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A Listserv is a mail program that allows e-mail to be sent to subscribers of a list.
A list usually is created in order to communicate to subscribers with similar needs, interests, or for
a particular purpose.

Many Lists already exist at Worcester State College. To send a message to a list, an e-mail
message is addressed to listservname@listserv.worcester.edu.

For example: To send a message to all faculty members included in the faculty list, an e-mail
would be addressed to faculty@listserv.worcester.edu.

Any faculty or staff member can request a list as long as the purpose of the list is related
to work for Worcester State College.

The person requesting the list will be known as the list “owner” or maintainer. This person will be
in charge of the basic operation of the list and will perform functions such as adding or removing
subscribers.

The primary e-mail account name must be used in order for subscribers to be able to
receive postings and submit postings. If the correct primary address is not used, the
subscriber only will be able to receive posts.

The primary e-mail account name for WSC faculty and staff conforms to the
firstname.lastname@worcester.edu configuration.

For Example: joe.lancer@worcester.edu

The primary e-mail account name for WSC students conforms to the first initial plus last
name configuration.

For Example: jlancer@worcester.edu

Media_Basic_Management_of WSC_LISTSERV_3 1 Roberta Sibulkin, Staff Associate
Worcester State College


http://sharepoint.worcester.edu/external/it/guides/Shared%20Documents/MediaServices/LISTver3.pdf
mailto:firstname.lastname@worcester.edu
mailto:joe.lancer@worcester.edu
mailto:jlancer@worcester.edu

In order for a List of subscribers to be created for use on the WSC Listserv, a Listserv Request

form needs to be submitted to our WSC Webmaster.
Requesting a LISTSERYV

1. Goto. http://wwwfac.worcester.edu/it/listserv/listserv_reqguest.htm

The Listserv Request Form displays.
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Listserv Request Form

(Please note that you must be a faculty or staff member at Worcester State College to request a list on ListServ. This form is NOT
for student use )

First Name, Last Name:

WSC Email Address: @ worcester.edu
{If you have not obtained a WSC EmailNetwork Account, Pleass call the IT Help Desk at (508) 929-8856.)
Department:

Phone Extension: (508) 929 -

List Information

1. Choose aname foryourlist: [

(I LINGUISTICSZDERTXYZ L The name should be descriptive, but specific. Generic names such as JAZZ-WSC or

L) BIOLOGY are likely to be taken already.
For public lists. you may want to search the catalog of LISTSERV lists to make sure that
your name is not already taken by another st
2. Enter a short "title" for your list L‘

[T T @ sdsies
l#snn & 0@ » @2 =G &0 8] Bl @ &)ome - InforatonTe... | ] USTSERV15 doc -Hicr... |[E] Listserv Request ro.. |2 O @SN U & 3199

2. Complete the form, making certain to read the instructions carefully. Then, click

Submit.

Once the list site has been created, you will receive an e-mail with the List Owner name, List

Name, and List URL Address.

B TRAINING Listserv - Message (HTHL) _ioxiff
Ble Edt Vew [wert Fgmat Toos Actons Hep
Cuepy | ClReply o] [GpFouerd (G M (B ¥ B X |+ -9 -x@f
[ You repled on 2/5/2007 3:35 P,
From:  White, Steven Sent: Mon 2/5/2007 3:16PM
Tor  White, Thomas; Sbulin, Roberta
c
Subject: TRAINING Listsery
Roberta,
Your list has been created
List Owner: Roberta Sibulkin
List Name: TRAINING
List Address: TRAINING@listsery worcester edy
Simply send a message to that address with your message in the body of the email. Avoid pictures, and digital signatures
Please visit
http /listserv worcester ed 7RESET-COOKIE&X=29E1352CE0D52C9D), edu
and register for a Listserv usemame ¥ password. A confirmation email will be sent to you and you wil be abls fo access the list contral panel
For current visit: http /iy Isoft A intro pdf
We can go over the specifics of creating this list tomorrow with Tom
Thanks
Steven White
Webmaster
Worcester State College
Tel: 508-929-8854
swhite@worcester.edu
Bser| @ 0@ >0 2 EEE 0 @B @# Busssmiisd..| §)tstservReau...| do,u,usrs [ rammG .. (OO @B WY & e

You will be asked to use the URL link provided to register for a Listserv username and
password. Make certain to follow the guidelines for a primary username.
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Register a Username and Password

1.

