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LEWPEROF-L MEMEERSHIP: TECH CHAIR INSTRUCTIONS
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THE Lists: LWI-NET axo LRWPROF-L

The Legal Writing Institute (LWT) maintains two listservs: the LWI-NET, a non-discussion
listserv used for direct communication to all LWI members; and the LEWPROF-L, a voluntary,
closed discussion listserv for those who teach legal writing. As the TWT Listserv Committes
Technical Chair, you manage members’ subscriptions to the LWI-NET and LRWFROF-L.

ACCESSING THE LIsTS

To access erther list (make sure Ken Chestek has made you an owner of both lists — send him an
e-mail at kchestek{@pui edu), log in at https:/listserv.iupu.edw/'cgi-bin‘wa-topui exeTHOME.
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Next, choose the list you want to manage on by clicking on the “Subscriber Management™ option
under the “List Management™ tab.:
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Then choose the appropriate list:
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Dwoing so will take you to the list management screen — this screen is where you make changes to
the lists (this screen looks the same for either list). On this screen, you can add new members or
access an existing member’s account (to delete or manage their subscription).
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To add a new subscriber, you type in their name and e-mail address as follows:
Kimbery Phullips <kim phillips@ttu edu= and press “Add New Subscriber.”

To examine or delete an existing member’s account, you type their first or last name or e-mail
address. If you have used on option and do not find their account, try one of the other options. I
have found some members by using their first name (when, for example, their account did not
show-up under ther last name). Somefimes current members are not actually on these online
hists; if appropriate, you add them to the hist.




SeECIFICS o5 THE LWI-NET MEMBERSHIF LIsT

Yonna Shaw (Mercer School of Law; shaw _ywi@law mercer edu) manages the TWI
membership. and every month she e-mails you a list of the names of new members and changes
to current members’ e-mail addresses (she also sends other information, such as addresses, etc.,
but you do not keep up with that information on the LWI-NET list);

T [ inbax - Outinck Web Access L. 9_

dok e fnace | Tpoe e s i [ ez 18

& dew Heszane 1 Mo Dz | ik & B | e Chicac Mo

r 3 GO Far Bukincd
| o w | Yoniia Shaw A L] M e liees Tor March 3010
= | Il Yaniea Shaw o & Dol it @i o the LI
s (11 = || Ezrwg Sonercn Az 1ISTS
L || Pregerey Smn. Fankr
L v O Fermieg izge Lemesrd Henze Them Py,

As an option to adding new members one-by-one, you can quickly add the list of new members
to LWI-NET by using the “Bulk Operations™ tab.
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First, edit the Word Perfect file Yonna sends you to include only the following: Wame and <e-
mail address=; do not skip lines between entries.

Go from this format in the criginal document:
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