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What is Listserv?



What is Listserv?

Listserv is an email list management 

software that can send bulk email 

(hundreds or thousands) and has 

many useful features.

• Listserv can send bulk email without 

getting your email account blocked for 
sending too many emails too soon.

• It’s made up of lists both non-

confidential and confidential

• Non-confidential lists may be viewed 

on the homepage at 

https://listserv.miami.edu.

• Confidential lists may be searched for 
but are typically known by owners.

https://listserv.miami.edu/


Uses

• Emailing Hundreds Or 

Thousands Of People

• Message Archival

• Make Bulk Changes to 

Subscribers

• Download Subscriber Listing

• Include Outside Subscribers

• Dynamic Subscribers via 

Database

• Know When Subscriber Joins or 

Leaves

• Log Subscriber Changes

• People Can Self-Sign Up To 

Your List



Requesting a List



Requesting a List

Locate and submit the Listserv Mailing List Request Form at miami.edu/listserv



Requesting a List



Requesting a List



Requesting a List



Renaming / Deleting a List

Only the Listserv administrators can rename or delete a Listserv list.

Contact your campus help desk for assistance.

• Gables/RSMAS Campus: 305-284-6565 or help@miami.edu

• Medical Campus: 305-243-5999 or help@med.miami.edu

mailto:help@miami.edu
mailto:help@med.miami.edu


Accessing Listserv



Accessing Listserv

To access Listserv, go to https://listserv.miami.edu and click Log In.

https://listserv.miami.edu/


Accessing Listserv

Provide your email address and password. 

If you forgot your password or do not have one click Register Password or Forgot Password.



Accessing Listserv

If you forgot your password or do not have one, you will be asked to provide a desired password 

and confirm the password using the link in the confirmation email.



Accessing Listserv



List Owner Features



Update Owners

Adding or changing list owners



Update Owners

Adding or changing list owners



Update Owners

Adding or changing list owners



Update Owners

Adding or changing list owners



Specify Who Can Send

Adding or changing list senders



Specify Who Can Send

Adding or changing list senders



Specify Who Can Send



Managing Subscribers

Use List Reports to manage your subscribers. 



Managing Subscribers

Adding Subscribers

Type the email address of the person in Add Subscriber and click Add 

Subscriber.



Managing Subscribers

Deleting Subscribers



Managing Subscribers

Updating Subscribers



Managing Subscribers

Updating Subscribers



Managing Subscribers

Updating Subscribers



Managing Subscribers

You can upload a large number of subscribers at once, using the Bulk Operations feature



Managing Subscribers

You can upload a large number of subscribers at once, using the Bulk Operations feature



Sending To A List

Email a Listserv list the way you would email a person through Outlook or webmail. 

Address the email to the list @ listserv.miami.edu, ex: example@listserv.miami.edu



Sending To A List

To email via the Listserv website, click List Dashboard, locate your list, click the three bars 

icon, and select click Post Message.



Sending To A List

To email via the Listserv website, click List Dashboard, locate your list, click the three bars 

icon, and select click Post Message.



Sending To A List

Here you compose the message that you want to send.



Owner FAQ

https://www.it.miami.edu/wda/it/listserv_ownerfaqs.pdf

https://www.it.miami.edu/wda/it/listserv_ownerfaqs.pdf


Subscriber Features



View Lists Subscribed to

If you do not know all the different listservs you are subscribed to, you 

can retrieve a list through Listserv.



Subscribe to a list 

You can only subscribe to groups that are not query based or closed. 

You will be notified if the group is closed when you try to subscribe.



Subscribe to a list 



Subscribe to a list 

Once you have submitted your subscription, you will receive and email to 

confirm your subscription. You will then see a Listserv notification regarding 

your subscription.



Unsubscribe to a list 

You can only subscribe to groups that are not query based.

You will be notified if it is a query list when you try to subscribe.



Unsubscribe to a list 



Subscriber FAQ

https://www.it.miami.edu/wda/it/listserv_memberfaqs.pdf

https://www.it.miami.edu/wda/it/listserv_memberfaqs.pdf


Best Practices



Best Practices

No Unsolicited Mass 
Mailings (Spamming)

University Use Only

(No Commercial Or 
Advertising Purposes)

No Sending Obscene 
Or Offensive Material

Do not send 
copyrighted materials 
without the copyright 

owner’s approval

No for-profit and/or 
supporting a for-profit 

organization uses

Do not use for purely 
personal reasons

Full Policies: https://www.it.miami.edu/wda/it/listserv_policies.pdf



Any Questions?



Support Resources

LISTSERV Website

https://listserv.miami.edu

UMIT’s LISTSERV Service Page

http://miami.edu/listserv

LISTSERV Owner FAQs

https://www.it.miami.edu/wda/it/listserv_ownerfaqs.pdf

LISTSERV Policies

https://www.it.miami.edu/wda/it/listserv_policies.pdf

https://listserv.miami.edu/
http://miami.edu/listserv
https://www.it.miami.edu/wda/it/listserv_ownerfaqs.pdf
https://www.it.miami.edu/wda/it/listserv_policies.pdf


Next Steps



Visit Our Tech Talk Page

You can see today’s presentation and past Tech Talks at

it.miami.edu/techtalk

Our Next Tech Talk

Box 101

Thursday, May 12, 2022

Microsoft Teams Live Event

2 PM – 3 PM

Next Steps

it.miami.edu/techtalk


Feedback Survey

Give Us Feedback

Fill out our survey and let us know 

how we’re doing

Scan the QR code to the right 

using your phone’s camera

https://bit.ly/3ue0qrQ

https://bit.ly/3ue0qrQ


Get In Touch With Us

techtalk@miami.edu

it.miami.edu/techtalk

Get In Touch With Us

mailto:techtalk@miami.edu
https://it.miami.edu/techtalk
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