Go to http://www.worcester.edu/listserv

The Listserv 15.0 Archives page displays

/= LISTSERV 15.0 - LISTSERV Archives at LISTSERV.WORCESTER.EDU - Windows Internet Explorer
@7:; ~ [] htpifistserv.worcester.cdufscrpts wa.exe HOME

Fle Edt View Favorites Tods Hebp
Liks | Bestofthe Web 2| Channel Guide 2 | Customize Links & Free HotMail @ | Intemet Start 2 Microsoft | RealPlayer ) Reallayer Enterprise 2 | Windows,

Google (G~ ~|co & E5 | €% Bookmaris~ [ 161blocked | P Check v Autolink v - Auicril [ap Sendtow () settingsw
% 4 @ustseR 150 -sTseRy achves atuisTszvio.. ||| Fytome « ) Feeds(3) - @hPnt ~ [k Page - @ Tods ~ >
" LISTSERV Archives

=42l x| focose ol

|

LISTSERV.WORCESTER.EDU
Options:  Log In | Get Password

Resources: About LISTSERV
LISTSERV Documentation
CatalList Email List Search

LISTSERV Archives

No lists are currently available for browsing.

Note that confidential lists may be unlisted. To access unlisted archives, type the list name in the "Access Unlisted
Archives” text box and click "Submit".

@ Access Unlisted Archives: Submit

LISTSERV.WORCESTER.EDU @X
X | psassons- | DB B 88 | @ e ed/ D)
T [V Tstedstes [0k -

| Mirosoft Office > |1 (v @, B RO U 10:31aM

Aistart| | (@ @ A > | [ inbox-Microsof... | ) LsTversdoc C... [ LisTsERV 15,0 || Semven Celeon

Click the Log In link.

The Login Required dialog displays.

Please enter your email address and your LISTSERV password and
click on the "Log In" button. If this is the first time you see this
dialog, or if you have forgotten your password, you will need to get a
new LISTSERV password first.

Email Address: |

Password: |

Log In I Change Password l
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If this is the first time you have seen this dialog box (or if you have forgotten an existing
password), click the get a new LISTSERYV password link.

The Register LISTSERV Password dialog displays.

Please enter your email address and the desired password, then clicy
on the "Register Password" button. If you already had a LISTSERY
password but cannot remember what it was, this procedure will
automatically replace your existing password with the new ane you
will be entering below.

Email Address: |

Password: I

Password (Again): | (Verification

| Register Password I

The primary e-mail account name for WSC faculty and staff conforms to the
firstname.lastname@worcester.edu configuration.

For Example: joe.lander@worcester.edu

The primary e-mail account name for WSC students conforms to the first initial plus
last name configuration.

For Example: jlancer@worcester.edu

3. Enter your correct primary e-mail address name and password following the procedures
described above. Reenter your selected password to verify the choice. Then, click the
Register Password button.

Once you have registered a username and password, you will receive a confirmation
e-mail that will provide a link to access the List control panel.

4. Click the designated link to confirm your request for a list your access to the List Control
Panel.
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Log In to a List

1. Goto http://www.worcester.edu/listserv

The Listserv 15.0 log in page displays

/3 LISTSERV 15.0 - LISTSERV Archives at LISTSERV.WORCESTER.EDU - Microsoft Internet Explorer =18 x|

File Edit View Favorites Tools Help

I

O - © - %] (A B Psewer Serores @3- -/ B

Adcress [I8] htto:/fistserv.orcester edu/scrpts/wa.exeHONE

B [uks »

Google[G~

o0& B - | £ sockmarksv S 12blocked | % check v Autolink v ) Autoril (b Sendtov 4

() settings~ ‘@ -

i Subscriber's Corner Email Lists

” LISTSERV Archives

LISTSERV.WORCESTER.EDU

Options: Log In | Get Password
About LISTSERV
LISTSERV Documentation
CatalList Email List Search

