WENT 2000 – TRACK 2 – WORKING ONLINE

Working Online

7. Using Mailing Lists


Using Mailing Lists


OBJECTIVES: 

In this section, you will learn what a mailing list is, the different types of mailing lists and how they work. This session involves hands-on participation where you will learn to subscribe and unsubscribe to a list.
Defining a mailing list

As many of you know by now, email is the simplest and most readily available form of online communication.  In the past few years, we have seen how email has become almost the main form of communication for the NGO community. Certainly, for the women’s movement, email has become an indispensable communication as well as a networking tool. Women worldwide are also discovering to use email not only for one-to-one communication but also for group communication through the use of mailing lists.

Mailing lists allow any number of people with email addresses to communicate amongst one another on issues of common interest. A mailing list is an automatic message-sending program that stores a list of the email addresses of all the people interested in a particular discussion. On a more technical level, it is a system that sends messages to a group of subscribed email addresses.  This list with addresses is based at a host computer connected to the Internet. The mailing list distributes each message sent to it, to all members of the mailing list who are “members or subscribers” of that mailing list.  To become a “member” or to participate in the list, people have to "subscribe" to the list. If they decide they no longer want to receive messages from the list, they can "unsubscribe". Each discussion has its own email address (e.g.aworc-went2000@isiswomen.org). Each time a message is posted to the list address, everyone subscribed to the mailing list receives it. 

Mailing lists are a powerful yet relatively simple tool to use for group communication and networking because it allows a group of people to work together online and to discuss, share, and produce information.

Before we learn more about the types of mailing lists, let us talk about your experiences with mailing lists.

Answer the following questions:

1. Are you subscribed to a mailing list? What is the mailing used for?

2. Why and did you join these mailing lists?

3. What positive and negative experiences you have with mailing lists?

Types of mailing lists

1. Based on the purpose of the list

Announcement: An announcement list is essentially a one-way mailing list, most often used for delivering news or announcements. On an announcement list, everyone can subscribe but only one person can post to the list. That person may give permission to a limited number of individuals to post to that list. 

Discussion: As the name implies, a discussion list is a list that allows discussion among its members.   On a discussion list, everybody can respond to a posting by another member of the group. In principle, everyone is free to voice his or her opinion within. Of course, just like in face-to-face discussions, respectful behavior is observed in mailing lists. 

Discussion lists can be ongoing or set up only for certain periods of time. They can be used to discuss substantive issues, plan specific activities and campaigns, or as work spaces for organizations and networks.  

2. Based on Gatekeeping

Unmoderated: On an unmoderated list, every message sent to the list is sent to all members of that list indiscriminately. The majority of mailing lists are unmoderated. 
Moderated: On a moderated list, a list moderator is identified who first receives all messages that are sent by members to the list. Her role is to check and approve these messages and send them directly to the list. Normally, moderators will have a minimum set of criteria, which is set when the list is opened, to use as a basis for checking messages. 

3. Based on membership

Open /Public: An open list means anyone interested may subscribe and unsubscribe as often as they like. Most mailing lists are open. 
Closed/Private: Membership to a closed or a private list has to be approved by the list owner. A list owner is responsible for “housekeeping” of the list and is also known as the list administrator. This type of list is useful for working groups, where people outside that working group cannot intervene or eavesdrop (listen in).

4. Based on the format of messages 

Individual message : On an individual message list, list members receive individual postings submitted to the list as they are coming in on the server. This is the usual configuration for mailing lists. 
Digest: A digest list collects all messages sent to the mailing list on one day (or until a certain volume of mail has been sent to the list), then it combines these messages into a single message that is sent out to list members. A digest makes it possible for busy people to read one email message per day. If they reply to any part of the digest, their response will appear in a subsequent digest.  
Why Choose a Mailing List?

There are many different types of online group collaboration tools: basic email, WWW-based conferencing systems, newsgroups, Internet Relay Chat (IRC), video and audio-conferencing, and Intranets, for example. Your group may want to explore some of these other methods if they are readily available to all of you. This course focuses on using mailing lists because they are an inexpensive, universal collaboration tool that anyone with an email account anywhere in the world can use.  

There are different types of mailing list software, which are used to manage mailing lists. The most commonly used being: Majordomo, ListProc and Listserv. Which you have access to depends on your Internet service provider. (An Internet Service Provider is the computer network you connect to where your email account resides.) From a user/subscriber perspective, these different programs all perform similar subscription and message management functions, but each has unique commands and tools for doing so. In this course, we will be using two mailing list management approaches, majordomo and egroups for our exercises.


