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Introduction

This guide provides an overview of Glow mailing lists and their potential use in
learning and teaching. The tutorials contain step-by-step instructions on setting

up Glow mailing lists.

Glow is web-based and can be used wherever users have access to an internet
connection, so you will be able to access Glow from school, from home and from
other locations, such as libraries or community centres. Each Glow user has their
own unique username and password which gives access to information and
resources appropriate to the user’s role; thus, a pupil’s access to Glow will differ

from staff users.

Prerequisites for using this guide

To complete any of the tasks in this guide you will need to be logged on to Glow
as a user with permission to use Glow Mail List. This permission is controlled by
the Glow Accounts and Services Manager (ASM) for your school or establishment;
if you have any queries regarding the permissions that have been set for you,

please check with your ASM.

You will also require access to Glow Mail or to an alternative email system. Your
email address must be recorded in your profile in Glow. Information on checking

your profile is given in Tutorial 1.

Instructions in this guide are based upon using Firefox 2.0.0.6; some variations in
functionality may occur when using other versions of Firefox. The screenshots in
the guide show Glow theme 6. More information on changing themes is given in

Tutorial 1.
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What are Glow mailing lists?

The Glow Mail List web part allows Glow users to create and manage mailing lists.
Mailing lists are commonly used by individuals or organisations as a way to send

emails to large numbers of people on a regular basis.

Mailing lists can be set either as a one-way or two-way means of communication.
A one-way list is typically used to distribute information. Only the list
administrator is able to send information while all other users of the list are
recipients only. A two-way list, on the other hand, is aimed at facilitating and
supporting discussion within a group. Any user of the mailing list can be given
permission, by the list administrator, to send information; the list administrator
can also decide whether emails should be moderated before being distributed to

other recipients.

A school might, for example, use a one-way mailing list to send out monthly
newsletters or news of forthcoming events to parents, while a local authority may
use a two-way mailing list as a means of discussion amongst a group of subject

co-ordinators.

Why use Glow mailing lists?

Other components of Glow can offer some similar benefits to Glow mailing lists.
For example, news and information on events can be posted within Glow Groups,
Glow Mail can be used to send emails directly to multiple recipients without using
a mailing list and discussion boards can be used to host discussions. However,
the major benefit of distributing such information through a Glow mailing list is
the archive, which automatically stores a copy of each email sent via the mailing
list. The archive can be browsed and searched by all members of the Glow Group
containing the mailing list, not solely by subscribers to the list. The archive thus
provides a valuable resource to allow users to remain up-to-date with key

information or refer back to prior information, discussions and decisions.

Another important advantage of using Glow mailing lists is the ease with which
non-Glow users (such as an external advisors or organisations supporting pupils
in @ programme or work) can be added as subscribers to a mailing list, where
they would not be able to access other Glow functionality such as discussion

boards.
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Tutorial 1 — Getting started

The purpose of this tutorial is to demonstrate how to log on to Glow and create a

Glow Group to contain the Glow Mail List web part. In this tutorial you will:
Log on to Glow
Create a Glow Group

Set the access permissions for the Glow Group

Logging on to Glow

1. Open your web browser and in the address bar enter the Glow web address:

https://portal.glowscotland.org.uk. The Glow logon screen will appear.
2. Enter your username and password into the appropriate boxes.

3. Click on the arrow icon or press the Enter key. If you have logged on to

Glow before move on to step 7.

4. If this is the first time that you have logged on to Glow, you will first need to
change your password. Enter your old password, then enter a new one. Your
new password must have a minimum of 8 characters, including at least one
non-alphanumeric character, such as space or a question mark. Enter your

new password again in the Confirm password box. Click the arrow icon .

Sel New Password

You may now ester 3 new password.

Enter mew password: 77"
Confirm passwaord:

S cancel

5. When you have successfully changed your password click the link: Click here
to continue. This will return you to the logon screen. Log on with your

username and new password.
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6. A list of terms and conditions will be displayed. Once you have read the terms

click on Accept, if you wish to continue. Your Staff home page will open.

7. The screenshots in this guide use Glow theme 6. If you wish to change your

Glow theme (the ‘look and feel’) to match, then:
Scroll down the home page until you can see Glow settings,
Click on Change theme,

From the drop-down menu select Theme 6 and click Apply.
8. This is a good point at which to check whether your email address is recorded

in your Glow profile:
On your Staff home page scroll down until you can see Glow settings;
Click on Change profile;

Your email address may already be recorded in ‘Glow Mail address’ or in
‘Other eMail Addresses’;

If no email address is displayed click Edit, enter your email address in

‘Other eMail Addresses’ and click Save.

Creating a Glow Group

To use a Glow mailing list, it must be created within a Glow Group. This may be
either an existing Glow Group or a new Glow Group you are setting up. A Glow
Group is an area within Glow that a user can create in order to communicate and
collaborate with other users on topics of shared interest. Further information on

Glow Groups can be found in the Glow Groups Training Guide.

If you wish to add a mailing list to an existing Glow Group (for which you have
administrative rights), please proceed to Tutorial 2. Otherwise, follow the steps

below to create a new Glow Group.

1. In the left-hand navigation bar click on the name of your school. Your school

site will open.
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Ieft—_ha?_d S, Grieg L0000
navigation [l Al
bar | L ow inessengel 5 , ;__::_,-.-_ Thes Site I |

ZzForthview

News » web links

Hockey Champ
National Site l by 5. zzForthwview 27/09F2007 16:55
My Glow groups
C—

=3 pupll, Andréa Wilson, has been séiecied Lo
play for Scotland’s jundor hockey squad at this
year's European Championships. T know you'll
jain ma in wishing her all the bast.

2. Click the Glow groups tab. The Glow Groups screen will open. On this page
you will see a list of the school Glow Groups that you belong to. You will also

see a list of the school Glow Groups that you do not belong to.

zzForthview

Glow groups :]

zzForthview

This is a top level group for many projacts which may be happening within aur school related
o our new Curnculum for Excedence

A pupid group for collaborating in Social Subjects: collecting, processing and presenting
infarmation aboutr urban change in Dundes since the Victonan period.

You will be given advice in your school about the hierarchy of Glow Groups

that has been established and where you may create Glow Groups.

3. Once you have located the appropriate place in the hierarchy to create your

group click on the New Glow Group link.

4. The ‘Create Glow Group’ screen will appear.

L
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Back to

C

reate Glow Group

™

Name arhview Swamming Club

Description

Template

Full Glow Group

Fiter Palicy
Default
use the same members as this site[]

If you are not an administrator of this site, but you wal

not select 'Use the same members as this site

Indicates a requined field

All words on the Leamning and Teaching Scot

land st are banned

nt to be an admiénistrator of the new Glow Group, do

Enter a name for the Glow Group.

the purpose of the Glow Group to other users.

A description can be entered: this is not mandatory, but is useful to explain

Leave the other settings as shown. Do not tick the ‘Use the same members

as this site’ box. Further information on these settings can be found in the

Glow Groups Training Guide.

Click Create Glow Group and the new Glow Group will open, ready to use.

learn

. Grieg [EEXIIN
Ol maednges  Banieh fae bar s unmis gl [ rhe site vl Iﬁ]
Forthview Swimming Club i
Stall home : S——

IR

Hews : ?1 Image X \
Timetables
B To select an image
PUPH information There are currently no announcements.
A
Z2Forthvi Web links . "-“
what's on )
T New Iis L ]
zzstrathiomondshice mbiew Ite There are currently no links to display.
There arg currently no upooming events.
National site
A
My G o

N Members
link

You now need to set the permissions to give other users access to your Glow

Group, for example other staff and pupils in your school.
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Setting access permissions for the Glow Group

1.

Click the Members link at the top of the Glow Group window. The Members

screen will open.

