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2. Mailing list homepage 

 

The mailing list homepage is a landing page for your mailing list and displays every message posted to your 

mailing list. The homepage also displays the list’s default Privacy Policy. Anyone can access the list’s homepage 

by visiting www.jiscmail.ac.uk/LISTNAME (replace LISTNAME with the name of your mailing list). The amount of 

information a visitor can view is determined by the privacy settings on your mailing list. 

1. You need to be logged in to access the list management dashboard. Log into JiscMail using your email 

address and password. If you haven’t registered a password, visit, https://www.jiscmail.ac.uk/cgi-

bin/webadmin?GETPW1=OWNER. 

2. From the List Management menu, you can manage subscribers and run list reports. The List 

Management menu section of this guide provides for more information. 

3. To post messages to your mailing list, either: 
a. Click on the Post New Message button – and use the website to post a message. Or alternatively, 
b. Send an email from your own email account, to the mailing list email address (in red), 

LISTNAME@jiscmail.ac.uk (replacing LISTNAME with the name of your mailing list). 

4. People can sign up, or leave your list, by selecting the Subscribe or Unsubscribe button, and completing 

their details on the registration page. 

5. Every list is configured with a default privacy policy, which can be viewed by clicking the link, to update the 

wording of the policy contact help@jisc.ac.uk. 

6. Key information about using JiscMail is displayed on every list, as well as links to find help & support. 

7. Latest messages are displayed at the top of the archive page. Click the subject of any message to open 

and read it and use the onscreen tools to reply to messages. If you are subscribed to the mailing list, you 

will receive these messages in your email account. 

8. The list name and description define the list purpose or discussion topic. Note, this description can be 

viewed by anyone visiting your list homepage, they don’t need to be subscribed or logged in. To update 

this information contact help@jisc.ac.uk. 

9. By default, older archives are organised by month. Click a month to open the archive. List owners can 

delete messages from the archives. 
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