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HOW TO MANAGE YOUR LISTSERV  

Below is a brief explanation of how to create and maintain the membership to your listserv. If you have any 

questions, concerns, or want functionality changes to your listserv please contact the Help Desk at 

helpdesk@uwgb.edu. 

STEP 1 – LOG ON TO THE LISTSERV USER INTERFACE 

Your listserv can be managed at http://listweb.uwgb.edu. You will be prompted to login. Use your email address as 

the login. *The first time you log in, the password will be the first half of your User ID (for example 

userid@uwgb.edu would have a password of “userid”). Change this initial password by going to the Members Link 

 and clicking on your email address. From the Settings tab, enter and verify a new password. 

The main interface of your listserv looks similar to this: 

 

 
Displays your logon ID, allows for Logout, shows your current list and language selection. 
 

 
List Membership Status. 
Normal: This is the number of members receiving email sent to the list. 
Held: Reflects the number of email addresses in your members that bounce five or more times and are no 
longer receiving list messages. A Held member receives notices from the server automatically to fix the 
issue. The address remains in Held status until 1) the user corrects the issue, 2) an admin removes the email 
address or 3) the admin sets the address back to Normal. 
Unsub: This is the number of members who have opted to unsubscribe from the listserv. 
Other: This is a member whose status is other than Held, Normal, or Unsub.  
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Select the Time Frame of mailings you’d like to view.  
 

 
Depending on the time frame selected, this window will display the content of the mailing. 
 

 
Statistics – for example the number of members receiving the mailing. 
 

STEP 2  - ADD MEMBERS 

Most members can be easily added by entering the members email address. If you would like to have a co-

manager you will need to following the instructions in Step 2C. 

STEP 2A – ADD ONE MEMBER AT A TIME 

Expand the Members link  , click on Add Members;  then click on . 

Fill-in the email address. Leave all other settings (within ALL the tabs) as they are. Click on Save. 

 

STEP 2B – ADD MANY MEMBERS AT A TIME 

Expand the Members link  , click on Add Members;  then click on 

. 

Fill-in an email address on each line; press Enter to insert each new address or copy and paste from another 

source. Leave all other settings (within ALL the tabs) as they are. Click on Save. 

 

STEP 2C – TO ADD\EDIT A MEMBER AS A CO-MANAGER TO THE LISTSERV 

Make two changes: 1) On the tab, match the radio buttons to the following:  
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 and 2) on the  tab, enter and verify a password for this member. 

Click on Save. 

 
 

 

MISCELLANEOUS SETTINGS 

 

 

The Listserv Interface has functionality that is not critical for Listserv Managers to learn. 
For example, the Content, Segments, Mailing, and Reports (shown below) contain 
various reports and diagnostics tools, but have no bearing on the listserv functionality 
you need. If you have questions or concerns about these features, please contact the 
Help Desk at helpdesk@uwgb.edu 
 

NOTE: Settings in the Utilities section  have been configured specifically for 
your listserv; please do not make any changes here without first contacting the Help 
Desk.  
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