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These are the general steps to establish a listserv and its associated email alias: 

1. Apply for a listserv. 

2. Create a listserv password. 

3. Add subscribers to the listserv. 

4. Request an email alias. 

5. Test the email alias. 

 

If you need assistance, please contact a Computer Center staff member or the listserv support staff at U.P. 

(lsvmaint@psu.edu). 

 

 

mailto:lsvmaint@psu.edu
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Part 1:  Apply for a Listserv 

 

Apply for a listserv that is to be used in conjunction with an alias. 

1. Go to http://lists.psu.edu and select the link:  Request a New Mailing List. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Complete the form keeping the following in mind: 

a. Important:  Designate 2 list owners!! 

b. Select these options in response to the questions:   

 Closed  (Who can join the list?) 

 Public  (Who can send mail to the list?) 

 Sender  (Where should replies be sent?) 

c. See the next page for an example of a completed form. 

 

3. Within 2 days, you will receive an email to confirm the creation of your listserv.  It will look 

similar to the message below. 
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Example:  Listserv Application Form 
 

This is an example of a completed application form for the purpose of creating a listserv which will be 

associated with an email alias. 
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Part 2:  Create a Listserv Password 

 

After receiving an email that confirms the creation of your listserv: 

4. Go to http://lists.psu.edu and select the link:  Mailing List Management Interface.  

 

5. At the Login page, select the link:  to get a new LISTSERV password to create a listserv 

password. 

a. DO NOT use your email password as your listserv password!! 

b. You will receive an email asking you to confirm your password.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Confirm your password within 48 hours.  To do so, click on the embedded link within the email 

notification.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You must confirm your password 

within 48 hours.  To do so, click on 

the embedded link. 

http://lists.psu.edu/
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Part 3:  Add Subscribers to the Listserv 

 

7. Go to http://lists.psu.edu, select the link:  Mailing List Management Interface, and login. 

 

8. Select your listserv name from the Select List drop-down menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Add subscribers (i.e. those who are to receive the messages from the alias).  To do so, select:  List 

Management/Subscriber Management from the menu.  

a. List owners do not automatically receive mail from the listserv.   

b. You must add at least one list owner as a subscriber. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- continued – 
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10. Complete the section of the form called Add New Subscriber. 

 

 

 

 

 

 

 

 

 

 

 

 

11. Review the list membership (to proof the information that you entered for the subscribers).  To do 

so, go to the option, Review List Members, and select:  In Browser.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

L-BDCOMPUTERCENTER  Computer Center 

L-BDCOMPUTERCENTER  Computer Center 
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Part 4:  Request an Email Alias 

 

12. Send an email note to accounts@psu.edu to request an email alias for the listserv.   Include the 

listserv name and the requested name for the alias. 

a. Use the complete listserv address --- including the @lists.psu.edu portion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 5:  Test the Email Alias 

 

13. Once you receive notification that the alias has been created, test the alias to see if it works.  

(Send an email note to the alias.  Anyone who is joined to the listserv as a subscriber should 

receive the email note.) 

 

 

Congratulations!  You can now use the email alias on your web page or other documentation. 

 

 


