Getting Started with Sympa Mailing List Management

Within three business days after you submit your mailing list request, you will receive confirmation that
the new list has been established. Go to the following URL and log in using your JHED LID and password:

http://lists.johnshopkins.edu
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Login Wekome to the Johns Hopkins Enterprise Mailing List Server, Here you can subscribe to and unsubscribe from lsts, manage your subscription
preferences, view and search archives, and pedarm other I"dlhl'tg It functions. This service uses JH Enterprise Authentication, which means you must
be a current Hopking affiliate (Student, Staff, faculty, ete) with a JHED Legin ID (LID). .
If you need further assistance please email listmasterflists.johnshopkins.edu
Sympa requires you 16 identily yoursell 1o the system by lagging in using your THED LID [lagin ID). Yeu must curently be affilated with Johne
Hopkins te have a valid JHED LID.
Hophins Affilistions
The follow organizations, divisions, and/or departments are included in JHED, therefare a JHED LID should exist for these paople:
- Il 5t 3
- s University faculty and staff
- My Haopi tal staff
® Johns Hopking Health stem stafl
® Eayview Medical Canter stall
® Bayview Physicians
® ‘Wyman Park Medical Assaciates
® Howard nugl-.es Medical Institute Associates
®  The Peabody [nstitute =
®  Nitze School for Advanced Inernational Studies
® School of Medicine PostDoctoral Fellows
Don't have a JHED LID, but you're subscribed Lo & list?
If you de not have a JHED LID, but you are subseribed te or own a list o rate your subseriplions via
amail by sending commands 1o the server. Send an email to sympai s e subject line of the message
Lype: HELP. ithin a few minutes you ehould receive a list of cammand: server to manage your
subseriplions. )

No entries are required on the next screen. Just click Select:



http://lists.johnshopkins.edu/
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The Johns Hopkins Institutions BlueJay Shibboleth Federation

For all Johns Hopluns Institutions, choose Johns Hopking Umiversity from the list below. Once you have chosen
your institution, click Select to contmue.

Choose from the list:

| Johns Hopkins University VH Select ”Rememberfursessiun A

or

Search by keyword:

H Search ]

After you log in with your JHED LID and password, the Johns Hopkins Mailing List Service screen will
display. Notice the mailing lists displayed on the left of the screen in the Your Lists box. These are all
the lists that you either subscribe to or that you own. You have the option of maintaining any list of
which you are an owner. These lists will be denoted with the (Owner) link next to their name. Click on
the name of one such list.
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The next screen displays options available for mailing list management. To add email addresses to your

mailing list, click List Administration on the left towards the bottom of the screen.

Johns Hopkins Mailing List Service

ndexetLitn List Help

r7 Email Address
ermem@fme.ody
r7 Role

Gone SAP-HRM-Development (Service Center Notifications)

sap-hrm-development — Help

SAP-HRM-Develrpment [Service Center Notifications)

r? Logs

r7 LstName
Sa-hrm-development
r7 Listaddress
sap-hrm -devescomant st v hopns. e
r7 LstSubject
SAA-HAM-Developmen: |Sorvce Cater
Mot fcations )
r7 Subscribers
]
7 Owners
Craig Hoforbert

ercmen:

& I - A R p

ndexet Lints Lint Help

M List Administration

eroom g oty
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r ogo Edit List Configuration

Muodily the kst's configuration. Liss this o change vanous properties of the b, but be cansful 85 you can make the St non-
functional il you change the wiong setlings.
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Review Bouncing Addresses

Manage non-delivery repats {alse called bounces) fram subscribers whose addresses are being rejected by their mail hast,



Subscribers may be added one at a time or in bulk. To add one at a time, fill in the Add an Address box
with the person’s email address. Then click Add address. If you wish to add the subscriber's name, then
after they have been added, click on their email address to display the Edit Subscriber Information
window. Add their name and then click Save Changes.

To add multiple subscribers at once, click Bulk Add Addresses.
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l': il Emal Daman Hame Receaban Sources Sub Date Last Update
-I--_"“ D 27 190 e e ANG, ANTHONY ma suscrbod 20 Aug 2008 29 May 2003
: : : D choferbert i edu HOFFEASEAT, H, CRAIG maa sumscribod 246 Aug 2008 29 May 2003
:: D rosom i o adu RAASENTHAL, ELISN AR ma suscrboed 20 Aug 2008 29 May 2003

I n the box provided key in the email addresses and full names of the people whom you want included
on the list. You can copy and paste into this window as well. When you have added all the email
addresses and names that you want, click Add Subscribers at the bottom of the screen.
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Your Manage Subscribers screen with the list of subscribers will appear.
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