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Overview  
As the Administrator of a List, you have a variety of list configuration 

options. This documentation steps you through such options under the 

Edit List Config heading. The Edit List Config options adjust configurable 

settings for the list, such as the list subject, who can send to the list, 

and the owners and moderators of the list. Links will appear under the 

ñEdit List Configò link after clicking it; each of these links contain some 

of the List Config options. 

List Administrator Options  
1. Log into the email list service by clicking on the link http://lists.towson.edu. 

2. Type your E-mail Address (Fig 1, 1) and Password (Fig 1, 2) in the appropriate boxes on the 

left side of the screen. 
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3. On left side of the screen, under the Your Lists heading (Fig 2, 1), you will see any lists to which 

you are subscribed (Fig 2, 2). If you are an owner or moderator of a list, an [admin] button  

(Fig 2, 3) will appear next to the list. 

 

 

 

 

4. Click the [admin] button and it will take you to that listôs information and management page. 

5. Under the Admin heading (Fig 3, 1) on the left side of the screen, click Edit List Config  

(Fig 3, 2). 

6. An array of different options will expand. The remainder of this self-help document will take you 

through these options. 
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List Definition  

 Subject of the List ï short description of the list that appears under the Publicized Lists 

page in the web interface (Fig 4,1). 

 Visibility of the List ï determines whether the list should be visible to anonymous users, 

users logged into the web interface, or only subscribers of the list (Fig 4, 2) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Owner ï lists administrators capable of modifying list settings, managing subscribers,  

moderating messages, and defining additional owners and moderators (Fig 5, 1) 

 Moderators ï specified by list owners; this role allows an owner to delegate an  

individual to moderate messages without giving them owner access to the list (Fig 5, 2)  
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Send/Receive  

 Who can send messages ï determines whether or not the list is moderated, and who 

should be able to post messages to the list (Fig 6,1)  

 

 

 

 

 

 

 

 

 

 

 Digest frequencyðthe frequency with which a message digest is sent for list subscribers 

who choose to receive a digest (collection of messages) rather than each individual message 

posted (Fig 6, 1). If nothing is selected, then list subscribers wonôt have the option to 

receive a digest. Choose the days (control-click to choose multiple days) and hour/minute at 

which the digest will go out. Most lists wonôt use a digest. 

 Digest maximum number of messagesðif the number of messages awaiting the next 

digest interval goes above this maximum, a digest will go out even if itôs not on the day/

time specified above in the digest frequency (Fig 6, 2). 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6  

1 

Figure 6  

1 

2 



 5 

 TU EMAIL LIST SERVICE: LIST ADMINISTRATOR OPTIONS 

 Available subscription optionsðspecifies how list subscribers can choose to receive 

messages from this list (Fig 7, 1). The default is to allow all options (control-click to choose 

multiple options). It is recommended that no changes be made to this setting. Some of the 

options available include digests, summary e-mails, or no-mail.  

 Reply addressðdetermines default ñreplyò behavior when clients click ñreplyò to a message 

sent to them from the list. Replies can by default go back to the list itself, or to the sender of 

the message that is being replied to (Fig 7,2)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Default list reply address ï Subject Tagging ï adds text to the beginning of every list 

message for easier identification by subscribers (or Outlook mail rules) (Fig 8, 1).  

 Maximum Message Size ï this is a read-only value. Changes to this value must be 

requested via the OTS Help Center (Fig 8, 2). 
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Privileges  

 Who can view list information ï determines who can view the basic list information page 

(anonymous access, or subscribers only) (Fig 9,1).  

 Who can subscribe to the listï various options dealing with authentication requirements 

for subscription, and notifications to owners when subscription takes place (Fig 9,2).  

 Who can unsubscribe - various options dealing with authentication requirements for  

unsubscription, and notifications to owners when unsubscription takes place (Fig 9,3).  

 Who can invite people ï determines who can initiate an invitation to a list (Fig 9,4). 
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Archives  

 Web archives - determines who can browse the listôs web accessible archives (Fig 10,1). 
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