Back to
Forthview Swimming Club: Members

@ Fir (5] in | zzForthview (S090030) » | Go
Crshow currént access nghts for this site

Web Reader L
Group Reader Contributor Designer Administrator with

9 Discussions

2G2 (D) [w] & & =] o
2G3 (ND) ] O O (@] O
2G4 (HD) 3 0 @ &
451 (ND) =] B = (=] (=]
452 (ND) =] O (= @] (=
453 (ND) O 0 0 =] D
A (MDY ] B (] (m] (=
Atcount and Services Management [ [ [ (@] O
(MDY
General (40} = 0 0 @] = »

The Groups tab will be displayed by default. Here you can select members by
type (e.g. Pupil), by year group (e.g. S1) or class (e.g. 453); the groups that
you see will differ from those in the screenshot on the previous page and will
reflect the structure in your own establishment. If you want to add members
from another location, click on the in drop-down menu, select an

establishment then click Go.

Decide which groups will have access to your Glow Group and what level of

permissions they will have. The levels are:

Reader: the user can view items in the Glow Group (e.g. read news
items in the News web part) and can download files from the Documents

web part.

Reader with Discussions: as ‘Reader’, and in addition the user can:
add new items to the Discussions web part;

edit or delete items they have added to this web part, but not those

added by other users.

Contributor: as ‘Reader with Discussions’, and in addition the user can:
add new items to the News, What's on and Web links web parts;

edit or delete items they have added to these web parts and items

added by other users.
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upload files to the Documents web part;
edit or delete these documents and those added by other users;

modify their Personal View of the Glow Group by closing, moving or
adding web parts. Any such changes to the layout are seen only by

the individual user.

Web Designer: as ‘Contributor’, and in addition the user can:
upload a graphic to the Image web part;

modify the Shared View of the Glow Group by adding, moving or

closing web parts. Changes are seen by all members of the Group.

Administrator: as ‘Web Designer’, and in addition the user can:
create new web parts for the Glow Group;
add, rename and remove pages;

control the membership of the Glow Group and set appropriate
access permissions for members;

create sub-groups within the Glow Group.

Tick in the box on the appropriate row and column to select the group and
set their level of access permissions. Only one level should be selected for a

group; if more than one is selected, the highest level will apply. Click Save.

4. If you want to add individual members rather than groups, click on the Users
tab.
To search for specific users in your own establishment:

In the Find User(s) field enter the user’s surname, select an appropriate

group from the in drop-down menu, then click Go.

Alternatively select a group from the in drop-down menu and click Go.

To search for specific users in other establishments:

First select the establishment from the drop-down menu, then enter the

user’s surname and select an appropriate group, then click Go.

Once the users’ names have been found, tick in the appropriate box to set
the level of access permissions. Only one level should be selected for an
individual; if more than one is selected, the highest level will apply. Click

Save.
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5. Click the '‘Back to’ link in the top left hand corner of the screen to return to

your Glow Group.

The permissions you have set up will allow the chosen groups or individuals to
access your Glow Group. For users within your school, the Glow Group can be

accessed by clicking on My Glow groups on the left-hand navigation bar.

If the Glow Group includes a user from outwith your own school they will not see
the Glow Group listed in the My Glow groups link. Email the URL (web address)
of the Glow Group to the user; clicking the URL will take the user directly to the
Glow Group. The URL could then be stored in the Web links web part in My Glow

for ease of access in future.

Currently the Glow Group contains no information. The Glow Groups Training
Guide explains in detail how to use a Glow Group - for example to add news, web
links, discussions, images and documents appropriate for a learning and teaching

context.
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Tutorial 2 - Creating a one-way mailing list

The purpose of this tutorial is to demonstrate how to add the Glow Mail List web
part to your Glow Group and how to create a one-way mailing list. In this tutorial

you will:
Add the Glow Mail List web part to a Glow Group
Create a one-way mailing list

Before creating a mailing list ensure that your email address is recorded in your
Glow profile (see page 6 for details).

Adding the Glow Mail List web part
1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.
2. Click on the name of the Glow Group you created in Tutorial 1.

3. At the right hand side of the page click on Modify Shared Page.
N\

S, Grieg
Gl teasnnes BRarh R otnar G Usg X Ths e v €34

Forthview Swimming Club Farthy “ 3 Club Mo 4 Settings ]

glow

Staff home

Pupll infermation

TzForthview

rrStrathlomondshire

National Site
T select an image

| Hews s | web links - & ¥)

1N

4. The ‘Modify Shared Page’ menu will be displayed at the right-hand side of the
screen. Click on Browse.

Modify Shared Page x

Add Web Parts
= Browse
= Search
= Import

Modify Shared Web Parts
= News

= What's on

= Image

= Web links

Edit Administrative Settings
@ shared View
Opersonal View
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5. The ‘Add Web Parts’ menu will be displayed. Click on Virtual Server

Gallery.
l S, Grieg [0
g o G MecEanGer  Baardh fir oihar GIow ugsn S Mﬂ%ﬂ
a
Forthview Swimming Club thy i advancfd Settings 7]
Staff home s ra N Discussn _II - |

Timetables Image r = ®)|

Page Gallery (5)
Galiery (13)
| virtual Server Gallery (40) |

Pupil infarmation

rriorthview
Add to: | Header  LAdd
Web Part List

) Glow Ma - Inbox

rrstrathlomondshire

[ Glow Mad List
) Glow Meet

) Glow settings
O Image

O Latest news

National Sile

JLININN

6. This gallery listing can contain a large number of web parts, indicated by the
number in brackets after the gallery name. At the bottom of the menu click
on Next to move through the pages of the gallery until you can see Glow
Mail List.

7. Click the radio button next to Glow Mail List and select an area of the page
in which to place the web part. Note that web parts can be added to empty

areas or areas already containing other web parts. Click Add.

8. Click on the x to close the ‘Add Web Parts’ menu. The Glow Mail List web part

will appear on the Glow Group page.

Now that the web part has been added to the Glow Group, the next step is to
configure the mailing list, which sets the name, purpose and type of usage for the
list.

The next section details the setting up of one-way mailing lists. The configuration

and use of two-way lists is covered later in this guide.

Configuring a one-way mailing list

1. In the Glow Mail List web part click Configure the Glow Mail List.
Z
New Glow Mail List / A ﬁ

This is a new Glow Mail List and needS to be
configured before it can be used

Configure the Glow Mail List
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2. The 'Configure Glow Mail List’ screen will be displayed.

Configure Glow Mail List

i save s

Glow Mad List FothvawSwemmins
Mame:

examples.
Glow Mad LISt Tithe: * Club Events

Enter a descnption for your Glow Mail List:
Glow Mad List This one-way masling List i uUsed o
Drescription

Choose the type of Glow Mad List:
Glow Mad List
Type: *

wo-way. Suitable for emadl discussions betw

de

subscnbers.

This Glow Mall st must be cor rlgu'l_'ﬂ Enter the rU'\JJ‘IH'-g ditads and chck Save and Close

Eniter a unique name for your Glow Mad List. Help provides appropriate examples.

Enter a descriprive title for your Glow Mad List. Help provides approprate

MOne-way. Suitable for newsletters and other one-way communications to

een subscribers.
Emails sent to this Glow Mad List must be moderated before they are sent to

3. Before filling in the form consider the purpose of the mailing list that you are

creating.

4. First enter a name for the Glow mailing list (e.g. ForthviewSwimmers).

Choose the name with care as:

5.

It will become the first part of the email address of the Glow mailing list

(e.g. ForthviewSwimmers@list1.glowscotland.org.uk);

The name may not contain spaces or any punctuation, other than

hyphens;

The name may not contain any of the following wordings:
owner-
-request
-server

The name has to be unique across all Glow mailing lists used within Glow.
Be creative: a name such as BookClub may already be in use, so you

might want to try BooksUnlimited instead;

The name cannot be changed later.

