Mailing Lists FAQ

Q: How to Request a New Mailing List?

A: Watch this Video.

Or

1. Go to lists.rpi.edu

2. Click on “Rensselaer Union Lists” under Mailing List Domains.
3. Login(top right) using your RPl email and password

4. To request a mailing list, click on the “Create List” tab.

5. For the list name, you can copy your current mailing list name.

a. For example, if the list name is sysadmin then the mailing list will be
sysadmin@union.lists.rpi.edu
Choose a list type.
The subject line should include the club and the name of the mailing list.
The Topic section should be Clubs
Under Topics please include the URL of the group page from CMS.
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An example is below:
Create a list using a template ()

You can request a new list creation with the following form. You will have to choose a list template that will preset most oft

@ List name: [sysadmin |

@ Owner: ekhaln@rpi.edu

@ List type:

Private discussion list:
o subscriptions controlled by onwers
o all subscribers can post
e subscribers can read archives
Frivate notification list:
& subscription controlled by owners
o only owners can post
e subscribers can read archives
® Public discussion list:
o subscriptions open to anyone
o all subscribers can post
o subscribers can read archives
Public notification list:
o subscriptions open to anyone
o only owners can post

o subscribers can read archives

@ Subject: |Rensselaer Union System Administrators

@ Topics: Clubs v

admins at.
Jfgroupsiview/24003/

@ This mailing list is for others to contactthe s

Description:

Submit your creation request


https://drive.google.com/file/d/0B_laIwlEB7JcM295aG1sbzE2LWM/view?usp=sharing

Q: Will I still be able to add RPI users from CMS?

A: Yes, adding and removing user will still be done through CMS. The mailing list will be linked
to CMS, so when you remove someone from the CMS group, they will automatically be
removed from the mailing list.

Q: Who will be approving the mailing lists?

A: The Rensselaer Union System Administrators will be approving all requests.

Q: Is there a limit on the number of people that can be added to a mailing list?

A: There is a limit, please check with the System Administrators.

Q: Can | request a mailing list using a non-RPI email account (i.e. gmail, yahoo, etc.)?

A: No, the System Administrators will only accept a request if it is made a by an RPI account.

Q: Do | need a group in CMS to have a mailing list?
A: Yes, a group must be created in order to request a mailing list on CMS.
To create a group on CMS:

Go to cms.union.rpi.edu

Login using your RCS username and password
Click on the club you want to create a group for.
Click on Add Group

Enter a Group Name

Click on the group name
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Add users by clicking on “Membership”, “Add Member”



Q: How can | add an external user to my mailing list?

A: External users will no longer be allowed to be added to a group on CMS. To add an external

user, follow the steps below:
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Go to lists.rpi.edu

Click on “Rensselaer Union Lists” under Mailing List Domains
Login using your RPI email and password
On the left hand side shows all the mailing lists you are a part of, click on the mailing list

you want to modify(Note: You must be Admin)

€D biz_ops_subcom

Business Operations Committee Subcomittee-
Business

€D business_operations

Business Operations Committee

club-off
Club Officer List

5. Click on Admin (left hand side).

Subscribers: 13
(Error rate:0 %)

Owners

Contact owners

Subscriber Options
Unsubscribe

Moderate

» Message (0)

» Document (0)

» Subscriptions (0)

Archive
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Edit List Config § Customizing { Manage Subscribers ] Blacklist § Manage Archives
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Casual administration
+ Edit List Config: Edit list config must be used with care. It allows you to modify some of the list parz
Customizing: Customizing: editing of various files and messages attached to your list.
Manage Subscribers: Allows you to add or delete list members, moderate subscriptions, and so on.
: Handles the set of black-listed mail addresses for this list.
hives: Manage Archives: Allows you to download and delete list archives.
ounces: Manage non-delivery reports (also called bounces).
A tool for explering the list logs.

Drastic operations

RENEINS Y Remove list: completely removes the current list. Listmaster privileges are required to restore

GEEIED Allows you to change this list's name. Everything related to the list will be renamed, including i

6. Click on “Manage Subscribers”

7. Enter the email address in the “Add a user” area.



Manage list members @)

(Pending subscriptions) (Blacklist) (Bounces) (Dump) (Exclude)

Synchronize members with data sources

Add a user: |rekhalikar@gmail.c om| | @D () quiet (Muliiple add)

Search user by ema\li\ |




