Mailing List Creation Process
UTS currently maintains the Mailman (also known as the Listserv) system. Mailman is used to distribute mass electronic mailings to specific recipients. This document will highlight the following processes: 1) accessing the Mailman system, 2) populating your mailing list with emails, and 3) distribution using the CareWorks CMS.
Section 1 – Accessing the Mailman system
Introductory information about electronic mailing lists and the Mailman system is available at oakland.edu/uts/mailinglists. 
Requesting Access
1) [bookmark: _GoBack]Go to https://forms.oakland.edu/#M and select the “Mailing List Account” form. 
2) Fill out the mailing list account request form, by providing:
a) The name of the list; preferably a name that contains all lowercase characters and no special characters, except for dashes. For example: “ou-student,” “ou-staff,” “dts-users,” “uhr-staff,” etc. 
b) Your email address.
c) Your sponsor’s email address; this will typically be your supervisor. If you are unsure, contact your UCM account manager, or ucmhelp@oakland.edu.   
3) UTS will provide you with a password and the name of your mailing list, which in most cases will be the name you had provided when you filled out the request form. Your list’s email address will be your-lists-name@lists.oakland.edu. This is the email address you will use to distribute your mailings; any email sent to your-lists-name@lists.oakland.edu will propagate to all members within the list.  
Accessing the administration panel
Step 1) Go to http://lists.oakland.edu/mailman/admin/your-lists-name and enter in the password provided. If you had any errors/issues logging in, please contact UTS for assistance. 





Section 2 – Populating the mailing list with emails
1) Log into the administration panel, http://lists.oakland.edu/mailman/admin/your-lists-name.
2) From the “Configuration Categories” menu, select “Membership Management…”[image: ]

3) Select “Mass Subscription” from the top menu.[image: ]



4) Add your email addresses, one line at a time, into the field provided. If you use Excel to manage an existing list, see the step below the following graphic. 
[image: ]




5) If your email addresses are currently stored in an Excel sheet, you can copy/paste the addresses straight from Excel into the provided text box. If you have a large list, limit your insertions to 200 emails at a time; repeat steps 2 through 6 after each insertion. 
[image: ]

6) Click “Submit Your Changes” when you’re done. 



Section 3- Distribution Using The CareWorks CMS
1) Log in the CareWorks CMS by going to oakland.edu/admin. If you do not have access to the CareWorks CMS, contact ucmhelp@oakland.edu.
2) Select the newsletter module inside the CareWorks CMS. If you do not have access to the newsletter module, contact ucmhelp@oakland.edu.
[image: ]

3) Click “Create Newsletters.”
4) Choose your category. In many cases, you will only have a single category to choose from. If there are multiple categories, choose the category that best fits.
5) Fill in the following information:
a) Enter in the subject.
b) Fill out the “Email Address From” and “Email Title Name” fields. This is also known as the “reply-to” address. In other words, when your newsletter goes out, this is from whom the email is coming. You should always provide a valid “reply-to” email address and name. There are some cases when you can use a generic no-reply@oakland.edu email and name, but consult your UCM account manager or ucmhelp@oakland.edu before doing so. 
c) Fill out the newsletter content using the Rich Text Editor (click “Launch Rich Text Editor”).
d) If you’re using an existing newsletter template that UCM provided, you can insert the template by selecting the “Template Manager” icon at the right side of the Rich Text Editor screen. While inside the template manager, select the “Newsletters” folder, then select the appropriate newsletter and click “Insert”. 
[image: ]

e) Add your content to your newsletter and then click “Save”. 
f) Under “Additional Options,” uncheck “Use Subscriber List” and check “Use Additional Addresses.”
[image: ]
g) Enter in your list’s email address.
[image: ]

h) Send a test newsletter to yourself, by entering your personal email and clicking on the “Send” button. Do not click on the “Send Now” button. 
[image: ]

i) When you’ve received the test newsletter, and you’re satisfied with how it looks, you may then click “Send Now.”

