LIST ADMINISTRATION ON SYMPA: A short guide to using the web interface.

This is a very short guide to using Sympa’s web interface to manage your lists. The
commands covered here are the basics— adding and removing subscribers, reviewing
list members, and dealing with bad or bouncing addresses. More in depth instructions
are available under the main help tab found at the top of all pages on the site.

Log in

Add a subscriber (email address & name)

Add multiple subscribers at once

Delete subscriber(s)

Handle bounced (non-deliverable) addresses

PLEASE NOTE: We have temporarily limited the set of features available
to owners for the initial roll-out of our new list server and mailing list
application until we get a better idea of what additional functionality list

owners would like as well as the granularity of control desired.

Please address feedback and questions to listhelp@montana.edu.

LOGGING IN

It is important when you establish your account on Sympa that you use the email
address that you normally use to communicate with and manage your list(s). Sympa
associates you with the lists you own or are subscribed by looking at the email

address.

FlrSt IOg in: email address:
Go to: https://sympa.montana.edu/sympa |

Locate links in the upper left sidebar under the login fields. password:
' [Logn

First login?

Lost password?

https://sympa.montana.edu/sympa




MSU List Service listhelp@montana.edu

1. Click the “First login” link.

A First Login message window will open.
2. Enter your email address and click "Request new password”

A message will be sent your address with a link to choose a new password.
3. Go to your inbox and use the link to set your new password.

After setting your password you will be logged in.

VIEWING YOUR LISTS

Once you have logged in, all of the lists you own or m

are a member of will be displayed in the left sidebal

acaddepts
under the heading My Lists. A blue “admin” Academic Department Staff Contacts
button will be displayed by the names of the lists bobcatbulletin

Bobcat Bulletin Community Newsletter
that you own.

bpr-pcc
BPR PCC
To open a list’s administration menu bpr-recruitment
i i . BPR Recruitment
= Click the blue “admin” button next to it. eeruimen

The List Administration menu opens.

Manage Subscribers Manage Archives Bounces Logs

List Administration

Manage Subscribers:Review, add and delete list subscribers, moderate subscriptions and so on.
Manage archives: Download and/or delete list archives.

Drastic operations

Remove List | Remove list: completely removes the current list. Listmaster privileges are required to restor
been removed.

From here use the links (or tabs) to access the different management tools.

https://sympa.montana.edu/sympa




A note on list archives: unless your list was archived on the old list server it won't
be automatically activated on the new server. To activate it please contact
listhelp@montana.edu.

https://sympa.montana.edu/sympa



Manage Subscribers

Use the Manage Subscribers link to access tools to add and delete members, review

list members, manage subscriber options,

etc. I To add subscribers |
To add a subscriber Entor omadl address: | joe.blow@montana.edu
1. Type the email address in field as shown. Add Subscriber )

2. Click the “Add Subscriber” button.

To add multiple subscribers at once Add Multpie

To add or remove members without email notification

Check the quiet box before you clicking the add or delete button.

# quiet Add Subscriber |

To add a name for a subscriber

1. After adding a subscriber’s email address (as shown above) scroll down to the
members table and locate the email address.

2. Click on the email address.
The Subscriber information window opens.

3. Enter the name in "Name” field.

4. Click the “Update” button.

To add multiple subscribers
1. Click the “"Add Multiple” button located just below the “Add subscriber" button.
A new window opens.

2. The model text (on left side of image below) Will disappear when you click inside the
window.

3. Enter the new the subscriber email addresses and names by either typing or
copying and pasting them from another document.

https://sympa.montana.edu/sympa



emaili@dom1 Name1 jane.doe@montana.edu Jane Doe
email2@dom2 Name2 jed.clampett@montana.edu Jed Clampett

Add subscribers J (] quiet I

Make sure to include 1-2 spaces between address and name.

4. Click the “Add subscribers” button to add members to your list.

To remove a subscriber:
1. Click the checkbox of the subscriber you wish to remove.

A check mark appears. You may check/delete multiple subscribers at once.
2. Click the “Delete selected...” button to remove subscribers.

Don't forget to check “quiet" first if you wish to delete without sending notification.

(] quiet Delete selected email addresses J

<[] oo
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dmarsh@montana.edu

hall@montana.edu

https://sympa.montana.edu/sympa




Bounces

The Bounces page displays messages that have bounced, or are non-deliverable.
Messages may bounce if a mailbox is full or the subscribers have mistyped their

address. Dates and number of bounced messages are displayed.

If a subscriber’s address is bouncing, it will be listed with a count of how many bounce
messages server has received for that address.
At this point, you can delete the address or reset the errors (counts) for the selected

Users.

A bouncing address will also be indicated in the subscribers’ table accessed by going to

admin > manage subscribers (as shown above).

https://sympa.montana.edu/sympa



