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Preamble

The NEOS listservs are provided as a NEOS service. 

The NEOS listservs are private and exist to encourage discussion among NEOS staff and provide a more secure forum for system alerts and critical announcements.  

Postings to these listservs are generated from within NEOS.
There are two NEOS listservs

NEOS-L
NEOS-L is an informal listserv which is only available to NEOS Member library staff.
NEOS-DIR

NEOS-DIR is a restricted listserv that is available only to NEOS Directors.

Subscribing to the NEOS listservs:

Subscribing to the Neos-l@mailman.srv.ualberta.ca mailing list.
To post to this list, send your email to:

  neos-l@mailman.srv.ualberta.ca

General information about the mailing list is at:

  http://www.mailman.srv.ualberta.ca/mailman/listinfo/neos-l
To unsubscribe or change options (eg, switch to or from digest mode, change your password, etc.), visit your subscription page at:

  http://www.mailman.srv.ualberta.ca/mailman/options/neos-l/youremailhere 

You can also make such adjustments via email by sending a message to:

  Neos-l-request@mailman.srv.ualberta.ca
with the word `help' in the subject or body (don't include the quotes), and you will get back a message with instructions.

You must know your password to change your options (including changing the password, itself) or to unsubscribe. 

Normally, Mailman will remind you of your mailman.srv.ualberta.ca mailing list passwords once every month, although you can disable this if you prefer.  This reminder will also include instructions on how to unsubscribe or change your account options.  There is also a button on your options page that will email your current password to you.

OR

Contact NEOS Manager to subscribe.
Send problem reports and questions to neos@library.ualberta.ca. 

Usage guidelines

1.  Keep postings within the scope of the list. 

NEOS-L and NEOS-DIR are for matters pertaining to the NEOS community.  
2.  Individual vs. Public Messages

Only send a message to the entire list when it contains information that everyone can benefit from
3.  Descriptive subject lines

Always use a clear, descriptive subject line. 

Do not use generic subject lines such as "Help," "Need help," and "Need Info." 
For example, 

Subject:  “Procedural change” (especially for critical information)

Subject:  “Duplicate exchange” or: “to give away” 

Subject:  “Sirsi down” or “Sirsi outage planned” 
Subject:  “Committee minutes posted on NEOS website”.

Subject:  “Committee agenda + date”.
4.  Include your signature.

Include a signature tag on all messages. Include your name, library, location, e-mail address (especially if you would like others to respond to you directly) and phone number. 

5.  Provide context.

Include only the relevant portions of the original message in your reply. Delete any header information, and put your response before the original posting.
6.  Forwarded messages 

Messages may be forwarded from other lists if relevant to NEOS Members, and if permitted by the original sender. Edit the message but leave enough information to identify the original source. Messages from the NEOS-L or NEOS-DIR may only be forwarded to others if you have been granted permission by the sender.  

7.  "Thank you" and "me too" messages

If you need to send messages such as "thanks for the information" or "me, too", send it to individuals--not to the entire list. Do this by using your e-mail application's forwarding option and typing in or cutting and pasting in the e-mail address of the individual to whom you want to respond. 
8.  Quality of Communication 

Debate about professional matters is welcome on NEOS listservs. If you disagree with something posted on the list, politely voice your objections or voice your concerns directly to the sender.  

9.  Advertisements / Announcements

NEOS does not accept advertisements and/or product announcements from outside publishers, producers of software, other vendors or commercial entities.
Announcements of resources or conferences are acceptable as long as they are relevant to the interests of the NEOS membership. 
The NEOS Manager will decide whether to post outside advertisements.
10.  Mistakes 

Perfect people need not subscribe to NEOS-L or NEOS-DIR. If you send a message to the list by mistake, do not send an apology to the whole list unless the message might be truly offensive or personal. Assume that your colleagues will delete the unintended message and overlook your error!

11.  Other Posting Considerations 

Don't send long documents directly to the list. Describe the document and give instructions for retrieving it or make it available on the NEOS website, or offer to send it to those interested. 

Plain text is the most universally acceptable format for messages; messages formatted in HTML or with graphics may not be readable to all users.

Avoid (or explain) jargon, abbreviations or colloquial language that may be unknown.  Refrain from sending unsubstantiated virus warnings, unless you are confident of their authenticity. Many virus warnings are actually hoaxes. 

Do not use capital letters in your e-mail for emphasis as that is considered to be the same as shouting. Instead, use an asterisk before and after the word or phrase you want to emphasize.

Do not post any information or other material protected by copyright without the permission of the copyright owner. By posting material, the posting party warrants and represents that he or she owns the copyright with respect to such material or has received.
If you are going to be out of the office for an extended period of time and use an automatic response to your messages that says you are out of the office, please check with your e-mail administrator as to how to modify that automatic response so that it does not go out to the rest of the listserv with every posting.

NEOS Members are often interested in others' queries, and appreciate reading answers to most questions; but, if you are soliciting multiple replies, such as in a survey or publication offering, as a courtesy you should ask for individual replies to your query.  Offer to summarize the responses for the whole list. This technique allows the information to be shared with the whole list, but in a summary form rather than in bits and pieces.
To initiate a new discussion or request, start a new message with an appropriate subject line.
There should be one subject per email and the reply should have the same subject line.
Subject guidelines

NEOS-L
■
NEOS business (meeting agendas/minutes/policy changes, etc.)
■
Queries about particular products that NEOS Members are considering purchasing


■
Duplicate exchange lists


■
Absence/library closure announcements


■
Sirsi system announcements


■
Staff announcements


■
Job postings

■
Staff surveys


■
Library changes

■
Continuing education opportunities

NEOS-DIR
■
NEOS Executive business (meeting agendas/minutes, etc.)

■
NEOS Directors’ business (meeting agendas/minutes, etc.)


■
Voting


■
Directors’ surveys