Resources:

ADCOUNCIL Administrative Council Members (45 Subscribers)
ADJUNCTS adjunct announcements (212 Subscribers)
AH Academic Honesty (14 Subscribers)
ART Art Student Notices (0 Subscribers)
AWARDS 130th Awards Committee (11 Subscribers)
BSNUG Nursing - 4yrs to Bachelors (0 Subscribers)
BSNUR RN to BS Completion (9 Subscribers)
BUDGETO05 WSC Budget 05 (21 Subscribers)

| | BUDGETMANAGERS Budget Managers (70 Subscribers)

List Name List Title

Click the Log In link.

The Login Required dialog displays.

| €] Done
HFistart| & O] @ > @ (2] [¥] [&] [ (O] @] [B] W] [O]inbox...| &]Home ... | B]isTs... l@usrs.. &) define...

=l
L e

£)packd.. | [OWD @B Y 2 1uwam

Please enter your email address and your LISTSERV password and
click on the "Log In" button. If this is the first time you see this
dialog, or if you have forgotten your password, you will need to geta
new LISTSERV password first.

Email Address: Iroberta.sibulkin@worcester.edu

Password: [ooseced

Log In I

Change Password

3. Enter your e-mail address and LISTSERV password
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The Listserv 15.0 Archives page opens with the username of the person logged in
displaying at the top.

(= LISTSERV 15.0 - LISTSERV Archives at LISTSERV.WORCESTER.EDU - Windows Internet Explorer

@E} v [&] http:/fistserv.worcester 74735C0D2A =142 J[ | Jeoode

Fle Edt Vew Fevortes Tools Help

Links £ Bestof the Web | Channel Guide | Customize Links | Free HotMal & | IntemetStart 42 | Microsoft & | RealPlayer G RealPlayer Enterprise & | Windows 2
Google |G-~ |0 @ Ef | {% Bookmarks~ [ 161blocked | 6 Check v Autolink v - AuioFil (s Sendtov 1) () Settings~
% & @UISTSERV 15.0 - LISTSERV Archives at LISTSERV.WO... | | oy Home + [ Feeds (1) - dmhPrint ~ :bPage v (G Tools + >

Logged in as: roberta.sibulkin@worcester.edu ( Owner

Owner/Administrator's

= |

Basic Mode

sl

Preferences Log Out |

‘ List Managementy Subscriber's Corner Email Lists

/' LISTSERV Archives
-

LISTSERV.WORCESTER.EDU

Options: Log Out | Change Password
Search Archives

Resources: About LISTSERV
LISTSERV Documentation
CatalList Email List Search

LISTSERV Archives

No lists are currently available for browsing.

g Note that confidential lists may be unlisted. To access unlisted archives, type the list name in the "Access Unlisted
o Archives' text box and click "Submit".

| [
X | piscussions ~ | 1) 7% ) ) £ % | 21| (@ Discussions not avaiable on it fistservworcesterec/ o)
[T [ Trusted stes [*00% -

Bistart| | (@ @ 8 > | [ 1nbox-Mi.. | E)uisTvers.... |[7@ tistserv... Y Reglstsv... | |[ 5=

L. |mMiaosoftofice > 1~ @, RO U 10:38am
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Open a Listserv

1. Click the List Management drop-down menu at the top of the page and select
List Dashboard.

Logged in as: roberta.sibulkin

List Management¥ Subscrib
List Dashboard
List Configuration >
List Reports >
Customization >
Subscriber Management
LISTSERV Command

The Dashboard displays the names of lists managed/owned by the logged in user. It also
displays pertinent information regarding each list, such as whether a list is Private (only

subscribers of the list can post messages) or Closed. An Open list is available for anyone to

subscribe. A Closed list means that the owner of the list must add or remove subscribers.

View the Dashboard

Lists that are managed by you display with their settings at the bottom of the screen.

