SYMPA Mailing Lists for Mass Emails

Log into Sympa. Go to http://list.sunyit.edu and login with your SITNet ID, the username and password
used to access Request Tracker, Webmail, and smbserver.

Create the list. Pages 1-5 show the steps to create and configure the list. Create the list by clicking on the
Create list button. =——

Logout mmd | Create list references”‘r’uur suhscriptiuns|Hume|Help|

Give the list a name that does not contain spaces.

eatel) D D e Sy Connect words with hyphens, underscores or periods.

List name: “example—list I<_ Example.list
owner: carol. berger @sunyit.eau Example_list

Example-list

List type : ' banner-newsletter(ITS OM

Frivate working group setup
o Ourners approval is needed for subscription
o Only subscribers or owner can post
o Only subscribers or owner have access to archives

 cub_list

Email account for Clubs
o Ourners approval is needed for subscription
o Any one can post

 news-letter

Mailing list configuration to be used for a news letter
o Anyone can subscribe to this list, but only the owner can post messages
o public and moderated list
o subscribers emails are pussddsko

& private_discussion_list

Frivate working group setup
el el il i ription

Give the list a subject that will appear under the list
in View lists directory.

s5 to archives

Subject: Select the list Topic from the drop down box.
Topics! IOther 'I Administrative is appropriate for most lists used for

Description: [used for demonstration purposes| mass malllngs.

Describe how you will use the list.

Click Submit your creation request.

I Subimit wour creation request I
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Configure the list.

Subscribers:

OWners
carol.berger@sunyit.edu

Moderators
carol.berger@sunyit.ed

: - Click the List admin button to open the List Administration Panel
shown in the screen shot below.

Bounced email
rate: 004

Mo message
to moderate

example-list@list.sunyit.edu

Example list

H Select Edit List Config and then List Definition.

List
Definition
“ou can choose below a subset of par®

Subscribers: O

Sending/Reception Privile

Quwners
carol.berger@sunyit.edu

List definition
Sending/reception setup
Privileges

Archives

Bounces management
Data sources setup
Miscellaneous

Moderators
carol.berger@sunyit.edu
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List Administration Panel

List . . . . . Bounce _ .
Nefinitic Eending/Reception Privileges Archives Miscellaneous

Settings
Subject of the list

IExampIe list

Yisibility of the list
‘ conceal even for subscribers

From the drop down box, select
conceal even for subscribers (secret)

[secref)

email address :
name : | Your email address is listed as the owner

private informations : | since you created the list.
profile : privileged
reception mode : Imail *l

_ll Enter the Lotus email address of
/ someone else in your office who can
email address :I|j0hn.madia@sunyit.edu manage subscribers and send mailings to
name : | the list in your absence.

private informations : |

profile :
reception mode : |mai| 'l
Moderators

email address : List moderators are established to
name:[ 0 | approve/disapprove of all messages send to

. . . the list and protects it from getting SPAM.
private information | Y il add is listed as default
reception mode : [mal =] our email address is listed as default.

Enter the Lotus email address of someone

email address :Ijahn.madia@sunyit-edu I‘/ else in your office who can

name : | approve/disapprove of messages in your
private information : | absence.

reception mode : |mai| 'I

Topics for the list From the drop down box, select the topics for
your list. Administrative is used for most mass
mail lists.

Internet domain

list. sunyit.edu

Language of the list Help

english -
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Click Sending/Reception.

it Administration Panel

Manage Create |[Remove |Rename
Subscribers @SGORS Tl YModerate (Customizing ag Bounces .
Archives Shared List
List . . . , Bounce _ .
Definition Sending/ReceptiorPrivileges Archives S Miscellaneous

Who can send messages

Moderated, even for maderstars {editorkeyanly]

Digest frequency

From the drop down box, select

days : Moderated even for moderators (editorkeyonly)

hour : |EU
minute : |55

Available subscription options

other email address :
respect of existing headé

Subject tagging
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Click Privileges.

inistration Panel

. s . .. Manage Create |[Remove (Rename

List . . . Bounce _ .
Definition Sending/Receptior Archives Settinas Miscellaneous

Who can view list information From the drop down bOX, select

restricted to subscribers (private)

Who can subscribe to the list

subscribe is impossible (closed)

Who can unsubscribe
impossible (closed)

Who can invite people
closed (closed)

Who can review subscribers
only owner (and listmaster) (default)

Shared documents

Wwho can view : |restricted to subscribers (defaulf) =
who can edit : |restriu:tedtu3 list owners (default) j

quota : | Kbytes

Click Update.
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3. Add list subscribers shown on pages 6-8. Deleting subscribers in shown on page 8.
example-list@list.sunyit.edu

T

Click Multiple add button to add
more than one address at a time.

