
Unsubscribing Members from a Distribution List
Last Mo d ifie d  o n 14/0 9/20 16 4:14 pm AEST

Quick Steps: Members > Distribution Lists > Members from the relevant list > Status

Within Distribution Lists you don't remove the member from the list, but rather
unsubscribe them. This then gives the option to easily add them back into the list at a
later date as they will remain attached to that list, but in an unsubscribed state.

1. Within the Management Console, select Members from the top menu, then

Distribution Lists from the left menu.

2. Select the list you wish to unsubscribe members from and click the Members icon

next to that list.

3. Use the filters to find the members that you wish to remove from the Distribution
List, then click on Status (the green tick icon) to unsubscribe the member from the list.
This will change the icon to a red cross.

Note: When a member is unsubscribed from a Distribution List, they still remain attached

to the list but won't receive anything sent to the list. If the member goes to their

subscription options page then they will be able to subscribe themselves back into this

list or leave it as is.
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