Joining a mailing list

The procedure to join a mailing list will vary, depending on the type of mailing list software being used on the server and how this is configured. Usually you begin by sending an email message to the server requesting to join a particular list. The server then adds your email address to the mailing list and sends you an automatically generated welcome message. You should keep the message, since it will often provide information about the list, and most importantly - details on how to leave the list, and what email address to send list messages to. 

Note: There will be one email address to use when joining/subscribing and leaving/unsubscribing (addressed to a machine), and another email address to use when writing to the people on the mailing list. 
Hands -on exercise: Subscribing to a mailing list

In this exercise, we will be subscribing to two new mailing lists for use throughout the week. 

Part 1: Subscribing to aworc-went2000
Address a new email message to <majordomo@isiswomen.org>. This is the automated command processing system that resides on the mailing list server. 
In the body of this message, write: subscribe aworc-went2000

Send the message. (We're sending to software command, so we don't need to say 'please' or even sign our names. It will know who we are from our email address.)

You should receive an automatically generated response within a few minutes. 

Save this message for future reference. 

If you don't receive the welcome message after a reasonable amount of time, try subscribing to the list again. You may have misspelled the original command. If you still don’t receive a reply, try writing to <owner- aworc-went2000@isiswomen.org >, which gets you in touch with the person responsible for administering the aworc-went2000 mailing list. Let the administrator know you are trying to subscribe to the list. 

Hands -on exercise using egroups
In this exercise, we will activate the private mailing list that will be used by Track 2 for most of our exercises in this course. You will subscribe to the Track 2 list by going to the egroups website <http//www.egroups.com>.

Leaving a mailing list 

If you decide that a particular mailing is not for you, and you would like to stop receiving messages from that list, you need to “unsubscribe” from that list. The procedure is similar to that of subscribing (above), where you send a command to the mailing list server. This time however, your command is: unsubscribe xxxxxx. (xxxxxx being the name of the list you are unsubscribing from)

Remember: Your mailing list welcome message will include instructions on how to leave the list.

A good mailing list tool provides a users’ guideline.  Majordomo sends a help message with instructions on how to interact with through a list of Majordomo's commands. This message is sent to users upon confirmation of their subscription to a mailing list and also when users send “error messages” to a list.

Below is an excerpt of Majordomo’s instruction on subscribing and unsubscribing to a list:

II.
SUBSCRIBING TO A LIST

Once you've determined that you wish to subscribe to one or more lists on

this system, you can send commands to Majordomo to have it add you to the

list, so you can begin receiving mailings.

To receive list mail at the address from which you're sending your mail,

simply say "subscribe" followed by the list's name:


subscribe demo-list

If for some reason you wish to have the mailings go to a different address

(a friend's address, a specific other system on which you have an account,

or an address which is more correct than the one that automatically appears 

in the "From:" header on the mail you send), you would add that address to

the command.  For instance, if you're sending a request from your work

account, but wish to receive "demo-list" mail at your personal account

(for which we will use "jqpublic@my-isp.com" as an example), you'd put

the line


subscribe demo-list jqpublic@my-isp.com

in the mail message body.

Based on configuration decisions made by the list owners, you may be added 

to the mailing list automatically.  You may also receive notification

that an authorization key is required for subscription.  Another message

will be sent to the address to be subscribed (which may or may not be the

same as yours) containing the key, and directing the user to send a

command found in that message back to Majordomo@jca.apc.org.  (This can be

a bit of extra hassle, but it helps keep you from being swamped in extra

email by someone who forged requests from your address.)  You may also

get a message that your subscription is being forwarded to the list owner

for approval; some lists have waiting lists, or policies about who may

subscribe.  If your request is forwarded for approval, the list owner

should contact you soon after your request.

Upon subscribing, you should receive an introductory message, containing

list policies and features.  Save this message for future reference; it

will also contain exact directions for unsubscribing.  If you lose the

intro mail and would like another copy of the policies, send this message

to Majordomo@jca.apc.org:


intro demo-list

(substituting, of course, the real name of your list for "demo-list").

III.
UNSUBSCRIBING FROM MAILING LISTS

Your original intro message contains the exact command which should be

used to remove your address from the list.  However, in most cases, you

may simply send the command "unsubscribe" followed by the list name:


unsubscribe demo-list

(This command may fail if your provider has changed the way your

address is shown in your mail.)

To remove an address other than the one from which you're sending

the request, give that address in the command:


unsubscribe demo-list jqpublic@my-isp.com

In either of these cases, you can tell Majordomo@jca.apc.org to remove

the address in question from all lists on this server by using "*"

in place of the list name:


unsubscribe *


unsubscribe * jqpublic@my-isp.com
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