Edit List

Subscribers Config

List

|Pending subscriptions || Multiple add Remind all subscribers

| Search |

Delete selected email addresses | IC quiet Page size || vl

’T| Email | Domain hame | Reception Sub date | Last update ‘

Delete selected email addresses | ™ quiet

Toggle Selection |

Subscriber email contained in Excel spreadsheets can be copied and pasted into the multiple add
window. This is process is shown on the next page.

List Administration Panel

Config i

email1fdoml Nemel These examples illustrate the format for multiple addresses.
etailzldonz Nawe? Delete these examples before moving to the next page.

. Rename
Subscribers

Each subscriber is on a line by itself with the full email address
listed first. The subscriber’s name is optional and is separated

from the email address with a space.
Carol.Berger@sunyit.edu Carol Berger
Pajub1213@yahoo.com Pajub Ajub

Always check the quiet box to avoid sending

subscribers email that they have been added to the list.

| Add subscribers II|7 quietl

This page shows how to copy and paste email addresses from an Excel spreadsheet.
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E} Microsoft Excel - Excel Address to Syma

@_] File Edit Wew Insert Format Tools Data  Window Help

DEHRSISRIVE| 4 RR-9-8 = 4]0 [ m -0 -|B I U|IESE
A7 A 5
A | B | C | D | E | F | G |

| 1 |LastN FirstN StreetAdd CityAdd StateAdd ZipAdd Email
| 2 |Smith Janathan 123 First Street WyaterTown MY 12304 john-boyiEhotmail. com
| 3 |Jones Danna 18 Grandview Circle  Crown Paint MY B0559 girlgenius@@yahoo. cam
| 4 |Patel Oolong 5 Alden Place Millbrook MY 12545 techman@@hotmail. com
5

5

Highlight the email addresses and copy to the clipboard (edit/copy). If there are more that a
couple of thousand email addresses, they need to be copied and added as subscribers in chunks of
a couple of thousand at a time. Do not select the entire column as it will add blanks to the list.

B Microsoft Excel - Excel Address to Syma

@_] Flle Edt Yew Insert Format Tools Daka  ‘Window Help Typ
NEEHRS SRITE S BB 9-8=-50e v o - B I[UEESSHS % o @
G2 - A john-boy@hotmail.com
A [ B | = [ D [ E [ F | G [ H [
| 1 |LastN FirstN StreetAdd CityAdd StateAdd ZipAdd Email Phone
| 2 [Smith Jonathan 123 First Street WaterTown MY 12304 iohn-boyighatmail.corn
| 3 |Jones Donna 18 Grandview Circle | Crown Point MY 60592 fairlgenivsE@yahon. corm
| 4 |Patel Colong 4 Alden Place Iillbrook MY 12545techman@hotmail.com
=

List Administration Panel
.. Fanage Create Remove
john-hoyihotmail

s — Place your cursor in the blank space. Paste the addresses from
techmanBhotail . com the clip board into the multiple add field (edit/paste)

Edit List
Gonfig

Rename

Subscribers Moderate

Check quiet

Add subscribers II|7 guiet I

Click Add subscribers

The addresses have been added as subscribers. Repeat these steps until all of the addresses are
copied and subscribed. Remember to check quiet before adding the subscribers.
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List Administration Panel

Edit List ¥l c t R R
Subscribers U5 Imoderate Customizing anage Bounces reate emove ename

Config Archives Shared List List
Add | quiet ™

You can increase the number of

|Pending suhscriptinns| |Multiple add| subscribers shown on a page the
Search | drop down box and Page size.
Celete selected email addresses | ™ quiet I Fage size | |25 «| [*:Fjgf
X | Domain | Name | Reception | Sub date | Last update
||- |gir|geniu5@yah00.cum | | mail | 14 Sep 2007 | 14 Sep 2007
||- buhn—buy@hotmail.com | | mail | 14 Sep 2007 | 14 Sep 2007
||- |techman@h0tmai|.c0m | | mail | 14 Sep 2007 | 14 Sep 2007
Delete selected email addresses | I~ quiet page 1 /1

Toggle Selection

4. Delete and replace list subscribers

Delete subscribers by checking their entry

Check quiet

Click Delete selected email addresses.

Add new subscribers using the same process described on pages 6-8.

List Administration Panel

Manage
Archives

Rename
List

Remove
List

Create
Shared

Edit List
Config

| Addl quiet ™

|Pending subscriptiuns| |Multiple add Remind all subscribers

| Search |

Subscribers Moderate(Customizing

i : : page
| Delete selected email addresses I I~ quiet Fage size ||25 vl 171

X | Domain | Name | Reception | Sub date | Last update

||' |girlgenius@\;ahuu.com | | mail | 14 Sep 2007 | 14 Sep 2007

O Ijohn—bo\,r@hotmail.com | | mail | 14 Sep 2007 | 14 Sep 2007

~ ||techman@hotmai|.com | | mail | 14 Sep 2007 | 14 Sep 2007
Delete selected email addresses M quiet page 1 /1

Toggle Selection
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5. Sending a message using Post.

sunyit.edu

YREer

carol berger@sunyit. edu
john. madia@sunyit. edu
Moderators

carol berger@sunyit.edu
john. madia@sunyit. edu

Bounced email
rate; 0%

Use the Post button to send a file to all of the subscribers without
having to approve the message. Message content can be copied and
pasted into the Post window but special formatting of message will be
lost.

