
Mail Group Quick Start Guide 
 
Step 1: Log in 

Username / Email
address here

NAMInet / Web site / Email
password here  
 

• If you have a nami e-mail address (@nami.org), enter that in the EMAIL 
ADDRESS blank. If you do not have a nami e-mail address but do have a website 
membership account, enter your website username in that blank instead. 

• If you have a nami e-mail address (@nami.org), enter your e-mail password in the 
password blank. If you do not have a nami e-mail address but do have a website 
membership account, enter your website password instead. 

• Click LOGIN 
 
Step 2: Choose the group 

“Home” button

“ADMIN” button

Group Name

 
 

• If you don’t see any lists appear on the left, click the HOME button at the top of 
the page. 



• Find the name of the group you wish to administer, and then click ADMIN beside 
its name. 

 
Adding, removing, changing group members 

 
 

• On the left side, click SUBSCRIBER/MEMBER ADMINISTRATION. 
 

 
 
• On the right side, follow the on-screen directions and tips to add, change, or 

remove members from your mail group. 



Adding, changing, or removing group owners 
 

Click edit list config

“Admin”

 
• Log in and select the appropriate group as describe above. 
• Click EDIT LIST CONFIG under ADMIN 

 
• Click LIST DEFINITION under EDIT LIST CONFIG 
 

“Owner” 
Section

Enter info here  



• On the right, under the OWNER section, enter the e-mail address and (optionally) 
the name of the owner you wish to add. 

• If you wish to remove an owner, simply remove all the information referring to 
them in the OWNER section. 

• If you wish to give control of the group to someone other than yourself, erase 
your information and enter that of the new owner. 

• A PRIVILEDGED owner can do anything to the group, including close it. A 
NORMAL owner has a more limited choice of options. 

• Once the changes have been made, click UPDATE at the bottom of the page. 
 



Changing who can send messages to the group 
 

• Log in to the mail group system and click ADMIN beside the group as described 
above. 

• Click EDIT LIST CONFIG as described above. 

 
• Click SENDING/RECEIVING  
 

Who can send section

Drop-down button  
• Under WHO CAN SEND, click the drop-down button and select which behavior 

you wish (see below for some explanations) 
• Click UPDATE at the bottom of the page 
• MOST COMMON CHOICES: 

 Private, moderated for non-subscriber: Members can send 
messages freely, non-member messages must be approved by the 
owner/moderator 

 Restricted to subscribers: Members only, all others are rejected. 
 Moderators & Owners ONLY: Moderators and owners are the only 

ones who can send. All others are rejected. 
 Public: Anyone can send a message to this group. 

 


