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Create and Maintain a Penn State Listserv

General Information

A listserv is an email-based mailing list.
It is used to send announcements to a large group of people and for creating discussion groups among
interested individuals. Examples:
0 Class Listserv — used for class discussions, announcements, etc.
0 Staff Listserv — used to disseminate news and information to employees
0 Topical Listserv — used for discussions and announcements related to a particular topic (such as
e-commerce, volleyball, accounting club, etc.)
A listserv is more efficient than using an email nickname when sending messages to groups of 50 or more
people.
At Penn State, a listserv is also required if you want to create an email alias where more than one person
in a department is designated to receive the email from the alias. The alias makes the listserv address
appear like a “regular” email address. Example:
0 The email address for the listserv, BD-ComputerStaff, is BD-ComputerStaff@lists.psu.edu. This
listserv may be assigned an alias such as ComputerStaff@psu.edu which is more user-friendly.
There must be at least two list owners; one must be designated as the primary list owner and the other
as a secondary list owner. The list owners are responsible for maintaining the listserv (such as adding and
removing subscribers).

Helpful Tip

Listserv/Alias Names: Listservs and email aliases must be unique within Penn State. To see if a listserv name or
alias already exists, you can search for it. To do so:

1.

2
3.
4

Go to Penn State’s home page (http://psu.edu).
In the Find box, type the listserv name or email alias that you would like to use.

Click the drop-down arrow for the next box and select to search: Penn State People.
Click the Search button.

Access the Listserv Home Page

1.
2.

Go to http://lists.psu.edu and login with your email address and listserv password.

Logout when done.
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Create and Maintain a Penn State Listserv

Create a Listserv

1.

4. After submitting the form, you will receive an email indicating that your listserv will be created soon and
to wait for further instructions.

Go to http://lists.psu.edu.

At the Listserv home page, click on the link for Request a New Mailing List.

Complete and submit the application form. (See Appendix A for a sample of the form.)
Here are some tips for completing the form.

e List name: The name must be unique, use the appropriate prefix, and cannot exceed 25 characters

in length. At Behrend, the prefix is “BD-“ (without the quotes).
Examples: BD-ComputerStaff, BD-OutdoorsClub

Do not use these reserved words within the listserv name:
owner-*
-request
-search-request
-server
-signoff-request
-subscribe-request
e Short description: Enter a brief description or title for the listserv.
Examples: Computer Center Staff, Outdoors Club

e Purpose of list: Describe the purpose of the list and any rules. (Rules are statements regarding the
conduct and expectations of group members. To see examples of rules for established groups, just

do a search using the keywords: listserv rules and etiquette.) If the listserv will be used with an

email alias, here is the suggested wording for this field: This listserv will be used in association with

an email alias for the [name of college] [name of department]. Or: This listserv will be used in
association with an email alias in order to distribute information about [topic].

e List owners: Designate 2 list owners!! If the listserv is generally managed by students, it is
recommended that a faculty or staff member be designated as the primary owner (to ensure
continuity when students leave the University).

e Questions: Your response to the questions will vary depending upon the listserv type. The chart on

the next page, Typical Responses to Application Questions, may be of help. In regards to the
guestion regarding UMG, you can leave that set as No (if desired).

To: abc123@psu.edu
From: Isvmaint@LISTS.PSU.EDU
Subject: New list form for

The following list header has been sent to Isvmaint.

The list should be created soon. The list name may be changed slightly from what you have requested depending on
other lists for your same organization or other considerations, so wait for instructions that will be sent after the list has
been created.

* Listserv for

*

* Subscription= Closed
* Errors-To= Owner

* Review= Owner

* Validate= Yes

L2 Notifxz‘(es o P . 2 . B P
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Within 1-3 days, you will receive an email indicating that the listserv is ready to use.

To: abcl123@psu.edu
From: helpdesk@psu.edu
Subject: [SERVICEDESK] (LISTSERV-17) New list form for

Your list is ready to use.
If you already know how to manage a list, you can skip reading the rest of this note.
If you are new to listserv lists, you may want to look at a document called "Create and Maintain a Penn State Listserv"

that Carolyn Dudas from Penn State Behrend has written. The url is
http://www.pserie.psu.edu/compentr/guides/ListServi.pdf

Here is some more information on using your list. | will use "the-name-of-the-list" in the following discussions.
Substitute your specific name where appropriate.

