How to Join an ALEX List Serv

The list servs on ALEX are designed to allow educators to communicate with others who perform the same duties in Alabama's schools or school systems in order to share ideas, ask questions, and share techniques which can help improve effectiveness.  Upon joining a list serv you will become a member of a mailing list that will allow you to easily send and receive emails to a group of people with similar interests.  Whenever any member of the group sends an email to the list, it is automatically sent to every member of the group.  When a member replies to an email received from the list, the reply is automatically sent to every member of the list.  Only members of the list can send and receive emails to the list.  The lists are moderated by ALEX staff, and membership is limited to educators.

JOINING AN ALEX LIST SERV

1. Visit the Teacher-to-Teacher area of ALEX and click on "List Servs."

2. Review the listing of job-specific list servs that are available and decide which best describes your main duties.  You may wish to join more than one.

3. Click on the link for the list serv that you want to join.  Enter a school email address.  (This is how we screen to make sure list membership is limited to educators.)  

NOTE:  Once you have joined you may change your email address to the account most convenient for you to send and receive emails from the group.  

You will need to post all emails to the group from the account address on file with the ALEX list serv.  (The system would not recognize you as a member of the list serv and allow you to post to the group without the correct email address.)

4. Enter a password you wish to use for this list serv account.  You will only need to use the password to change your account settings or obtain a digest of the previous postings to the list.  Click the “Subscribe” button.

5. ALEX will send you an email that confirms the email address you entered.  Click on the link contained within the email message in order to activate your list serv membership.  You will receive an email from the system notifying you that you have completed the membership process and are ready to participate in the list serv.

SENDING A MESSAGE TO THE LIST SERV MEMBERSHIP

At this point you may send an email to the group.  Just use your regular email software and address your message to the address listed on the Teacher-to-Teacher list serv page for your group, or the email address contained in the email message you received from ALEX.  Type the message in plain text (do NOT use the HTML or Rich Text options of your email software) and then send as usual.  Your message will automatically go to all the members of your list serv.  

Whenever another member of the group sends or replies to a message, you will receive a copy of the email.

NOTE:  You can elect to have all of the emails received from the list serv compiled into a daily digest so that you receive only one email per day containing ALL of the list serv messages sent that day. 

If you did not select this option when you joined the list serv, you can do so at a later time by going to the main page for your specific list serv (click on the title of the list serv from the Teacher-to-Teacher List serv page.)  Click the button at the bottom of this page, “Unsubscribe or edit options.”  Enter your email address and password.  Click the “Log in” button.  Scroll down to the Options fields.  Set the Digest Mode to “on.”  Click on the “Submit my changes” button.
RETRIEVING OR CHANGING YOUR LIST SERV PASSWORD

If you have lost your password, you can have it emailed to you. 

1. Go to the very last field at the bottom of the main page for your specific list serv (click on the title of the list serv from the Teacher-to-Teacher List serv page.) Enter the email address you registered on your list serv account.  Click the “Unsubscribe or edit options” button.  Go to the Password section.  

2. To have your current password emailed to you, click the “Email my password to me” button. 

To change your list serv password, enter a new password in the “Change Your Password” field on the list serv account options page and click the “Change my Password” button.  This action will change your password only for the selected list serv.  If you belong to other ALEX list servs, you can check the “change globally” option to change the passwords for all of your list serv memberships at once.

