HOW TO CREATE AND ADMINISTER A MAILING LIST VIA YAHOO GROUPS
· Go to http://groups.yahoo.com
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· Click on “start a group”
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Enter “pampered chef” in the search box and click “search”
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Click on the category that matches pampered chef that comes up:
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And click on “Place my group in Pampered Chef, The”
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Describe your group:

· You will need to make up a name for your group.  For example, mine is “Chef Chat”

· You will need to enter an email address for your group.  Mine is chefchat@yahoogroups.com.  Anything I email to chefchat@yahoogroups.com will go to my entire mailing list.

· You will need to describe your group.  My description is:  “This is an email distribution list for customers of Joy Edwards, Independent Kitchen Consultant and Future Director for The Pampered Chef®.  You will receive notification of specials, helpful kitchen tips, and free recipes!”

· Then click “continue”


Select your yahoo profile and email address.  This is the email address that you want your emails to be replied to.  You may or may not have more than 1 email.  Select the one that you use for business emails.
You do not have to put any additional info in your yahoo profile, as long as you have created a yahoo user id (and you wouldn’t be able to create a group if you didn’t have one, so if you got this far, you’re fine.)  Home office does not allow PC info in yahoo profiles anyway, so do not do anything with the profile.

Word verification – just type the squiggly letters into the box.  Just a security measure on Yahoo’s part.

And your group should be all set up!!  You should be a screen that says “Congratulations!”

Your last step is to set your preferences.  Click on “Customize Group”

On the next screen, click on “get started”

Next page:  Step 1 of 3


Do you want the group to be listed in the Yahoo! Groups directory?



Select the “NO” button.  This is not allowed by Home Office.


How can people join your group?



Select “anyone can join immediately”


Who can post messages to your group?


Select “only group owner”.  This makes the list announcement-only, and not a “chat” room, per home office guidelines.

Click “next”

Next page:  Step 2 of 3


Do you want to approve messages before they are delivered?



Select “NO” – you will be the only person sending messages

Message replies should go to:


Select “only go to group owner” so that if anyone responds to you, the rest of the group won’t see it.


Do you want to use group’s web features, such as photos, files, calendar, polls, and chat?


Select “NO”.  This is the most restrictive, and more in line with home office guidelines.  If you choose “yes”, you can upload files (flyers, etc) that your customers can view, but I think this skirts a gray area with home office.

Click “next”

Next page:  Step 3 of 3


Would you like to store group messages for you and other groups moderators to reference later?


Select “yes”.  This keeps a copy of your sent emails on the yahoo groups server.  You can refer back to it in the future.

There will be a list of features that you have chosen or opted out of.

Click “finish”

Next page should say “congratulations”
Click “go to group”

This is your group’s home page.  The URL should be:


http://finance.groups.yahoo.com/groups/YOURGROUPNAMEHERE/
TO ADD MEMBERS TO YOUR GROUP

Yahoo groups allows you to invite as many people as you want to your groups.  It is my experience that if you “invite” someone, they may never “accept” your invitation.  Yahoo also allows you to manually “add” members without their permission.  (Technically, you DO have their permission if they have given you their email address on an order form, drawing slip, etc).

To prevent abuse, Yahoo limits you to adding 10 email addresses per day.  If you have a large mailing list, you are going to have to add 10 per day (24 hour period only) until you are caught up.  Yes, it’s a pain in the beginning.  Once you are established, you can add email addresses after each show and it’s easier to manage 10 at a time that way.

To add email addresses, you have to go to a special URL that Yahoo does not give you a link for.  Make sure you follow these directions exactly:

From your home page, click on “invite”

Go to the web address bar at the top of the page and change the URL.  Delete the word “invite” and substitute the word “add”

The URL should read:

http://finance.groups.yahoo.com/group/YOURGROUPNAME/subs_add
You can add 10 email addresses.  The format is:

Email address (space) First name (space) last name (enter)

Enter an introductory message.  This message will be included in the welcome email that Yahoo groups automatically sends out to new subscribers.  I will include the text here for 2 different letters.  The first one is the one I sent out when I first moved my mailing list over to Yahoo groups.  The 2nd is my standard introductory letter (post-show).

NOTE example 1:


Hello!  I am converting my email newsletter distribution list to Yahoo! groups in order to better manage my growing list of customers.  This is a notification that you are being added to my mailing list.  You will still only be receiving 1-2 emails per month from me.  If you wish to unsubscribe at any time, directions are included with each email.  Thank you!
NOTE example 2:


Thank you for your attendance at Anna's Kitchen show!  I had a great time and I hope you did too!

This is your notification that you are being added to my newsletter mailing list.  My newsletter is sent out twice a month and contains recipes, tips, and specials.  You may change your email address or unsubscribe at any time by following the directions included with each email.  I hope you find it useful - please feel free to pass it along to anyone you think may be interested!
Click “continue”
The next page is a confirm page.  This tells you who is being added.

Click “continue”

The next page is the welcome email that will be sent out.  Once you are satisfied with the text, click “add members” and your email addresses will be added.  The next page will confirm.

THAT’S IT!!  YOU DID IT!

Now, you have to wait a full 24 hours exactly before you can add anymore names.  

The good news is that your customers can unsubscribe themselves and you won’t ever have to worry about someone getting mad because you didn’t remove them.  Since the list is announcement only, the other members’ email addresses are not visible to each other, so their identity/privacy is protected.  Furthermore, many email programs do allow these emails to come through, versus blind carbon copy emails that may be recognized as spam.

There are a couple more things you can do, which I recommend:  customize your “welcome letter” and your “unsubscribe letter”.  This, I will save for another lesson!  If you want to know sooner, please email me.

Thanks!!

 Joy Edwards #394408
Independent Kitchen Consultant and Future Director
for The Pampered Chef®
(916) 714-7379
www.pamperedchef.biz/chefjoy
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