If special formatting of messages is required, it must be mailed to the
list (e.g. example-list@list.sunyit.edu) from your regular email.

example-list@list.sunyit.edu

Example list

From: carol.berger@sunyit.edu

T example-list@list.sunyit.edu

Subject: | Send this mail |
-
=

The next page shows how to copy and paste message content.
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Open your Word document

I Document3 - Microsoft Word —1=] x|
© Fle Edt Wew Insert Format Tools Table Window Help Type aquestion for help ~ X

A oot a=SHEYC u])
NBEHRSGRTHI BRI I-0-BaEEEB AT 0w 't@\»IiREad!
i A4 Normal - Tmestewkoman - 12 < | B I U [E|= == =i A l Al | Edt Text.., ¥ A | A ,;'_’,%ﬂl

Greetings all,

B Tou are invited to the

SUNYIT Admissions Open House
April9, 2005
9:00 AM to 2:00 PM

. This event will give you the opportunity to meet learn more about the academic programs
and visit with the campus offices who provide student services |

Edit Select All, then Edit Cop

B} Document3 - Microsoft Word == x|

 Fle Edt View Insert Fomat Tedks Table Window  Help Type aquestionfor help = X
(0T el = EE al]

DEERISA TRISBS 90 BITENE I T v@\maead!

A4 mormal - TimesMewRomen ~ 12 - | B I U | = =R ! .| By %y & B Aa BE}_",!

[t]

SUNYIT - 4{1»::5510: Open House

Return to the Sympa Post window and paste the copied text into the body of the message. Notice
that most of the formatting was lost.

Give your message a Subject and click on Send this mail
example- Ilst@llst.su nyit.edu

From: carol.berger@sunyit.edu
To: example-list@list.sunyit.edu

Subject: ISUNYITAdmiSSiDnS Dpen House, April 9, 2005 I Send this mail I

Greetings all,

You are invited to the
SUNYIT Admissions Open House
April 9, Z005

9:00 AM to 2:00 PM

Thizs event will giwve you the opportunity to mest learn more about the academic
programs and wvisit with the campus offices who provide student services.

10
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6. Sending a message from your regular email system.

Sympa lists always end with @list.sunyit.edu. Enter the list address in To field. Fill in the Subject
and message body then send the message.

llEnd Hﬁbnd and File... l [ilawe As Draﬂ] lil:ldress... l [Eblivery Options... l [ﬂzlluw p VI llbuls vl
[ Hishimportance [ Betumreceipt [ Sign [ Enerypt
Carol Berger/STNYIT To ferarmple-listi@list sunyit edu
097142007 01:11 PIvT ce
bz
Subject | |

Regards,
Catol Berger
Mamrniter Reanirre Donrdinatoyr TT Sermnirea

List moderators will a message from the list with the subject “Article to be approved for listhame™
Open the message to see if it should be sent to the list or rejected.

l1_l3w hemo ] [ﬁkepl\,r '] liEvaTn All v“i|3rwar|:| V]litelete ] lﬁl:lluw Lp '] lﬂ:lder '] lﬁbpy Into Mew '] lihat '] [ ShowThread“Tools ']

example-list-requestiglistsunyitedu To |earol bergen@suryit edu, Moderators of list exaraple-list <exaraple-list-editor@list sunyit edu=
0971462007 01:26 PV oo
Please respond to bce
synipalist sunyit edu Subject |Article o he approved for exaraple-list

Click this
link to
approve

To distribute the attached message in list example-list:
wailto:sympaflist.sunyit.edu?subject=DISTRIBUTES 20exarmple—-1ist%520453d70901d85464d62 5de3es3028£a87
Or send & message to sympaflist.sunyit.edu with the following subject : the
DISTRIBUTE example-list 483d479cld80464de25deldeei3028£a87

v message.

To reject it (it will ke removed):
mailto:sympaflist. sunyit.edu?subject=REJECT:Z0example—1ists20483d7901455464d625cde3ceb3028£a87
Or send & message to sympaflist.sunyit.edu with the following subject :
REJECT example-list 483d79c1d88464d625de3eei3028E£a87

----- Message from Carol Berger <carclbergen@sunyit. edws on Fri, 14 Bep 2007 13:26:04 -0400 ----- CI |Ck th iS ||nk to
To: example-hst@hst. sumt. e du reject the
Subject: Example message to show dlustrate sending to Sympa lst from regular email message.
Regards,
Carol Berger

Computer Fesource Coordinator, [T Services
AMET. Proiect. T.ead

Send the message created by clicking on the link.
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