Accessing your Distribution List

1. Open Netscape

2. Type http://pvmail.maricopa.edu in the

location bar
3. Click on Secure Personal Administration

Tool (PAT)

Select the Location: Paradise Valley College
Skip the Directory Name box
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Click on Login
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* Directory Name:

* - Your Directo
If your Directory Name does not allow you to login, please use your Memo ema
password. If you need further Information on this feature, see the help pages.

In the Memo Address Box Type in your entire Email address and your Password

Personal Administration Tool V2.0 About Memo | About D

Web
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| Paradise Valley College
(Required Field)

4| Help Pages Available
o Profile

o Distribution Lists

o Email Settings

(e.g. Firstname Lastname) o Administrative Options

Password: I

OR
Memo Address: ana.mondragon@p\

(e.g. first.last@sitemail.maricopa.edu)
Password:
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Login | clear Form |
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8. Select Distribution Lists from the top tab.

MEMO

9' YOU Wlll seca hStlng Of the Personal Administration Tool v2.01

MK Distribution
Profile i

Email
Settin

DLs you Moderate.

Distribution List Maintenance

Distribution Lists Owned by: Loretta Mondragon
DL Display Name: DL Organization: DL Email Address:

10. Click on Edit to

DL-PVC-Others Edit PVC dl-pvc-others@pvmail.maricopa.edu
DL-PVC-Advisortrac Edit PVC dl-pvc-advisortrac@pvmail.maricopa.edu

A d d fR M b d DL-PVC-IRTS Edit PVC dl-pvc-irts@pvmail.maricopa.edu

emove Members an DL-PVC-Techiab Edit PVC dl-pve-techlab@pvmail.maricopa.edu

DL-PVC-Calendar Edit PVC dl-pvc-calendar@pvmail.maricopa.edu
DL-PVC-Passwd-expire-rpt Edit PVC dl-pvc-passwd-expire-rpt@pvmail.maricopa.edu

Change the DL Password.
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Email
Settings

Distribution
Lists

Distribution List Data

P:KIe

List Name: DL-PVC-Others
Organization: Paradise Valley Collage
Email Address: di-pvc-others@pvmai.maricopa.adu

List Owner: F!eﬂ.a.mond;agon@p\

Email Addresses of List Members:

Type Email Address to Add to List:

bookstore @pvmail.maricopa.edu
janelle jaramillo @pvmai.mancopa.edu |—

linda.rosenthal@domail.marncopa.edu | =
mary.gibbons@sccmai.maricopa.edu

A
| Add

Or Search Directory

wamean.buxton@pvmai.mancopa.edu

Delete '

Select member from lis§jal

Description: Fon-s'ne additions to dl
Change
Password: l
Re-type
Password: I

Bulk Email Address Loafing

5 members what is this?

{click BROWSE to find th
file on your HardDrive)

MEMO

Add New Entry Search

Search Attribute Search Criteria

Update LIst ' Clear all flelds I

11. Select the Search Directory box to add members.

12. In the Last Name box, Select Contains from the drop down e i -
First Name 4] °
ite =l
menu. :un-sne |
Employee Class x|
Telephone l‘
13. Type the Last name of the people you want to add. Emai =
Search
14. Click on the Add selected name(s) to member list. 2‘:;:':::55““5 .

Loretta Mondragon loretta . mondragon@pym

15. Close this window to return to the Edit DL Data Window.

16. Click the Update List button to update the DL.

Add selected name(s) to member list I
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