
Set up a LISTSERV account and password 

1. Go to https://po.missouri.edu/cgi-bin/wa  

2. Click on “Get Password” in the upper left.   

 
 

 

3. Enter your email address in the first line and enter your desired password in the next two 

lines. Do not use your university password.  

 
  

https://po.missouri.edu/cgi-bin/wa


4. A confirmation email will be sent to your university email (the email you used to create 

your account). Click on the link in the email, and you will be taken to a LISTSERV page 

confirming your new account.  

 

Manage your LISTSERV subscriptions 

 

1. Log in at https://po.missouri.edu/cgi-bin/wa  

 

 
 

2. You can tell you are logged in by the message in the upper left of your screen.  

 

 

https://po.missouri.edu/cgi-bin/wa


3. Open “Subscriber’s Corner.”  

 

 
 

4. Here, you can see a list of all of the LISTSERVS that you are subscribed to. 

 

 
 

5. You can also view a list of all available LISTSERVS, including the ones you are not 

subscribed to. Use the pull-down menu near the top to change your view.  

 

 



6. To subscribe to or unsubscribe from a LISTSERV, check the box to the left of the list and 

use the pull-down menu at the bottom. Be sure to click the submit button to save your 

changes. 

 

  

 

7. Manage your subscriptions with the “My Settings” tab.  Use the pull-down menu to limit 

the view to your subscriptions 

 

 

 

8. From here, you can unsubscribe from any list. Click the “submit” button to save changes. 

 

 

 

 

  



9. You can also change the frequency that you receive emails for a particular list (regular, 

digest, or index) by using the “Mail Style” pull-down menu. Click the “submit” button to 

save changes. 

 

 

10. To make further changes to a list you are subscribed to, click on the “settings” option 

next to the individual list.  

  

 
 

11. From this list settings page, you may further customize your preferences for the specific 

list, including changing your subscribed email address and temporarily disabling message 

delivery. Use the green question mark buttons on the left to read further descriptions of 

the available options.  

 

 



Browse or search the archives of a list you are subscribed to:   

 

1. Make sure you are in the “Subscriber’s Corner” view.  

 

 
 

2. To access an individual list’s archives, click on its name from your list of subscriptions.  

 

 
 

3. Below, you can browse the list’s archive by date.  

 

 
 

  



4. To search the list’s archives, choose to “search archives.”  

 

 
 

5. You can identify which individual list you are searching by looking at the upper right.  

 

 
 

6. Enter your search term(s) in the “string” field and click the “search” button to submit 

your search.  

 
 

7. Choose the “substring” option only if you wish to search for partially-matched words. For 

example, “a substring search for chem would find both ‘chemistry’ and ‘alchemy.’” 

 

 
 



8. Use the green question mark boxes for further information about any search option. The 

further help for the main “string” search is especially useful.  

 

 
9. To access and read a individual post from your search results, click the “item #” on the 

left.  

 

 
 

 

 

10. When viewing an individual post through either browsing or searching, note the 

navigation options at the top left of the message.  

 

 
 

  



11.  You can make further adjustments to how you view list archives by changing your 

preferences, in the top right.  

 
 

12. Under “archive preferences,” you can change the sort order of how you view the archives 

as well as set other preferences like HTML or text display.  

 

 
 

 

Search multiple lists’ archives at once 

 

1. To search the archives of multiple lists at once, make sure you are in the “Email Lists” 

view. Choose “search archives.”  

 

 
 



2. Check the boxes to the left of the lists you wish to search, or use the “check all/uncheck 

all” options.  

 

 
 

13. Once you have selected the list archive(s) you wish to search, enter your search term(s) in 

the “string” field and click the “search” button to submit your search. (This step and the 

following steps of this section are identical to steps 6-12 in the previous “Browse or 

search the archives of a list you are subscribed to” section.) 

 

 
 

14. Choose the “substring” option only if you wish to search for partially-matched words. For 

example, “a substring search for chem would find both ‘chemistry’ and ‘alchemy.’” 

 

 
 

  



15. Use the green question mark boxes for further information about any search option. The 

further help for the main “string” search is especially useful.  

 

 
16. To access and read a individual post from your search results, click the “item #” on the 

left.  

 

 
 

 

 

17. When viewing an individual post through either browsing or searching, note the 

navigation options at the top left of the message.  

 

 
 

  



18.  You can make further adjustments to how you view list archives by changing your 

preferences, in the top right.  

 
 

19. Under “archive preferences,” you can change the sort order of how you view the archives 

as well as set other preferences like HTML or text display.  

 

 
 