Enter a title for your mailing list, for example Club Events. Again choose

carefully as:

The title chosen will be displayed in the title bar of the web part and as

part of the welcome message in the web part;
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Scluh Events hlow Mail List

Configure Subscribers Delete

Welcome o thlow Mail List.
This one-way mailing S used to send out

information about club events to all members
of the swimming club.

Use the toolbar or select from the following
links:

Approve subscription requests (0 request(s)
waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or

W

garcn

The title can include spaces and punctuation;

Do not include the words ‘Glow Mail List’ as part of the title, as this

phrase will be inserted automatically;

The title can be changed later, if necessary.

6. Enter a description. This description will be displayed as part of the welcome

A view of how the web
part will be displayed
once configured.

The title is displayed
in the top bar of the
web part and in the
‘Welcome’ message.

message in the web part. Note that the first sentence ‘Welcome to the ....

Glow Mail List’ is inserted automatically.

7. Next is an option to choose the type of Glow mailing list. The list can be

Club Events Glow Mail List

IS one-way mailing list is used to send G
information about club events to all members
of the swimming club.

Use the toolbar or select from the following
links:

Approve subscription requests (0 request(s)
waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or

1]

earch

J

either one-way or two-way:

A view of how the
web part will be
displayed once
configured.

The description of
the mailing list is
used in the
‘Welcome’ message.

One-way lists are typically used for distributing information to a group.

Two-way lists are typically used to support discussion across a group.

For the purpose of this tutorial select One-way. Two-way lists are covered in

later tutorials in this guide.

Author: Glow Team
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8.

9.

If another mailing list has already been created within this Glow Group, then

there will also be an option to ‘Connect’ to this list. For the purpose of this

tutorial do not use this choice; further details of the purpose of this option

are given in Tutorial 8.

Click Save and Close to complete the configuration. The configured web part

will appear in your Glow Group. The title, description and type of list can be

changed at any time by clicking on the Configure link in the web part.

10. To view the email address assigned to the newly created mailing list, place

the mouse pointer over the link ‘email this Glow Mail List” and check the

address displayed at the bottom of the window.

Make a note of this address, as you may wish on occasions to create and

send emails directly from your email program, rather than by navigating to

the Glow Mail List web part to find the link. This is particularly important if

you are using a web mail service. Further information on sending emails is

given in Tutorial 4.

. 1 1
|@ zforthview Swimming Club - Mazilla Firefox ET
fe Lt Ye Mgy Qookmeris Toos  ixb
- = ol T ST TR [ T = [ —— Y T
g 1) | el govastand ong s feviabishrert, e N S e 2000 e ol G
fert Bt ( = e
This year's winners Welktome to the Club Events Glow Mad List.
by 5. z2 W 18/10/2007 15:57 This one-way mailing st is used 1o send out
Learning about Glow mformation about dub events to all members
FIFStlyY, CONGratuiations to all our mambers of the swimming ciub.
young and od, by taking part you are all
LTS Online Service winners this y Use the teolbar or select from the follewing
links:
Aandrew Bam has done very well and passed e 5 equests (1 request{s)
his Level 1 Ins or's Course. Siobhan waiting}
Appieby has broken the club S0m record and
5 looking forward... Chck the following kink to send an emaill to all
m s of thi ling st emal this Glow
20in the swimiing cub members of this maling bst: empthis Ol
by W 18/10/2007 15:52 AL B
Archived emalls: browss or
If you've not been a member befare now y
jht @ o join the Forthyiew
= You'll have a lot of fun and
get fit at the same ume,
Whal's an - A
o SlNew It
16/12/2007 09:00
Funded by the Scottish Executive, Glow 15 mansged by Learning and =3 ¢ .1
Teaching Scotland in partnership with RM. oy smarter : Itm
¥ scotland é
= e R -
IensscriptoperEarmal o Tor thenSnimmens Ss1 Lglowscotiend.onp.uk] poris. glowscodend.org.k @)

e

Email address of the mailing list
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The mailing list has now been configured and is ready for use, although it

currently has no subscribers. Subscribers can be added in two ways:

Members of the Glow Group will be able to see the Glow Mail List web part
whenever they access the Glow Group and can use a link within the web part

to request subscription to the mailing list;

Alternatively, the administrator of the mailing list can add members of the

Glow Group as subscribers.

The next tutorial details both methods of adding subscribers.
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Tutorial 3 — Adding subscribers to a
one-way mailing list

The purpose of this tutorial is to demonstrate how to add subscribers to a one-

way mailing list. In this tutorial you will:
Add Glow users

Check whether a user has an email address listed in the Glow national

directory
Add a non-Glow user
Set subscribers’ rights

Manage subscription requests

All members of the Glow Group containing the Glow Mail List web part are eligible
for subscription to the mailing list, provided that they have an email address
recorded in the Glow national directory. Information on checking a user’s email

address is included in the next section.

Adding subscribers
1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.

2. Click on the name of the Glow Group to which you have added the Glow Mail
List web part.

3. In the Glow Mail List web part click on Subscribers.

L

Club Events Gloy/ﬁail List
"4

Configure Subscribers Delete
Welcome to the Club Events Glow Mail List.
This one-way mailing list is used to send out

information about club events to all members
of the swimming club.

Use the toolbar or select from the following
links:

Approve subscription requests (0 request(s)
waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J

4. The ‘Manage subscribers’ screen will be displayed. The list shows that you, as

creator of this Glow mailing list, are the only current subscriber.
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Manage subscribers

Lﬂ Save and Close Apply Changes Cancel Add Subscribers Help

To change subscriber rights for the Club Events Glow Mail List, make your selections:

Name Subscriber | Contributor | Role
Select All [l
S. Grieg

* indicates non-portal subscriber

5. Click Add Subscribers. The ‘Subscribe users’ screen will be displayed.

Subscribe users

[ save and Close Apply Changes Cancel Back Help

Subscribe users to the Club Events Glow Mail List:

To subscribe a non-portal user, enter their name and email address and click Add Non-Portal Subscriber:
MName: *

Email: *

[ Add Mon-Portal Subscriber ]

To subscribe the following Glow Group members, select the appropriate checkbox(es) and click Save and

Close:
Name Subscribe
Select Al ]
2G2
O
O
i
F. Hamilton O
N. Hammond O

6. In the lower section of this screen are displayed all the individuals and groups
(such as classes of pupils or categories of users) belonging to the Glow

Group.

Note that the members of groups are also listed individually by name. For
example, in the screenshot above, the pupils in class 2G2 are members of the
Glow Group and are displayed in the ‘Subscribe users’ screen both collectively

as 2G2 and individually by name (e.g. S. Appleby, N. Barrack).

This gives the mailing list administrator the flexibility to add complete groups

of users as subscribers or to restrict the list to specific individuals.

7. If you wish to check whether a particular user has an email address recorded

in the Glow national directory, click on the user’'s name. The ‘find people’
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10.

11.

screen will open, either as a new window or new tab depending upon the
settings in Firefox. The user’s profile will be displayed, including details of any
email address. Close the ‘find people’ screen, taking care not to close the
main Glow window (or tab). Repeat this step for any other users you wish to

check.

On the ‘Subscribe users’ screen select the checkbox next to an individual or

group to add them as subscribers to the mailing list.

If you want all the listed groups and individuals to be subscribers, click on the

checkbox next to Select All.

Click Save and Close. You will be returned automatically to the ‘Manage

subscribers’ screen.

If you wish to add a non-Glow user to your mailing list click Add
Subscribers again. In the top section of the ‘Subscribe users’ screen enter
the individual’'s name and email address then click Add Non-Portal

Subscriber.

Setting subscribers’ rights

1.

On the '‘Manage subscribers’ screen each of the groups or individuals you

have added will now be displayed.