6) After you’ve sent your newsletter using the CareWorks CMS, you should receive an email from the Mailman system informing you that there is an email waiting to be distributed to the list. There will be a link inside the email to approve the newsletter; you may either click the link inside the email, or follow steps 7 through 8 below. 
7) Sign into the Mailman system by going to http://lists.oakland.edu/mailman/admin/your-lists-name and entering in the password provided by UTS. 
8) Select “Tend to pending moderator requests.”
[image: ]

9) There may be more than one pending request. Locate the request that contains the subject line you’ve entered, choose “Accept” as the action, and press “Submit All Data” to send the newsletter.
[image: ] 
image1.png
ou-student mailing list admi

General Options Sect

Configuration Categories
 [General Options  Privacy options...
« Passwords « Bounce processing
 Language options  Archiving Options
* Membership Management... ~ ¢ Mail<->News gateways
« Non-digest options  Auto-responder
« Digest options « Content filtering

 Topics

Make your changes in the following section, then submit them using the Submi ¥our Changes &




image2.png
UETOLURTLIES T 9 s

Membership Management... §

Configuration Categories
© General Options  Privacy options...
« Passwords + Bounce processing .
 Language options  Archiving Options .
© Membership Management...  Mail<->News gateways .
© [Membership List] © Auto-responder .
© Mass Subscription « Content filtering
© Mass Removal  Topics

.

Non-digest options
Digest options

.

Make your changes in the following section, then submit them using the Submit Your Changes butt

Find member (help):





image3.png
Membership Mailagement... Section

Configuration Categories Other Administrative Activities
« General Options  Privacy options...
o Passwords + Bounce processing » Tend to pending moderator requests
o Language options  Archiving Options « Go to the generallst information page
o Membership Management... o Mail<->News pateways « Editthe public HTML pages and text files
o Membership List  Auto-responder + Go (o lst archives
° Subscription] + Content filtering.
© Mass Removal  Topics
+ Non-digest options « Logout

A4

Digest options

¢ your changes in the following section, then submit them using the Submir ¥our Changes button below.

‘Subscribe these users now or invite them? (s)Subscribe () Invite

Send welcome messages to new subscribees? @No () Yes
Send notifications of new subscriptions to the listowner? @No ()Yes
Enter one address per line below...

..or specify a file 1o upload: | Choose Fle | No file chosen

Below, enter additional text to be added 1o the top of your invitation or the subscription notification. Include at least one blank
line at the end...

| Submit Your Changes.





image4.png
- C fi | [} lists.oakland.edu/mailman/adr " o e T T Subscribersxis.

Configuration Cal \B\I!&HAH n (B %] > | gonditoma G
f 00 &

General Options .
Passwords .
Language options . A
Membership Management... ~+

.

.

.

smith0@oakland.edu

© Membership List
° Sul

© Mass Removal
Non-digest options
Digest options

Select destination and press ENTER or choose Paste.

. ‘Subscribe these users now or invite them? (®)Subscribe (O Invite

Send welcome messages to new subscribees? @No () Yes

| I
kinﬁﬁuﬁmnnfmmbmipﬁmxmmﬁxmn‘l- OYes
Enlernneaddrcu‘nebelnw

[smith0@oakiand edu
smith1@oakiand edu
smith2@oakiand edu
smith3@oakiand edu

<.or specify a file 1o upload: [ Choose file | No file chosen

Below, enter additional text to be added 1o the top of your invitation or the subscription notification. Include at least one blank
line at the end...