When subscribers write "to the list", they should send their mail to the-name-of-the-list@lists.psu.edu.
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Typical Responses to Application Questions

The information in the tables below is intended as a guide to help you answer the questions on the application
form. The first column of each table contains a question from the form along with the available responses. The
remaining columns may include an “X” to indicate when it is appropriate to use a listserv as a discussion group,
announcement group, and as an email alias. Examples are also given for each.

Who can join the list? Discussion Group Announcement Group \ Email Alias
Closed X X X
Only owner can add subscribers. | Examples: Examples: Example:

e Class Listserv e Student Listserv e Departmental Email
e Topical Listserv e Employee Listserv Address
e News Listserv
By Owner X X
Only owner can add subscribers, | Example: Example:
but if someone tries to subscribe, e Topical Listserv e News Listserv
the owner will be notified via
email.
Open X X
Anyone can join. Example: Example:
o Topical Listserv e News Listserv
Who can send mail to the list? Discussion Group Announcement Group Email Alias
Owner X
Suitable for announcement list.
Editor X

Editor will normally send mail to
the list. If someone else sends a
note, it will be sent to the editor
for approval.

Private X
Just list subscribers. Good for
discussion lists.

Public X X
Anyone can send. Good for
general questions about a
department or program.

Where should replies be sent? Discussion Group Announcement Group Email Alias
List X
Useful for discussions.
Editor X X

More appropriate for lists that
are used for announcements.
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Create a Password for Listserv Management

After receiving an email that confirms the creation of your listserv, you must create a listserv password if haven’t
previously done so. If you forget your listserv password, you can re-apply for another one.

1. Go to http://lists.psu.edu.

Select this link under Administration: Mailing List Management Interface.

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

¥  You must type your complete email address in the Email Address field.
Example: abcl23@psu.edu
¥ DO NOT use your email password as your listserv password!!

4. You will receive an email asking you to confirm your password. You must confirm your password within
48 hours. To do so, click on the embedded link within the email notification.

From: LISTS.PSU.EDU LISTSERV Server (15.5) <LISTSERV@LISTS.PSU.EDU>
To: abcl123@psu.edu

Subject: Command confirmation request

Your command:
PW REP KK K K

requires confirmation. To _confirm the execution of your command, simply click on the following URL:

http://lists.psu.edu/cgi-bin/wa?0K=WXY71234

Alternatively, if you have no WWW access, you can reply to the present message and type "OK" (without the quotes)
as the text of your message.

Just the word "OK" - do not retype the command. This procedure will work with any mail program that fully conforms
to the Internet standards for electronic mail. If youreceive anerror message, try sending a new message to
LISTSERV@LISTS.PSU.EDU (without using the "reply” function - this is very important) and type "ok F47B1260" as the
text of your message.

Finally, your_command will be cancelled automatically if LISTSERV does not receive your confirmation within 48h. After
that time, you must start over and resend the command to get a new confirmation code. If you change your mind and
decide that you do notwant to confirm the command, then simply discard the present message and let the request
expire on its own.

T I N
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Manage Subscribers

Subscribers are those who receive the messages from the listserv or email alias. You can add, delete, and
update information for the listserv subscribers.

Access the Subscriber Management Page

1.

2
3
4.
5

6.

Go to http://lists.psu.edu.

Select this link under Administration: Mailing List Management Interface.

At the logon page, type your email address (i.e. xyz123@psu.edu) and your listserv password.
Click the Login button.

At the List Management page, go to the Select List drop-down menu and select the listserv that you wish
to edit.

PENNSTATE Search:

wl Information Technology Services
LISTSERV 15.5

List Management¥ Subscriber's Corner Email Lists

:@\, List Management Dashboard
o)

e

Select List:
Select List hd
Select List

/|BD-CCWORKORDERS On-line work orders

BD-DIGITALSIGNAGE Digital Signage at Behrend

BD-FACEBOOK facebook
BD-HEARINGLOSS Hearing Loss
BD-TESTING Listserv for testing

BD- WEBAPPROVAL Behrend Web Approval
a0 i nog _—_ N

From the menu, select: List Management/Subscriber Management.

