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Lyris ListManager

Discussion Forums
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What You’ll Learn

Use ListManager’s discussion forum 
interface 

Create, run and administer 
discussion groups
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What is a discussion list?

Share information 
between list members

List may be moderated
or unmoderated
Members may 
participate via email, 
or through the 
Discussion Forum 
Interface
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Participating Online

Access the Discussion Forum Interface by 
going to http://yourlistmanagerurl/read/

Access a particular list by adding it to the end 
of the URL with ?forum=forumname
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Logging in

Log in to see your forums, or edit your 
account

To log in, click on not logged in in the upper right hand corner.  Some forums may 
not require you log in to view messages.
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Editing your Account

Change email address, name, password or 
membership type from My Account tab
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Membership Types

Mail: Receives messages via as sent

Nomail: Receives no mail from the list

Digest: Receives messages in once-a-day digest

MIME-Digest: Receives messages in a format 
that preserves encoding (makes HTML 
readable)

Index: Receives message subjects once a day

The digest frequency cannot be changed.  How MIME-Digests are displayed 
depends on the user’s email client; sometimes, they will show up as multiple 
attachments.  Regular digests will include all the encoding.
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Subscribing

Subscribe to lists from the All Forums tab

If a forum is hidden (in Utilities: List Settings: Discussion Forum Interface: 
Message Reading), it will not be displayed here.  By default, only the lists for the 
list specified will be displayed.  If no list is specified, the lists for the first site 
alphabetically will be displayed.  To have all lists displayed regardless of site, 
modify the setting in Utilities: Administration: Server: Server Settings: Advanced: 
Enable Features.
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Reading and Replying to Messages

From the 
Messages tab, 
you can:

Read messages 
and replies

Reply to a 
message

Create a new 
message

View all messages 
from a particular 
author
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Search Message Archives

Search tab lets you look for particular messages 
sent through the list
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Editing Archived Messages

Admins may 
edit or delete 
archived 
messages 



14

Conference

Have a real-time 
conversation on 
the Conference tab
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About

Visitors and 
members can 
get list info 
on the About
tab
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Contribute via email

Contribute via email by writing 
tolistname@servername.com address

Write to admin at listname-
owner@servername.com address
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Manage your subscription via email

Subscribe by writing to 
join-listname@servername.com
Unsubscribe by writing to 
leave-listname@servername.com
Set list options by writing to 
lyris@servername.com

Use login and set commands.  E.g:
login yourpassword
set listname digest
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Discussion List Management

Have clear list rules 
What is the list’s purpose? 

What is relevant and on-topic?

What kind of “netiquette” is expected?

Provide clear instructions in Welcome message 
on how to manage list membership

Moderate the list if membership is open
Prevents spammers, flame wars

Use number moderation to “prove” new members if 
you don’t want to moderate everything
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Logging In as an Admin

Use the URL given to 
you by your 
ListManager admin

Use your email address 
(not your name) and 
password to log in

Each admin should 
have a separate 
account
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Home Page: Overview

Home Page 
is your list 
“dashboard”
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Home Page:
Upper Half

Upper half 
provides easy 
access to key 
functions, 
such as:

Creating a 
message
Approving 
a message
Seeing 
reports
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Home Page:
Shortcuts

Shortcuts get you there fast
Create a new mailing
Create a new list
View members
Read messages in Discussion Forum Interface
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Home Page: 
Lower Half

Lower half 
shows 
current 
mailings 
which:

Need 
approval
Are being 
sent
Finished 
recently
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Creating a Discussion List

Select moderated 
or unmoderated
discussion

Moderated 
requires admin 
approval of 
postings; 
unmoderated
does not
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Modifying Discussion List Settings

Use default settings, or change:
New Subscriber Policy

Email Submitted Content

Discussion Forum Interface

Discussion Group Features
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New Subscriber Policy

Confirm subscriptions?
Security for joining list

Open to everyone?  Requires admin approval?  Closed?

Ban members from joining, participating in 
Utilities: Members
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Email Submitted Content

Modify how messages look (e.g., unsub footers)
Specify whether only admins can send
Approval requirements

Number moderation
Release after period of time

The settings for individual members may override the approval settings for the list.  
For example, you could have an unmmoderated list, but require a particular 
member’s posts to be approved.

Number moderation requires that a member’s first few posts be moderated; after 
that, they go through unapproved.  The advantage of number moderation is that you 
get to “test” new members before allowing them to post, screening for spammers or 
other list abusers.

You may also have messages be automatically approved automatically after a 
certain length of time has elapsed.  This feature is useful if you are going on 
vacation, and don’t want to moderate while you’re gone.
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Discussion Forum Interface

Limit access, or allow visitors

Allow searching

Include information about the list

Conference settings
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Discussion Group Features

Make postings anonymous

Allow anyone to post

Accept duplicates, blanks

Limit length, number of messages, quoting
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Member Settings

Members may opt to receive digests 

Admin may specify moderation for particular 
members that overrides list settings
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Administrator Settings

Specify if member:
Is a list admin

Should receive mail for 
list admin

Receive email 
notifications of messages 
pending moderation

Should be allowed to 
bypass moderation

Mail for the list admin can include subscription requests or mail addressed to the 
owner-listname@ address.
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Approval (Moderation)

Approve messages quickly and easily through the 
administrator’s GUI
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Approval Wizard

Edit, delete with feedback or send messages to 
list
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Approval Summary

See messages to 
approve for all of 
your lists across the 
server
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Approval Via Email

Moderate via email 
by sending moderate 
approve command to 
lyris@yourserver
address

You may want to receive moderation notification emails, and then opt to use the 
GUI to actually approve or reject them.
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Automated Messages

Autoresponders and Match Phrases help you 
manage your discussion list automatically



41

Match Phrases

Receive an alert that the phrase is being used

Reject the message automatically

Send an automated message to sender (e.g., 
“Your posting has been rejected because you 
said x”
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Autoresponders

Autoresponders can 
send list rules to 
members when they 
write to the 
autoresponder 
address
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Create an Automated Message

Create the message to be sent in Utilities: 
Automated Messages: Document Content
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How’d we do?

Please go to this URL and evaluate this 
training session:

http://www.lyris.com/surveys/training_satisfaction.html