Manage subscribers
Id save and Close Apply Changes Cancel Add Su _s,(s Help

To change subscriber rights for the Club Even low Mail List, make your selections:

Name Subscriber | Contributor | Role
Select Al O
2G2 X

3]

Andy Collins*
collinsa@strathlomondshire-leisure.co.uk

]

C. Garland

=

3]

S. Grieg

=

* indicates non-portal subscriber

As you have created a one-way list all groups and individuals are

automatically assigned Subscriber rights. In a one-way list:

Only the administrator can create and distribute an email through the

mailing list;
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Subscribers will receive emails distributed through the mailing list but

cannot contribute;

Subscribers can respond to an email but the reply will be sent only to the

administrator and will not be seen by other subscribers.

2. If you wish to remove any subscribers from the list deselect the appropriate

checkbox.

3. Here the Contributor column is greyed out, as contributor rights apply only to
two-way mailing lists. Similarly the Role column is greyed out as no other
options can be set for a one-way list. (The Administrator role is given
automatically to any user who is an administrator of the Glow Group; the

Default role is the standard role given to all other users.)
4. Click Save and Close to return to the Glow Group page.

5. If you wish to add or delete subscribers at any time, click on the
Subscribers link in the Glow Mail List web part to return to the ‘Manage

subscribers’ screen.

The Glow mailing list has now been configured and subscribers added. The
following screenshots show how the Glow Mail List web part will appear to

different users.

This is the administrator’s view of the T T e

Glow Mail List web part. Using the links

nfigure Subscribers Delete

in the web part the administrator can Welcome to the Club Events Glow Mail List.
. . . This one-way mailing list is used to send out
reconfigure the list, change the list of information about club events to all members

. . . of the swimming club.
subscribers, delete the mailing list,
Use the toolbar or select from the following

manage subscription requests, send links:
Approve subscription requests (0 request(s)
emails, and browse or search archived waiting)
emails. Click the following link to send an email to all
members of this mailing list: email this Glow

Mail List

Archived emails: browse or search
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This is a subscriber’s view of the Glow
Mail List web part. A subscriber receives
emails from the mailing list in their email
inbox and can reply to the administrator.
In addition a subscriber can use the links
in the web part to browse or search the

archive of emails, and can send a

Club Events Glow Mail List

Welcome to the Club Events Glow Mail List.
This one-way mailing list is used to send out
information about club events to all members
of the swimming club.

Select from the following links:

Unsubscribe from Glow Mail List

Archived emails: browse or search

request to the list administrator to be unsubscribed from the mailing list.

A non-Glow user subscribed to the mailing list will receive emails in their email

inbox and can reply to the list administrator; however, a non-Glow user has no

access to the web part to search the mailing list archives or to request to be

unsubscribed.

This is a non-subscriber’s view. That
is, the view of a user who is a member
of the Glow Group, but who has not been
added as a subscriber to the mailing list.
This user will not receive emails from the
mailing list, but using links in the web

part, can search or browse archived

Club Events Glow Mail List

Welcome to the Club Events Glow Mail List.
This one-way mailing list is used to send out
information about club events to all members
of the swimming club.

Select from the following links:

Subscribe to Glow Mail List

Archived emails: browse or search

emails, and request subscription to the mailing list.

Non-subscribers to the mailing list may wish to request subscription. Any such

request is sent to the administrator of the mailing list for approval. The next

section explains how these requests can be viewed and managed by the

administrator.
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Managing subscription requests

1. In the Glow Mail List web part click on Approve subscription requests.

Club Events Glow Mail List /

Configure Subscribers Delete
Welcome to the Club Events GlgAv Mail List.

This one-way mailing list is ugéd to send out
information about club evepfs to all members
of the swimming club.

Use the toolbar or s
links:
Approve subscription requests (1 request(s)
waiting)

ct from the following

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or

1]

earch

J

2. The '‘Manage subscription requests’ screen will be displayed.

Manage subscription requests

[ Save and Close Apply Changes Cancel Help

Process the following subscription requests for the Club Events Glow Mail List:

Date Requested Name Approve | Reject | Defer
Select All O O O
31 Oct 2007 20:00 | L. Milarvie o @] ®

The available options are:
Approve: The request to subscribe is approved. The user will be added
to the mailing list.

Reject: The request to subscribe is rejected. The user will not be added
to the mailing list and will continue to see the ‘non-subscriber’s view’ of

the web part, as described on the previous page.

Defer: No action at this stage. The subscription request remains in the

list and can be dealt with at a later time.

3. Decide whether each request should be approved, rejected or deferred and

then click the appropriate radio button alongside the name.

Alternatively, use one of the Select All radio buttons to set the same option

for all the current subscription requests.

4. Click Save and Close to save the changes and return to the Glow Group.
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Tutorial 4 - Using a one-way mailing list

The purpose of this tutorial is to demonstrate how to use a one-way mailing list.

In this tutorial you will:

Send an email
Browse archived emails

Search archived emails

Sending an email

1.

2.

Log on to Glow and in the left-hand navigation bar click on My Glow groups.

Click on the name of the Glow Group to which you have added the Glow Mail

List web part.

If you are using either Glow Mail or an email program click email this Glow
Mail List.

Club Events Glow Mail List

Configure Subscribers Delete

Welcome to the Club Events Glow Mail List.
This one-way mailing list is used to send out
information about club events to all members
of the swimming club.

Use the toolbar or select from the following
links:

Approve subscription requests (0 request
waiting)

Click the following link to send an em
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J

A window in which to create your email will open, with the mailing list email

address automatically inserted.

If you are using a web mail service it is not possible to use the ‘email this
Glow Mail List’ link directly. Instead, launch your web mail service and create
a new email in the usual way. In the ‘To’ field enter the email address of your

mailing list, which you noted down in Tutorial 2.

Compose your message in the usual way and then click Send. The email will

be sent to all subscribers of the mailing list.

Subscribers will receive the message in their email Inbox, either in Glow Mail
or other email system they are using. Note that the administrator’'s name and
email address is shown as the sender and that the email address of the

mailing list is shown as the recipient.
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@ https://webmail.glowscotland.org.uk - Coaching qualification - Microsoft Intern... g

(Create | Reply | ReplyAl | Forward | Fiag|

CopyMove | Delete |

Erom: 'S Grieg = Add Contacts
O [gw07griegsteve2@ZZFORTHVIEW MAIL GLOWSCOTLAND ORG UK] = Create Group
Date.  30-Oct-2007 2027 ® Filter Junk Mail
fo. | <FORTHVIEWSWIMMERS@LIST! GLOWSCOTLAND ORG UK> g:ﬁr“'\ﬂvﬂeaders
v

ject: Coaching qualification

The next coaching course will take place on Thursday evenings, starting
on January 17th and running for 10 weeks. The course will introduce you
to teaching swimming to individuals and small groups and cover the

basics of the 4 strokes and life-saving skills

This is an excellent course, run by a superb tutor Andy Caollins, and

will be of particular interest to senior pupils interested in careers
in teaching or the sports and leisure industry

See the documents page in the Forthview Swimming Club Glow group for

mare information

Mr Grieg

6.

Subscribers can reply to the message, via the usual email functions. As this is

a one-way list the reply will go only to the administrator of the mailing list,

not to other subscribers.

Browsing archived emails

All members of the Glow Group can browse and search the mailing list archive,

regardless of whether they are subscribers to the list.
1. In the Glow Mail List web part click browse.
Club Events Glow Mail List v R R

2.

Configure Subscribers Déle:e

welcome to the Club Evenfs Glow Mail List.
This one-way mailing list i$ used to send out
information about club events to all members
of the swimming club.

Use the toolbar or select from the following
links:

Approve subscription
waiting)

rpquests (0 request(s)

Click the following lini{ to send an email to all
members of this maifing list: email this Glow
Mail List

Archived emails: browse or search

J

In the ‘Browse archive’ screen click on the archive you want to view.
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Browse archive

Email the List Search Archives Back Help

Select the archive you want to view:
October 2007

3. Alist of results will be displayed:

Browse archive

Search Archives Back Help

Select the archive you want to view:

October 2007

Browse results
To view a different email, click the appropriate subject link.

