recipients, type in the recipients email addresses into to Add Multiple Emails text 

box and click Add Multiple Emails.  
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4) Scroll up to the Compose Email Message text editor and type your message.   
 
5) Click Choose Recipients --> 

 
6) Select a recipient from under the Member Emails or Email Lists heading. 

 
7) Verify that the contents of your message are correct.  
 
 If there are any changes you would like to make at this time, click <--Edit Message. 
 
8) Click Send Email --> 
 