[ Submit Your Changes |





image5.png
CONTROL PANEL VIEW WEBSITE  CHANGE PASSWORD SUPPORT

Website Page Manager News Events Calendar
‘Add/updatecelete pages Manage artcles Manage events

Form/Survey Media Gallery
Oniine Form/Survey Manage Meda Galleries

Webse staitis
Mg veiesmosis

0

3) Questons? Gk Helpt fnd Answers

* Indicates required Information
1 Indicates required Information which you missed to il In

(@ Indicaes that the Information you entered s not corect





image6.png
b
©
1
o

Efl'ﬁ%@@@@ ]

e = s x % k88 ca@
| Ao Tmes - |[16px -| ApplyCSS... | Nomal - i (B D 5 Q- F o F F o |
]
£
[E) Template Manager a
y & % 5 0 X O Upload
N upload /templates/Newsletters
2
o| | s Fiename size =
9 ap_association 020 Nowsloteer 2802 g ]
Content Boura 7338 H Department of Art a|
G < ooy b
= GovernmentRela || @OUAARMI 18791 H 508 Whison il
(] | 2200 North Sauirrel
Magazine t 5500 E Rochestar, i 48309
%] @0UatCapiolhml 674
Now Student @SOUCARES himl 10908 Header
v @OUCARES Fiyer. 7905 Lorem ipsum dolor sit amet, consectetuer
Lempus Sgek, vencnatis 5 amet, rer.
», Bouinte 12814 ol e cursus v, tempor S ame,
B 2 Newsletters' condimentum molestie. Maecenas sed mi af
@ouwsTemplatet 2183 fermencum. Ut portor auam moleete ped|
£ Archives
@ouwsTemplatez 2278
- EEvies BOUWBTemplates 5606 |
& sktnd Universy it Gl
- o —— e | ooy
[ Provost NI INC Newslst A0RA t ow /
Hl e |
Page 1 0f2. tems 110100 of 1 j._,.. | Cancel |
nsert
/' Design | < HTML % Cancel ] Save |

 javascriptvoid(0)





image7.png
Additional Options

Greating: (D) Use Greeting

Additional Mdmu

‘Subscriber Li





image8.png
Additional Options

Greating: (D) use Greeting
Subscriber List: (D) Use Subscriber List

Additional Addresses: @ Use Additional Addresses

Comma separated emails.




image9.png
Subscriber List:

Additional Addresses:

Send Test Newsl

() Use Greeting

() Use Subscriber List

Fuse Additional Addresses

lyour-lists-name @lists.oakiand.edu

Comma separated emails.

(Separate multiple emails with commas)




image10.png
Configuration Categories Other Administrative Acti

 [General Options]  Privacy options... « Tend to pending moderator requests
« Passwords + Bounce processing « Go to the genral list information page
+ Language options * Archiving Options + Edit the public HTML pages and text files
© Membership Management... o Mail<->News pateways « Goto list archives
« Non-digest options  Auto-responder I
« Digest options « Content filtering

+ Topies + Logout

Make your changes in the following section, then submit them using the Submit Your Changes button below.




image11.png
Administrative requests for mailing list: ou-faculty

‘This page contains 2 summary of the current set of administrative requests requiring your approval for the ou-faculry mailing list.
Fisrst, you will find the list of pending subscription and unsubscription requests, if any, followed by any postings being held for
your approval.

For each administrative request, please select the action to take, clicking on the Submit All Data button when finished. More
detailed instructions are also available.

You can also view the details of all held postings.

Submit All Data
Discard all messages marked Defer

From:rescarch@oakland edu
‘Action to take on all these held messages:
Defer  Accept_ Reject  Discard
0] 2 Click on the message number to view the individual message, or
Preserve messages for the site administrator ‘you can view all messages from research@oakland edu

Forward messages (individually) to:
ou-faculty-owner@lists.oakiand.edu L1 Subject; OaKland University Rescarch Cumrmmny1

Add research@oakland.edu to one of these sender ) Forum 2013
flters: Size: 6041 bytes

Reason: Post by non-member bers-only li
Accepts  Holds  Rejects  Discards eason:  Post by non-member to a mem! y list
- Received: Mon Feb 25 10:03:50 2013

Ban research@oakland.edu from ever subscribing to
this mailing list

Discard all messages Defer
[ Submit All Data |