Date Subject From To
18 Oct 2007 12:18Team fixture vs BlackstoneS. GriegClub Events

The fixture against Blackstone School has been rescheduled for November 21st. The minibus will leave school at 12:30pm
and return around 4: 45pm. The team list is unchanged and can be seen on the Documents page of the Forthview
swimming Club Glow group. Mr Grieg

[ Pravious ][ Next ]

This lists emails in the archive. To sort the list, click on a column heading.
Date Subiect From
18 Oct 2007 12:18 | Team fi
18 Oct 2007 13:44 | Team list

30 Oct 2007 20:27 | Coaching gualifica

S. Grieg | Club Events
fixture | S. Grieg | Club Events
S. Grieg | Club Events

4. 1In the ‘Subject’ column click on the link for the email that you want to view or

use the Previous and Next buttons to scroll through the emails.

5. Click the '‘Back to’ link in the top left-hand corner of the screen to return to
the Glow Group.

Searching archived emails
1. In the Glow Mail List web part click search.

2. In the 'Search archive’ screen select to search either the current mailing list
or, if other mailing lists have been created within the same Glow Group,
select to search all mailing lists.
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Search archive

®Club Events

Enter a search
phrase:

For emails sent
between:

Select a Glow Mail List to search:

OAll Forthview Swimming Club Lists

To search for specific emails, enter your search criteria and dlick Search:

[o110/2007  [EE and  [o111j2007 | ER

3. To search for specific emails, enter:

A key word or phrase and/or

Start and end dates.

Click Search.

4. A list of results will be displayed. Click on the link in the ‘Subject’ column to

view an email, or use the Previous and Next buttons to scroll through the

emails.

5. Click the ‘Back to’ link in the top left-hand corner of the screen to return to

the Glow Group.
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Tutorial 5 — Creating a two-way mailing list

The purpose of this tutorial is to demonstrate how to add the Glow Mail List web
part to your Glow Group and create a two-way mailing list. In this tutorial you

will:
Add the Glow Mail List web part to a Glow Group
Create a two-way mailing list

Before creating a mailing list ensure that your email address is recorded in your

Glow profile (see page 6 for details).

Adding the Glow Mail List web part
1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.

2. Click on the name of the Glow Group to which you want to add a mailing list;

this could be the Glow Group used in the earlier tutorials or a different one.

The Glow Mail List web part creates and manages a single mailing list, so it is
possible to add several Glow Mail List web parts to a Glow Group to hold
different mailing lists. For example, a Glow Group may have one Glow Mail
List web part with a one-way list for sending out information and another
Glow Mail List web part holding a two-way mailing list to provide a discussion
forum amongst subscribers. Each mailing list works independently so can, for

example, have different subscribers.

3. At the right hand side of the page click on Modify Shared Page.

N\
\ H, Yeaman [EEETH

O inghrdntes  Sanesh faf aibar Olaw e 5 | ThN, Site ul !ﬂ

Walk to School Campaign e paign Membe .
Noticeboard Jf Discussions |f Glow groups )f worid Record Holders |

!

Stall home

Tmage i -‘1 Wb links

Timetables

Pupil information

ZZFort!

i

T

zrstrathlomondshire

National Site

L4
o

Lt

FJ

To select an image
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4. The ‘Modify Shared Page’ menu will be displayed at the right-hand side of the

screen. Click on Browse.

5. The ‘Add Web Parts’ menu will be displayed. Click on Virtual Server

Gallery. /

H; Yeaman
glo vy e s fadager  Saneth far aibar Disw unes Bl ] this e & (=]
=]
Walk to School Campaign f M )
Stail home " 1 l = wmlw«u = 1

Glow learn

Browse | Searchf Import

Timetables

I

Select tha gafery you would
ke to browsgke.

ik Bart/eans Cialary (43
pupil information ) Image TR Web links . &y Webh Pary/Fage Gallery (4
TTForthypew Galiery (13)
: | virtual Server Gallery (40) |
zzForthview o = e e e
- Add to: |Body Area 2 |»![ Add
Weh Part List
rrstrathlomondshine e
) Glow Mad - Inbox
& Glow Mad List
National Site l O Glow Meat
) Glow sattings
My G rou % ™ O Image
- ) Latest news

O learnnewsdeskELTS
C My Glow groups
O Personal details ..

FJ

6. This gallery listing can contain a large number of web parts, indicated by the
number in brackets after the gallery name. At the bottom of the menu click
on Next to move through the pages of the gallery until you can see Glow
Mail List.

7. Click the radio button next to Glow Mail List and select an area of the page
in which to place the web part. Note that web parts can be added to empty

areas or areas already containing other web parts. Click Add.

8. Click on the x to close the ‘Add Web Parts’ menu. The Glow Mail List web part

will appear on the Glow Group page.

Configuring a two-way mailing list

1. In the Glow Mail List web part click Configure the Glow Mail List.

New Glow Mail List / A ﬁ

This is a new Glow Mail List and p€eds to be
configured before it can be us€d.

Configure the Glow Mail List

2. The 'Configure Glow Mail List’ screen will be displayed.
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Configure Glow Mail List

[ save and Close Cancel Help

This Glow Mail List must be configured. Enter the following details and click Save and Close:

Enter a unigue name for your Glow Mail List. Help provides appropriate examples.
Glow Mail List Forthview-Walk-to-Schoal
Name: *
Enter a descriptive title for your Glow Mail List. Help provides appropriate
examples.
Glow Mail List Title: *|Campaign Discussion

Enter a description for your Glow Mail List:

Glow Mail List This two-wey mailing

Description: members of the cam
discusa ideas for
of staff and pupils walking to school.

Choose the type of Glow Mail List:
Glow Mail List COne-way. Suitable for newsletters and other one-way Communications to
Type: # subscribers.

@Two-way. Suitable for email discussions between subscribers.

subscribers.

3. Before filling in the form consider the purpose of the mailing list that you are

creating.

4. First enter a name for the Glow mailing list (e.g. Forthview-Walk-To-School).

Choose the name with care as:

It will become the first part of the email address of the mailing list (e.g.

Forthview-Walk-To-School@list1.glowscotland.org.uk);

The name may not contain spaces or any punctuation, other than

hyphens;

The name may not contain any of the following wordings:
owner-
-request
-server

The name has to be unique across all mailing lists used within Glow. Be
creative: a name such as BookClub may already be in use, so you might

want to try BooksUnlimited instead.

The name cannot be changed later.

5. Enter a title for your mailing list, for example Campaign Discussion. Again

choose carefully as:

The title chosen will be displayed in the title bar of the web part and as

part of the welcome message in the web part;
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@aign Discl@ow Mail List

Configure Subscribers Delate A view of how the
Welcome to th€ Campaign Discussion)Glow web part will be
Mail List. This two-W #ergfstis used by

displayed once

members of the campaign committee to .
configured.

discuss ideas for increasing the numbers of
staff and pupils walking to school. ) o
The title is displayed

Use the toolbar or select from the following in the top bar of the
links: web part and in the
Approve subscription requests (0 request(s) ‘Welcome’ message.
waiting)

Moderate emails to this list (0 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

The title can include spaces and punctuation.

Do not include ‘Glow Mail List’ as part of the title, as this will be inserted

automatically;

The title can be changed later, if necessary.

6. Enter a description. This description will be displayed as part of the welcome
message in the web part. Note that the first sentence ‘Welcome to the ....

Glow Mail List’ is inserted automatically.

Campaign Discussion Glow Mail List

Configure Subscribers Delete
Welcome to the jscussion Glow A view of how the
t . This two-way mailing list is us web part will be

members of the campaign committee to displayed once

< discuss ideas for increasing the numbers of fi d
taff and pupils walking to school. configured.

