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Name the List 

At "The public name of this list", enter the name of the mailing list. In this example, 

“Test-open” is entered as the name of the mailing list. 

 

 

Assign Administrators  

At "The list administrator email addresses", enter the e-mail address(es) of the list 

administrator(s). They will be informed to  

- approve a subscription request when received 

- approve a mailing request when the list subscribers e-mail to the list. 

- receive ITSC notification on related list information. 

 

Assign Moderators  

At "The list moderator email addresses", enter the e-mail address(es) of the list 

moderator(s). They will be informed to approve requests for e-mail this mailing list. 

They will be informed to approve a mailing request when the list subscribers e-mail 

to the list. 

 



  
Change Password 

Click “Passwords” and you will see the screen on the left.The list administrator 

password is assigned by the ITSC. To change this password, click “Passwords” under 

“Configuration Categories” at the top frame. You are advised to periodically change 

the administrator password only. 

As always, click “Submit Your Changes” at the bottom of the screen to save all your 

settings. 
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