
 

LGNSW Events Network Online Group 
 
The LGNSW Events Network is a closed email network and web forum designed to promote 
collaboration between event managers and equivalent staff from LGNSW member and 
associate member organisations. 
 
This document contains: 
 

 a how-to guide 

 terms and conditions of group membership 
 

How-to guide 
 

Join the group 
 
This forum is for events staff from member and associate member organisations only. 
 
To join, simply email events@lgnsw.org.au from your organisation’s email address. Note, your 
email address must end in ‘nsw.gov.au’. Gmail, Hotmail and other addresses cannot be 
accepted. Requests are processed manually so allow 48 hours. 
 

Send an email to the group 
 
Once you have joined the group you can email lgnsw-events-network@googlegroups.com  
from your organisation’s email address and your message will be sent to ALL members of the 
group. 
 

Reply to an email (to the whole group) 
 
Click ‘Reply’ – this sends an email to lgnsw-events-network@googlegroups.com i.e. ALL 
members of the group. 
 

Reply to an email (to an individual) 
 

1. Open the email you wish to reply to 
2. Copy the sending member’s email address 
3. Click ‘Reply’ 
4. In the ‘To’ box delete the group email address (lgnsw-events-

network@googlegroups.com) and paste in the member’s email address instead. 
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Access the web forum 
 
To access the group’s archived discussions and post online you need to link your email 
address to a Google account. You may or may not have already done this. Either way, please 
follow the steps below: 
 

1. Visit: https://groups.google.com/forum/#!forum/lgnsw-events-network   

2. Under ‘LGNSW Events Network’ select ‘Sign in to view this group’. 

3. If you have already linked your email address to a Google account you can choose this 
account here. 

4. If you haven’t already linked your email address to a Google account then select the 
‘More options’ link, then ‘Create account’. 

5. Fill in your contact details. In the email address section, select the blue link that says ‘I 
prefer to use my current email address’. Type in your work email address and create a 
password. Once you have finished the form, select ‘Next Step’. 

6. An email from account-verification-noreply@google will be sent to your email address 
confirming your account. Look out for the email and select the embedded link to verify 
your account. 

7. You can now see archived discussions by visiting: 

https://groups.google.com/forum/#!forum/lgnsw-events-network   

 

Reduce the number of email notifications 
 
If you feel like you’re receiving too many emails you can: 
 

 Set up a filter in your email system (all emails start with the same subject heading) 

 Reduce the number of emails by logging into the web forum (see ‘Access the web 
forum’ above for instructions on how to do this) then going to: 

o ‘My Settings’ in the top right -> 
o ‘Membership and email settings’ -> 
o ‘Email delivery preference’ where you can choose your email delivery 

preference. 
 

Unsubscribe 
 
You can unsubscribe from the group by emailing lgnsw-events-
network+unsubscribe@googlegroups.com  
 

Contact LGNSW about this group 
 
Email events@lgnsw.org.au.  
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Terms and conditions of group membership 
 
By using the network you understand: 
 

 members can see your name and email address. This is so: 
o comments can be attributed 
o members can contact you privately if they want to 

 the network is private and confidential but, as with all forms of digital communication, 
there is a risk members may share your communications outside the group 

 LGNSW reserves the right to remove your access to the group due to inappropriate 
behaviour and to remove posts 

 if you cease to work for your organisation please inform events@lgnsw.org.au and we 
will remove your email address from the group. 
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