Use the toolbar or select from the following The description of
links: the mailing list is
Approve subscription requests (0 request(s) used in the

waiting) ‘Welcome’ message.

Moderate emails to this list (0 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J

7. Next is an option to choose the type of mailing list. The list can be either one-

way or two-way:
One-way lists are typically used for distributing information to a group.
Two-way lists are typically used to support discussion across a group.

For the purpose of this tutorial select Two-way.
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8. Select whether emails sent by contributors should be moderated before being
distributed to other subscribers. If moderation is selected, then the
administrator of the mailing list is automatically given moderation rights;
these rights can also be given to other subscribers. Further information on

moderation is given in Tutorial 6.

9. If another mailing list has already been created within this Glow Group, then
there will also be an option to Connect to this list. For the purpose of this
tutorial do not select this choice; further details of the purpose of this option

are given in Tutorial 8.

10. Click Save and Close to complete the configuration. The configured web part
will appear in your Glow Group. The title, description and type of list can be

changed at any time by clicking on the Configure link in the web part.

11. To view the email address assigned to the newly created mailing list place the
mouse pointer over the link ‘email this Glow Mail List’ and check the address

displayed at the bottom of the window.

Make a note of this address, as you may wish on occasions to create and
send emails directly from your email program, rather than by navigating to
the Glow Mail List web part to find the link. This is particularly important if

you are using a web mail service, as mentioned in Tutorial 4.

P ‘Walk to School Campadgn - Mozilla Firefox »‘Liﬁ
Pie [dt Wew gy Dopmery  Togs  beip
& o q " - — » R o 20| b G

members of the campaign committes o
discuss ideas for increas mbers of
staff and pupils walking to

Use the toolbar or select from the following

links:
Learning about Glow App e subs Juests (0 request(s)
waiting)
™ ate emails to this kst (0 email(s) waiting)
LTS Online Service l
Click the feowing link to send an email to all
- -

of this malling list: ema '1:][-

Mai
rehived emats: e
-

O_

Funded by the Scottish Executive, Glow s managed by Learning and = .!
Teaching Scotland in partnership with RM. -'-. Sﬂ"l-'ﬁlﬂi A It"\
Y e

-

eI DR YTalY o thyview=\ - To-Schook Bt L glomacn Send. ong, Ui

/

Email address of the mailing list

porie. glosacodend.ong.uk B
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The mailing list has now been configured and is ready for use, although it

currently has no subscribers. Subscribers can be added in two ways:

Members of the Glow Group will be able to see the Glow Mail List web part
whenever they access the Glow Group, and can use a link within the web part
to request subscription to the mailing list;

Alternatively, the administrator of the mailing list can add members of the

Glow Group as subscribers.
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Tutorial 6 — Adding subscribers to a
two-way mailing list

The purpose of this tutorial is to demonstrate how to add subscribers to a two-

way mailing list. In this tutorial you will:
Add Glow users
Add a non-Glow user

Set users’ rights

Adding subscribers

All the current members of the Glow Group are eligible for subscription to the
mailing list, provided that they have an email address recorded in the Glow
national directory. Further detail on checking whether members have email

addresses is given in Tutorial 3.

1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.

2. Click on the name of the Glow Group to which you have added the Glow Mail

List web part and configured a two-way list.

3. In the Glow Mail List web part click on Subscribers.

e

Campaign Discussion% Mail List

e

Configure Subscribers Delete

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Use the toolbar or select from the following
links:

Approve subscription requests (0 request(s)
waiting)

Moderate emails to this list (0 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J

4. The ‘Manage subscribers’ screen will be displayed. The list shows that you, as

creator of this mailing list, are the only current subscriber.
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Manage subscribers

[d save and Close Apply Changes Cancel Add Subscribers Help

To change subscriber rights for the Campaigh Discussion Glow Mail List, make your selections:

Name Subscriber | Cor Role
select All a [
H. Yeaman

/
* indicates non—pc?{ubsc-'ibe:'

/7

5. Click Add Subscribers.

6. The ‘Subscribe users’ screen will be displayed:

Subscribe users

[ save and Close Apply Changes Cancel Back Help

Subscriber:

Name: *

Email: #

Close:

Name

Select All

Subscribe

Teaching Staff

Pupil

5. adams

R. Baraglia

[ ] | o) i | | | o) | |

Subscribe users to the Campaign Discussion Glow Mail List:

To subscribe a non-portal user, enter their name and email address and click Add Non-Portal

To subscribe the following Glow Group members, select the appropriate checkbox(es) and click Save and

[ Add Non-Portal Subscriber ]

7. In the lower section of this screen are displayed all the individuals and groups

(such as classes of pupils or categories of users) belonging to the Glow

Group.

Note that the members of groups are also listed individually by name. For

example, in the screenshot on the previous page, the category ‘Pupil’ is part

of the membership of the Glow Group; these users are displayed in the

‘Subscribe users’ screen both collectively as ‘Pupil’ and individually by name

(e.g. S. Appleby, N. Barrack).

This gives the administrator of the mailing list the flexibility to add complete

groups of users as members of the mailing list or to restrict the list to specific
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individuals. With a two-way mailing list it also affords the opportunity to give
differing levels of rights to users. Further information on users’ rights is given

in the next section.

8. Select the checkbox next to an individual or group to add them as subscribers

to the mailing list.

9. 1If you want all the listed groups and individuals to be subscribers, click on the

checkbox next to Select All.

10. Click Save and Close. You will be returned automatically to the ‘Manage

subscribers’ screen.

11. If you wish to add a non-Glow user to your Glow Mailing list click Add
Subscribers again. In the top section of the ‘Subscribe users’ screen enter
the individual’'s name and email address then click Add Non-Portal

Subscriber.

Setting subscribers’ rights
1. On the ‘Manage subscribers’ screen each of the individuals or groups you

have added will now be displayed. /

Manage subscribers /
[ save and Close Apply Changes Cancel ."~'.-T-.'L/{.D5C"|:IE"S Help

To change subscriber rights for the Campdign Discussion Glow Mail List, make your selections:

Name Contributor | Rele

&
|
<

Select All

X
=
=

Default Il

&
&

Default ||

ul
-
T
A
&
&

Default |»

&

H. Yeaman

&

Harry McIntosh*
h.mcintosh@yahoo.co.uk

&
&

M. Gorzyn Default [»

&
&

N. Barrack Default B

&
&

Teaching Staff Default |»

* indicates non-portal subscriber

Glow users are automatically given both ‘Subscriber’ and ‘Contributor’ rights;

non-Glow users are, by default, given only ‘Subscriber’ rights.

With ‘Subscriber’ rights users will receive emails distributed through the Glow
Mail List web part; with the additional ‘Contributor’ rights users can also

create and distribute emails.
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2. To give ‘Contributor’ rights to a non-Glow user select the Contributor
checkbox next to their name. Ensure that the Subscriber checkbox is also

selected.

3. To remove ‘Contributor’ rights from any individuals or groups deselect the

Contributor checkbox next to their name.

4. To remove users entirely from the mailing list deselect both the Subscriber

and Contributor checkboxes.

5. If the mailing list was configured (in Tutorial 5) to require emails to be
moderated prior to distribution, then there will be an option in the ‘Role’

column to assign individuals or groups as moderators.

The administrator of the mailing list will automatically be a moderator. Any
other users who are to be given the moderator role must have both

‘Subscriber’ and ‘Contributor’ rights.

There is a maximum of 100 moderators in any mailing list, but in practice

only a few users are likely to be given a moderator role.

