ListServ Subscribers FAQs

1. 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.  
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

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

2. How do I log in? 

Simply go to http://listserv.gsu.edu
Login using your email address, the email address you are subscribed under and/or the email address you want list going to. 

(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.)

3. How do I subscribe to a list?  
Option 1

To subscribe to one or more lists

Log in to http://listserv.gsu.edu
Click on Subscriber’s Corner

Click the Show All Lists drop-down menu 

Select Show All Lists, and click Search 
(Note:  if there are no public list you will get “There are no public lists on this server. Please log in to manage your list subscriptions.”)

Check the boxes next to the lists that you want to subscribe to

Click the Invert drop-down menu

Select Subscribe
Check the Send email notification of changes option 
Click the [Submit] button.

(Note: If you select the Invert checkbox, then the changes selected will be applied to the lists that are NOT checked.)


Option 2
To subscribe to one list at a time: 

Log in to http://listserv.gsu.edu
Click on Subscriber’s corner

Click the Settings option next to the list name (this option is located on both tabs)

This opens the Join or Leave List screen. 
Option 3

Log in to http://listserv.gsu.edu
Click on the List Name you want to join

Under Options, select Join or Leave “List Name”

Click Join “List Name”

(Note: You will see a confirmation at the top of the page that reads “A confirmation request is being mailed to you. Please wait until it arrives before sending any SET commands or any other commands that require you to be subscribed to the list. Your subscription will not be completed until you respond to the confirmation request.”)

4. 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.)

5. How do I change the ListServ Password?

Click the [Change Password] button on the Login Screen

Enter your email address (the email address you are subscribed under)
Enter your current LISTSERV password

Enter the password you would like to change it to

Click on the [Change Password] button.

6. How do I send a message?

Option 1

Login to http://listserv.gsu.edu
Select your list under LISTSERV Archives

Under Options select Post New Message

Fill out form- Name (populated by default), Subject, Message, and Attachments if there are any

Select Send

Option 2

To send a message to all of the people currently subscribed to the list, type up your message and send email to “List Name”@LISTSERV.GSU.EDU, which is called the list address. 

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

Option 1

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

In other words, email "SET List Name   REPRO” to LISTSERV@LISTSERV.GSU.EDU
Option 2

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 3

Log in to http://listserv.gsu.edu
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

8. What should I do 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 their preferred address.  .

9. How do I leave the list?

Option 1

Log in to http://listserv.gsu.edu
Click on Subscriber’s corner

Go to the My Lists tab

There is a dropdown box below List Names

Check the list you wish to leave

Select Unsubscribe 

Click Submit
Option 2

You may leave the list at any time by sending a "SIGNOFF list name" command to LISTSERV@LISTSERV.GSU.EDU.  
In other words, email "SIGNOFF list name" to LISTSERV@LISTSERV.GSU.EDU
(Note: SIGNOFF is the same as UNSUBSCRIBE) 

Option 3

Click Subscriber’s Corner

Click Settings (To the right of the List name that you wish to leave)

Scroll to the bottom of the page

Click “Leave (list name)”

10. How do I get an acknowledgement instead of the entire 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 “Short message confirming receipt”

Click Update Options

Option 2

Send a “SET –list name- ACK NOREPRO” command to LISTSERV@LISTSERV.GSU.EDU. 

In other words, email “SET –List Name- ACK NOREPRO” to LISTSERV@LISTSERV.GSU.EDU
11. How do I turn off acknowledgements?

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 “No acknowledgements”

Click Update Options

Option 2

You can turn off acknowledgements completely with the "SET –List Name- NOACK NOREPRO" command to LISTSERV@LISTSERV.GSU.EDU.  In other words, email "SET –List Name- NOACK NOREPRO" to LISTSERV@LISTSERV.GSU.EDU
12. What is the Subscriber’s Corner option?

The Subscriber’s Corner option lets you access the lists that you are subscribed to as well as all public lists on the server.

13. How do I setup my preferences?

Login to http:listserv.gsu.edu

Click on Subscriber’s corner
Click Settings, beside the list in question
Update your subscription options

14. What is the Email List option?

The Email Lists option takes you to the main list archives page.
15. 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. 

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.
16. How do I change to digest mail?
Note:  Mailman used Plain (traditional) and MIME

Log in to http://listserv.gsu.edu
Click on Subscriber’s corner

Go to the My settings tab

Click settings beside the List Name you want to make changes to
At Subscription Type select Digest (to find out the difference in the options, click the “?” in front of Subscription Type)

Click Update Options
17. How do I stop getting list emails when I am on vacation?

Log in to http://listserv.gsu.edu 

Click on Subscriber’s corner

Go to the My settings tab

Click settings beside the List Name you want to make changes to

At Miscellaneous select Mail Delivery disable temporarily
Click Update Options

18. Where can I find out more about ListServ?

For more details on using ListServ visit http://www.lsoft.com/manuals/15.5/LISTSERV15.5_ListSubscribersManual.pdf
