ListServ Owner FAQs
1. How do I find the owner page for my list?
Go to http://listserv.gsu.edu 
Login using your email address
(Note:   If this is the first time you are logging in, or if you have forgotten your password, you will need to click on”get a new LISTSERV password” first.)
2. How do I get a password?

If this is the first time you are logging in or if you have forgotten your password:

Click on “Get a New LISTSERV Password link.” First

Enter your email address and the desired password
Click on the "Register Password" button
(Note:  If you already had a LISTSERV password but cannot remember what it was, this procedure will automatically replace your existing password with the new one you will be entering.)
3. How do I change the ListServ Password?

Go to http://listserv.gsu.edu 

Click the [Change Password] button on the Login Screen

Enter your email address, your current LISTSERV password, the password you would like to change it to
Click on the [Change Password] button.

4. How do I create a list?

Complete a ListServ Request Form.  Forms can be found at http://www.gsu.edu/help/28876.html
5. How do I subscribe users to a list?
Single Subscriber

Select the list you want to add the subscriber to
Click on List Management and then click on Subscriber Management

In the Add New Subscriber section (under Single Subscriber tab)
Enter the email address and name of the new subscriber

Select whether or not to send an email notification to this subscriber

Click the [Add to List] button.  

(Note: The full name of the subscriber is optional. If omitted, then the user will be added anonymously to the list.)
Bulk Operations
Select the list you want to add the subscribers to
Click on List Management and then click on Subscriber Management
Select the Add function (under Bulk Operations tab)
In the Input File field click on Browse to locate the file with your list
Select the file 
Click Import
 (Note:  This function requires a plain text file and will not work with word processor documents, spreadsheets or the like.)
6. How can I view subscribers on my list? 

Login to http://listserv.gsu.edu

Click on List Management
Click on Subscriber Reports

Note:  if you own more than one list you will need to select the list you want to view subscribers for)

7. How do I unsubscribe users from a list?
Login to http://listserv.gsu.edu
Click on List Management
Click on Subscriber Reports
Select List from drop down

Scroll to bottom of the screen

Check the subscribers you want to remove

Click Delete Selected Subscribers

You will get “Are you sure you want to delete the selected subscribers from this list?” 
Select OK or Cancel
8. How do I delete a list?
Enter Name, Organization, Work phone, Complete E-mail and Enter comments (specify name of List to be deleted) on the ListServ Request Form.  Forms can be found at http://www.gsu.edu/help/28876.html
9. How do I get to the archives?

Login to http://listserv.gsu.edu
Click on Subscriber’s corner
Click on Search Archives

For Unlisted Archives; type the name of the list in the text box and click "Submit". 

(Note: This field will also work for non-confidential lists.)
10. Can I do any of this stuff through email instead of a web browser?

Sure!   Information on  LISTSERV  commands  can be  found  in the  LISTSERV reference  card, which  you can  retrieve  by sending  an "INFO  REFCARD" command to LISTSERV@LISTSERV.GSU.EDU.

11. What are the differences between list owner, list moderators, editors, and list subscribers?
The list owner is the person formally in charge of the operation of a specific list. The list owner is usually knowledgeable in the field covered by the list. There can be more than one list owner for a list. The responsibility of the list owner is limited to the list itself, and does not include the computer running the list, its mail system, network lines, and other hardware specifics.  List owners:

• Set and change the configuration of the list.

• Add, delete, and modify subscriptions to the list.

• Assist subscribers and potential subscribers.

• Set policies, procedures related to the list, and send administrative messages to the list.

• Run reports on list activity.

A list moderator may or may not be the list owner as well. There can be more than one list moderator for a list, and some lists have none. Moderators receive incoming messages sent to a moderated list and determine whether they should be distributed to the list.  List moderators:
• Approve messages to be posted to the list.

• Stop inappropriate messages from being sent to the list.

• May edit the content of messages before sending them to the list.

The editors are those addresses that are allowed to send messages to the list without requiring moderation. The first address listed in the “Editor” keyword definition is known as the “primary” editor. If there is no “Moderator” defined, the primary editor is used as the sole moderator. The primary editor must always be an individual email address.