To give a moderator role to any individual or group click on the drop-down

menu in the ‘Role’ column and select Moderator. /

Manage subscribers /

ld save and Close Apply Changes Cancel Add Subscribers Hel

To change subscriber rights for the Campaign Discussion Glow Mail List, make your selecfions:

Name Subscriber | Contributor | Role

Select All H - -
E Default h
Default e
O Default i

&

Harry McIntosh*
h.mcintosh@yahoo.co.uk

3]
3]
[“—

&
&

M. Gorzyn Moderator M
Barra Default i
Teaching Staff Default bl

* indicates non-portal subscriber

6. Click Save and Close to return to the Glow Group page.

The mailing list has now been configured and subscribers added. The screenshots

on the next pages show how the web part will appear to different users.

Author: Glow Team Page 37 of 48 Ref: GC338_v1.1



glow

Glow Mailing Lists Training Guide

This is the administrator’s view of the
Glow Mail List web part. The admini-
strator will receive emails from the
mailing list in their email inbox and can
reply either to the sender of the email or
to all subscribers of the mailing list.
Using the links in the web part the
administrator can reconfigure the list,
change the list of subscribers, delete the
mailing list, manage subscription

requests, moderate emails (if mod-

Campaign Discussion Glow Mail List

Configure Subscribers Delete

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of

staff and pupils walking to school.

Use the toolbar or select from the following
links:

Approve subscription reguests (0 request(s)
waiting)

Moderate emails to this list (0 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

eration has been selected during configuration), send emails, and browse or

search archived emails.

This is a moderator’s view of the Glow
Mail List web part. A moderator receives
emails from the mailing list in their email
inbox and can reply either to the sender
of the email or to all subscribers of the
mailing list. Using the links in the web
part a moderator can also moderate
emails, send emails to the mailing list,

and browse or search archived emails.

This is a contributor’s view. A con-
tributor receives emails from the mailing
list in their email inbox and can reply
either to the sender of the email or to all
subscribers of the mailing list. In
addition, a contributor can use the links
in the web part to send emails to the
mailing list, browse or search the archive
of emails, and send a request to the
administrator to be unsubscribed from

the mailing list.

Campaign Discussion Glow Mail List

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Select from the following links:
Moderate emails to this list (O email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

Campaign Discussion Glow Mail List

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Select from the following links:

Unsubscribe from Glow Mail List

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search
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This is a subscriber’s view of the Glow
Mail List web part. A subscriber receives
emails from the mailing list in their email
inbox and can reply either to the sender
of the email or to all subscribers of the
mailing list. In addition, a subscriber can
use the links in the web part to browse

or search the archive of emails, and can

Campaign Discussion Glow Mail List

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Select from the following links:
Unsubscribe from Glow Mail List

Archived emails: browse or

w

earch

send a request to the administrator to be unsubscribed from the mailing list.

This is a non-subscriber’s view. That
is, the view of a user who is a member
of the Glow Group, but who has not
been added as a subscriber to the
mailing list. This user will not receive
emails from the mailing list, but using
the links in the web part, can search or
browse the archive of sent emails, and

request subscription to the mailing list.

Campaign Discussion Glow Mail List

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Select from the following links:

tr Cln

Subscribe to Glow Mail List

Archived emails: browse or search

A non-Glow user subscribed to the mailing list will receive emails in their email

inbox and can reply to the sender of the email or to all subscribers of the list;

with Contributor rights it would also be possible for the non-Glow user to initiate

emails to the mailing list. However, a non-Glow user has no access to the web

part to search the mailing list archives or to request to be unsubscribed.
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Tutorial 7 — Using a two-way mailing list
The purpose of this tutorial is to demonstrate how to use a two-way mailing list.
In this tutorial you will:
Send an email

Moderate emails

Sending an email

When a mailing list is configured as two-way any member of the list with

‘Contributor’ rights can send emails.

1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.

2. Click on the name of the Glow Group to which you have added the Mailing
List web part.

3. If you are using either Glow Mail or an email program click email this Glow
Mail List.

Campaign Discussion Glow Mail List

Configure Subscribers Delete

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Use the toolbar or select from the following
links:

waiting)
Moderate emails to this list (0 email(s) wafki

Click the following link to send an emailpxo all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J

A window in which to create your email will open, with the mailing list email

address automatically inserted.

If you are using a web mail service it is not possible to use the ‘email this
Glow Mail List’ link directly. Instead, launch your web mail service and create
a new email in the usual way. In the ‘To’ field enter the email address of your

mailing list, which you noted down in Tutorial 5.

4. Compose your message in the usual way then click Send. Subscribers will
receive the message in their email Inbox, either in Glow Mail or other email

system they are using.
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5. Subscribers can reply to the message, via the usual email functions. As this is
a two-way mailing list, users have an option to use either ‘Reply’ in which
case their response will be delivered only to the original sender of the email
or to use ‘Reply to All"” when the response will be sent to all members of the

mailing list.

6. If the mailing list has been configured as non-moderated, all replies will be

distributed immediately.

7. If moderation was selected when the mailing list was configured then replies
will not be distributed immediately. Instead, moderators of the mailing list
will see a prompt in the web part that there are emails waiting for approval.

Click on Moderate emails to this list.

Campaign Discussion Glow Mail List

Configure Subscribers Delete

Welcome to the Campaign Discussion Glow
Mail List. This two-way mailing list is used by
members of the campaign committee to
iscuss ideas for increasing the numbers of
ff and pupils walking to school.

Use Ne toolbar or select from the following
links:
Approve\subscription requests (1 request(s)
waiting) Y

Moderate emails to this list (1 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or search

J/

8. In the 'Moderate emails’ screen the messages awaiting approval are

displayed.

Moderate emails

[ save and Close Apply Changes Email the list Cancel Help

There are emails requiring moderation in the Campaign Discussion Glow Mail List.

If you want to moderate all emails in the list at once, select the appropriate Select All radio button, then
click Save and Close or Apply Changes.

Any emails selected for editing will be sent to your email inbox for you to edit prior to resubmission.

This is a list of emails awaiting moderation. To sort the list, click a column heading.

Date Subject From Accept Regct Edit Defer
Select O ® O
All
30 Oct 2007 21:32 | Forthview makes the news! | B. Llewellyn (@] Q Q ®

To view a different email, click the appropriate subject link. Actions selected here override those in the
table above.

Date Subject From Accept Reject Edit Defer
30 Oct 2007 21:32Forthview makes the news!B. Llewellyn & O O O

Hello all! A reporter from local TV news has been in touch, regarding our walk-to- school campaign, and
would like to film some interviews with staff, pupils and parents on November 8th. This will provide some
really good publicity, particularly in terms of getting some sponsorship and raising awareness in our
community. Please let me know if you would like to be involved in this. Blaine &€
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9. In the ‘Subject’ column click on the title of the email you want to view. The
text of the message will be displayed at the bottom of the screen. Decide

what action should be taken for this message; the options are to:
Accept: the message will be distributed to all subscribers’ email inboxes.
Reject: the message will be returned to the sender’s inbox
Edit: the message will be moved to the administrator’s inbox for editing

Defer: the message will remain with the administrator

10. Click one of the Accept, Reject, Edit or Defer radio buttons as appropriate.

11. To apply the same action to all of the displayed messages, click the
appropriate Select All radio button.

12. Click Save and Close to return to the Glow Group.
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Tutorial 8 — Managing mailing lists
The purpose of this tutorial is to demonstrate long-term management of mailing
lists. In this tutorial you will:
Close the Glow Mail web part
Connect to an existing mailing list

Delete a mailing list

Closing the Glow Mail List web part

You may wish at some point to remove the Glow Mail List web part from a page,
for example, to move it to another page within the Glow Group. Note that
removing the web part from the page does not delete the mailing list; subscribers
would still be able to receive emails via the list, but would not be able to access

the archives or other links within the web part.