PENNSTATE : Search:
] Information Technology Services

y LISTSERV 15.5

List Management¥ Subscriber's Corner Email Lists

List Dashboard

List Configuration -
List Reports . ment Dashboard (BD-TESTING)
Customization -

Subscriber Management
LISTSERV Command L -
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Add a Subscriber
e List owners do not automatically receive mail from the listserv.
e It’s a good practice to add at least one list owner as a subscriber.

To add a single subscriber:
1. Go to the Subscriber Management page for the desired listserv.

2. Complete the section of the form called Add New Subscriber. (To enter the person’s email address and
name, follow one of the examples given below the entry box.)

Add New Subscriber

Email Address and Name: abc123@psu.edu Jane Doe

henry@somewhere.com Henry Brown
Henry Brown <henry@somewhere.com>

@ Send Email Notification

©) Do Not Notify the User

[ Add toBD-TESTING || Clear |

Click the Add button.
Repeat the above steps as many times as needed to add individual subscribers.

¥ Or, to add large groups of users, use the bulk upload feature. This feature is covered in the
next section.

5. |If desired, you can verify that the subscriber has been added. At the Subscriber Management page, go to
the section called Review List Members and click on the link, In Browser.

List Management v Subscriber's Corner Email Lists

-

‘@ Subscriber Management (BD-TESTING)

Select List:
BD-TESTING Listserv for testing -

Single Subscriber | Bulk Operations |

BD-TESTING

Review List Member I By Email

-continued-
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After you click on the In Browser link, a list of members is displayed.

PENNSTATE . Search:
™ Information Technology Services

LISTSERV 15.5

List Management v Subscriber's Corner Email Lists

-~

¢ Q) LISTSERV Command Interface (BD-TESTING)

Select List:
BD-TESTING Listserv for testing

abcl23@PSU.EDU Jane Doe
xyz123@P5U.EDU John Doe
-

* Total number of users subscribed to the list: 2
* Total number of local host users on the list: 0

*
Pre———_ e P e .
L PR S
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Add a Group of Subscribers (Bulk Upload)

Email addresses must be saved to a plain text file in order to use the Bulk Operations feature.

To add a group of subscribers:
1. Create a plain text file that contains the email address for each person.

¥ To create a plain text (tab delimited) file, you can use a text editor such as Notepad or export
an Excel worksheet with the file type of text (tab delimited). For instructions, see Appendix B.

¥ To create a formatted text (space delimited) file, export an Excel worksheet with the file type
of formatted text (space delimited). For instructions, see Appendix B.

¥ The email address must include the domain, not just the userid. (The domain is the @ sign
and everything that follows it.) If you have an Excel file that only contains the person’s
userid, you will need to add the domain to the userid. This may be accomplished by using
Excel’s concatenation function. See Appendix B.

¥ There may only be one email address per line.

¥ You can include the person’s name with the email address, but the email address must come
first. The email address and name must be separated by a space or a tab.

-

| Subscribers-BulkUpload.txt - Notepad l == |i:h]

| File Edit Format View Help |

abcl123@psu.edu J. Brown p
xyz123@psu.edu M. sSmith
IDoe@somewhere.com J. Doe

. A

2. Go to the Subscriber Management page for the desired listserv.
3. Click the Bulk Operations tab.
4. Choose the desired function (i.e. add or remove a group of users).

¥ Be careful as to which remove function you choose!

Single Subscriber | Bulk Operations

BD-TESTING

Caution: Some of the functions offered through this page will remove all subscribers from BD-TESTING. Double-check your selection
before submitting.

Function: g add the imported addresses to BD-TESTING; do not remove any subscribers.

Remove all subscribers from BD-TESTING, and add the imported addresses (to remove all subscribers, select this option
and omit the input file).

Remove the imported addresses from BD-TESTING; do not add any subscribers.

Remove the imported addresses from all lists.

Input File: Browse Import

Click in the Input File box.

6. Click on the Browse button and navigate to the directory that contains the plain text file. Double-click on
the file you wish to import.

7. Click the Import button.

To review the list of subscribers, click the Single Subscriber tab and then click the link, In Browser.
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Select a Subscriber to Examine or Delete
1. Go to the Subscriber Management page for the desired listserv.

2. Complete the section of the form called Examine or Delete Subscription. (To enter the person’s email
address or name, follow one of the examples given below the entry box.)

¥ You can also type a partial name or address.

