Mailing List Instructions


Thank you for your participation in the Intellectual Property Committee. The Committee communicates via a mailing list called “IPCmte-L.” You have already been subscribed. To post a message to the mailing list use 
IPCmte-L@lighthouse.valdosta.edu in the “To” box. We recommend you add this address as a “Contact” in your email address book. All messages sent to this address will go out to ALL the subscribers. Hitting the “Reply” button in an email from the mailing list will reply to ALL the subscribers. The following are actions that our office recommends you take to ensure active participation in the Committee. 

Creating a folder in Outlook:
This will create a dedicated inbox folder to receive your IPCmte messages.
1. Move your cursor to the “Folder List” on the left side of the screen. Right click and select “New Folder”

2. Choose a title for your folder (IP Committee is a great choice)
3. We recommend you add IPCmte-L@lighthouse.valdosta.edu as a “Contact”
Creating a Rule:

This Rule will, after viewing a message, automatically move messages to your IPCmte folder. 
1. Go to “Tools” in the Menu bar, and select “Rules Wizard” or “Rules and Alerts”
2. Select “New” button

3. Select “Start from a blank rule”; then “Next”

4. Check “With specific words in the subject”

5. In the white box titled “Rule Description”, click “specific words” (it is underlined)

6. Type IPCmte-L  , then Add, then OK, then when the window closes, click Next

7. Check “Move it to the specified folder”
8. In the white box titled “Rule Description,” click “specified” (it is underlined)

9. Expand the “Outlook Today” Icon by pressing the “+” next to the Icon

10. Click the folder you created in the first step, then OK

11. when the window closes, click Next, then Finish (then Apply, if applicable)

After you were subscribed to the IPCmte mailing list, you should have received an email titled “Welcome to the ‘IPCmte-L’ mailing list.” That email contains the email address that you send emails you wish the ENTIRE mailing list to view. It also includes a password that you will use to set/change your mailing list settings. Please locate that email and save in the folder you created for IPCmte correspondence.

Change your mailing list settings:

1. Locate and open the email titled “Welcome to the ‘IPCmte-L’ mailing list.”
2. Click on the second link in the email under “If you ever want to unsubscribe or change your options...” We recommend you “Favorite” this website
3. Enter in the password that was given to you in the bottom of the email 

4. On the right, half way down the page, please enter your full name you wish to be displayed 

5. Click “Change my address and name”

6. Scroll down and on the right you will find where to change your password. We recommend you change your password
7. Click “Change my password” if you have changed your password
8. Scroll down further and you will find a large gray box, this is where you will find your mailing list settings. 
9. Below you will find the settings we recommend:


Mail delivery- Enabled (move to disabled when you will be out of the office for an extended period; Note- when disabled, you will never receive the messages sent during your absence, though they will be available in the archives function) 

Set digest mode- Off (we recommend you receive messages in “real time”)


Get MIME or plain text digests- Plain


Receive your own posts to the list- Yes (so you receive a copy of what you sent out)


Receive acknowledgement mail when you send mail to the list- Yes


Get password reminder email for this list- Yes (you do not need a password to post to the mailing list, but you need it to change your settings)


Conceal yourself from the subscriber list- No (in another part of this website there is a membership list that other members can see; this is not referring to your email address in the mailing list posting)


What language do you prefer- English


Do you want to receive messages that do not match any topic filter- No


Avoid duplicate copies of messages- Yes
10. Click “Submit your changes”
To access IPCmte-L archives and membership list:
1. Please click on the first link in the email under “General information about the mailing list is at:” We recommend you “Favorite” this website
2. To see archived messages on the mailing list, click “IPCmte Archives” (they are archived daily)

3. To see the membership list, scroll down to “IPCmte Subscribers” and enter you email address and password in the first entry slot. Click “Visit subscriber list.”
You may wish to save these instructions in your IPCmte folder. Should you have further questions please contact, Monica at mjvilla@valdosta.edu or call 229-219-1397.