1. Log on to Glow and in the left-hand navigation bar click on My Glow groups.

2. Click on the name of a Glow Group to which you have added the Glow Mail

List web part.
H: Yeaman
g low it mafnenter Ganteh fae atiae Olaw uners o) |rh.-. Sita ul I
=]

Walk to School Campaign

Stall home jl Discussi lm 'Wﬂ'ﬂ — -—-—'I

Tmage i ?1 Campaign Discussion Glow Mail List ¥ -“‘

Timetables

Pupil infarmation Mail List. This two-way maidizg list is used by
commitbee Lo

zzForthview
¢ roolbar or select from the following
zzStrathlomondshire

£ : rs (0 requast(s)
waiting)

National Site

t (0 email(s) walting)

=)
L)
RN
e )
)
)

Chick the following knk to send an email 1o all
members of this makng Ist: email &

Archived emaits: WS Or Sea

image chok here v,

3. Click on the X in the title bar of the Glow Mail List web part. The web part will
be removed from the page.
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H, Yeaman [EET
Ofdw maheonger Saneth for athar Glaw uners 83 I This Site vl IE
Tmage s x) Web links
e 2
.
To select an Image

Connecting to an existing mailing list

If you have closed

a Glow Mail List web part, for example to move it to another

page within the Glow Group, you will first need to add the Glow Mail List web part

to that page and th

1.

en connect it to the existing mailing list.

In the Glow Group, select the page where you want to place the mailing list.

glow

H. Yeaman m
sanesh fae Grbar Dlaw uneik g1 | This Site ul Iﬁ]

qhkenter

Stall home

Walk to School Campaign i
5 mmm|w«ﬂm Holders |

Glow learn

Discussions

Timetables

Pupil information

ZzForthview

7l

Subject

zzStrathlomondshire

National Site

A

My G o

2.

3.

~

Click on Modify Shared Page,

The *Modify Shared Page’ menu will be displayed at the right-hand side of the

screen. Click on Browse.
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4. The ‘Add Web Parts’ menu will be displayed. Click on Virtual Server

/

H. Yeanfan U500

Stall home

Ot e hedaged  Sanesh fae athac Dlaw utess g | This Site u: { [ﬂ

Walk to School Campaign
|mm|'mlm¢mmlw«ﬁmwmm|

Glow learn

Timetables

Pupil information

zzForthview

rrstrathlomondshine

Discussions W
= . gallery you would
ke to browse.
o 1 = it Fage Gallery (1)
Subject Replies ®  pocred gy Modified 77! sallery (13)

[virtual Server Gallery (40)]

Add to: | Header
Weh Part List

v [LAdd

1&/10/2007 :I!'.:l.'J'-‘

) Glow Mad - Inbox

National Site

|

My G

fJ

= Glow Mad List

O Glow Meet

) Glow sattings

O Image

o) Latest news

) learnnewsdeskBLTS
C My Glow groups

0 personal details [,

5. This gallery lis
number in bra
on Next to m
Mail List.

6. Click the radio

ting can contain a large number of web parts, indicated by the
ckets after the gallery name. At the bottom of the menu click

ove through the pages of the gallery until you can see Glow

button next to Glow Mail List and select an area of the page

in which to place the web part. Note that web parts can be added to empty

areas or areas

Click on the x

part will be dis

already containing other web parts. Click Add.

to close the ‘Add Web Parts’ menu. A new Glow Mail List web

played on the page.

glow

Saneth far athae Ll uneed

Stall home

Walk to School Campaign

[ noticeoara | piscussions )f clow groups

Iw«ﬂmrdél

Glow learn

/

Discussions /

Timetables

Pupil information
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k]

Subject
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[lb 10/2007 1605 |

rrstrathlomondshine

—/

MNew Glow Mail List
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U

My G

roups

Thiz is a néw Glow Mad List and neads to be
configured before it can be used.

E
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In the web part click Configure the Glow Mail List.

The ‘Configure Glow Mail List’ screen will be displayed.

Glow Mailing Lists Training Guide

Configure Glow Mail List

[H save and Close Cancel Help

This Glow Mail List must be configured. Enter the following details and click Save and Close:

Enter a unique name for your Glow Mail List, Help provides appropriate examples.
Glow Mail List
Name: *
Enter a descriptive title for your Glow Mail List. Help provides appropriate
examples.
Glow Mail List Title: *

Enter a description for your Glow Mail List:
Glow Mail List
Description:

Choose the type of Glow Mail List:
Glow Mail List COne-way. Suitable for newsletters and other one-way communications to
Type: * subscribers.

OTwo-way. Suitable for email discussions between subscribers.

Emails sent to this Glow Mail List must be moderated before they are sent to
subscribers.

Alternatively you can connect to an existing Glow Mail List for this Glow Group.

Forthview-Walk-To-School v \

9. Do not fill in the top section of this screen. In the lower half is the option to

connect to any existing mailing lists in the Glow Group; if more than one

mailing list already exists, these will be listed in the drop-down menu. Select

the appropriate list and then click Connect.

H. Yeaman m
PLLTES, " |rh.-.5-.rr~ UI =

Saneth far athae Ll

glow

Walk to School Campaign

Stall home l ImmlMﬂMwmlWﬂﬂdmml

Glow learn ]
Distussions - 1

Timetables l ==

[ i
Pupil information ] Subject Replies Posted By Modified

| 1] [ | 18/10/2007 16:05 |

ZzForthview l
?rﬂﬂilhlﬂnlondslﬂm) Campalgn Discussion Glow Mail List e -\

National Site

U

Welcome to the Campaign Discussion Glaw
Mail List. This two=way mailing kst ks used by
members of the campaign comm to
descuss ideas for increasing the numbers of
staff and pupils walking to school

My G roups

Use the toolbar or saléct from the fallowang

The mailing list you previously closed will again be displayed on the page,

with the existing title and description, and the existing archives.
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Deleting a mailing list permanently

If you are sure that no longer require a mailing list, it is good practice to delete it
as this releases the storage space for other Glow users, and prevents any
possible misuse of the mailing list.

1. In the appropriate Glow Mail List web part click Delete.

Z

Campaign Discussion Glow Maif}'ui‘( Yok s
A/

Configure Subscribers Delete

Welcome to the Campaign Discussion Glow
Mail List., This two-way mailing list is used by
members of the campaign committee to
discuss ideas for increasing the numbers of
staff and pupils walking to school.

Use the toolbar or select from the following

ubscription requests (1 request(s)

Moderate emails to this list (1 email(s) waiting)

Click the following link to send an email to all
members of this mailing list: email this Glow
Mail List

Archived emails: browse or

%]

earcn

2. The 'Delete Mailing List’ screen will be displayed.

Delete list

[H Delete this Glow Mail List Cancel Help

To delete the Campaign Discussion Glow Mail List, select the checkbox and click Delete this Glow Mail List.
Mote that removing this Glow Mail List from the Glow Group page will not delete it.

i want to delete this Glow Mail List

¥

3. Click the checkbox and then click Delete this Glow Mail List.

4, The Glow Mail List web part remains on the page but is now in an
unconfigured state and cannot be used. To remove the web part entirely,
click on the down arrow on the title bar and click Close.

5. The mailing list is now permanently deleted and cannot be retrieved.

Note that if a Glow Group has not been used for six months, the mailing list will

automatically be permanently deleted. The archives for this mailing list will also
be lost.
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Summary

Using this guide you have learnt to use Glow mailing lists. Having worked through

the tutorials you are now able to:
Create a Glow Group;
Add the Glow Mail List web part to a Glow Group;
Configure a mailing list;

Determine whether a one-way or two-way list is more appropriate for the

purpose;
Determine whether a two-way list should be moderated;
Add subscribers;

Determine whether subscribers to a two-way list should be given contributor

rights;

Distribute emails through the mailing list;
Moderate a two-way list;

Reconnect to an existing list;

Delete a list.

For additional information see Glow help, which can be accessed by clicking the
link at the bottom of most screens within Glow, or by clicking on the drop-down

menu on individual web parts and selecting ‘Help’.

Other support materials are accessible by clicking the ‘Learning about Glow’ link
in the left-hand navigation bar. These materials include demonstrations and

lesson ideas.
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