LISTSERV Web interface quick guide (old version vs. new version)
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1. Manage subscribers (as a list owner)

This quick guide maps old buttons/links in the old LISTSERV Web interface to the new menu items/links
in the new one. It covers the following areas:

Retrieve and change your list configurations (as a list owner)
Use wizard to change your list configurations (as a list owner)

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Select a mailing list from the drop-down list at
the top.

Click the Subscribers button.

Log in to the LISTSERV Web interface at
http:/listserv.fnal.gov
From the List Management drop-down menu
on the Toolbar, click Subscriber
Management.
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From the Select List drop-down menu, select
a mailing list.

You can then view, add or delete subscribers
for this mailing list.
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2. Retrieve and change your list configurations (as a list owner)

Old Web Interface

New Web Interface

1. Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

2. Select a mailing list from the drop-down list
at the top.

3. Click the Configuration button.
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Log in to the LISTSERV Web interface at
http:/listserv.fnal.gov

From the List Management drop-down menu
on the Toolbar, click List Dashboard.

ListManagement ¥ | Subscriber's Corner [
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List Configuration -
List Reporis - jent Da:
Customization -
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LISTSERV Command
Your lists will be displayed in a table below.
To retrieve or update configuration options for
a mailing list, in the List Name column, click
[Configure] right beneath the mailing list
name.

CD-COG 2
[Configure] [View]
CD-FEEDBACK 2
[Configure] [View]
CDWEB 2
[Configure] [View]

3. Use wizard to change your list configurations (as a list owner)

Old Web Interface

New Web Interface

1. Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

2. Select a mailing list from the drop-down list
at the top.

3. Click the Wizard button.

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

From the List Management drop-down menu
on the Toolbar, hover over List
Configurations.

List Management ¥ | List Moderation Subscriber's Corner Email Lists
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Subscriber Management Manual List Configuration —
LISTSERV Command I

You can then select List Configuration
Wizard to configure your list.
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4. Run list reports (as a list owner)

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Select a mailing list from the drop-down list at
the top.

Click the Reports button.

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

From the List Management drop-down menu
on the Toolbar, hover over List Reports. You
can then run list reports by clicking the
appropriate report option.
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5. Moderate a list (as a list moderator)

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Select a mailing list from the drop-down list at
the top.

Click the Moderation button.

Log in to the LISTSERV Web interface at
http://listserv.fnal.qov
Click List Moderation on the Toolbar.
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NOTE: The LIST Moderation link only
appears if you are a moderator for one or
more mailing lists.

The List Moderation screen has a list
selection area at the top. Click the drop-down
menu to select the mailing list you want to
work with.

6. Run LISTSERV commands

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Select a mailing list from the drop-down list at
the top.

Click the Command button.

Log in to the LISTSERV Web interface at

http://listserv.fnal.gov

From the List Management drop-down menu

on the Toolbar, click LISTSERV Command.
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7. Use template editor

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Select a mailing list from the drop-down list at
the top.

Click the Template button.

Log in to the LISTSERV Web interface at
http:/listserv.fnal.gov

From the List Management drop-down menu
on the Toolbar, hover over Customization.
You can then select either Web Templates or

Mail Templates.
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8. View all the lists you are subscribed to

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

In the left navigation area,
Subscriber’s Corner link.

All the lists that you are subscribed to will be
displayed.

click the

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov
Click Subscriber’s Corner on the Toolbar.

List Management » Suhscrihe&s Cormer Email Lists
S
All the lists that you are subscribed to will be

displayed.

9. Change your LISTSERV password

Old Web Interface

New Web Interface

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

In the left navigation area, click the Change
Password link.

Log in to the LISTSERV Web interface at
http://listserv.fnal.gov

Inside the Options box on the right hand side,
click Change Password.

,'( Log Out
@@® Change Password
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10.View list archives

Old Web Interface New Web Interface
Log in to the LISTSERV Web interface at | 1. Log into the LISTSERV Web interface at
http://listserv.fnal.gov http://listserv.fnal.gov

In the left navigation area, click the Server | 2. Click Email Lists on the Toolbar.

Archives link. (5% LISTSERVISO

|L\str-;1anagement' List Moderation Subscribers Corner |Emall LISts

U
3. The LISTSERV archives page will be
displayed.
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