[image: image1.wmf]Building Program-Based Professional Development


How the National Institute for Literacy Can Help


Subscribing, Customizing, and Locating Postings of Interest

Subscribing to a Discussion List

There are two ways to subscribe to a list: 
Begin on the Discussion List page (http://www.nifl.gov/lincs/discussions/discussions.html). 
1. Click on the name of the list to which you would like to subscribe. 
—or—
2. Click on “Subscribe” in the right-hand navigation.  Check the list or lists to which you would like to subscribe.
Enter your email address and choose a password. After clicking "subscribe" you will then receive a verification email in the mail. Click on the link and you will officially be subscribed. Save your password for future reference. 
Here is a listing of the Institute’s lists: 
· Adult Literacy Professional Development 

· Assessment 

· English Language Learners 

· Family Literacy 

· Health & Literacy 

· Learning Disabilities 

· Poverty, Race, Women & Literacy 

· Special Topics

· Technology & Literacy

· Workplace Literacy

Search, Sort, and Subscriber Options

Customizing Your Subscription

Digest Format

This format allows subscribers to receive Discussion List messages "bundled" into one or two emails per day. The subject line will not be topic-specific, so any replies to digest format often mean the subject line will need adjusting before replying. Also, subscribers using digest format do not receive the information that was posted right away. Because of that, this option may or may not suit everyone’s needs.

Go to the Discussion List page (http://www.nifl.gov/lincs/discussions/discussions.html) and click on the name of the list to which you would like to set your subscription to digest format. 
Directions:

1. Enter your email address in the space at the bottom "unsubscribe and other options."

2. This takes you to a page where it asks you if you want to unsubscribe or to log in using your password. Log in. (There is a button you can click to have your password emailed to you if you've forgotten it.)

3. Once you've logged in, it gives you several options. Scroll down to where it reads "set digest mode". Click this to "on", then scroll down and click "submit my changes."

Locating Postings of Interest


List Archives

Each discussion list has a public archive of posts that can be found at the Discussion List page: http://www.nifl.gov/lincs/discussions/discussions.html
· Click on the name of the list of archives you'd like to view. A new window will appear.

· Previous year's archives can be found by looking in the right-hand navigation.

· For the current year's archives, click on "Read Current Posted Messages" at the top of the page.

· At the top of the archives it reads: "Messages sorted by: [thread] [subject] [author]". You can sort the archive by those three features.

Archive Search Engine

Also in the right-hand navigation of the Discussion List page you will see "Search Archives." Click there. Type a keyword, phrase, or question in the box below and click "Submit". All posts pertaining to the search topic will be listed. Subscribers can search by individual list or can also search all lists' archives at once.

Discussion Summaries

Click on "List Events" in the right-hand navigation of the Discussion List page. A list of discussions and links to summaries/compilations can be found there.
The Discussion List Help Page answers the following Frequently Asked Questions:





How do I subscribe to a list?�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "unsub#unsub" �How do I unsubscribe from a list?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "what_list#what_list" �How do I find out what lists I can join?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "message#message" �How do I send a message to the list?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "one_sub#one_sub" �How do I respond to only one list subscriber?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "archive#archive" �How do I view and search archived messages?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "stop#stop" �How do I temporarily stop messages being sent without unsubscribing?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "digest#digest" �How do I set my subscription to receive messages in digest format?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "sub_list#sub_list" �How do I see what lists I am subscribed to?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "password#password" �How do I retrieve my password?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "settings#settings" �How do I change my subscription settings?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "email#email" �How do I change my email address?��
�
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "onepass#onepass" �How do I set one password for all of my lists?��
� HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" \l "post#post" �I know I subscribed to the list and used the correct list address, why won't my emails get posted to the list?��
�



A complete list of answers to the FAQ can be found by visiting: � HYPERLINK "http://www.nifl.gov/lincs/discussions/help/help_mailman.html" ��http://www.nifl.gov/lincs/discussions/help/help_mailman.html�











COABE 2008

