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Streem Alert Recipient Lists
Creating and Maintaining Lists Outside of Streem Alert

Cleo's Streem Alert allows users to create and maintain recipient lists outside of Streem Alert. Lists are then imported as
needed for broadcasts but are not stored in the Streem Alert system.

Begin by using the Streem Alert Recipient Import Template. This can be obtained on the Streem Alert Recipient page (step
3 of broadcast) or a link can be found on the Help Tab under 'Recipients'.

RECip‘i ENtS (usa ane or mora of tha fallewing methads to add radpients)

']

Chosnsa Distribution List: - Add Drstribiiten

Impart Reciplest List: Cowse | [ s LSt ]
bire o ses & stnrter CEV template

Add Redipient:
First Name: *
Last Mams: ©
Please eater informalion im at least ene of e following
Cedl Phomo: [area code Feguired )

[_Add Recpient |

Open the template file.
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Copy and paste the headers on the template to a new Excel spreadsheet.
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4 | copy and paste the headers onto a new Excel srpeadshest

Add recipient information. First name, last name and at least one method of distribution for each recipient. Be sure to
save the file in .csv (comma delimited) format for importing to Streem Alert.
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