E-MAIL NOTIFICATION SERVICES (LISTSERV)

The Legislature provides an e-mail notification service (known as ListServ) where you can sign
up to receive various committee hearing agendas and schedules. When one of the documents
you’ve signed up for is updated it will be e-mailed to you automatically.

To Set Up E-mail Notification:

e Select E-Mail Notifications from Legislative Home Page (www.leg.wa.gov)
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e Enter your e-mail address and your first and last name in the boxes provided
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e Scroll down and select the schedules/agendas you want to receive by clicking on the “join

button”.
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e Scroll to the bottom of the page and click on JOIN/LEAVE LISTS.

Step 3: Subscribeleave selected lists

Click the hutton below to join ar leaye our lists. Ta confirm your identity and prevent third parties from
subscribing you to a list against yolr will, an e-mail message with a confirmation code will he sentto the
address you specify in the form fof each list. Simply wait far this e-mail to arrive, then fallow the
instructions to confirm the operafion,

To seewhich e-mail notification lists you are subscribed to, go to the Listzery page on the Depatment of
Infarmation Services web site/ You must set up an account with yvour e-rmail address and password to see
the list on the DIS Listsery Syhscriber's Corner,
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An e-mail will sent to you requesting confirmation of your selection. If you signed up to receive
notifications for more than one committee an e-mail will be sent to you for each committee you
signed up for.

To Confirm Your Selections

Login to the e-mail address you have specified

Open the e-mail from the ListServ computer

Click on the link provided in the e-mail to confirm your subscription.

A box will open on your screen confirming you’ve been added, and a second e-mail will
be sent to you confirming that you’ve been added to the list.

Close the box on your screen and delete the two e-mails you received.

e Repeat this process for each committee you signed up for.

To Delete A Notification
e Go to the Legislative Web Page (www.leg.wa.gov) and click on E-Mail Notifications
e Sign in with your e-mail address and your first and last name.
e Click on the leave button for each committee you wish to delete.
e Scroll to the bottom of the page and click on Join/Leave List(s)




To Review which Lists You Are Subscribed to and Delete Lists:
e Go to the Legislative Web Page (www.leg.wa.gov) and click on E-Mail Notifications
e Scroll to the bottom of the page to the section that is titled “Step 3: Subscribe/leave
selected lists” and click on link that says Listserv page. This will take you to the
Department of Information Services ACESSS SHINGTON web site (they manage
the ListServ application).

Step 3: Subscribeleave selected lists

Click the hutton belovw to join or leave our lists. To confirm your idgntity and prevent third parties from
subscribing you to a list against your will, an e-mail message with\g confitmation code will be sent to the
address you specify in the form for each list. Simply wait for this e-mXil to arrive, then follow the
instructions to confirm the operation.

To see which e-mail notification lists you are subscribed to, ga ta the L isfer pang on the Department of
Information Services web site. You must set up an account with yvour e-rmail address and password to see
the list on the DIS Listsery Subscriber's Corner.
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Welcome to LISTSERV.WA.GOV

The new e-mail list distribution service known as Listser further enhances
government services at WWashington state's web portal, Access Washingto
serice, citizens will be able to keep up with the latest developments and r
government agencies and to participate in discussion groups for the issues—
of interest to them via e-mail. The service will also enable state and local g
agencies to reach out directly to businesses, organizations and the gener:
much guicker and more efficient manner.
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Log off The Listsery is free to citizens. You are welcome to participate in the lists
| available at listserv.wa.oov. =
° 4] | »




e Click on “Select Subscription Settings”
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Subscriber's Corner Welcome to Subscriber's Corner

Subscriber’s Corner On thigpage, you can see all the lists you are subscribed to. The list table can display
selected subscription settings for each list.

You can do the following:

& Signoff from one or more lists.
& Change your subscription settings on one or more lists.

e Scroll down to the table which shows what you are subscribed to.
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ottom of the table, click in the dropdown and select “Unsubscribe”.

