Attachment 4

elAR - SSA Notification

NYSeMail Listserve Distribution Lists
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Introduction:

A NYSeMuail Listserve dl was created for your County. It looks like this:

otda.dl.{CountyName}.elAR.

This list appears in the NYSeMail Global Address List (GAL) in the OTDA address book or the Global Address
Book.

As manager of the elAR distribution list, you can add and remove users to the distribution list. Likewise as
manager of the list, you will possibly be asked to troubleshoot any problems with delivery that occur to your unit.

How to manage your list:

The manager has the ability to add and remove users to the list. There are two ways to do this:

1. From your Outlook Client in your NYSeMail mailbox, open the Global Address book and find your list:

Ef Address Book: Global Address List |0 x|
File Edit Tools

Search: ' Mameonly ¢ More columns  Address Book

IDtda.dl.erDmE LE1s] | |GI|:|I:|aI Address List _~|  advanced Find

I Mame | Title Business Phone

2 otda.dl.broome.eIAR

5 otda.dl.cattaraugus.eIAR
8 otda.dl.cayuga.eIAR

2. Double click your list, and go to the Modify Members
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E8 otda.dl.broome.eIAR - O] x|

General |Member oF I E-mail Addresses I

) —Memb
Display name; Intda.dl.brnnme.eIF\R SITETS

& Behal, Jennifer (DFA3)

flias narme: |ntda.d|.brnnme.eIF\R & Boettger, Diane (DFA3-A03]
9,5 ceiringione@co. broome, ny . us
£ diuhl@co broome.ny.us

E’a K5oltis@co. broome, . us

9& psardayi@co,broome nv.us
& smith, David (DFA3-A03)

8 White, Kyle (DFAT)

S s

J Maodify Members., ., |

Cner:

Add to Contacts

[o]3 I Cancel | Ay |

3. Select Add to add someone to the list. Always try to add the user’s name. Do not try to add users hsen id.

Distribution List Membe x|

— Distribution lisk

Iu:-tda.dl.l:ru:-u:ume.el.ﬁ.l:i

—Members

Behal, Jennifer (DFEA3) add
Boettger, Diane (DFA3-A03) v |

cciringione@co. broome. ny . us

diuhli@co, broome. my.us Remove |

kSoltis@co, broome. ny .us

psardavi@co.broome. ny.,us ;
Smith, David (DFA3-A073) Properties. .. |

White, Kyle (DF&3)
=

] 4 | Cancel I

4. Please remember to add the user’s name even if your user has a county e-mail address. Most county users are in
the NYSeMail address book and the easiest way to add them is to select them out of the GAL.
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Add Users X|

Search: * Mameonly ¢ More columns — Address Book

Im-:q & | IDFF'.S - Syracuse Region ;I Advanced Find
I Marne | Title

B McoQuay, Michael (DFAZ-A03)

8 McRae, Robert (DFA3-A31) Caseworker

8 McSorley, Mancy (DF&3-A03) Caseworker Traines

8 Mcoweeney, Mary (DFAZ-A31) IM Specialist

§ Meattey, Rita (DFA3-A03)

8 Medinosky, Jos (DFAS) COURIER.

8 Meisch, Carolyn (DFAZ-A22)
8 Mellace, Maria (DFA3-A30)

8 Mellnitz, Ramona (DFA3-G23) Seniar Social Welfare Examiner —
8 Mellor, Carl (DFA3-A31) IM Worker

8 Melvin, Margaret (DFA3-C12)

8 Melvin, Margaret (DFA3-5F1) Case Planner

8 Mengel, Dwight (DF&3-A50) 4Floar

8 Menter, Patti (DFA3-A35) Typist

& Manzal Caeal FPEAR AT l
«| | 3

gy, Michasl (DEAZ-A03)

(] 4 I Cancel |

A

5. If you cannot find them in the GAL or only have Outlook Web Access to NYSeMail you will need to add and
remove users via this method:

How to subscribe Users Who Are Not in the Global Address List

Go to Outlook
Select New Mail Message
Go to the To field. Enter ListServer@ny.gov
Go to Format
Check Plain Text
Remove any Signature on the bottom of the message
Leave the subject line blank
In the Body of the message type in the words:
o Silent subscribe {one space} (name of your distribution list) {one space} (e-mail address of the
users you are going to subscribe.

®NOOAWD =

9. (DO NOT subscribe users HSEN ID@dfa.state.ny.us e-mail address. This will only add duplicate entries to
NYSeMail and this user will not receive any e-mail with this e-mail address. All DFA users should be
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selected from the GAL or they should be added with FirstName.LastName @dfa.state.ny.us e-mail

address.

An example is below:

Ser'ld 4'
4I

istServer @ny.gov

|
|
I
|
Suhjectl
S B S R S S SN NN SRR NN S

Silent subscribe otda.dl.chautauqua.eIAR Cardinor@co.chautauqua.ny.us

I

10. Then select the Send button.

This will subscribe/add a user with the e-mail address of tcardinor@co.chautaugua.ny.us on the Listserve

distribution list named otda.dl.chautauqua.eiar.
(Add a separate line for every user that needs to be subscribed to this list and send.

11.You will receive a notification from NYSeMail ListServer on the Status of this procedure. It will look like
this:

Extra line breaks in this message were removed,

From: MseMail ListServer Sent: Fri11/20/200912:2
Taoe Petrella, Moreen (OFT)

Cc

Subject: The mailbox <Jtacinelli@herkimercounty.org> was added to the list ‘otda.dl.herkimer.eI4R,

The mailbox <Jtacinellifherkimercounty.org:> was added to the list
"otda.dl.herkimer.eIAR’

ERROR - The command "This' is not recognised.

The number of commands processed successfully was 1 The number of commands with errors
was 1 Please ignore any errors caused by your email "signature’. If you need help, send a
message containing the word "help’
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The most important part of this message is the Subject line. Ignore the ERROR message. As long as it says The
mailbox xxxxx was added to the list. Then you subscribe was successful.

How to Unsubscribe Users Who Are Not in the Global Address List

Go through the same procedures in the last section except type in the body of the message the word
unsubscribe instead of subscribe:

Silent unsubscribe {one space} (name of your distribution list) {one space} (e-mail address of the users you
are going to unsubscribe). Repeat for each user to be unsubscribed.

Add a separate line for every user to be unsubscribed and send.

Administrative Questions and Technical Contacts:

Please do not try to reply to the distribution list. The SSA application will not respond to your questions. It is a
notification system only.

At this time, administrative questions and Information should be directed to otda.sm.elAR
(otda.sm.eiar@otda.state.ny.us). That may change depending on the type of questions asked.

If you are having problems receiving the notification e-mail, please call CCC Help Desk (formerly EHD) at 1-800-697-1323
and direct them to the NYSeMail team.

How to change Administrators:

If your County needs to change administrators, please ask your former administrator to email
oft.sm.cns.nysemail@cio.ny.gov . If for some reason your administrator has left your agency, the County DSS

Administrator of the program should make the request.
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