The List subscribers are people who have requested and have been granted permission to join a particular mailing list. Subscribers:

• Can leave a list.

• Can set the way they receive list postings or change the name or email address associated with their subscription, within the configuration limits set by the list owner.

• May be permitted to search and view the archives.

• May be permitted to send messages to the list, depending on the type of list.

12. How do I add or delete more list owner or moderators?
Login to http://listserv.gsu.edu
Click on List Management
Click on List Dashboard
Find the list below that needs to be modified and click on Configure
Select the tab that says List Maintenance

Input email addresses of the moderator or owners, whichever is applicable, that you would like to add 

[To delete any of these simply erase the email address(s)]

Editors can also be added here
Select submit

Note:  By default the moderator is listed as the editor.  The first address is the “primary” editor and the default moderator and must be a single email address.

13. Types of list
You have a choice of three types of lists:

· Announcement List: A one-way list used for announcements, newsletters, and similar types of communication. Subscribers are not allowed to post to the list. 

· Unmoderated Discussion List: A two-way discussion list, where the list postings are not reviewed by a moderator. Subscribers are allowed to post to the list directly; there is no moderation or editor. 

· Moderated Discussion List: A two-way discussion list, where list postings have to be reviewed by a moderator. Subscribers are allowed to post to the list. However, before their postings are distributed to the other subscribers, a moderator (editor) first has to approve them. 

14. How do I make my list public or private?

Login to http://listserv.gsu.edu
Click on List Management
Click on List Dashboard
Scroll down to locate the list you want to make public or hidden in the Table

Under the column title Send click Edit

Use the drop down menu by “Send =” to select Public or Private (if you want it hidden)
Click Submit
(Note:  At the top of the page with “Send =” you can see a summary of current “Send” setting.  If you change the primary Send= setting, the header will be automatically updated and the page redisplayed with the valid options for the new setting you selected.)
15. How do I make my list so only list members can post?

Create an Unmoderated Discussion List or a Moderated Discussion List (specify during setup).  
Login to http://listserv.gsu.edu
Click on List Management
Click on List Dashboard
Scroll down to locate the list you want to make public or hidden in the Table

Under the column title Send click Edit

Use the drop down menu by “Send =” to select from Public, Private, or Editor 
(Note:  If Editor is selected you must define the Editor and recommended that you set the "Hold" option)

Click Submit
16. Where can I get more information on ListServ commands?
More  information on  LISTSERV  commands  can be  found  in the  LISTSERV reference  card, which  you can  retrieve  by sending  an "INFO  REFCARD" command to LISTSERV@LISTSERV.GSU.EDU.

17. I am a list owner and I am unable to send to the list, why?
If a list is set to Send= Private (or Send= Editor when the list owner is not defined as an Editor= or Moderator=), the list owner is treated just like anyone else. On a Send= Private list, he has to subscribe in order to post; on a moderated or edited list, he has to be defined as an editor or moderator in order to post.

If the list is Send= Public, then anyone can send to the list, of course, including the list owner, regardless of whether or not they are subscribed to it.

 

18. How do I send myself a copy of my own message?

Option 1
Login to http://listserv.gsu.edu
Click on Subscriber’s corner

Check the list you want it to apply to
Select Settings

Under Acknowledgements, select “Receive copy of own postings”

Click Update Options

Option 2 
To send yourself a copy of your own messages, send a   "SET List Name   REPRO” command to LISTSERV@LISTSERV.GSU.EDU. 

Option 3

Log in to http://listserv.gsu.edu/cgi-bin/wa?LOGON 

Click on Subscriber’s corner

Go to the My settings tab

Under Report Columns, put a check by Repro

Click Submit

Still under My Settings, check the list you want it to apply to
Use the drop down under Repro and change to On

Click Submit

19. Can I name my list whatever I want?

Use names of 32 characters or less whenever possible as they provide for correct alignment of the results returned by certain commands.

You may not create lists whose names match the following wildcards:

owner-*

*-request

*-search-request

*-server

*-signoff-request

*-subscribe-request

*-unsubscribe-request

It is best if you avoid the use of special characters altogether and stick exclusively to the letters A-Z, numbers 0-9, and the underscore and hyphen characters when naming lists.
20. Can the List name be changed after the list has been created in ListServ?  No.  The list would need to be recreated with the desired list name.
21. What is the difference between digest, non digest, and index?

