
Instructions for using the new LCLS listservs 
 
To see what listservs you can subscribe to, visit this page:  
http://groups.lclslists.org/listinfo.cgi/ 
 

 
 
* If the list you need is not displayed, contact LCLS – some lists require approval 
for subscription. 
 
To subscribe to a list, click on the name of the list. 
When you do, you will see a page like this one: 
http://groups.lclslists.org/listinfo.cgi/cat-lclslists.org 
(to get to the subscription page for a specific list, you can enter the URL above, 
with “cat” replaced by the name of the list, if you know it) 

http://groups.lclslists.org/listinfo.cgi/
http://groups.lclslists.org/listinfo.cgi/cat-lclslists.org


 

 
The first two sections on this page give you basic information on the list, and the 
email address you need to send email to in order to post to the list. 
To subscribe, go to the section Subscribing To (listname), enter your email 
address and name (even though name is optional, please enter it here). 
You may pick a password, which will allow you to sign in to change your listserv 
options – if you do not select a password, one will be generated for you. 
Decide whether you want a daily digest (all listserv messages collected into 
generally one message a day) – select yes or no as appropriate. 



Click Subscribe when you are finished. 
When you have successfully subscribed, you should see a message like this one: 

 
The next section, (listname) Subscribers, allows you to see a list of the subscribers 
to the list (which is only available to you if you are subscribed to the list), 
unsubscribe, or edit your options.   
 

To view the list of subscribers: 
Enter your email address and password and click on the Visit Subscriber List 
button 

 
You will see a list of the subscribers to the list. If you click on your own name, it 
will take you to the page where you can unsubscribe or edit your membership 
options as described below. 
 
To Unsubscribe or Edit your membership options: 
From the list information page, described above – scroll to the Subscribers 
section, enter your email address in the last box, and click on “Unsubscribe or edit 
options”. 
 



 

 
 
 
This page you gives you the following options: 

1. Edit your membership options 
2. Unsubscribe 
3. Get a password reminder 

1. Edit your membership options 



 

 



 

 

 



 To edit, enter your listserv password and click Log in. 
 The page you see will have the following options: 

 Change your email address and/or name 

 Enter your changes and click Change My Address and 
Name 

o To change for ALL of your LCLS lists, click the box 
next to “Change Globally” 

 Unsubscribe 

 Click the box next to “Yes, I really want to unsubscribe” 
and then click the Unsubscribe button 

o This option will immediately unsubscribe you from 
the list – there will be no confirmation email 

 See all of your LCLS lists 

 Click this button to see all of the LCLS lists you subscribe 
to 

 Get a password reminder 
 Change your password 

 Enter the new password twice and then click the Change 
My Password button 

o If you click the box next to “Change Globally”, this 
will affect ALL of your LCLS lists 

 Edit your list options 

Edit your Subscription Options: 

1. Mail delivery – if you want to suspend your mail delivery, but not 
unsubscribe, you can Disable your mail delivery here – if you click on the 
box next to “Set Globally”, it will affect all of your LCLS lists 

2. Set Digest Mode – if you want to receive messages in a digest (a 
compilation of the listserv messages for the day) rather than all individual 
list messages, turn the digest mode on. 

3. Get MIME or plain text digests? If you get digests, and you want to 
preserve formatting (bold, tables, bulleted lists, etc.) select MIME 

4. Receive your own posts to the list? If you set this option to “No”, you will 
not receive copies of your own posts 



5. Receive acknowledgement email when you send mail to the list. If you set 
this option to “Yes”, the list will send you an acknowledgement any time 
you send email to the list 

6. Get password reminder email for this list? If you set this option to “Yes”, 
you will receive a monthly email reminding you of your list password 

7. Conceal yourself from subscriber list? If you do not want other list 
members to be able to see your name/email address, select “Yes” 

8. The next 3 options you either cannot change or should have no reason to 
do so. 

9. Avoid duplicate copies of messages? If you want to avoid getting multiple 
copies of a message if both the listserv email address and your own email 
address appear in the address, this should be set to “Yes” 

10. Click Submit My Changes to save the changes 

 
2.Unsubscribe  
 Simply click the button – you will get a confirmation email with a link. Click 
on the link in the email to confirm that you want to unsubscribe. 
3.Password reminder 
 If you have forgotten your password, click the Remind button and your 
password will be emailed to you. 