”3 LISTSERV 15.0 - List Management Dashboard - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back - \Q - u @ :h‘/:\/Seard'\ \;t(Favori'es €}| r:v :;', Q] - _yj ﬂ B

Address [@] htip:/fistserv.worcester.edu/scripts/ia. exe2OVINER =8X =68399D42 10 250F 746C8 =raberta. sbulkin%<0norcester.edu

B |uks >

Google[G ~Jeo e B ~ | % sockmarksv B 12blocked | S check v\ Autolink v |- AutcFil s Sendtow 4 O settngs~ | @ -
T ¥ T % =
‘ List Management ¥ Subscriber's Corner Email Lists Preferences Log Out =

% P
N2

List Management Dashboard (TRAINING)

TRAINING Home

Dashboard for roberta.sibulkin@worcester.edu

Technical Support

©

Technical support has been enabled. If you
encounter problems with your lists, you can contact

the server administrator by clicking on the life buoy -~

icon. 2»
ST

Once you click on this icon, an email message -

opens. Enter any information describing your
problem. Please be as detailed as possible.

Edit Table

€l
Bstart| @ 0] @ > @D (2] = Q& O @ B @ [O]mbox-... | Bustserv...| | assignme...

List Name Subscribers Send Subscription Owner Subscribe (Log) Signoff (Log) Post (Log)
TRAINING 2 [View] Private Closed roberta.sibulkin@worcester.edu N/A N/A N/A
[Configure]
2 Lists per Page: |10 2 Changelog Period: |1 Day |
Update
|
[T [ @ Trusted sites

i chengea...|[@ usTsEr... [O]H D@ BB Y G 23:9m
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Current subscribers can be viewed and additional subscribers can be added by clicking the View

link beneath the Subscribers heading or by clicking List Management and choosing Subscriber
Management.

Subscribers also can be added by sending an e-mail message using listserv commands.

Adding Individual Subscribers to a List Using the List Dashboard

1. Click the List Management menu and select List Management>Subscriber Management.

List Management ¥ Subscribe

List Dashboard

List Configuration .
List Reports >
Customization .

Subscriber Management

LISTSERV Command

The Subscriber Management Screen displays.

Single Subscriber | Bulk Operations

TRAINING

Examine or Delete Subscription I

Name or Address: l

henry ere.com

sTIvia
Search in TRAINING | Clear |
Add New Subscriber I

Email Address and Name: Iroberta,sibulkin@worcester.edu Roberta Sibulkin

henry( 1ere.com Henry Brown
Henry Brown <henry@somewhere.com>

@ send Email Notification
' Do Not Notify the User

Add to TRAINING | Clear |

Subscribers can be added to the List by entering the user’s primary e-mail address

followed by the user’s first and last names in the Add New Subscriber Email Address and
Name box

For Example: joe.lancer@worcester.edu Joe Lancer for faculty or staff

Or...jlancer@worcester.edu Joe Lancer for students.

It is necessary for the owner/maintainer to add himself as a subscriber in order to post
messages.

2. Type the Primary E-Mail Username for the person you wish to add to the list followed by
the person’s first and last names in the Add New Subscriber Email Address and Name:
box. Then, click the Add to LIST NAME button.

Once added, a confirmation message will display at the top of the window.
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Current subscribers can be viewed and additional subscribers can be added by clicking the View
link beneath the Subscribers heading or by clicking List Management and choosing Subscriber
Management.

A bulk list of subscribers can be typed in Notepad (using the correct primary e-mail
usernames for faculty and staff or students) and uploaded to a list.

Notepad is a basic text editing program that comes with all versions of Microsoft Windows and
usually is located in the Accessories folder. Files are saved as text (.txt) files, free of special

formatting.

Adding Bulk Subscribers to a List Using the List Dashboard and Notepad
Typing primary e-mail usernames into Notepad

1. Select Start>Programs>Accessories>Notepad.

Microsoft Notepad opens.