Digest – you receive larger messages at regular intervals, usually once per day or once per week. These messages are collections of individual list postings. 

Non Digest – you are sent each email as it is sent to the list

Index - you receive short messages at regular intervals, usually once per day or once per week. These messages show you what is being discussed on the list, without including the text of the individual postings.
22. What are the Digest options for ListServ?  Traditional, MIME format, and HTML format.  The old list system used Plain and MIME.

23. What is the List Name?

The name of a list is a concise name by which the list will be identified. The name should be descriptive but specific. Many lists have a name ending in -L as a convention, but this is not a requirement. For public lists, you may want to search CataList, the catalog of LISTSERV lists, to make sure that your name is not already taken by another list. The list name should not be longer than 32 characters and should not include a host name (@XYZ.COM). Because the list name will be used as an email address, special characters are not allowed.

24. What is the List Title?

The list title should describe the purpose of the list and must fit on one line. A good title could be "The coffee lovers' list" or "The works of Jack Pianist". Choosing a good title is particularly important for public lists, as this is what will be shown when people search Catalist, the catalog of LISTSERV lists. Potential subscribers must be able to quickly identify the purpose of the list just by reading the title.
25. Who Can Join the List?

Defines who can subscribe to the list. The following options are available:

· Open: The list is open to the public and anyone can subscribe to the list. 

· By the Owner: The list is open for subscription requests, but the list owner must approve all subscriptions. 

· Closed: The list is closed for subscriptions. Only the list owner can add subscribers. 

26. Who Can Send to List?

Defines the categories of users who can send mail to the list. Depending on the type of list that was selected, the following options are available:

For Announcement Lists
· List Owners: Only list owners can mail to the list. 

· Editors: Only specifically designated editors (as well as the list owners) can mail to the list. 

For Unmoderated Discussion Lists
· Anyone: Anyone can mail to the list, regardless if they are subscribed or not. 

· List Members Only: Anyone who is subscribed can mail to the list. Messages from non-subscribers are rejected. 

For Moderated Discussion Lists
· Moderators: Specifically designated moderators must approve messages before they are posted to the list. 

27. What should be done if I receive a Rejected posting message?  Make sure you are sending from the subscribed address.  Another thing is to unsubscribe and re-subscribe under your preferred address.  If you are having this issue with a langate address, you will need to add your  @gsu.edu address as well.  Listserv does not recognize the concept of aliases or target inboxes.

28. What is “Keep Logs of List Activities”?

Determines whether to maintain change-logs. Change-logs record event data about all list activities, including subscriptions, sign-offs, deletions, messages posted, etc. Change-logs must be enabled to view list activity reports.

29. What is “Send Email Notifications”?

Determines whether LISTSERV sends an email notification to all non-quiet list owners for every new subscription or deletion.

30. What is the “Attachment Policy”?

Determines how messages with attachments should be handled. The options include accepting messages with attachments, accepting messages but removing the attachments and rejecting messages with attachments. After the list has been created, you can further fine-tune these settings with the Attachments keyword.

31. Is the List Confidential?

Determines whether the list and its existence should be hidden from the public. Depending on the type of list, you may want to list it on this site's Web Archive Index or in CataList, the catalog of LISTSERV lists, so that potential subscribers can find it. Confidential lists are completely hidden from the public and are not listed in either the Web Archive Index or CataList.

· Public: The list appears on this site's Web Archive Index and in Catalist, where users can search and find it. 

· Semi-Public: The list appears on this site's Web Archive Index but is not listed in CataList. 

· Confidential: The list is hidden from the public and is not listed on this site's Web Archive Index or in CataList. 

Note that even if a list appears on the Web Archive Index or in CataList, its archives are not necessarily open to the public unless you explicitly allow this.

32. Where can I go for more details on using ListServ?
For more details on using ListServ visit http://www.lsoft.com/manuals/15.5/LISTSERV15.5_ListOwnersManual.pdf