Examine or Delete Subscription

Name or Address: j..

henry@somewhere.com
Henry Brown
s*lvia

[ Search in BD-TESTING | [ clear |

3. Click the Search button.

Select Subscriber

Jane Doe <abcl23@PSU.EDU=
John Doe <xyz123@PSU.EDU>

When deleting someone from the list:
@ Send Email Notification

) Do Not Notify the User

[ _Examine l Delete ] [ New Search ] ’ Delete From All Lists ]

If there is more than one match, the system will return a list of subscribers that matches the entered
text. Click on the person’s name for which you want to examine or to delete their entry.

a. Ifthereis a single match, then the subscription options are displayed for that person.

4. Select the desired notification option.

¥ If updating the person's information (to correct a typo), you may want to unselect the option
for Send Email Notification.

¥ If you receive a request from a subscriber who no longer wants to be on the listserv, leave the
Send Email Notification option selected so that the person knows that they have been
dropped from the listserv.
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Delete a Subscriber
1. Go to the Subscriber Management page for the desired listserv.

2. Complete the section of the form called Examine or Delete Subscription. Select a subscriber and desired
notification option.

Click the Delete button.

4. If desired, you can verify that the subscriber has been deleted. At the Subscriber Management page, go
to the section called Review List Members and click on the link, In Browser.

Update Subscriber Information
1. Follow the instructions in the preceding section: Select a Subscriber to Examine or Delete.

2. If there is more than one match, select the desired individual and click the Examine button. Otherwise, if
there is just a single match, the View or Set Subscription Options is automatically displayed.

¥ The View or Set Subscription Options displays the person’s name, email address, and listserv
settings for that individual.

View or Set Subscription Options

Hotficationjoptons, @' send Email Notification

Do Not Notify the User

Name: Jane Doe
Email Address: abc123@psu.edu
Subscribed Since: 11 Nov 2011

2 Subscription Type

9 Regular [HODIGEST]

Digest (traditional) [NOMIME DIGEST]

Digest (MIME format) [NOHTML MIME DIGEST]

Digest (HTML format) [HTML DIGEST]

Index (traditional) [NOHTML INDEX]

Index (HTML format) [HTML INDEX]

¥ Mail Header Style 9 Normal LISTSERV-style header [FULLHDR]
LISTSERV-style, with list name in subject [SUBJECTHDR]

"Dual" (second header in mail body) [DUALHDR]

sendmail-style [IETFHDR]

Normal LISTSERV-style (RFC 822 Compliant) [FuLLB22]

¥ Acknowledgements No acknowledgements [NOACK NOREPRO]
Short message confirming receipt [ACK NOREPRO]

@ Receive copy of own postings [NOACK REPRO]

e e Mail delivery disabled temporarily [HOMAIL]
Address concealed from REVIEW listing [CONCEAL]

User is exempt from renewal/probing [NORENEW]

User may bypass moderation [EDITOR]

All postings sent to list owner for review [REVIEW]

User may not post to list [NOPOST]

‘ Update H Delete || New Search H Delete From All Lists |

3. Make the desired changes to the person’s information.

¥ Generally, you won’t need to change information in these sections: Subscription Type, Mail
Header Style, Acknowledgements, and Miscellaneous.

4. Click the Update button.
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Send a Message to the Listserv

1. Use the email address of the listserv to send a message to the list.
Example: BD-ComputerStaff@lists.psu.edu

¥  You may also want to create a filter in your email client to automatically place the incoming
or outgoing listserv messages into a specific mailbox.
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Set the Listserv Configuration for the Listserv Archives

The on-line archives for each list are accessible from the List Archives web page at:
http://lists.psu.edu/archives/index.html.

e Archives are kept for 2 months for listservs. If you need to retain archives for longer periods, contact
Isvmaint@psu.edu.

e Alistserv may be configured to allow the public or only its subscribers to view the archives.

[ ]

If desired, you may remove the link to your listserv from the Listserv Archives web page.

To change the configuration of who may view the archives of your listserv:
1. Go to the Subscriber Management page for the desired listserv.
2.

3.

From the menu, select: List Management/List Configuration/Manual List Configuration.
At the List Configuration web page, change the listserv configuration as indicated in steps a or b (below).

¥ Note concerning listserv configuration: When you set Confidential=No, a link to the listserv

will appear on the Listserv Archives web page. When you set Confidential=Yes, there will not
be a link to the listserv on the Listserv Archives web page.