. ou don’t want to receive an e-mail notification of the lists you’ve unsubscribed to
click the check box marked “Do end E-Mail Notification”.
e Click on “Submit Changes™



Setting up an account and password on the Access Washington ListServ Web Page.
The first time you go to this ListServ web page to review the lists you are signed up to, you will
need to establish an account with your e-mail address and a password. To set up a password:

e Clickon Log-in

e Click on the link that says “Get a Password”
W Ve ).

distsery.Wa. gov;

iber's Corner

Subscriber's Corner Welcome to Subsc

S.uhs:l.:riher's_ Corner 0n this page, you can see all the lists you are subscribed Y The list table can display
s s selected subscription settings for each list.

You are not currently logged in. Before you can subscribe to any lisds, or change existing list
subscriptions, you will need to log in. If you already have a password cMthis server, you can
Log in. If you do not have a password yet, or have forgotten it, you can get a password.

e Enter your e-mail address and a password of your choosing in the appropriate boxes, the
click on “Register Password”. An e-mail will be sent to you requesting verification
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Registering your LISTSERV Password

Flease enter your e-mail address and the deXired password, then click on the "Register Password” button. If you already had a
LISTSER" passwaord, but cannot remember what it was, this procedure will automatically replace your existing passwaord with the
news one wou will be entering below.

E-Mail Address: \ |

Password:

Password (again): viarification
g

Register Passward |

e (o to e-mail, open the message sent to you, and click on the link provided to verify your
account and password.
e Return to the Access Washington ListServ web page and Login.




Logaging into the Access Washington ListServ Web Page

When you go to the Access Washington ListServ Web Page and click on “Subscribers Corner”
for the first time, you will be asked to log in with your e-mail address and password. The web
page will then place a “cookie” on your computer so it can remember who you are so you won’t
have to go through the log-in process the next time you access the system. You can also log on
without the cookie by scrolling down the page a little further.

e Click on “Subscribers Corner”
e Click on “log-in
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Subscriber's Correr Welcome to Subscriber's Corner

5_""”:_'_:"“’“'5.. Corner On this page, you can see all the lists you are subscribed to. The list tahle can display
dlL s selected subscription settings for each list.

You are not currently logged in. Before you can subscribe to any lists, or change existing list |
subscriptions, you will need to log in. If you already hawve a password on this server, you can
Log in. If you do not have a password yet, or have forgotten it, you can get a password.

e Enter your e-mail address and password and click on “log in”
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Login Required

Flease enter your e-mail address and your LISTSERY passwaord (mot the pg#sword you use to login to your computer or read your

mail}, and click on the "Login" button.

NEW USER OR FORGOT YOUR PASSWORD? CLICK HERE TO GET A NEW LISTSERWV PASSWORD

E-Mail Atl(lress:l /
Passwori: /

Login | Change password |

e You will get a screen describing the cookie process. Click on “follow this link”
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Password Saved

Your weh browser has been instructed to =save your password in a "cookie" orn/your hard disk.
Hot all webh browsers, however, support cookies. Cookies may also hare beey disabled in the
browser's "Preferences" menu (sometimes called "Options" or "Settings"}) To confirm that your
password has heen successfully sared as a cookie, please follow this link. If this brings you
bhack to the "Login Reguired" screen, the cookie has not been accepted by your browser and you
will need to try¥ again after reconfiguring your preferences or upgrading to a more recent

browser.

e You should get the screen with all your selections. If not click on “Select Subscription
Settings”



Or to log-in without setting a cookie

e Click on “Subscribers Corner”

e Click on “log-in”

e Enter your e-mail address and password, scroll down and click on “log-in without setting
a cookie”
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Flease enter your e-mail address and your LISRGERY paskwaord (mot the password you use to login to your Zomputer or read your
mail), and click on the "Login” buttan.

E-Mail Address: |

v
Passworid: |

ST Change password

For your convenience, logging in defines a cookie in your browser, which is rermoyéd when you log off. If you are working from a
public computer, you must remember to log off when you are done, or someong/klse will be able to use your account. On a private
camputer, you may set the cookie ance, and never need to log off.

If you prefer not to set a cookie, use this login button instead:

Login without setting a cookie |
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e You should get the screen with all your selections. If not click on “Select Subscription
Settings”