P\ NoteP2.txt - Notepad |

File Edit Format View Help

Todd.Benson@worcester.edu Todd Benson
Thomas.White@worcester.edu Thomas White
Steven White@worcester.edu Steven White
jlancer@worcester.edu Joseph Lancer

2. Following the guidelines mentioned at the beginning of this document, type each subscriber’s
primary e-mail username, a space, the subscriber’s First Name, a space, and the
subscriber’'s Last Name. Press <Enter>to move the cursor to a new line.

3. Select File>Save As... and save the text file to the location of your choice.

The file will be saved as a Text document (.txt) with ANSI encoding.
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Log In to a List

1. Goto http://www.worcester.edu/listserv

The Listserv 15.0 log in page displays

/2l LISTSERV 15.0 - LISTSERV Archives at LISTSERV.WORCESTER EDU - Microsoft Internet EXplorer =15 ||

Eie Edt Vew Favorts Toos e | &
> ANNO e co y

O - © - ¥ [&) @] Psewer Jerons @[ (2- 1 19 - il B

Address [@] httoistsery morcester.edujscrits s exe HOME

Google[G Jc0d @ B + | £% sookmaris~ B 12bbocked | P check + §Autolink » - autoril [ Sendtor &

B | >
() settngsw ‘@'

| subscriber's Coner Email Lists

> B
#” LISTSERV Archives
-~

LISTSERV.WORCESTER.EDU

Options:  Log In | Get Password

Resources: About LISTSERV
LISTSERV Documentation
CatalList Email List Search

List Title

ADCOUNCIL Administrative Council Members (45 Subscribers)

ADJUNCTS adjunct announcements (212 Subscribers)

AH Academic Honesty (14 Subscribers)

ART Art Student Notices (0 Subscribers)

AWARDS 130th Awards Committes (11 Subscribers)

BSNUG Nursing - 4yrs to Bachelors (0 Subscribers)

BSNUR RN to BS Completion (9 Subscribers)

BUDGET05 WSC Budget 05 (21 Subscribers)

BUDGETMANAGERS Budget Managers (70 Subscribers) =
| &] Dore [ [@ Trusted sites

T
#sar] @ 0 @ > @ (2] = Q& @ (9] = B W gmx.‘.lamh.]m}mm [€)usts.. E)deine...| Elsec... | [OHO O TR U E 11:59am

Click the Log In link.

The Login Required dialog displays.

Please enter your email address and your LISTSERV password and
click on the "Log In" button. If this is the first time you see this
dialog, or if you have forgotten your password, you will need to geta
new LISTSERV password first.

Email Address: Iroberta.sibulkin@worcester.edu

Password: [ooseced

Log In I

Change Password |
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4. Click the List Management drop-down menu at the top of the page and select
List Dashboard.

Logged in as: roberta.sibulkin

List Management¥ Subscrib

List Dashboard

List Configuration >
List Reports >
Customization >

Subscriber Management
LISTSERV Command

Click the List Management menu and select List Management>Subscriber Management.

List Management ¥ Subscribe

List Dashboard

List Configuration >
List Reports >
Customization >

Subscriber Management
LISTSERV Command

The Subscriber Management Screen displays.

Single Subscriber

Bulk Operations |

TRAINING

Examine or Delete Subscription I

Name or Address:l

henry@somewhere.com
Henry Brown

s*lvia
Search in TRAINING | | Clear |
Add New Subscriber I

Email Address and Name: [roberta.sibulkin@worcester.edu Roberta Sibulkin

henry@somewhere.com Henry Brown
Henry Brown <henry@somewhere.com>

@ Send Email Notification
' Do Not Notify the User

Add to TRAINING | Clear |
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Click the Bulk Operations tab to bring it to the front.

st Management ¥ Subscriber's Corner Email Lists

% Subscriber Management (TRAINING)

ingle Subscriber ‘ Bulk Operations

[TRAINING

jCaution: Some of the functions offered through this page will remove all subscribers from TRAINING. Double-check
lsubmitting.

Function: & add the imported addresses to TRAINING; do not remove any subscribers.

Remove all subscribers from TRAINING, and add the imported addresses (to remove all subscribers, se]
omit the input file).

" Remove the imported addresses from TRAINING; do not add any subscribers.