BD-TESTING
List Header

Edit List Configuration with Wizard

Listserv for testing 2
Subscription= Closed

Errors-To= Qwner

Review= Owner

Validate= Yes

Notify= Yes

Send= Public
Reply-To= Sender,respect
Default-Options = Repro

Confidential= Yes
Notebook= Yes,/home/listserv/lists/BD- TESTING,Monthly,Private
otebook-Header= Tull

To add or delete owners, just follow the style below. One owner
per line, begin with the Owner keyword, then their email address,
a space, and their name in parenthesis. The keyword/value pair
really ends at the space following the e-mail address.

m

owner= abc123@psu.edu (Jane Doe)

List created by pzs15 on 11/09/2011

[T b £oe s

A it R S T S
/W o e

a. To allow the public to read the archives, change the Confidential setting so that it is equal to No and

change the Notebook setting so that it is equal to Public. Example:
Confidential=No
Notebook= Yes,/home/listserv/lists/BD-TESTING,Monthly,Public
b. To allow only the subscribers of that listserv to view the archives, change the Confidential setting so
that it is equal to No and change the Notebook setting so that it is equal to Private. Example:
Confidential=No

Notebook= Yes,/home/listserv/lists/BD-TESTING,Monthly,Private
4. Click the Submit button.
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To remove your link from the Listserv Archives web page:
1. Go to the Subscriber Management page for the desired listserv.

2. From the menu, select: List Management/List Configuration/Manual List Configuration.

BD-TESTING

List Header

Edit List Configuration with Wizard

Listserv for testing o

Subscription= Closed
Errors-To= Owner
Review= Owner
Validate= Yes
Notify= Yes

Send= Public
Reply-To= Sender,respect

= Repro
Confidential= Yes

At the List Configuration web page, change the Confidential setting so that it is equal to Yes.

m

3. Click the Submit button.

¥ The listserv should not appear on http://lists.psu.edu/archives/index.html. (You may need to
refresh your browser window.)

¥ Note, however, that at the bottom of the Listserv Archives web page, there is a link to allow
someone to search for an unlisted archive.
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View a Listserv’s Archived Messages

If the listserv’s archives are public (i.e. anyone can read the archived messages), a listserv password is not
required.

If the listserv’s archives are private (i.e. only subscribers can read the archived messages), a listserv
password is required.

Go to http://lists.psu.edu.

Select this link under Subscriber Pages: Online Mailing List Archives.

To view the archives for a listserv, click on the link for the listserv name.

OR
If the listserv doesn’t appear on this web page, scroll down to the bottom of the page. In the Access
Unlisted Archives box, type the listserv name. Click the Submit button to search for the listserv.

At the Archives web page, click on a link to select the archives for a particular week, month, etc.

¥ The options will vary depending upon how the listserv is configured.
¥ Some listservs may be configured so that the messages are not archived.
¥ The listserv may require that you login in order to see the archives.

If the archives are public (i.e. you aren’t prompted for a listserv password), the subject heading is listed
for each archived message. Click on a subject heading to read the message.

OR
If the archives are private (i.e. only subscribers can access the archived messages for that listserv), click on
the Login Required link. Type your email address and listserv password in the appropriate boxes; click the
Login button. Click on a link to select the archives for a particular week, month, etc. The subject heading
is listed for each archived message. Click on a subject heading to read the message.

¥ If you try to login to archives that are private and you are not a subscriber to the listserv, you
will receive a message that says you are not authorized to browse the archives for that
listserv.

Change the Listserv Configuration: Add or Remove List Owners

W N P

o

You can add or remove list owners at any time. (It is recommended that you have at least two list owners
to manage the listserv.)

Go to http://lists.psu.edu.

Select this link under Administration: Mailing List Management Interface.

Login with your email address and listserv password.

At the List Management page, go to the Select List drop-down menu and select the listserv that you wish
to configure.

From the menu, select: List Management/List Configuration/Manual List Configuration.

At the List Configuration web page, add or remove list owners.
Example of the format for adding list owners:

Owner= jdoe@psu.edu (Jane Doe)

Owner= jsmith@psu.edu (John Smith)

Click the Submit button.
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Create an Alias for a Listserv

See the document, Procedure for Creating a Listserv/Email Alias.

