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Frequently Asked Questions about MLA’s Membership Service Center

How do I join an MLA List-serv?

There are two ways to sign up for MLA list-servs.

1.  Follow the URL link from the email invitation that is sent to you from MLA.

2.  Go directly to MLA’s Membership Service Center (MSC). 


· Once in the MSC, log in using your MLA username and password.  The Login shortcut is the first item in the menu on the left side of your screen.*


*If you don’t remember your web login (username) and/or password,



click on the “Forgot Your Login Information” link.  Follow the prompts



to send an email to MLA staff and we will send your information to



you as soon as possible.  

· After logging in, click on Person Record Detail in the column on the left. 

· Inside your Person Record Detail, click on the drop-down menu arrow next to the 

                   field.  Select Email Discussion Lists.  

· Click Go.
· The Email Discussion Lists Settings page will open.  This page contains all of the MLA list-servs to which you can subscribe.

· In the Subscription Type column for each list, you will see a drop down menu that displays your current status with that particular list.

· Not Subscribed = eligible for list but have not signed up 
· Unsubscribed = once a member of the list, but opted out

· Subscribe Single = receive each email as it is sent to the list
· Subscribe Digest = the system will batch emails and send them to you.
· Subscribe Nomail = emails will not be sent to your address.  You must go to the Forum to read correspondence.
· After selecting the Subscription Type, click on Submit Changes to update your record.  If the action you choose is to subscribe to a list, you will receive a confirmation email after clicking on the Submit Changes button. 
Go to Forum Features
· If you select the Subscribe Nomail option for a list or want to look for a particular message without searching through your personal inbox, click on Go To Forum for the list in which you are interested.  
· This action will take you to the Lyris ListManager.  

· The system will prompt you for Your Email Address that MLA has on file in the database for you and your Membership Service Center password.  (Please note that you can only use one email address to subscribe to MLA’s lists and that email address had to be in your Person Record Detail.)

· Once inside the forum you can:
· Go to My Forums, which contains a list of all the lists to which you are subscribed.  

· Look at all messages posted to a particular list by clicking on the Forum name on the left side of the window.

· To look at a particular message and its string of responses, click on the Subject line.  You can also reply to a message from this same screen.
· Set up RSS Feeds for your lists by going to the About shortcut on the left side of the screen.  When the window opens, check to make sure the list you want to create an RSS feed for is listed in the Name field.  Click on RSS 0.92 to complete your subscription.
Two ways to get to MLA’s Membership Service Center (MSC).





	1.  Go directly to the Membership Service Center by copying and pasting 	this URL into your web browser: � HYPERLINK "https://members.mla.lib.mi.us" ��https://members.mla.lib.mi.us�





 	2.  From MLA’s home webpage, � HYPERLINK "http://mla.lib.mi.us" ��http://mla.lib.mi.us�, click on the 	Membership Service Center link under the MLA Logo in the top left 	corner of your screen.
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