¢ Remove the imported addresses from all lists.

Input File: IZ:\My Documents\!LISTSERV\NoteP1.txt

With Add selected, click in the Input File box. Then, Click the Browse button and locate the

Notepad file containing the list of subscribers that you want to a

Click the Import button.

dd to your list.

A message regarding the import will display at the top of the Subscriber Management screen.

LN

2%

...'

List Management ¥ Subscriber's Corner Email Lists

-~

\% Subscriber Management (TRAINING)

ADD: no error, 4 recipients added, no entry changed, no duplicate, none forward

Bulk Operations

‘ Single Subscriber

ed.

7. Select List Management>List Dashboard, and click the List Name you wish to view (Only

lists to which you are an owner/maintainer display). Imported subscribers are listed.

12

TRAINING (5 Subscribers)
Subscriber Names Mail Style & Mail Status Restrictions Subscription

O ?:;;ﬁ:isbﬁlf:‘kC?nWORCESTER‘EDU Regular Mail Post 6 Feb 2007
O ;f‘;‘e:xehﬁif’iﬁ?jfsm&EDU Regular Mail Post 6 Feb 2007
m| 1333'izn:SS?WORCESTER'EDU Regular Mail Post 4 Apr 2007
O IE‘(’)T::;W;&‘:?WORCESTEREDU Regular Mail Post 4 Apr 2007
O f‘ie\&i%v;h}\fﬁ\gﬁz&sm&EDU Regular Mail Post 6 Feb 2007
a vert E B
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Subscribers of a list can be removed after using the Subscriber Management “Examine or Delete
Subscription” box to search and make certain the user is a subscriber of the list.

Subscribers also can be deleted by sending an e-mail message using listserv commands.

Deleting a Subscriber Name

1. Click the List Management menu and select Subscriber Management.

The Subscriber Management screen displays.

Single Subscriber | Bulk Operations

TRAINING

Examine or Delete Subscription

Name or Address: Ijanice.Iancer@worcester.edu Janice Lancer

| Search in TRAINING | Clear |

Add New Subscriber

Email Address and Name: I

henry@somewhere.com Henry Brown
Henry Brown <henry@somewhere.com>

© Send Email Notification
' Do Not Notify the User

Add to TRAINING | Clear |

Search for the user you wish to delete by typing the user’s primary e-mail username
followed by the person’s first and last names in the Name or Address box in the

Examine or Delete Subscription area of the Subscriber Management screen. Then, click
the Search in LISTNAME button.

Providing the user is a subscriber of the selected list, the Subscriber Management screen will
display information regarding the user.

Logged in as: roberta.sibulkin@worcester.edu ( Owner )

22 R 0

i
List Management ¥ Subscriber's Corner Email Lists

\@ Subscriber Management (TRAINING)

View or Set Subscription Options

Notification Options: & Send Email Notification

' Do Not Notify the User

Name:

IJanice Lancer

Email Address: |janice lancer @worcester.edu

Subscribed Since: 16 Feb 2007

2 Subscription Type @ Regular

[NODIGEST]
Lo Digcast [taditiongl

Lacsiio oioooT
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3. View and/or change Subscription options, and click the Delete button.
Depending on the options selected, the user will be deleted from the list and an e-mail

notification will be sent to both the user and the list owner/manager.

In order to disconnect from the List and Log out of the Listserv, click the Log Out button at the top
of the screen.

Logging Out
bd in as: roberta.sibulkin@worcester.edu ( Owner ) Basic Mode | Edit Page
=
|anagement ¥ Subscriber's Corner Email Lists Preferences Log Out

1. Click the Log Out button.

You will be returned to the Login Screen.

Logged Out

You have successfully logged out.

Please enter your email address and your LISTSERV password and
click on the "Log In" button. If this is the first time you see this
dialog, or if you have forgotten your password, you will need to get a
new LISTSERV password first.

Email Address: II

Password: |

Log In I Change Password

2. Close the browser window (Internet Explorer, for example).

Roberta Sibulkin, Staff Associate
Training & Technical Support
Worcester State College
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