Get Help

e On-line documentation is located at:
http://lists.psu.edu
http://www.lsoft.com/products/listserv-powered.asp
e |f you have a problem with your listserv, contact helpdesk@psu.edu.
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Appendix A

Listserv Application Form

PENNSTATE Search: People | Departments | Penn State

) Information Technology Services

LISTSERV 15.5

Request For A New Mailing List

(Limited to Penn State faculty, staff and students)

This form will collect the information we need to create your mailing list. Of course, changes can be made later to further customize your list. The
behavior of your list is controlled by a set of list keywords that are stored in a file on our server. If you want to see a list of all possible
keywords, you can look at an appendix to the owner's manual: List Keyword Reference.

NEW CHOICE: You can now manage subscribers with a User Managed Group. See the UMG options at the bottom of this form.

When you are finished entering the requested information, press the submit button at the end of the form.

1. What is your e-mail address and name in case we have questions about this form
For example, jxd123@psu.edu John Doe

2. What list name would you like [Help]
. Enter a short description. [Help]

. Supply a short paragraph about the purpose and rules for list. This will be added as comments in the list header.
People will see it if they REVIEW the list

5%}

Choose one or more list owners: [Help]
5. Primary Owner's E-mail address and name (e.g. xyz123@psu.edu The Nittany Lion)

6. Additional Owner's e-mail address and name, one person per line:

Just a few more questions

Who can join the list? [Help]

) Closed - only owner can add subscribers.

° By Owner - only the owner can add subscribers, but if someone tries to subscribe, the owner will be sent a note.
) Open - anyone can join
Who can send mail to the list?

Owner - Suitable for announcement list. Similar to edited list except if others send they will get a rejection.
Editor - Editor will normally send mail to the list. If someone else sends a note, it will be sent to the editor for approval.
'@ Private - Just list subscribers. Good for discussion lists.

©) Public - Anyone can send. Might be good for general questions about a department or program.
Where should replies be sent?

@ List - Useful for discussions.

) Sender - More appropriate for lists that are used for announcement
Would you like to control the membership by way of a User Managed Group (UMG) or Course Group? [Help]
o @ No
) Yes - choose a group
cn=umg/ (none)

Or choose one or more groups that you own or administer |up.cssmeetingatpennstate_licenseholders

» ['Reset’| Let's start over again.

Submit | Submit your request. Someone will look at this and either create the list or ask you some more questions.
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Appendix B

Export Email Addresses from Excel 2010 as Plain Text (Tab Delimited)
1. Open the Excel file that contains the email addresses.

2. From the menu, select: File/Save As.
3. Click the drop-down arrow next to Save as Type and select: Text (Tab Delimited).
4

Save the file.

Export Email Addresses from Excel 2010 as Formatted Text (Space Delimited)
1. Open the Excel file that contains the email addresses.

From the menu, select: File/Save As.

2
3. Click the drop-down arrow next to Save as Type and select: Formatted Text (Space Delimited).
4. Save thefile.

Concatenate Fields in Excel 2010
If you have an Excel file that only contains the person’s userid (instead of their complete email address), you will
need to add the domain to the userid. This may be accomplished by using Excel’s concatenation function.

1. Open the Excel file that contains the userids.
2. Insert a column to the right of the userid column.

3. Click in the cell that is to the right of the first userid and enter a formula similar to:
=CONCATENATE(A4," @psu.edu")

¥ Your cell reference may be different.

CONCATENATE ~ ® & Jx | =concatenate(A4,"@psu.edu")

A B C D
1
5 Example of Using Concatenation
3 UserlD Concatenation
4 abcl23 ]=concatenate{A4,"@psu.edu"]“
5 |xyz123
6 abc456
7 | xyz456
8

4. Copy this formula to the remaining cells in this column. The column will now have the complete email
address for each person.

F13 - b
A B C

1 . .
5 Example of Using Concatenation
3 UserlD Concatenation
4 abc123 abc123@psu.edu
5 |xyzl23 xyz123@psu.edu
6 |abc456 abc456@psu.edu
7 |xyzd56 xyz456@psu.edu
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5. Copy the range of cells that contains the complete email addresses.
6. Open Notepad (or other text editor) and paste the email addresses.
7. Save the file.

¥ You can use this text file to upload subscribers to your listserv using the bulk upload feature.
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